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FOREWORD

The purpose of this regulation, Civil Aviation Regulations — Organisation Requirements for Aircrew (CAR-
ORA), is to establish the requirements for the certification and oversight of organisations involved in
aircrew training, including Approved Training Organisations (ATOs) and organisations operating Flight
Simulation Training Devices (FSTDs), in the United Arab Emirates (UAE). This document provides a
comprehensive framework to ensure that such organisations maintain the necessary standards of safety,
quality, and competence in support of flight crew licensing and training.

This regulation applies to all UAE-based ATOs and organisations providing aircrew training or operating
FSTDs, as well as foreign organisations seeking GCAA approval to conduct training or operate FSTDs for
UAE licence holders. It also applies to organisations providing specific training services associated with
pilot licensing, ratings, and certificates under the oversight of the GCAA.

The General Civil Aviation Authority (GCAA), designated by the UAE Federal Government, is the
competent authority responsible for implementing and enforcing the provisions of this regulation. The
GCAA ensures alignment with international civil aviation standards, particularly those established by the
International Civil Aviation Organization (ICAO).

The objective of this regulation is to provide clear, transparent, and harmonized requirements for the
certification, management, and ongoing oversight of organisations delivering aircrew training and
related services. It aims to ensure that such organisations consistently meet the highest standards of
safety, quality management, and operational efficiency, thereby supporting the safe conduct of civil
aviation operations in the UAE and facilitating mutual recognition with other civil aviation authorities.

This regulation comes into effect immediately upon its publication, and organisations are required to
comply with its provisions. The GCAA will monitor compliance and may implement a transition period
for certain provisions as necessary. The regulation will be amended and updated as necessary by the
GCAA, and any significant changes may be subject to consultation with industry stakeholders through
the Notice of Proposed Amendment (NPA) process.

This regulation introduces enhanced requirements related to management systems, safety management
systems (SMS), compliance monitoring, and quality assurance within aircrew training organisations. It
also incorporates guidance on the integration of competency-based training and assessment (CBTA)
principles and the oversight of outsourced training activities.

The development of this regulation has been informed by consultations with industry stakeholders,
including UAE-based ATOs, FSTD operators, and representatives from the GCAA. Their valuable feedback
has contributed to ensuring that the regulation is practical, fit-for-purpose, and supports both safety
objectives and the continued development of the UAE civil aviation sector.
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ABBREVIATIONS

UAE The United Arab Emirates

GCAA The General Civil Aviation Authority
CAR Civil Aviation Regulation

NPA Notice of Proposed Amendment
FSTD Flight Simulation Training Devices
SMM Safety Management Manual

AMC Acceptable Means of Compliance
ATO Approved Training Organisation

ERP Emergency Response Plan

TCH Type Certificate Holders

IAVW International Airways Volcano Watch
VAR Volcanic Activity Report

SIGMET Significant Weather Information
VAAC Volcanic Ash Advisory Centre

ATS Air Traffic Services

TDA Temporary Danger Area

MSA Minimum Sector Altitude

APU Auxiliary Power Unit

ACAS Airborne Collision Avoidance System
TAWS Terrain Awareness Warning System
PBN Performance-Based Navigation

DG Dangerous Goods

LVO Low Visibility Operation

HHO Helicopter Hoist Operation

HEMS Helicopter Emergency Medical Service
NVIS Night Vision Imaging System

LAPL Light Aircraft Pilot Licence

PPL Private Pilot Licence

BPL Balloon Pilot Licence

SPL Sailplane Pilot Licence

AlS Aeronautical Information Service
ATC Air Traffic Control

PIC Pilot-in- Command

CPL Commercial Pilot Licence

MPL Multi-Crew Pilot Licence

ATPL Airline Transport Pilot Licence

HT Head Of Training

AlP Aeronautical Information Publication
AFM Aircraft Flight Manuals

CTKI Chief Theoretical Knowledge Instructor
ZFTT Zero Flight-Time Training
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MCC

Multi-Crew Cooperation

MPA Multi- Pilot Aeroplane

CBT Computer-Based Training

FMC Flight Management Computer

MTOM Maximum Take-Off Mass

MLM Maximum Landing Mass

SOP Standard Operating Procedure

OPC Operator Proficiency Check

CRM Crew Resource Management

PF Pilot Flying

FMS Flight Management System

TKI Theoretical Knowledge Instructor

FTI Flight Test Instructor

FFSs Full Flight Simulators

IMC Instrument Meteorological Conditions
Fl Flight Instructor

CFI Chief flight instructor

TEM Threat and Error Management

LO Learning Objectives

ISD Instructional Systems Design

ADDIE Analyse, Design, Develop, Implement and Evaluate
TRI Type Rating Instructor

QTG Qualification Test Guide

CMP Compliance Monitoring Programme
10S Instructor Operation Station

CM Compliance Monitoring

AM Accountable Manager

EGPWS Enhanced Ground Proximity Warning System
MQTG Master Qualification Test Guide

AD Airworthiness Directives

FMGC Flight Management and Guidance Computer
ACAS Airborne Collision Avoidance System
BITD Basic Instrument Training Device

VDR Validation Data Roadmap

FTD Flight Training Device

FNPT Flight And Navigation Procedures Trainer
QTG Qualification Test Guide

oM Operations Manual

CMM Compliance Monitoring Manager
CMS Compliance Monitoring System

CQB Centralized Questions Bank

MMEL Master Minimum Equipment List

0OsD Operational Suitability Data
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OTD Other Training Device

PM Pilot Monitoring

SMS safety management system

TRE Type Rating Examiner

(A) Aeroplane

(H) Helicopter

copP Code of Practice

CSFI Chief Synthetic Flight Instructor

FATO Final Approach and Take-Off Area

GMP General Medical Practitioner

IFR Instrument Flight Rules

LIFUS Line Flying Under Supervision
DEFINITION

Refer to CAR-DEF (DEFINITIONS)
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SUBPART GEN — GENERAL REQUIREMENTS

SECTION | - GENERAL

ORA.GEN.105 Competent authority

(a) For the purpose of this regulation, the competent authority exercising oversight over organisations
subject to a certification obligation shall be:

(1) for organisations having their principal place of business in the United Arab Emirates (UAE), the
GCAA.

(2) for organisations having their principal place of business located outside the UAE in the
Contracting States, the GCAA.

(b) Flight Simulation Training Devices (FSTDs) shall be:
(1) Certified by the GCAA if they are located within the territory of the United Arab Emirates, or,

(2) Accepted when located within the territory of an ICAO Contracting State and operated by
organisation having its principal place of business located outside the UAE.

(c) When the FSTD located outside the territory of the UAE is operated by an organisation certified by
the GCAA, the GCAA shall qualify this FSTD in coordination with the ICAO Contracting State that has
certified the organisation that operates such FSTD.

ORA.GEN.115 Application for an organisation certificate

(a) The application for an organisation certificate or an amendment to an existing certificate shall be
made in a form and manner established by the GCAA, taking into account the applicable
requirements of CAR FCL.

(b) Applicants for an initial certificate shall provide the GCAA with documentation demonstrating how
they will comply with the requirements established in CAR FCL. Such documentation shall include a
procedure describing how changes not requiring prior approval will be managed and notified to the
GCAA.

ORA.GEN.120 Means of compliance

(a) Alternative means of compliance to the AMC adopted by the GCAA may be used by an organisation
to establish compliance with CAR FCL.

(b) When an organisation wishes to use an alternative means of compliance, it shall, prior to
implementing it, provide the GCAA with a full description of the alternative means of compliance.
The description shall include any revisions to manuals or procedures that may be relevant, as well as
an assessment demonstrating that the applicable provisions of CAR FCL are met.
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(c) The organisation may implement these alternative means of compliance subject to prior approval by
the GCAA and upon receipt of the notification.

DEMONSTRATION OF COMPLIANCE

In order to demonstrate that the requirements of CAR-FCL and CAR-ORA have been met, a risk assessment
should be completed and documented. The result of this risk assessment should demonstrate that an
equivalent level of safety to that established by the Acceptable Means of Compliance (AMC) adopted by
the GCAA is reached.

ORA.GEN.125 Terms of approval and privileges of an organisation

A certified organisation shall comply with the scope and privileges defined in the terms of approval
attached to the organisation’s certificate.

MANAGEMENT SYSTEM DOCUMENTATION

The management system documentation should contain the privileges and detailed scope of activities for
which the organisation is certified, as relevant to the applicable requirements. The scope of activities
defined in the management system documentation should be consistent with the terms of approval.

ORA.GEN.130 Changes to organisations

(a) Any change affecting:
(1) the scope of the certificate or the terms of approval of an organisation; or

(2) any ofthe elements of the organisation’s management system as required in ORA.GEN.200(a)(1)
and (a)(2), shall require prior approval by the GCAA.

(b) For any changes requiring prior approval in accordance with CAR FCL, the organisation shall apply for
and obtain an approval issued by the GCAA. The application shall be submitted before any such
change takes place, in order to enable the GCAA to determine continued compliance with CAR FCL
and to amend, if necessary, the organisation’s certificate and related terms of approval attached to
it. The organisation shall provide the GCAA with any relevant documentation. The change shall only
be implemented upon receipt of formal approval by the GCAA in accordance with Appendix 2 of this
regulation.

(c) The organisation shall operate under the conditions prescribed by the GCAA during such changes, as
applicable.

(d) All changes not requiring prior approval shall be managed and notified to the GCAA as defined in the
procedure approved by the GCAA in accordance with Appendix 2 of this regulation.
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APPLICATION TIME FRAMES

(a) The application for the amendment of an organisation certificate should be submitted at least 30
days before the date of the intended changes.

(b) Inthe case of a planned change of a nominated person, the organisation should inform the GCAA at
least 30 days before the date of the proposed change.

(c) Unforeseen events that necessitate changes should be notified at the earliest opportunity, but no
longer than 48 hours after the identified need, in order to enable the GCAA to determine continued
compliance with the applicable requirements and to amend, if necessary, the organisation certificate
and related terms of approval.

GM1 ORA.GEN.130(a) Changes to organisations

GENERAL
(a) Typical examples of changes that may affect the certificate or the terms of approval are listed below:
(1) the name of the organisation;
(2) the organisation’s principal place of business;
(3) the organisation’s scope of activities;
(4) additional locations of the organisation;
(5) the accountable manager;
(6) any of the persons referred to in ORA.GEN.210 (a) and (b);
(7) the organisation’s documentation as required by this Regulation, safety policy and procedures;
(8) the facilities.

(b) Prior approval by the GCAA is required for any changes to the organisation’s procedure describing
how changes not requiring prior approval will be managed and notified to the GCAA (e.g. such as in
the case of utilization of flying orders).

(c) Changes requiring prior approval may only be implemented upon receipt of formal approval by the
GCAA.
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GM2 ORA.GEN.130(a) Changes to organisations
CHANGE OF NAME OF THE ORGANISATION
A change of name requires the organisation to submit a new application as a matter of urgency.

Where this is the only change to report, the new application can be accompanied by a copy of the
documentation previously submitted to the GCAA under the previous name, as a means of demonstrating
how the organisation complies with the applicable requirements.

GENERAL

Typical examples of changes not requiring prior approval are the following items:
(a) flight simulation training device (FSTD) operator’s technical personnel;

(b) change in schedule of preventive maintenance; and

(c) list of instructors.

It is recommended that all information on changes not requiring prior approval be included as annexes
to the Approved Training Organisation (ATO)’s and FSTD operator’s.

ORA.GEN.135 Continued validity

(a) The organisation’s certificate shall remain valid for a maximum period of five years subject to:

(1) the organisation remaining in compliance with the Law and applicable relevant regulatory
requirements, taking into account the provisions related to the handling of findings as specified
under ORA.GEN.150;

(2) the GCAA being granted access to the organisation as defined in ORA.GEN.140 to determine
continued compliance with Law and applicable relevant regulatory requirements; and

(3) the certificate not being surrendered or revoked.

(b) Upon revocation or surrender the certificate shall be returned to the GCAA without delay.

ORA.GEN.140 Access

For the purpose of determining compliance with the Law and applicable relevant regulatory
requirements, the organisation shall grant access to any facility, aircraft, document, records, data,
procedures or any other material relevant to its activity subject to certification, whether it is contracted
or not, to any person authorised by the GCAA defined in ORA.GEN.105.
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ORA.GEN.150 Findings

After receipt of notification of findings, the organisation shall:

(a) identify the root cause of the non-compliance;
(b) define a corrective action plan; and

(c) demonstrate corrective action implementation to the satisfaction of the GCAA within a period
agreed with that authority as defined in Appendix 2 to this regulation “Organisation Oversight”.

GENERAL

The corrective action plan defined by the organisation should address the effects of the non-conformity,
as well as its root-cause.

GM1 ORA.GEN.150 Findings

GENERAL

(1) Corrective action is the action to eliminate or mitigate the root cause(s) and prevent recurrence of
an existing detected non-compliance or other undesirable condition or situation.

(2) Proper determination of the root cause is crucial for defining effective corrective actions.

ORA.GEN.155 Immediate reaction to a safety problem

The organisation shall implement:
(a) any safety measures mandated by the GCAA, according applicable procedures, and

(b) any relevant mandatory safety information issued by the GCAA, or directly applicable, including
airworthiness directives.

ORA.GEN.160 Occurrence reporting

(a) The organisation shall report to the GCAA, and to any other organisation required by the State of the
operator to be informed, any accident, serious incident and occurrence as defined in CAR OCR and/or
applicable occurrence reporting regulations.

(b) Without prejudice to paragraph (a) the organisation shall report to the competent authority and to
the organisation responsible for the design of the aircraft any incident, malfunction, technical defect,
exceeding of technical limitations and any occurrence that would highlight inaccurate, incomplete
or ambiguous information contained in the operational suitability data established in accordance
with CAR 21 requirements or other irregular circumstance that has or may have endangered the safe
operation of the aircraft and that has not resulted in an accident or serious incident.
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(c) Without prejudice to applicable accident and incident investigation and safety occurrence reporting
regulations, the reports referred in paragraphs (a) and (b) shall be made in a form and manner
established by the GCAA and contain all pertinent information about the condition known to the
organisation.

(d) Reports shall be made as soon as practicable, but in any case within 72 hours of the organisation
identifying the condition to which the report relates, unless exceptional circumstances prevent this.

(e) Where relevant, the organisation shall produce a follow-up report to provide details of actions it
intends to take to prevent similar occurrences in the future, as soon as these actions have been
identified.

GENERAL

(a) The organisation should report all occurrences defined in the applicable occurrence reporting
regulations, as well as those outlined in the Safety Reporting program of the ATO.

(b) In addition to the reports required by the applicable occurrence reporting regulations, the
organisation should report volcanic ash clouds encountered during flight.

ORA.GEN.165 English Language Proficiency (ELP)

In order to obtain and maintain an approval as a GCAA ELP assessment body, the organisation shall comply
with the requirements detailed in Appendix 3 to this regulation.

ORA.GEN.170 Theoretical Knowledge Examination

In order to obtain and maintain an approval for the Theoretical Knowledge Examinations, the organisation
shall comply with the requirements detailed in Appendix 4 to this regulation.
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SECTION Il - MANAGEMENT

ORA.GEN.200 Management system

(a) The organisation shall establish, implement and maintain a management system that includes:

(1) clearly defined lines of responsibility and accountability throughout the organisation, including
a direct safety accountability of the accountable manager;

(2) adescription of the overall philosophies and principles of the organisation with regard to safety,
referred to as the safety policy;

(3) the identification of aviation safety hazards entailed by the activities of the organisation, their
evaluation and the management of associated risks, including taking actions to mitigate the risk
and verify their effectiveness;

(4) maintaining personnel trained and competent to perform their tasks;

(5) documentation of all management system key processes, including a process for making
personnel aware of their responsibilities and the procedure for amending this documentation;

(6) a function to monitor compliance of the organisation with the relevant requirements.
Compliance monitoring shall include a feedback system of findings to the accountable manager
to ensure effective implementation of corrective actions as necessary; and

(7) any additional requirements that are prescribed in the relevant subparts of this regulation or
other applicable GCAA regulations.

(b) The management system shall correspond to the size of the organisation and the nature and
complexity of its activities, taking into account the hazards and associated risks inherent in these
activities.

(c) Notwithstanding point (a), in an organisation providing training only for the LAPL, PPL, SPL or BPL
and the associated ratings or certificates, safety risk management and compliance monitoring
defined in points (a)(3) and (a)(6) may be accomplished by an organisational review, to be performed
at least once every calendar year. The GCAA shall be notified about the results of this review by the
organisation without undue delay.

NON-COMPLEX ORGANISATIONS — GENERAL

(a) Safety risk management may be performed using hazard checklists or similar risk management tools
or processes, which are integrated into the activities of the organisation.

(b) The organisation should manage safety risks related to a change. The management of change should
be a documented process to identify external and internal change that may have an adverse effect
on safety. It should make use of the organisation’s existing hazard identification, risk assessment and
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mitigation processes.

(c) The organisation should identify a person who fulfils the role of safety manager and who is
responsible for coordinating the safety management system. This person may be the accountable
manager, or a person with an operational role in the organisation. In this case an independent
external auditor, acceptable to the GCAA, should complete audits at a minimum of every six months
to ensure the SMS is functioning as described in the accepted Safety Management Manual (SMM).

(d) Within the organisation, responsibilities should be identified for hazard identification, risk
assessment and mitigation.

(e) The safety policy should include a commitment to improve towards the highest safety standards,
comply with all applicable legal requirements, meet all applicable standards, consider best practices
and provide appropriate resources.

(f) The organisation should, in cooperation with other stakeholders, develop, coordinate and maintain
an Emergency Response Plan (ERP) that ensures orderly and safe transition from normal to
emergency operations and return to normal operations. The ERP should provide the actions to be
taken by the organisation or specified individuals in an emergency and reflect the size, nature and
complexity of the activities performed by the organisation.

COMPLEX ORGANISATIONS - ORGANISATION AND ACCOUNTABILITIES

The management system of an organisation should encompass safety by including a safety manager and
a safety review board in the organisational structure.

(a) Safety manager:

(1) The safety manager should act as the focal point and be responsible for the development,
administration and maintenance of an effective safety management system.

(2) The functions of the safety manager should be to:
(i) facilitate hazard identification, risk analysis and management;

(i) monitor the implementation of actions taken to mitigate risks, as listed in the safety action
plan;

(iii) provide periodic reports on safety performance;
(iv) ensure maintenance of safety management documentation;

(v) ensure that there is safety management training available and that it meets acceptable
standards;

(vi) provide advice on safety matters; and

(vii) ensure initiation and follow-up of internal occurrence/accident investigations.
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(b)

Safety review board:

(1) The Safety review board should be a high level committee that considers matters of strategic
safety in support of the accountable manager’s safety accountability.

(2) The board should be chaired by the accountable manager and be composed of heads of
functional areas.
(3) The safety review board should monitor:
(i) safety performance against the safety policy and objectives;
(ii) that any safety action is taken in a timely manner; and
(iii) the effectiveness of the organisation’s safety management processes.

The safety review board should ensure that appropriate resources are allocated to achieve the
established safety performance.

The safety manager or any other relevant person may attend, as appropriate, safety review board
meetings. He/she may communicate to the accountable manager all information, as necessary, to
allow decision making based on safety data.

GM1 ORA.GEN.200(a)(1) Management system

SAFETY MANAGER

(a)

(b)

Depending on the size of the organisation and the nature and complexity of its activities, the safety
manager may be assisted by additional safety personnel for the performance of all safety
management related tasks.

Regardless of the organisational set-up it is important that the safety manager remains the unique
focal point as regards the development, administration and maintenance of the organisation’s safety
management system.

GM2 ORA.GEN.200(a)(1) Management system

COMPLEX ORGANISATIONS — SAFETY ACTION GROUP

(a)

(b)

(c)

(d)

A safety action group may be established as a standing group or as an ad-hoc group to assist or act
on behalf of the safety review board.

More than one safety action group may be established depending on the scope of the task and
specific expertise required.

The safety action group should report to and take strategic direction from the safety review board
and should be comprised of managers, supervisors and personnel from operational areas.

The safety action group should:
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(e)

(1) monitor operational safety;

(2) resolve identified risks;

(3) assess the impact on safety of operational changes; and

(4) ensure that safety actions are implemented within agreed timescales.

The safety action group should review the effectiveness of previous safety recommendations and
safety promotion.

COMPLEX ORGANISATIONS — SAFETY POLICY

(a)

The safety policy should:
(1) be endorsed by the accountable manager;

(2) reflect organisational commitments regarding safety and its proactive and systematic
management;

(3) be communicated, with visible endorsement, throughout the organisation; and

(4) include safety reporting principles.

(b) The safety policy should include a commitment:

(1) to improve towards the highest safety standards;

(2) to comply with all applicable legislation, meet all applicable standards and consider best
practices;

(3) to provide appropriate resources;

(4) to enforce safety as one primary responsibility of all managers; and

(5) notto blame someone for reporting something which would not have been otherwise detected.
Senior management should:

(1) continually promote the safety policy to all personnel and demonstrate their commitment to it;
(2) provide necessary human and financial resources for its implementation; and

(3) establish safety objectives and performance standards.
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GM1 ORA.GEN.200(a)(2) Management system

SAFETY POLICY

The safety policy is the means whereby the organisation states its intention to maintain and, where
practicable, improve safety levels in all its activities and to minimise its contribution to the risk of an
aircraft accident as far as is reasonably practicable.

The safety policy should state that the purpose of safety reporting and internal investigations is to
improve safety, not to apportion blame to individuals.

COMPLEX ORGANISATIONS - SAFETY RISK MANAGEMENT
(a) Hazard identification processes:

(1) Reactive and proactive schemes for hazard identification should be the formal means of
collecting, recording, analysing, acting on and generating feedback about hazards and the
associated risks that affect the safety of the operational activities of the organisation.

(2) All reporting systems, including confidential reporting schemes, should include an effective
feedback process.

(b) Risk assessment and mitigation processes:

(1) A formal risk management process should be developed and maintained that ensures analysis
(in terms of likelihood and severity of occurrence), assessment (in terms of tolerability) and
control (in terms of mitigation) of risks to an acceptable level.

(2) The levels of management who have the authority to make decisions regarding the tolerability
of safety risks, in accordance with (b)(1), should be specified.

(c) Internal safety investigation:

(1) The scope of internal safety investigations should extend beyond the scope of occurrences
required to be reported to the GCAA.

(d) Safety performance monitoring and measurement:

(1) Safety performance monitoring and measurement should be the process by which the safety
performance of the organisation is verified in comparison to the safety policy and objectives.

(2) This process should include:
(i) safety reporting;

(ii) safety studies, that is, rather large analyses encompassing broad safety concerns;
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(iii) safety reviews including trends reviews, which would be conducted during introduction and
deployment of new technologies, change or implementation of procedures, or in situations
of structural change in operations;

(iv) safety audits focusing on the integrity of the organisation’s management system, and
periodically assessing the status of safety risk controls; and

(v) safety surveys, examining particular elements or procedures of a specific operation, such
as problem areas or bottlenecks in daily operations, perceptions and opinions of
operational personnel and areas of dissent or confusion.

(e) The management of change

The organisation should manage safety risks related to a change. The management of change should
be a documented process to identify external and internal change that may have an adverse effect
on safety. It should make use of the organisation’s existing hazard identification, risk assessment and
mitigation processes.

(f) Continuous improvement

The organisation should continuously seek to improve its safety performance. Continuous
improvement should be achieved through:

(1) proactive and reactive evaluations of facilities, equipment, documentation and procedures
through safety audits and surveys;

(2) proactive evaluation of individuals’ performance to verify the fulfiiment of their safety
responsibilities; and

(3) reactive evaluations in order to verify the effectiveness of the system for control and mitigation
of risk.

(g) The emergency response plan (ERP)

(1) An ERP should be established that provides the actions to be taken by the organisation or
specified individuals in an emergency. The ERP should reflect the size, nature and complexity of
the activities performed by the organisation.

(2) The ERP should ensure:
(i) an orderly and safe transition from normal to emergency operations;

(ii) safe continuation of operations or return to normal operations as soon as practicable; and

(iii) coordination with the emergency response plans of other organisations, where
appropriate.
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GM1 ORA.GEN.200(a)(3) Management system

INTERNAL OCCURRENCE REPORTING SCHEME

(a) The overall purpose of the scheme is to use reported information to improve the level of safety
performance of the organisation and not to attribute blame.

(b) The objectives of the scheme are to:

(1) enable an assessment to be made of the safety implications of each relevant incident and
accident, including previous similar occurrences, so that any necessary action can be initiated;
and

(2) ensure that knowledge of relevant incidents and accidents is disseminated, so that other
persons and organisations may learn from them.

(c) The scheme is an essential part of the overall monitoring function and it is complementary to the
normal day-to-day procedures and ‘control’ systems and is not intended to duplicate or supersede
any of them. The scheme is a tool to identify those instances where routine procedures have failed.

(d) All occurrence reports judged reportable by the person submitting the report should be retained as
the significance of such reports may only become obvious at a later date.

GM2 ORA.GEN.200(a)(3) Management system

APPROVED TRAINING ORGANISATIONS - RISK MANAGEMENT OF FLIGHT OPERATIONS WITH KNOWN
OR FORECAST VOLCANIC ASH CONTAMINATION

(a) Responsibilities

The ATO is responsible for the safety of its operations, including within an area with known or
forecast volcanic ash contamination.

The ATO should complete this assessment of safety risks related to known or forecast volcanic ash
contamination as part of its management system before initiating operations into airspace forecast
to be or aerodromes/operating sites known to be contaminated with volcanic ash.

This process is intended to ensure the ATO takes into account the likely accuracy and quality of the
information sources it uses in its management system and to demonstrate its own competence and
capability to interpret data from different sources in order to achieve the necessary level of data
integrity reliably and correctly resolve any conflicts among data sources that may arise.

In order to decide whether or not to operate into airspace forecast to be or aerodromes/operating
sites known to be contaminated with volcanic ash, the ATO should make use of the safety risk
assessment within its management system as required by ORA.GEN.200.

The ATO'’s safety risk assessment should take into account all relevant data including data from the
Type Certificate Holders (TCHs) regarding the susceptibility of the aircraft they operate to volcanic
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(b)

cloud-related airworthiness effects, the nature and severity of these effects and the related pre-
flight, in-flight and post- flight precautions to be observed by the ATO.

The ATO should ensure that personnel required to be familiar with the details of the safety risk
assessments receives all relevant information (both pre-flight and in-flight) in order to be in a
position to apply appropriate mitigation measures as specified by the safety risk assessments.

Procedures

The ATO should have documented procedures for the management of operations into airspace
forecast to be or aerodromes/operating sites known to be contaminated with volcanic ash.

These procedures should ensure that, at all times, flight operations remain within the accepted
safety boundaries as established through the management system allowing for any variations in
information sources, equipment, operational experience or organisation. Procedures should include
those for flight crew and any other relevant personnel such that they are in a position to evaluate
correctly the risk of flights into airspace forecast to be contaminated by volcanic ash and to plan
accordingly.

Continuing airworthiness personnel should be provided with procedures allowing them to correctly
assess the need for and to execute relevant maintenance or continuing airworthiness interventions.

The ATO should retain sufficient qualified and competent staff to generate well supported
operational risk management decisions and ensure that its staff are appropriately trained and
current. It is recommended that the ATO make the necessary arrangements for its relevant staff to
take up opportunities to be involved in volcanic ash exercises conducted in their areas of operation.

Volcanic activity information and the ATO’s potential response

Before and during operations, information valuable to the ATO is generated by various volcano
agencies worldwide. The ATO’s risk assessment and mitigating actions need to take account of and
respond appropriately to the information likely to be available during each phase of the eruptive
sequence from pre- eruption through to end of eruptive activity. It is nevertheless noted that
eruptions rarely follow a deterministic pattern of behaviour. A typical ATO’s response may consist of
the following:

(1) Pre-eruption

The ATO should have in place a robust mechanism for ensuring that it is constantly vigilant for
any alerts of pre-eruption volcanic activity relevant to its operations. The staff involved need to
understand the threat to safe operations that such alerts represent.

An ATO whose areas of activity include large, active volcanic areas for which immediate
International Airways Volcano Watch (IAVW) alerts may not be available, should define its
strategy for capturing information about increased volcanic activity before pre-eruption alerts
are generated. For example, an ATO may combine elevated activity information with
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information concerning the profile and history of the volcano to determine an operating policy,
which could include re-routing or restrictions at night. This would be useful when dealing with
the 60% of volcanoes which are unmonitored.

Such an ATO should also ensure that its crews are aware that they may be the first to observe
an eruption and so need to be vigilant and ready to ensure that this information is made
available for wider dissemination as quickly as possible.

(2) Start of an eruption

Given the likely uncertainty regarding the status of the eruption during the early stages of an
event and regarding the associated volcanic cloud, the ATO’s procedures should include a
requirement for crews to initiate re-routes to avoid the affected airspace.

The ATO should ensure that flights are planned to remain clear of the affected areas and that
consideration is given to available aerodromes/operating sites and fuel requirements.

It is expected that the following initial actions will be taken by the ATO:

(i) determine if any aircraft in flight could be affected, alert the crew and provide advice on
re-routing as required;

(i) alert management;

(iii) for flight departures, brief flight crew and revise flight and fuel planning in accordance
with the safety risk assessment;

(iv) alertflight crew to the need for increased monitoring of information (e.g. special air report
(AIREP), Volcanic Activity Report (VAR), Significant Weather Information (SIGMET),
NOTAMs and company messages);

(v) initiate the gathering of all data relevant to determining the risk; and
(vi) apply mitigations identified in the safety risk assessment.
(3) On-going eruption

As the eruptive event develops, the ATO can expect the responsible Volcanic Ash Advisory
Centre (VAAC) to provide Volcanic Ash Advisory Messages (VAA/VAGs) defining, as accurately
as possible, the vertical and horizontal extent of areas and layers of volcanic clouds. As a
minimum, the ATO should monitor, and take account of, this VAAC information as well as of
relevant SIGMETs and NOTAMs.

Other sources of information are likely to be available such as VAR/AIREPs, satellite imagery and
a range of other information from State and commercial organisations. The ATO should plan its
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operations in accordance with its safety risk assessment taking into account the information
that it considers accurate and relevant from these additional sources.

The ATO should carefully consider and resolve differences or conflicts among the information
sources, notably between published information and observations (pilot reports, airborne
measurements, etc.).

Given the dynamic nature of the volcanic hazards, the ATO should ensure that the situation is
monitored closely and operations adjusted to suit changing conditions.

The ATO should be aware that, depending on the State concerned the affected or danger areas
may be established and presented in a different way than the one currently used in the state of
operations and activities.

The ATO should require reports from its crews concerning any encounters with volcanic
emissions. These reports should be passed immediately to the appropriate Air Traffic Services
(ATS) unit and to the ATO’s GCAA.

For the purpose of flight planning, the ATO should treat the horizontal and vertical limits of the
Temporary Danger Area (TDA) or airspace forecast to be contaminated by volcanic ash as
applicable, to be over-flown as it would mountainous terrain, modified in accordance with its
safety risk assessment. The ATO should take account of the risk of cabin depressurisation or
engine failure resulting in the inability to maintain level flight above a volcanic cloud. Additional
minimum Equipment List (MEL) provisions, if applicable, should be considered in consultation
with the TCHs.

Flying below volcanic ash contaminated airspace should be considered on a case by case basis.
It should only be planned to reach or leave an aerodrome/operating site close to the boundary
of this airspace or where the ash contamination is very high and stable. The establishment of
Minimum Sector Altitude (MSA) and the availability of aerodromes/operating sites should be
considered.

(d) Safety risk assessment

When directed specifically at the issue of intended flight into airspace forecast to be or

aerodromes/operating sites known to be contaminated with volcanic ash, the process should involve

the following:

(1)

Identifying the hazards

The generic hazard, in the context of this document, is airspace forecast to be or
aerodromes/operating sites known to be contaminated with volcanic ash, and whose
characteristics are harmful to the airworthiness and operation of the aircraft.

This GM is referring to volcanic ash contamination since it is the most significant hazard for flight
operations in the context of a volcanic eruption. Nevertheless, it might not be the only hazard
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and therefore the operator should consider additional hazards which could have an adverse
effect on aircraft structure or passengers safety such as gases.

Within this generic hazard, the ATO should develop its own list of specific hazards taking into
account its specific aircraft, experience, knowledge and type of operation, and any other
relevant data stemming from previous eruptions.

(2) Considering the severity and consequences of the hazard occurring (i.e. the nature and
actual level of damage expected to be inflicted on the particular aircraft from exposure to
that volcanic ash cloud).

(3) Evaluating the likelihood of encountering volcanic ash clouds with characteristics harmful to
the safe operation of the aircraft.

For each specific hazard within the generic hazard, the likelihood of adverse consequences
should be assessed, either qualitatively or quantitatively.

(4) Determining whether the consequent risk is acceptable and within the ATO’s risk
performance criteria.

At this stage of the process, the safety risks should be classified as acceptable or unacceptable.
The assessment of tolerability will be subjective, based on qualitative data and expert
judgement, until specific quantitative data are available in respect of a range of parameters.

(5) Taking action to reduce the safety risk to a level that is acceptable to the ATO’s management.

Appropriate mitigation for each unacceptable risk identified should then be considered in order
to reduce the risk to a level acceptable to the ATO’s management.

(e) Procedures to be considered when identifying possible mitigations actions

When conducting a volcanic ash safety risk assessment, the ATO should consider the following non-
exhaustive list of procedures and processes as mitigation:

(1) Type certificate holders

Obtaining advice from the TCHs and other engineering sources concerning operations in
potentially contaminated airspace and/or aerodromes/operating sites contaminated by
volcanic ash.

This advice should set out:

(i) the features of the aircraft that are susceptible to airworthiness effects related to volcanic
ash;

(ii) the nature and severity of these effects;
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(iii) the effect of volcanic ash on operations to/from contaminated aerodromes/operating
sites, including the effect on take-off and landing aircraft performance;

(iv) the related pre-flight, in-flight and post-flight precautions to be observed by the ATO
including any necessary amendments to aircraft operating manuals, aircraft maintenance
manuals, master minimum equipment list/dispatch deviation or equivalents required to
support the ATO; and

(v) the recommended inspections associated with inadvertent operations in volcanic ash
contaminated airspace and operations to/from volcanic ash contaminated
aerodromes/operating sites; this may take the form of instructions for continuing
airworthiness or other advice.

(2) ATO/contracted organisations’ personnel

Definition of procedures for flight planning and operations ensuring that:

(i) flight crews are in a position to evaluate correctly the risk of encountering volcanic ash
contaminated airspace, or aerodromes/operating sites, and can plan accordingly;

(ii) flight planning and operational procedures enable crews to avoid areas and
aerodromes/operating sites with unacceptable volcanic ash contamination;

(iii) flight crew are aware of the possible signs of entry into a volcanic ash cloud and execute
the associated procedures;

(iv) continuing airworthiness personnel are able to assess the need for, and to execute, any
necessary maintenance or other required interventions; and

(v) crews are provided with appropriate aircraft performance data when operating to/from
aerodromes/operating sites contaminated with volcanic ash.

(3) Provision of enhanced flight watch This should ensure:

(i) close and continuous monitoring of VAA, VAR/AIREP, SIGMET, NOTAM and ASHTAM and
other relevant information, and information from crews, concerning the volcanic ash
cloud hazard;

(i) access to plots of the affected areas from SIGMETs, NOTAMs and other relevant
information for crews; and

(iii) communication of the latest information to crews in a timely fashion.

(4) Flight planning

Flexibility of the process to allow re-planning at short notice should conditions change.
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(5) Departure, destination and alternate aerodromes

For the airspace to be traversed, or the aerodromes/operating sites in use, parameters to
evaluate and take account of:

(i) the probability of contamination;
(i) any additional aircraft performance requirements;
(iii) required maintenance considerations;

(iv) fuel requirements for re-routeing and extended holding

(6) Routing policy

Parameters to evaluate and take account of:

(i) the shortest period in and over the forecast contaminated area;
(i) hazards associated with flying over the contaminated area;
(iii) drift down and emergency descent considerations;

(iv) the policy for flying below the contaminated airspace and the associated hazards.

(7) Diversion policy

Parameters to evaluate and take account of:

(i) maximum allowed distance from a suitable aerodrome/operating site;
(ii) availability of aerodromes/operating sites outside the forecast contaminated area;

(iii) diversion policy after a volcanic ash encounter.

(8) Minimum equipment list

Additional provisions in the MEL, if applicable, for dispatching aircraft with unserviceability’s
that might affect the following non-exhaustive list of systems:

(i) air conditioning packs;

(i) engine bleeds;

(iii) pressurisation system;

(iv) electrical power distribution system;
(v) air data system;

(vi) standby instruments;

(vii) navigation systems;

(viii) de-icing systems;

(ix) engine driven generators;

(x) Auxiliary Power Unit (APU);
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(xi) Airborne Collision Avoidance System (ACAS);
(xii) terrain awareness warning system (TAWS);
(xiii) autoland systems;

(xiv) provision of crew oxygen; (xv) supplemental oxygen for passengers.

(9) Standard operating procedures

Crew training to ensure they are familiar with normal and abnormal operating procedures and
particularly any changes regarding but not limited to:

(i) pre-flight planning;

(ii) in-flight monitoring of volcanic ash cloud affected areas and avoidance procedures;

(iii) diversion;

(iv) communications with ATC;

(v) in-flight monitoring of engine and systems potentially affected by volcanic ash cloud
contamination;

(vi) recognition and detection of volcanic ash clouds and reporting procedures;

(vii) in-flight indications of a volcanic ash cloud encounter;

(viii) procedures to be followed if a volcanic ash cloud is encountered;

(ix) unreliable or erroneous airspeed;

(x) non-normal procedures for engines and systems potentially affected by volcanic ash
cloud contamination;

(xi) engine-out and engine relight;

(xii) escape routes; and

(xiii) operations to/from aerodromes/operating sites contaminated with volcanic ash.

(10) Provision for aircraft technical log
This should ensure:

(i) Systematic entry in the aircraft continuing airworthiness records or aircraft log if available
related to any actual or suspected volcanic ash encounter whether in- flight or at an
aerodrome/operating site; and

(i) Checking, prior to flight, of the completion of maintenance actions related to an entry in
the continuing airworthiness records or aircraft log if available for a volcanic ash cloud
encounter on a previous flight.
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(f)

(11) Incident reporting

Crew requirements for:

(i) reporting an airborne volcanic ash cloud encounter (VAR);

(i) post-flight volcanic ash cloud reporting (VAR);

(iii) reporting non encounters in airspace forecast to be contaminated; and

(iv) filing a mandatory occurrence report in accordance with ORA.GEN.160.
(12) Continuing airworthiness procedures
Procedures when operating in or near areas of volcanic ash cloud contamination:

(i) enhancement of vigilance during inspections and regular maintenance and appropriate
adjustments to maintenance practices;

(i) definition of a follow-up procedure when a volcanic ash cloud encounter has been reported
or suspected;

(iii) thorough investigation for any sign of unusual or accelerated abrasions or corrosion or of
volcanic ash accumulation;

(iv) reporting to TCHs and the relevant authorities observations and experiences from
operations in areas of volcanic ash cloud contamination;

(v) completion of any additional maintenance recommended by the TCH or by the GCAA.
Reporting

The ATO should ensure that reports are immediately submitted to the nearest ATS unit using the
VAR/AIREP procedures followed up by a more detailed VAR on landing together with, as applicable,
a report as defined in the applicable Accident and Incident Investigations and Occurrence Reporting
regulations, and an aircraft technical log entry for:

(1) anyincident related to volcanic clouds;
(2) any observation of volcanic ash activity and

(3) anytime that volcanic ash is not encountered in an area where it was forecast to be
Additional guidance

Further guidance on volcanic ash safety risk assessment is given in ICAO Doc. 9974 (Flight safety and
volcanic ash — Risk management of flight operations with known or forecast volcanic ash
contamination).
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GM3 ORA.GEN.200(a)(3) Management system

SAFETY RISK ASSESSMENT — RISK REGISTER

The results of the assessment of the potential adverse consequences or outcome of each hazard may be
recorded by the ATO in a risk register, an example of which is provided below.

TRAINING AND COMMUNICATION ON SAFETY

(a) Training
(1) All personnel should receive safety training as appropriate for their safety responsibilities.
(2) Adequate records of all safety training provided should be kept.

(b) Communication
(1) The organisation should establish communication about safety matters that:

(i) ensures that all personnel are aware of the safety management activities as appropriate
for their safety responsibilities;

(ii) conveys safety critical information, especially relating to assessed risks and analysed
hazards;

(iii) explains why particular actions are taken; and
(iv) explains why safety procedures are introduced or changed.

(2) Regular meetings with personnel where information, actions and procedures are discussed may
be used to communicate safety matters.

GM1 ORA.GEN.200(a)(4) Management system
TRAINING AND COMMUNICATION ON SAFETY

The safety training programme may consist of self-instruction via a combination of media (newsletters,
flight safety magazines), class-room training, e-learning or similar training provided by training service
providers.

ORGANISATION’S MANAGEMENT SYSTEM DOCUMENTATION

(a) The organisation’s management system documentation should at least include the following
information:

(1) a statement signed by the accountable manager to confirm that the organisation will
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continuously work in accordance with the applicable requirements and the organisation’s
documentation as required by and CAR-ORA;

(2) the organisation's scope of activities;

(3) the titles and names of persons referred to in ORA.GEN.210 (a) and (b);

(4) an organisation chart showing the lines of responsibility between the persons referred to in
ORA.GEN.210;

(5) ageneral description and location of the facilities referred to in ORA.GEN.215;

(6) procedures specifying how the organisation ensures compliance with the applicable
requirements;

(7) the amendment procedure for the organisation’s management system documentation.

(b) The organisation’s management system documentation may be included in a separate manual or in
(one of) the manual(s) as required by the applicable Subpart(s). A cross reference should be included.

COMPLEX ORGANISATIONS — ORGANISATION’S SAFETY MANAGEMENT MANUAL

(a) The SMM should be the key instrument for communicating the approach to safety for the whole of
the organisation. The SMM should document all aspects of safety management, including the safety
policy, objectives, procedures and individual safety responsibilities.

(b) The contents of the safety management manual should include all of the following:
(1) scope of the safety management system;
(2) safety policy and objectives;
(3) safety accountability of the accountable manager;
(4) safety responsibilities of key safety personnel;
(5) documentation control procedures;
(6) hazard identification and risk management schemes;
(7) safety action planning;
(8) safety performance monitoring;
(9) incident investigation and reporting;
(10) emergency response planning;

(11) management of change (including organisational changes with regard to safety responsibilities);

CAR-ORA ISSUE 01 Page 33 of 184



ORGANISATION REQUIREMENTS FOR
AIRCREW

wnin all gl Ha ol=lla _izall &
J glp—ihl 4 N

GENERAL CIVIL AVIATION AUTHORITY —

~

(12) safety promotion.

(c) The SMM may be contained in (one of) the manual(s) of the organisation.

GM1 ORA.GEN.200(a)(5) Management system

ORGANISATION’S MANAGEMENT SYSTEM DOCUMENTATION
(a) Itis not required to duplicate information in several manuals, provided all manuals are referenced

to the correct information in the host manual. The information may be contained in any of the
organisation manuals (e.g. operations manual, training manual).

(b) The organisation may also choose to document some of the information required to be documented
in separate documents (e.g. procedures). In this case, it should ensure that manuals contain
adequate references to any document kept separately. Any such documents are then to be
considered an integral part of the organisation’s management system documentation.

COMPLIANCE MONITORING — GENERAL
(a) Compliance monitoring

The implementation and use of a compliance monitoring function should enable the organisation to
monitor compliance with the relevant requirements of this Regulation and other applicable
Regulations.

(1) The organisation should specify the basic structure of the compliance monitoring function
applicable to the activities conducted.

(2) The compliance monitoring function should be structured according to the size of the
organisation and the complexity of the activities to be monitored.

(b) Organisations should monitor compliance with the procedures they have designed to ensure safe
activities. In doing so, they should as a minimum, and where appropriate, monitor:

(1) privileges of the organisation;
(2) manuals, logs, and records;
(3) training standards;

(4) management system procedures and manuals.
(c) Organisational set-up

(1) To ensure that the organisation continues to meet the requirements of this Regulation and other
applicable Regulations, the accountable manager should designate a compliance monitoring
manager. The role of the compliance monitoring manager is to ensure that the activities of the
organisation are monitored for compliance with the applicable regulatory requirements, and any
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additional requirements as established by the organisation, and that these activities are being
carried out properly under the supervision of the relevant head of functional area.

(2) The compliance monitoring manager should be responsible for ensuring that the compliance
monitoring programme is properly implemented, maintained and continually reviewed and
improved.

(3) The compliance monitoring manager should:

(i) have direct access to the accountable manager;
(i) not be one of the other persons referred to in ORA.GEN.210 (b);

(iii) be able to demonstrate relevant knowledge, background and appropriate experience
related to the activities of the organisation; including knowledge and experience in
compliance monitoring; and

(iv) have access to all parts of the organisation, and as necessary, any contracted organisation.

(4) In the case of a non-complex organisation, this task may be exercised by the accountable
manager provided he/she has demonstrated having the related competence as defined in

(c)(3) i)

(5) Inanon-complex organisation when in the case the same person acts as compliance monitoring
manager and as safety manager, the accountable manager, with regards to his/her direct
accountability for safety, should ensure that sufficient resources are allocated to both functions,
taking into account the size of the organisation and the nature and complexity of its activities.

(6) The independence of the compliance monitoring function should be established by ensuring
that audits and inspections are carried out by personnel not responsible for the function,
procedure or products being audited.

In the case that the compliance monitoring function is intended to be outsourced, to external
auditors or by other means, it has to be prior accepted by GCAA.

(d) Compliance monitoring documentation

(1) Relevant documentation should include the relevant part(s) of the organisation’s management
system documentation.

(2) In addition, relevant documentation should also include the following:
(i) terminology;
(i) specified activity standards;
(iii) a description of the organisation;

(iv) the allocation of duties and responsibilities;
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(3)

(4)

(5)

(6)

(v) procedures to ensure regulatory compliance;
(vi) the compliance monitoring programme, reflecting:

(A) schedule of the monitoring programme;
(B) audit procedures;
(C) reporting procedures;
(D) follow-up and corrective action procedures; and
(E) recording system.
(vii) the training syllabus referred to in (e)(2);
(viii) document control.
(ix) Training

Correct and thorough training is essential to optimise compliance in every organisation. In order
to achieve significant outcomes of such training, the organisation should ensure that all
personnel understand the objectives as laid down in the organisation’s management system
documentation.

Those responsible for managing the compliance monitoring function should receive training on
this task. Such training should cover the requirements of compliance monitoring, manuals and
procedures related to the task, audit techniques, reporting and recording.

Time should be provided to train all personnel involved in compliance management and for
briefing the remainder of the personnel.

The allocation of time and resources should be governed by the volume and complexity of the
activities concerned.

GM1 ORA.GEN.200(a)(6) Management system

COMPLIANCE MONITORING — GENERAL

(a) The organisational set-up of the compliance monitoring function should reflect the size of the

organisation and the nature and complexity of its activities. The compliance monitoring manager

may perform all audits and inspections himself/herself or appoint one or more auditors by choosing
personnel having the related competence as defined in AMC1 ORA.GEN.200(a)(6) point (c)(3)(iii),
either from within or outside the organisation.

(b) Regardless of the option chosen it must be ensured that the independence of the audit function is

not affected, in particular in cases where those performing the audit or inspection are also

responsible for other functions within the organisation.
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(c) In case external personnel are used to perform compliance audits or inspections:

(1) any such audits or inspections are performed under the responsibility of the compliance
monitoring manager; and

(2) the organisation remains responsible to ensure that the external personnel have relevant
knowledge, background and experience as appropriate to the activities being audited or
inspected; including knowledge and experience in compliance monitoring.

(3) The GCAA should accept the suitability of the selected organisation, including personal and
procedures.

(d) The organisation retains the ultimate responsibility for the effectiveness of the compliance
monitoring function in particular for the effective implementation and follow-up of all corrective
actions.

GM2 ORA.GEN.200(a)(6) Management system

COMPLEX ORGANISATIONS - COMPLIANCE MONITORING PROGRAMME FOR ATO's

(a) Typical subject areas for compliance monitoring audits and inspections for approved training
organisations (ATOs) should be the following:

(1) facilities;
(2) actual flight and ground training;
(3) technical standards.

(b) ATOs should monitor compliance with the training and operations manuals they have designed to
ensure safe and efficient training. In doing so, they should, where appropriate, additionally monitor
the following:

(1) training procedures;
(2) flight safety;
(3) flight and duty time limitations, rest requirements and scheduling;

(4) aircraft maintenance/operations interface.
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GM3 ORA.GEN.200(a)(6) Management system

AUDIT AND INSPECTION

(a) ‘Audit’ means a systematic, independent and documented process for obtaining evidence and
evaluating it objectively to determine the extent to which requirements are complied with.

(b) ‘Inspection’ means an independent documented conformity evaluation by observation and
judgement accompanied as appropriate by measurement, testing or gauging, in order to verify
compliance with applicable requirements.

SIZE, NATURE AND COMPLEXITY OF THE ACTIVITY

(a) An organisation should be considered as complex when it has a workforce of more than 20 full time
personnel involved in any activity subject to applicable regulatory requirements.

(b) Organisations with up to 20 full time personnel as stated in AMC1 ORA.GEN.200(b)(a) above, may
also be considered complex based on an assessment of the following factors:

(1) interms of complexity, the extent and scope of contracted activities subject to the approval;

(2) interms of risk criteria, whether any of the following are present:

(i) operations requiring the following specific approvals: Performance-Based Navigation
(PBN), Low Visibility Operation (LVO), Extended Range Operations with Two-Engined
Aeroplanes (ETOPS), Helicopter Hoist Operation (HHO), Helicopter Emergency Medical
Service (HEMS), Night Vision Imaging System (NVIS) and Dangerous Goods (DG);

(ii) different types of aircraft used;
(iii) the environment (offshore, mountainous area etc.);

(iv) the number of courses of training offered, in this case, more than four approved courses of
training.

(c) Regardless of the criteria mentioned in (a) and (b), the following organisations should always be
considered as non-complex:

(1) Approved Training Organisations (ATOs) only providing training for the Light Aircraft Pilot

Licence (LAPL), Private Pilot Licence (PPL), Sailplane Pilot Licence (SPL) or Balloon Pilot Licence
(BPL) and the associated ratings and certificates.
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ATOs PROVIDING TRAINING ONLY FOR THE LAPL, PPL, SPL AND BPL AND THE ASSOCIATED RATINGS
OR CERTIFICATES — ORGANISATIONAL REVIEW

(a)

(b)

(d)

(e)

(f)

The primary objective of the organisational review is to enable the organisation to ensure that its
management system remains effective by verifying that it:

(1) has continually identified its aviation safety hazards;
(2) has effectively mitigated the associated risks; and
(3) monitors compliance with the applicable requirements.

Safety risk management should:

(1) be performed using internal safety or occurrence reports, hazard checklists, risk registers or
similar risk management tools or processes, integrated into the activities of the organisation;

(2) in particular address safety risks related to a change; making use of the existing hazard
identification, risk assessment and mitigation tools or processes; and

(3) include provisions for emergency response or a formal Emergency Response Plan (ERP).

As part of the management system documentation required by ORA.GEN.200(a)(5), the organisation
should describe the organisational review programme and related responsibilities. Persons
responsible for the organisational review should have a thorough knowledge of the applicable
requirements and of the organisation’s procedures.

The status of all corrective and risk mitigation actions should be monitored by the person responsible
for the organisational review programme and implemented within a specified time frame. Action
closure should be recorded by the person responsible for the organisational review programme,
along with a summary of the action taken.

The results of the organisational review, including all non-compliance findings and new risks
identified during the review, should be presented to the accountable manager and the person or
group of persons nominated in accordance with ORA.GEN.210(b) prior to notification to the GCAA.
All level 1 findings should be immediately notified to the GCAA and all necessary actions immediately
taken.

Based on the results of the organisational review, the accountable manager should determine the
need for and initiate, as appropriate, further actions to address deficiencies in or further improve
the organisation’s management system.
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(a) The organisational review programme may consist of:

(1) checklist(s) covering all items necessary to be addressed in order to ensure that the organisation
identified its aviation safety hazards, effectively mitigates the associated risks and ensures
effective compliance with the applicable requirements. These should address all procedures
described in the management system documentation and training manual; and

(2) a schedule for the accomplishment of the different checklist items, with each item being
checked at least once within any 12-month period. The organisation may choose to conduct one
full review annually or to conduct several partial reviews.

(b) Performance of organisational reviews:
Each review item may be addressed using an appropriate combination of:
(1) review of training records, training documentation;

(2) review of internal safety reports (e.g. notified difficulties in using current procedures and
training material, etc.);

(3) review of the risk register and hazard checklists, as applicable;
(4) sample check of training courses;

(5) witnessing of examinations, as appropriate;

(6) interview of the personnel involved; and

(7) review of the feedback provided by students and customers.

(c) Itisrecommended that internal safety reports and occurrence reports be reviewed on a continual
basis with the aim of identifying possible corrective and risk mitigation actions.

ORA.GEN.205 Contracted activities

(a) Contracted activities include all activities within the organisation’s scope of approval that are
performed by another organisation either itself certified to carry out such activity or if not certified,
working under the contracting organisation’s approval. The organisation shall ensure that when
contracting or purchasing any part of its activity, the contracted or purchased service or product
conforms to the applicable requirements.

(b) When the certified organisation contracts any part of its activity to an organisation that is not itself
certified in accordance with this regulation to carry out such activity, the contracted organisation
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shall work under the approval of the contracting organisation. The contracting organisation shall
ensure that the GCAA is given access to the contracted organisation, to determine continued
compliance with the applicable requirements.

RESPONSIBILITY WHEN CONTRACTING ACTIVITIES

(a)
(b)

(c)

(d)

The organisation may decide to contract certain activities to external organisations.

A written agreement should exist between the organisation and the contracted organisation clearly
defining the contracted activities and the applicable requirements.

The contracted safety related activities relevant to the agreement should be included in the
organisation's safety management and compliance monitoring programmes.

The organisation should ensure that the contracted organisation has the necessary authorisation or
approval when required, and commands the resources and competence to undertake the task.

GM1 ORA.GEN.205 Contracted activities

RESPONSIBILITY WHEN CONTRACTING ACTIVITIES

(a)

(b)

Regardless of the approval status of the contracted organisation, the contracting organisation is
responsible to ensure that all contracted activities are subject to hazard identification and risk
management as required by ORA.GEN.200 (a)(3) and to compliance monitoring as required by
ORA.GEN.200 (a)(6).

When the contracted organisation is itself certified to carry out the contracted activities, the
organisation’s compliance monitoring should at least check that the approval effectively covers the
contracted activities and that it is still valid.

If the organisation requires the contracted organisation to conduct an activity which exceeds the
contracted organisation’s terms of approval, this will be considered as the contracted organisation
working under the approval of the contracting organisation.

ORA.GEN.210 Personnel requirements

(a)

(b)

The organisation shall appoint an accountable manager, who has the authority for ensuring that all
activities can be financed and carried out in accordance with the applicable requirements. The
accountable manager shall be responsible for establishing and maintaining an effective management
system.

A person or group of persons shall be nominated by the organisation, with the responsibility of
ensuring that the organisation remains in compliance with the applicable requirements. Such
person(s) shall be ultimately responsible to the accountable manager.
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(c) The organisation shall have sufficient qualified personnel for the planned tasks and activities to be
performed in accordance with the applicable requirements.

(d) The organisation shall maintain appropriate experience, qualification and training records to show
compliance with paragraph (c).

(e) The organisation shall ensure that all personnel are aware of the rules and procedures relevant to
the exercise of their duties.

ACCOUNTABLE MANAGER REQUIREMENTS

(a) The Accountable Manager should be a person acceptable to the GCAA who has authority for ensuring
that all approved activities can be financed and carried out to the standards required by the GCAA,
and additional requirements defined by the approved organisation. This person should have
extensive experience in running successful businesses, preferably in the aviation industry. If the
individual has not previously held the post of Accountable Manager, they should attend a GCAA
acceptable Accountable Manager training course, a GCAA acceptable compliance course, a GCAA
acceptable SMS Course, and any other courses deemed necessary based on the background of the
individual.

ORA.GEN.215 Facility Requirements

The organisation shall have facilities allowing the performance and management of all planned tasks and
activities in accordance with the applicable requirements.

ATOs PROVIDING TRAINING FOR THE CPL, MPL AND ATPL AND THE ASSOCIATED RATINGS AND
CERTIFICATES

(a) For ATOs providing flight training, the following flight operations accommodation should be
available:

(1) an operations room with facilities to control flying operations;
(2) aflight planning room with the following facilities:
(i) appropriate current maps and charts;
(i) current Aeronautical Information Service (AlS) information;
(iii) current meteorological information;
(iv) communications to Air Traffic Control (ATC) and the operations room;

(v) any other flight safety related material.
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(3)
(4)

(5)

adequate briefing rooms/cubicles of sufficient size and number;

suitable offices for the supervisory personnel and room(s) to allow flight instructors to write
reports on students, complete records and other related documentation;

furnished crew-room(s) for instructors and students.

(b) For ATOs providing theoretical knowledge training, the following facilities for theoretical knowledge

instruction should be available:

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

adequate classroom accommodation for the current student population;

suitable demonstration equipment to support the theoretical knowledge instruction;
a radiotelephony training and testing facility;

a reference library containing publications giving coverage of the syllabus;

offices for the instructional personnel.

ATOs PROVIDING TRAINING FOR THE LAPL, PPL, SPL OR BPL AND THE ASSOCIATED
RATINGS AND CERTIFICATES

(a) The following flight operations accommodation should be available:

(1)

(2)
(3)

(4)
(5)

a flight planning room with the following facilities:

(i) appropriate current aviation maps and charts;

(i) current AlS information;

(iii) current meteorological information;

(iv) communications to ATC (if applicable);

(v) any other flight safety related material.

adequate briefing room(s)/cubicles of sufficient size and number;

suitable office(s) to allow flight instructors to write reports on students, complete records and
other related documentation;

suitable rest areas for instructors and students, where appropriate to the training task;

in the case of ATOs providing training for the BPL or LAPL(B) only, the flight operations
accommodation listed in (a)(1) to (a)(4) may be replaced by other suitable facilities when
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(b)

(c)

operating outside aerodromes.
The following facilities for theoretical knowledge instruction should be available:
(1) adequate classroom accommodation for the current student population;
(2) suitable demonstration equipment to support the theoretical knowledge instruction;
(3) suitable office(s) for the instructional personnel.

A single room will not be sufficient to provide the functions listed in (a) and (b).

ORA.GEN.220 Record-keeping

(a)

(b)

The organisation shall establish a system of record—keeping that allows adequate storage and
reliable traceability of all activities developed, covering in particular all the elements indicated in
ORA.GEN.200.

The format of the records shall be specified in the organisation’s procedures.

Records shall be stored in a manner that ensures protection from damage, alteration and theft.

GENERAL

(a)

(b)

(d)

The record-keeping system should ensure that all records are accessible whenever needed within a
reasonable time. These records should be organised in a way that ensures traceability and
retrievability throughout the required retention period.

Records should be kept in paper form or in electronic format or a combination of both as agreed with
and by the GCAA. Records stored on microfilm or optical disc format are also acceptable. The records
should remain legible throughout the required retention period. The retention period starts when
the record has been created or last amended.

Paper systems should use robust material which can withstand normal handling and filing. Computer
systems should have at least one backup system which should be updated within 24 hours of any
new entry. Computer systems should include safeguards against the ability of unauthorised
personnel to alter the data.

All computer hardware used to ensure data backup should be stored in a different location from that
containing the working data and in an environment that ensures they remain in good condition.
When hardware or software changes take place, special care should be taken that all necessary data
continues to be accessible at least through the full period specified in the relevant Subpart. In the
absence of such indication, all records should be kept for a minimum period of 5 years.
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Proportionate to the size and scope of the operation, administrative staff should be provided to
accomplish the routine administration of courses. The HT or the nominated person should be responsible
for ensuring that all records are acceptable to the GCAA and maintained in respect of flight, theoretical
knowledge, and synthetic flight training undertaken.

CONTENT

The form and content of the student training records is to be specified in the Training Manual in
accordance with ORA.GEN.220, and be acceptable to the GCAA and appropriate to the courses conducted.

The records should include:

(a) The personal details of each student, including name, address, telephone number, GCAA medical
and licence number (if applicable), next of kin information, previous experience and evidence of pre-
entry requirements (e.g. copies of licence/rating pages, theoretical knowledge examination passed,
course completion certificates, copies of Skill Test forms, and Medical certificates), and qualifications
including summary of any credit to which the student may be entitles and an assessment of his/her
suitability to undertake the course;

(b) A cumulative record of theoretical knowledge lessons attended by subject;

(c) Regular reports by subject with the instructor’s name and written (or typed in the case of an
electronic system) by the instructor on the student’s performance and the progress and other factors
such as attitude, manner during individual lessons, and during the course as a whole. Students should
sign each report acknowledging its contents;

(d) Cumulative flying training achieved, and where applicable, synthetic flight training achieved;

(e) For each training flight or synthetic flight training event, the date, the aircraft registration, or FSTD
identification, the flight time (logged in accordance with AMC1 FCL.050), the instructor’s name, the
syllabus exercise number and written comments by the instructor on the student’s performance,
progress and other factors such as attitude and manner during the event and the course as a whole.
The record should indicate the standard achieved in relation to the laid down performance standard
and any deviation from the syllabus including incomplete items. Students should sign each report
acknowledging the event debrief and the content of the record;

(f) A summary of flying exercises completed with the date on which each exercise was carried out in the
airorinaFSTD;

(g) Relating to the student’s progress, summary reports and the results of progress phase tests, skills
tests and theoretical knowledge examinations including arrangements for remedial training after
failed tests/examinations;
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(h) Training in aircraft emergency procedures, to be recorded separately;

(i) All records should indicate the date training commenced and the date of completion. Where
students do not complete the course the record should indicate the circumstances under which
training ceased. The students overall performance and attitude to training should be summarized on
completion or termination of the course.

(j) Forall courses of training a GCAA medical certificate should be obtained prior to the commencement
of training.

(k) All applicable training records should be made available to examiners prior to any test in accordance
with FCL.030(b).

(I)  All records should be kept for a minimum of five years.

COURSE COMPLETION CERTIFICATES

On satisfactory completion of a course of instruction, the trainee is to be given a certificate of Course
Completion, signed by the HT, and the CFI or CSFI. A sample of the certificate should be included in the
training manual, and the names of those individual postholders approved to sign course completion
certificates must be listed in the GCAA approved Operations Manual for the ATO.

TRANSFER OF STUDENT RECORDS

(@) The GCAA should accept a student transferring from one ATO to another when partway through a
course in accordance with the following requirements:

(b) The receiving ATO should have a copy of all training records and other relevant information as
outlined in AMC2 ORA.GEN.220(b), certifying the training and experience completed up until the
date of transfer.

(c) Credit should be given in full for all adequately documented solo, dual instruction, or Pilot-in-
Command (PIC) flight time completed as part of an approved course of training for the license, rating
or certificate.

(d) Credit should be given against the receiving ATO’s course, and in some cases, this will require
additional theoretical knowledge and or flight training in order to meet the receiving ATO’s approved
course of training.

(e) The HT of the receiving ATO should assess the student and determine the balance of training and
experience required to complete the course and any additional training necessary to cover transition
from the previous partly completed course. The HT should then provide a summary and make a
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recommendation to the Licensing Department of the GCAA to obtain acceptance of the transfer with
the associated credit.

(f) The trainee should complete the balance of all training, examinations, flight time and should
complete any additional training necessary as specified by the HT of the receiving ATO, as agreed by
the GCAA.

(g) Records can only be released from one ATO to another, once requested by the student. All ATO’s are
required to give certified true copies to the receiving ATO once the request has been made, within
five working days. These records are to be sent directly to the HT of the receiving ATO and the student
notified of the transfer being completed. The original records should remain with the originating
ATO.

The format of the records should be accepted by the GCAA as part of the initial approval and re-approval
of the ATQO’s certificate. Changes to the record keeping process should be accepted by the GCAA. The
records should be as legible as the original record and remain so for the required retention period.
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SUBPART ATO — APPROVED TRAINING ORGANISATIONS
SECTION | - GENERAL

ORA.ATO.100 Scope

This Subpart establishes the requirements to be met by organisations providing training for pilot licences
and associated ratings and certificates.

GM1 ORA.ATO.100 Scope

The content of this Section contains the requirements applicable to all ATO’s providing training for pilot
licences and the associated ratings and certificates.

It is applicable to ATO’s providing training for:
(a) the LAPL, PPL, SPL and BPL and the associated ratings and certificates; and

(b) the Commercial Pilot Licence (CPL), Multi-Crew Pilot Licence (MPL) and Airline Transport Pilot Licence
(ATPL) and the associated ratings and certificates.

ORA.ATO.105 Application

(a) Applicants for the issue of a certificate as an approved training organisation (ATO) shall provide the
GCAA with:

(1) the following information:
(i) name and address of the training organisation;
(ii) date of intended commencement of activity;
(iii) Security clearance issued by the GCAA Security Department of the UAE;

(iv) personal details and qualifications of the Head of Training (HT), the flight instructor(s), flight
simulation training instructors and the theoretical knowledge instructor(s);

(v) name(s)and address(es) of the aerodromes(s) and/or operating site(s) at which the training
is to be conducted;

(vi) list of aircraft to be operated for training, including their group, class or type, registration,
owners and category of the certificate of airworthiness, if applicable;

(vii) list of flight simulation training devices (FSTDs) that the training organisation intends to
use, if applicable;

(viii) the type of training that the training organisation wishes to provide and the corresponding
training programme;
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(ix) any other documentation or information required as outlined by the GCAA, and
(2) the operations, compliance, safety and training manuals.

(b) Flight test training organisations. Notwithstanding (a)(1)(v) and (vi), training organisations providing
flight test training shall only need to provide:

(1) the name(s) and address(es) of the main aerodromes and/or operating site(s) at which the
training is to be conducted; and

(2) alist of the types or categories of aircraft to be used for flight test training.

(c) In the case of a change to the certificate, applicants shall provide the GCAA with the relevant parts
of the information and documentation referred to in (a).

APPLICATION FORM

Applications should be made utilizing appropriate GCAA forms as made available on GCAA website. In
addition to these forms all required documentation outlined in CAR-ORA ORA.AT0.105 should be
submitted to the GCAA at the time of application.

OPERATIONAL PUBLICATIONS

The following operational publications should be immediately available to students and staff and, where
applicable, kept current by amendments.

(a) A full set of UAE GCAA regulations to include at a minimum:
(1) UAE GCAA Civil Aviation Regulations
(2) UAE GCAA Civil Aviation Advisory Publications
(3) UAE GCAA Information Bulletins
(4) UAE GCAA Licensing Directives.
(5) Any other UAE GCAA applicable Guidance Material
(b) UAE GCAA Aeronautical Information Publication (AIP)
(c) light Manuals for the aircraft used on the course(s) on offer

(d) ATC Flight Plan and explanatory material/guide
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(e) Standard meteorology reports and forecasts (in document or computer based formats)

(f)  Flight planning documents including flight guide supplements, radio navigation charts, TMA/CTR
arrival/departure charts, SID/STAR and aerodrome Instrument Approach Procedure charts. These
may be in proprietary flight guides acceptable to the GCAA, e.g. Jeppesen

(8) NOTAM’s
(h) A current copy of the ATO’s Operations Manual, Training Manual(s)

Where documents are maintained in electronic format they should be provided on one or more
computers dedicated for this purpose. The number of computers should reflect the number of students.
They should be located in such a manner that students have access without having to enter staff offices.
A form of electronic document control should be employed that identifies the documents held in
electronic format and the current amendment state of each document. Web-based documentation is
acceptable providing backups are available in hard copy and that the number of computers reflects the
number of students.

This section sets out the means of compliance for the GCAA to be satisfied that ATO’s have sufficient
funding available to conduct training to the approved standards and to address the maintenance of
acceptable flying training standards throughout the duration of a course. The grant and revalidation of an
approval cannot therefore be construed as a guarantee of the underlying financial soundness of the
organisation. It is an indication, on the basis of financial information provided, that the approved
organisation can provide sufficient facilities and qualified staff such that flying training can be, or can
continue to be, provided in accordance with relevant GCAA regulations, training requirements and
standards.

Any application for initial approval or revalidation is to be supported by a plan, covering the period of
approval which is five years, which includes at least the following information:

(a) Training facilities and number of students
(b) Details, as appropriate, of:
(1) The number and types of training aircraft that will be used;
(2) The number of flight and ground instructors that will be employed;

(3) The number of classrooms and other types of training facilities (synthetic training devices,
etc.) intended for use;

(4) The supporting infrastructure (staff offices, operations room, briefing rooms, rest rooms,
hangars, etc.)
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(5) The planned number of students (by month and course)
(c) Financial Details
(1) Capital expenditure necessary to provide the planned facilities;
(2) Costs associated with running each of the courses for which approval is sought;
(3) Income forecasts for the period of approval;
(4) A forecast financial operating statement for the business for which approval is sought;

(5) Details of any other financial trading arrangement on which the viability of the approved
organisation may be dependent.

The plan submitted in support of an application for initial approval or revalidation is to be accompanied
by a Financial Statement from the applicant’s bankers or auditors, which certifies that the applicant has,
or has recourse to, sufficient financial resources to meet the applicant’s proposals as described in the plan
to conduct GCAA approved courses. An appropriately revised Financial Statement will be required
whenever the applicants wish to expand their activities in addition to those described in the plan, in order
to satisfy the requirements of the GCAA regulations.

After approval has been granted, if the GCAA has reason to believe that the necessary standards of
compliance with the GCAA regulations are not being met or may not be met due to a lack or apparent
lack of financial resources, the GCAA may require the organisation to demonstrate in a written submission
that sufficient funds can and will be made available to continue to meet the terms of approval, or such
modifications to it as may have been agreed with the Authority. Any such submission is to be accompanied
by a further Financial Statement signed by the approved organisation’s bankers or auditors. The GCAA
may also require a Financial Statement if it appears to the GCAA that operation of the approved course(s)
is significantly at variance with the proposals contained in the business plan.

APPLICATION PROCESS — GENERAL INFORMATION

The application process for approval of an ATO consists of five distinct phases:

(a) Pre-Application Phase.

(b) Formal Application Phase

(c) Document Evaluation Phase

(d) Inspection and Proving Training Flights Evaluation Phase

(e) Certification Phase
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It is the GCAA’s experience that considerable resources and effort are required to prepare an initial
application for approval, particularly in relation to the development of the required documentation.
Therefore, organisations should make realistic assumptions from the outset as to how long it will take to
obtain approval, and are strongly recommended to inform the GCAA of their intentions to start an ATO
at an early stage of planning.

APPLICATION PROCESS — PRE-APPLICATION PHASE

The pre-application phase occurs when the applicant meets with the GCAA Director of Licensing (and
selected Inspectors from the appropriate Licensing Specialty) and discusses generally the initial plans and
the viability of different proposals. The applicant should contact the GCAA office in Dubai and bring a pre-
application statement of intent to this meeting regarding the proposed operations and types of training
and sequence of events. This meeting is to be requested when details of the training operations/activities
are known and will be attended by the GCAA assigned inspectors.

PRE-APPLICATION STATEMENT OF INTENT

The pre-application Statement of Intent is reviewed by the Director General of the General Civil Aviation
Authority and this statement should be in the form of a letter from the owner and, or sponsor. It should
contain at least the information as outlined in CAR-ORA ORA.AT0.105 (a), (b) and (c) as well as the
following information (as applicable to the organisational scope and structure):

(a) Type(s) of Training

(b) Type(s) of aircraft

(c) Proposed areas for training

(d) Nature of aircraft (owned or leased)

(e) Nature of simulation (owned or leased)

(f) Location of main base of training and other facilities

(g) Management organisational structure and the qualifications of the proposed Accountable Manager,
Head of Training, Chief Flight Instructor/Chief Synthetic Flight Instructor, Chief Theoretical
Knowledge Instructor, Compliance Manager, Safety Manager, and Maintenance Manager.

(h) Proposed training organisation name and corporate body sponsor

(i) Approximate date of commencement

(j) Trade License

(k) Passport copy of owner(s)/sponsor(s) & passport photo of owner(s)/sponsor(s)

() No objection letter or approval to base aircraft at the relevant airport from the Department of Civil
Aviation/Department of Transport
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(m) Security Clearance (through GCAA website)
PRE-APPLICATION PROCESS

On the basis of the information provided by the ATO, as outlined above, the GCAA will provide the
applicant with the following information:

(a) Application procedures including required forms

(b) Required Documents (as outlined by CAR-FCL and CAR-ORA)

(c) General operating and airworthiness advice

(d) Approval requirements for other government authorities

(e) Regulatory feasibility

(f) Required GCAA fees

The GCAA requires 30 working days for a final decision to be made on the preliminary assessment.
APPLICATION PROCESS — FORMAL APPLICATION PHASE

The application process cannot commence unless the Director General gives his approval to proceed.
Based on the information provided, a preliminary assessment will be made to ensure that the proposed
training activities / operations are in the national interest. This could take up to 30 working days. The
formal application phase commences when the applicant lodges a formal application for a Training
Certificate, accompanied by various documents intended to prove or describe the manner in which he
intends to conduct the training and the GCAA makes formal assessment of the degree of completeness
of the applicant's proposal.

The formal application must be submitted to the GCAA at least 90 working days prior to the proposed
commencement date of the training activities / operations. The Operations Manual of the training
organisation may be submitted later but not less than 60 working days before the date of intended
training operations. From past experience, 60 working days is the minimum in case any delay is
encountered and it is highly desirable that a greater time be allowed. The application for the renewal of
a Training Certificate must be submitted at least 30 days, or otherwise agreed, before the end of the
existing period of validity of the Training Certificate.

Submission of the formal application is associated with a meeting attended by the Accountable Manager,
nominated post holders or key personnel from both the applicant and the GCAA. The formal application
must be signed by the corporate body or national sponsor. An accompanying letter should include the full
name and address of the applicant and contact numbers for the applicant's agent or co-ordinator. The
letter must contain particulars of the proposed operations / training including details of desired training
areas to confirm the pre-application information. During the meeting associated with the lodging of the
formal application, the GCAA will nominate the assigned Licensing Inspector who will be available to meet
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with the applicant's technical management and representatives to develop an action plan and to ensure
the application proceeds in a timely manner. The formal application letter must be accompanied by:

(a) Required documentation.

(b) Schedule of events, including personnel training.

(c) Manuals (As outlined in CAR-ORA).

(d) Compliance statement.

(e) Completed Postholder Applications

(f)  Aircraft, Synthetic Training Device, facility and services information.

(g) Proof of adequate financial funds to support the proposed training organisation's project (as outlined
in AMC3 ORA.ATO.105).

(h) Organisation's structure.

REQUIRED DOCUMENTATION

(a) ATO Application — Fully completed

(b) Passport copy of owner (of corporate body) or national sponsor.

(c) Department of Civil Aviation/Department of Transport — No objection
(d) Trade license

(e) Aircraft ownership details, sale and purchase agreements or leases signed by names mentioned in
the Power of Attorney

(f)  Synthetic Training Device ownership details

(g) Approval from Ministry of Interior-Security Clearance

(h) Aircraft Insurance copies

(i) Compliance statement

(j) Completed Postholder Application forms (with required supporting paperwork)
(k) Proposed organisation structure

(I) Proposed compliance system structure

(m) SMS structure
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(n) CAR subscription
(o) AIP subscription
(p) Copy of AED 50,000 application fee receipt

(q) Application of ATO and Simulator approval (including associated certificate of approval from the
GCAA and foreign authority if applicable).

(r) Complete set of course notes and teaching material for each course to be taught with evidence of an
updating system.

SCHEDULE OF EVENTS

The Schedule of Events is a list of items, activities, aircraft, and/or facility acquisitions, which the applicant
should accomplish or make ready, and the dates on which they will be ready for GCAA inspection. The list
should include, but is not limited to, the following and the dates at which they will take place:

(a) Crew members training.
(1) Initial training
(2) Conversion training
(3) Basicindoctrination
(b) Maintenance, ground handling and dispatcher personnel training.
(c) When all facilities will be ready for GCAA inspection.
(d) When ATO, flight simulator and aircraft will be ready for inspection.
(e) CofR & Cof Arequirements
(f) Aviation Security Training
(g) GCAA Inspector Training (if required and based on type of aircraft flown).
(h) When proving flights will begin.
(i) When proposed training operations will begin
REQUIRED MANUALS
The following are the manuals required for submission during the formal meeting:

(a) Operations Manual- Parts A — D (as described in AMC1 ORA.ATO.230(b)).
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(b) General Maintenance or Exposition Manual (and any other Maintenance manuals as required by
the GCAA Airworthiness Department).

(c) Aircraft Flight Manuals (AFM) and proposed training Standard Operating Procedures (SOP’s)
(d) Course Training Manuals (as described in AMC1 ORA.ATO0.230(a))
(e) Minimum Equipment List (as appropriate to the type of aircraft being used by the operation).

(f) Security Manual (this may be incorporated in Operations Manual Part A dependent upon
approval from the GCAA).

(g) Dispatch Manual (this may be incorporated in Operations Manual Part A dependent upon
approval from the GCAA).

(h) Safety Management System Manual

The GCAA will approve only courses prepared and delivered in the English language. All course material
including any documentation or records required should be in English. Training Organisations should
ensure that students for whom English as a second language have a comprehensive understanding of
spoken and written English before admitting them to a course.

COMPLIANCE STATEMENT

The Compliance Statement refers to the Operations Manual material referenced to the CAR-FCL and CAR-
ORA requirements as well the applicable requirements of CAR-OPS 1 or 3 applicable to the type of
operation the applicant is proposing. The applicant must provide a brief, narrative description or a
reference to a specific section of the applicant's manual or other document which describes how each
applicable regulation will be complied with. This compliance statement must be signed by the
Accountable Manager and or the Head of Training.

APPLICATION PROCESS — DOCUMENT EVALUATION PHASE

The document evaluation phase involves detailed study of the manuals and other documents, which
accompanied the formal application, for content and compliance. This study of the procedures and
content of these documents gives the GCAA a preliminary assessment of the candidate’s technical fitness
and organisations are reminded to submit professional documents, which reflect their operation and
aircraft. The set of documents and manuals should be complete and the detailed evaluation of them must
satisfy the GCAA's requirements before the inspection phase can begin. The inspection phase may reveal
the need for some operational changes, which in turn make it necessary for the applicant to amend the
documents originally submitted. In that case, it is conceivable that some form of document evaluation
may continue until shortly before certification. Nevertheless, the satisfactory evaluation of the
documents as originally submitted is a prerequisite for the inspection phase to begin. The GCAA will
review the list of documents and manuals ensuring adequacy and compliance for the type of operation
proposed by the operator. The documents and manuals should be presented for consideration not less
than 60 working days prior to the commencement of the proposed operations to avoid delay. It is only at
this stage, when the GCAA has all required documents, that the proposed organisation will be advised as
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to the time the application process will take. Organisations are reminded that incomplete documentation
will affect the application completion date.

During the document evaluation phase, the required postholders will be evaluated by the GCAA in order
to ensure that they meet the eligibility requirements to hold their requested posts.

APPLICATION PROCESS — INSPECTION PHASE

The inspection phase is the phase in which the physical facilities and equipment proposed for use by the
applicant are assessed for acceptability. The applicant is required to demonstrate his ability to comply
with regulations and safe operating practices before actual training revenue operations can begin. The
demonstrations are to prove that the applicant has an adequate organisation, method of control and
supervision of flight operations, training programs as well as ground handling and maintenance
arrangement that are consistent with the nature and extent of operations specified. Staff members that
require specific authorization (for example, Flight Examiners and Flight Instructors) will be assessed, and
proving flights will be conducted. The applicant must satisfy the GCAA that sufficient qualified personnel
are employed and that such personnel are employed on a full time basis where appropriate. Amongst
other requirements the applicant should provide adequate facilities and equipment sufficient to permit
the staff to carry out their duties related to the conduct of operations in compliance with regulations and
manuals, and in safety. During this phase, the GCAA Licensing, Airworthiness and Safety and Security
Sections will conduct internal coordination meetings to ensure the application process develops in a
timely manner.

The initial inspection will focus on:
(a) Management and Administration Structure, to include but not limited to:
(1) Status of the organisation's management
(2) Conformity with the applicable parts of the Company Operations Manual
(3) Qualifications / experience of key personnel
(4) Administrative infrastructure
(5) Adequacy of staff, facilities, equipment and finances
(6) Office support, Printing and / or distribution facilities
(7) Scheduling & Rostering
(8) Rights of access by GCAA Licensing Inspectors
(9) Dispatch personnel and procedures
(b) Training Facilities, to include but not limited to:

(1) Classrooms
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(2)
(3)
(4)
(5)
(6)
(7)
(8)

Number / size of classrooms adequate for purpose

Student accommodation
Whiteboards/Blackboards and screens
Lighting, heating cooling and ventilation
Training aids examinations

Security of storage

Examination rooms adequate for purpose

(c) Aircraft Records, to include but not limited to:

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

Maintenance records
Technical logs

Maintenance programs

Training aircraft registration documentation, maintenance and maintenance records,

instrument and equipment fit.

(d) Flight Crew Records, to include but not limited to:

(1)
(2)
(3)
(4)
(5)
(6)

Flight Duty Time

Licence and Medical validity
Recency

PPC check

Route & Aerodrome training (as applicable)

Training (to include those section described in Section D of the Company Operations Manual)

(e) Manuals, checklists and other documentation, to include but not limited to:

(1)
(2)
(3)

Operations Manual
Normal & Emergency/Abnormal Checklists

Flight Planning and dispatch documents

The requirement for proving flights depends on the size and complexity of the operation. The number of

flights will be solely at the discretion of the GCAA and ATO’s are advised that proving flights may need to
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be extended to ensure operating competence is achieved in all areas. These flights should normally be
without students and be a representative example of a lesson (selected by the GCAA) that will be taught
as part of the approved course offerings. In addition to the proving flights, the GCAA will observe ground,
flight and synthetic flight instruction including pre-flight briefing, actual flight and post flight debriefing.
The GCAA reserves the right to observe instruction being given both in the air and on the ground.

APPLICATION PROCESS — CERTIFICATION PHASE

The certification phase follows the satisfactory completion of all the previous phases. It begins when the
GCAA takes the necessary administrative action to actually issue a Training Certificate with associated
Training Specifications. At some stage during the inspection phase it will usually become apparent that
the applicant is likely to qualify for certification issue, and at that point, parts of the certification phase
can commence. If the inspection phase is unsatisfactory, no further action will be taken until the
deficiencies are rectified. The certification requirements of this phase are also checked during the renewal
of a Training Certificate and its associated Training Specifications.

An approval once issued is not transferable. An application must be made for a new approval to be issued
if there is going to be a change in circumstances, for example, where an ATO changes its name or
ownership or enters into an arrangement to move an approval to another ATO. The GCAA should be
notified at the earliest possible opportunity if such a change is going to take place, in order that advice
can be given on what needs to be done to facilitate the issue of a new approval as expeditiously as
possible.

RE-APPROVAL PROCESS

Applications for re-approval must be submitted well before the expiry of the existing approval. This is to
allow adequate time for the GCAA to complete the pre-inspection work, including a review of the ATO
funding, make arrangements for and conduct the inspection and complete the post-inspection tasks. The
GCAA cannot guarantee to reach a decision in relation to an application for re-approval by the date the
validity of the existing approval expires, unless the GCAA receives the application at least 60 working days
prior to the expiry of the existing approval. If no application for re-approval is received, the ATO will be
notified of the impending expiry of the approval to ascertain its intentions. Should no response be
received, the approval will lapse and no further training will be permitted until such time as all of the
requirements for an initial approval have been met.

An inspection will follow receipt of the application and the prescribed charge and will focus on the
organisation’s maintenance of the necessary training standards and its compliance with the provisions of
CAR-FCL and CAR-ORA. As well as the items reviewed in an inspection for initial approval, the inspection
team will concentrate on the day to day conduct of training, the safety of flight operations and the quality
of theoretical knowledge instruction given, as applicable to the courses offered. They will pay particular
attention to:

(a) Action taken on any non-conformances raised at the last inspection;

(b) The operation of the organisation’s quality system;
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(c) Any changes to the training management team and the current numbers of training staff;
(d) The training task since the last inspection and forecasts for the next approval period;

(e) Changes to the location of training facilities;

(f) Course structure and training aids;

(g) Training records which must be comprehensive and show that the approved course is being fully
covered;

(h) Briefings, airborne and synthetic flight instructional exercises and classroom lectures which the
Inspection Team may wish to observe;

(i) Flight records which must by content and accuracy promote safety by ensuring timely availability
of essential information to pilots and maintenance engineers;

(j) Evidence of the correct use of Meteorological, ATC and AlS information and facilities;
(k) Examination results and analysis;
(I) Future plans.

An organisation may not commence, conduct or continue training courses requiring approval unless it has
the relevant approval documentation in its possession.

A Training Certificate remains valid for a period of five years, or as stated on the certificate and will only
be renewed provided there is a demonstrated compliance with the applicable GCAA regulations.

REVOCATION, SUSPENSION OR VARIATION OF APPROVAL

The GCAA may at any time in accordance with its procedures take action to limit, suspend or revoke,
authorizations and approvals, if it is established that an applicant has not met or no longer meets, the
requirements of the applicable CAR’s. In accordance with GCAA Law, an approval issued by the GCAA may
be revoked, suspended or varied if the requirements cease to be met in part or in whole, or if the
standards on which approval was granted are not maintained. Should there be a failure to meet the
requirements or standards, the organisation will be formally notified of the non-conformances and, if
necessary, a restricted approval document issued to permit the remedial action to be taken within a
specified time. Should the organisation fail to meet the standards in the specified time, revocation,
suspension or variation of the approval will be considered.

GM1 ORA.ATO.105 Application

The security clearance is required to be applied for through the Security Sector of the GCAA. This approval
is required prior to any ATO approval being issued by the Aircrew Licensing Section.

CAR-ORA ISSUE 01 Page 60 of 184



ORGANISATION REQUIREMENTS FOR
AIRCREW

wiia allgly yhlla ol s lla _igall &

GENERAL CIVIL AVIATION AUTHORITY b

{

ORA.ATO.110 Personnel requirements

(a) An HT shall be nominated. The HT shall have extensive experience as an instructor in the areas
relevant for the training provided by the ATO and shall possess sound managerial capability.

(b) The HT’s responsibilities shall include:

(1) ensuring that the training provided is in compliance with CAR FCL and, in the case of flight test
training, that the relevant requirements of CAR-21 and the training programme have been
established;

(2) ensuring the satisfactory integration of flight training in an aircraft or a Flight Simulation Training
Device (FSTD) and theoretical knowledge instruction; and

(3) supervising the progress of individual students.
(c) Theoretical knowledge instructors shall have:

(1) practical background in aviation in the areas relevant for the training provided and have
undergone a course of training in instructional techniques; or

(2) previous experience in giving theoretical knowledge instruction and an appropriate theoretical
background in the subject on which they will provide theoretical knowledge instruction.

(d) Flight instructors and flight simulation training instructors shall hold the qualifications required by
CAR FCL for the type of training they provide.

PERSONNEL CHANGES

The organisation should at all times ensure that they have sufficient qualified personnel for the planned
tasks and activities to be performed in accordance with the applicable requirements. Where there is any
change to the numbers and availability of staff, this should be discussed with the Aircrew Licensing
Inspectors assigned to the ATO, in order to ensure continued approval for training and/or compliance
with CAR-FCL and CAR-ORA.

POSTHOLDER CHANGES

It is a condition of the approval that whenever an approved postholder listed in ORA.GEN.210,
ORA.AT0.105 and ORA.ATO.110 leaves an organisation, the ATO will notify the GCAA. When a postholder
leaves an ATO, the GCAA will suspend the ATO approval until the position has been filled or an alternative
agreement approved by the GCAA. Notwithstanding the approval by the GCAA of an agreed plan to fill
the postholder position, an ATO should not be permitted to continue operating beyond a period of 60
days without the required postholders being in place.
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If a postholder at an ATO, leaves the organisation, an alternative postholder may, on occasion, be able to
assume both positions. However, this will only be approved if the existing postholder is qualified to hold
the other position.

Prior approval of Postholders from the GCAA is required prior to appointment at an ATO, in order to allow
the GCAA to determine continued compliance. All nominations for postholders should be made at least
15 days prior to the date of the proposed change.

HEAD OF TRAINING

The nominated Head of Training (HT) should have the overall responsibility to ensure that the training is
in compliance with the appropriate requirements. In an ATO providing training courses for different
aircraft categories, the HT should be assisted by one or more nominated deputy HT(s) for certain flight
training courses.

THEORETICAL KNOWLEDGE INSTRUCTORS

Theoretical knowledge instructors should, before appointment, prove their competency by giving a test
lecture based on material they have developed for the subjects they are to teach. This lecture and all
presentation materials, along with an oral evaluation conducted by the CTKI, will be submitted with the
application form to the Aircrew Licensing Inspector responsible for the ATO.

Theoretical Knowledge Instructor (TKI) who have not conducted a specific subject in the past will be
required to observe an entire course of training conducted by an approved TKI and conduct a series of
three observed lectures in the subject prior to being approved to teach in the subject.

THEORETICAL KNOWLEDGE INSTRUCTORS
TKI’s conducting theoretical knowledge training in courses outlined in CAR-FCL Appendix 3, will not be

approved to teach more than five Theoretical Knowledge subjects. This is applicable for ATO’s conducting
Ab-Initio training only.

CHIEF THEORETICAL KNOWLEDGE INSTRUCTOR

The nominated Chief Theoretical Knowledge Instructor (CTKI) should be responsible for the supervision
of all ground instructors and for the standardization of all theoretical knowledge instruction.
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ORA.ATO.120 Record-keeping

The following records shall be kept for a period of at least 5 years after the completion of the training:

(a) details of ground, flight, and simulated flight training given to individual students;

(b) detailed and regular progress reports from instructors including assessments, and regular progress
flight tests and ground examinations; and

(c) information on the licences and associated ratings and certificates of the students, including the
expiry dates of medical certificates and ratings.

ATOs PROVIDING TRAINING ONLY FOR THE LAPL, PPL, SPL OR BPL AND THE ASSOCIATED RATINGS AND
CERTIFICATES

The details of ground, flight and flight instruction by using FSTD given to a specific individual student and
the detailed progress reports from instructors may be kept also in a student’s progress card. This progress
card should contain all the exercises of the training syllabus. The instructor should sign this card if a certain
exercise has been completed or a specific assessment has been conducted.

ORA.ATO0.125 Training programme

(a) A training programme shall be developed for each type of course offered.

(b) The training programme shall comply with the requirements of CAR FCL and, in the case of flight test
training, the relevant requirements of CAR-21.

GENERAL

Flight training in an FSTD and theoretical knowledge instruction should be phased in such a manner as to
ensure that students are able to apply to flight exercises the knowledge gained on the ground.
Arrangements should be made so that problems encountered during instruction can be resolved during
subsequent training.

TYPE RATING COURSES — AEROPLANES
(a) Introduction

(1) When developing the training programme for a type rating course, in addition to complying with
the standards included in the operational suitability data (OSD), as established in accordance
with CAR-21 for the applicable type, the ATO should also follow any further recommendations
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(2)

(3)

contained therein.

The type rating course should, as far as possible, provide for a continual process of ground, FSTD
and flight training to enable the student to assimilate the knowledge and skills required to
operate a specific aircraft type safely and efficiently. The student’s ability to do this should be
determined by the demonstration of a satisfactory level of theoretical knowledge of the aircraft
determined by progressive checking of knowledge and examination, progressive assessment by
the ATO during flight training and the successful completion of a practical skill test with an
examiner.

The type rating course should normally be conducted as a single, full-time course of study and
training. However, in the situation where the course is intended to enable a pilot to fly a further
aircraft type while continuing to fly a current type, such as to enable mixed fleet flying with the
same operator, some elements of the theoretical knowledge course conducted by self-study
may be undertaken while the student continues to fly the current type.

(b) Variants

(1)

(2)

Familiarisation training: Where an aeroplane type rating also includes variants of the same
aircraft type requiring familiarisation training, the additional familiarisation training may be
included in the theoretical knowledge training of the initial type rating course. Flight training
should be conducted on a single variant within the type.

Differences training: Where an aeroplane type rating also includes variants of the same aircraft
type for which difference training is required, the initial training course should be directed
towards a single variant. Additional training to operate other variants within the same type
rating should be completed after successful completion of the initial type rating course.
However, elements of this differences training may be undertaken at appropriate stages of the
initial course, with the agreement of the GCAA.

(c) Programme of theoretical knowledge and flight training

(1)

(2)

The training programme should specify the time allocated to theoretical knowledge training,
FSTD training and, if not approved for Zero Flight-Time Training (ZFTT), the aeroplane. The initial
type rating course should be programmed on the basis that the student has the minimum
licensing and experience requirements for entry to the course. For a first type rating on a Multi-
Pilot Aeroplane (MPA), the course should also provide for consolidation and type-specific
training in those elements of basic Multi-Crew Cooperation (MCC) training relevant to the type
or variant.

If the ATO wishes to provide a training course that includes credit for previous experience on
similar types of aircraft, such as those with common systems or operating procedures with the
new type, the entry requirements to such courses should be specified by the ATO and should
define the minimum level of experience and qualification required of the flight crew member.
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(3) The ATO is permitted to contract elements of training to an out-sourced training provider. In
such cases the contracted organisation should normally be approved to conduct such training.
When the contracted organisation is not an ATO, the GCAA should, within the approval process
of the ATO, include the contracted organisation and be satisfied that the standard of training
intended to be given meets the requirements. The other obligations of the ATO, such as student
progress monitoring and an adequate management system, can be exercised by the ATO
seeking approval and which retains responsibility for the whole course.

GROUND TRAINING

(d)

(e)

(f)

(8)

Syllabus

The ground training syllabus should provide for the student to gain a thorough understanding of the
operation, function and, if appropriate, abnormal and emergency operation of all aircraft systems.
This training should also include those systems essential to the operation of the aircraft, such as ‘fly-
by-wire’ flight control systems, even if the flight crew have little or no control of their normal or
abnormal operation.

Theoretical knowledge instruction

The theoretical knowledge instruction training should meet the general objectives of (but not be
limited to) giving the student:

(1) athorough knowledge of the aircraft structure, powerplant and systems, and their associated
limitations, including mass and balance, aircraft performance and flight planning considerations;

(2) a knowledge of the positioning and operation of the cockpit controls and indicators for the
aircraft and its systems;

(3) an understanding of system malfunctions, their effect on aircraft operations and interaction
with other systems; and

(4) the understanding of normal, abnormal and emergency procedures.
Facilities and training aids

The ATO should provide adequate facilities for classroom instruction and have available
appropriately qualified and experienced instructors. Training aids should enable students to gain
practical experience of the operation of systems covered by the theoretical knowledge syllabus and,
in the case of multi-pilot aeroplanes, enable such practical application of the knowledge to be carried
out in a multi-crew environment. Facilities should be made available for student self-study outside
the formal training programme.

Computer-Based Training (CBT)

CBT provides a valuable source of theoretical instruction, enabling the students to progress at their
own pace within specified time limits. Many such systems ensure that syllabus subjects are fully
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(h)

covered and progress can be denied until a satisfactory assimilation of knowledge has been
demonstrated. Such systems may allow self-study or distance learning, if they incorporate adequate
knowledge testing procedures. When CBT is used as part of the theoretical knowledge instruction
phase, the student should also have access to a suitably qualified instructor able to assist with areas
of difficulty for the student.

Self-study and distance learning

Elements of the theoretical knowledge syllabus may be adequately addressed by distance learning,
if approved, or self-study, particularly when utilising CBT. Progress testing, either by self-assessed or
instructor-evaluated means should be included in any self-study programme. If self-study or distance
learning is included in the theoretical knowledge training, the course should also provide for an
adequate period of supervised consolidation and knowledge testing.

Progress tests and final theoretical knowledge examination

(1) The theoretical knowledge training programme should provide for progressive testing of the
assimilation of the required knowledge. This testing process should also provide for retesting of
syllabus items so that a thorough understanding of the required knowledge is assured. This
should be achieved by intervention by a qualified instructor or, if using CBT with a self-testing
facility, and by further testing during the supervised consolidation phase of the ground course.

(2) The final theoretical knowledge examination should cover all areas of the theoretical knowledge
syllabus. The final examination should be conducted as a supervised written (including
computer-based) knowledge test without reference to course material. The pass mark of 75%
assumes the achievement of satisfactory levels of knowledge during the progressive phase tests
of the course. The student should be advised of any areas of lack of knowledge displayed during
the examination and, if necessary, given remedial instruction. A successful pass of the
theoretical knowledge course and final examination should be a pre-requisite for progression
to the flight training phase of the type rating course, unless otherwise determined in the OSD.

FLIGHT TRAINING

(i)

Flight simulation training devices (FSTDs)

A type rating course for a multi-pilot aeroplane should include FSTD training.

The amount of training required when using FSTDs will depend on the complexity of the aeroplane
concerned, and to some extent on the previous experience of the pilot. Except for those courses
giving credit for previous experience (c.2.), a minimum of 32 hours of FSTD training should be
programmed for a crew of a multi-pilot aeroplane, of which at least 16 hours should be in an FFS
operating as a crew. FFS time may be reduced if other qualified FSTDs used during the flight training
programme accurately replicate the cockpit environment, operation and aeroplane response. Such
FSTDs may typically include Flight Management Computer (FMC) training devices using hardware
and computer programmes identical to those of the aeroplane.
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(k) Aeroplane training with FFS

(1) with the exception of courses approved for ZFTT, certain training exercises normally involving
take-off and landing in various configurations should be completed in the aeroplane rather
than in an FFS. Unless otherwise specified in the OSD established in accordance with CAR-21,
this take-off and landing training should include:

(i) at least four landings in the case of MPAs (or single-pilot high performance complex
aeroplanes (SP HPAs)) where the student pilot has more than 500 hours of MPA experience
(or SPA experience) in aeroplanes of similar size and performance or, in all other cases, at
least six landings;

(ii) atleast one full-stop landing; and
(iii) one go-around with all engines operating.

This aeroplane training may be completed after the student pilot has completed the FSTD
training and has successfully undertaken the type rating skill test, provided it does not
exceed 2 hours of the flight training course.

(2) Courses approved for ZFTT

During the specific simulator session before Line Flying Under Supervision (LIFUS), consideration
should be given to varying conditions, for example:

(i) runway surface conditions;

(i) runway length;

(iii) flap setting;

(iv) power setting;

(v) crosswind and turbulence conditions; and

(vi) Maximum Take-Off Mass (MTOM) and Maximum Landing Mass (MLM).

(3) the landings should be conducted as full-stop landings. The session should be flown in normal
operation.

Special attention should be given to the taxiing technique:

(i) atraining methodology should be agreed with the GCAA that ensures the trainee is fully
competent with the exterior inspection of the aeroplane before conducting such an
inspection un-supervised;

(i) the LIFUS should be performed as soon as possible after the specific FFS session;
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the licence endorsement should be entered on the licence after the skill test, but before
the first four take-offs and landings in the aeroplane. At the discretion of the GCAA,
provisional or temporary endorsement and any restriction should be entered on the
licence.

Where a specific arrangement exists between the ATO and the commercial air transport operator, the
Operator Proficiency Check (OPC) and the ZFTT specific details should be conducted using the operator's
Standard Operating Procedures (SOPs).

(I) Aeroplane without FFS

(1) Flight training conducted solely in an aeroplane without the use of FSTDs cannot cover the Crew
Resource Management (CRM) and Multi-Crew Cockpit (MCC) aspects of MPA flight training, and
for safety reasons cannot cover all emergency and abnormal aircraft operation required for the
training and skill test. In such cases, the ATO should demonstrate to the GCAA that adequate
training in these aspects can be achieved by other means. For training conducted solely on an
MPA where two pilots are trained together without the use of an FSTD, a minimum of 8 hours
of flight training as Pilot Flying (PF) for each pilot should normally be required. For training on a
single-pilot aeroplane, 10 hours of flight training should normally be required. It is accepted that
for some relatively simple single or multi-engine aircraft without systems such as pressurisation,
Flight Management System (FMS) or electronic cockpit displays, this minimum may be reduced.

(2) Aeroplane training normally involves an inherent delay in achieving an acceptable flight
situation and configuration for training to be carried out in accordance with the agreed syllabus.
These could include ATC or other traffic delay on the ground prior to take-off, the necessity to
climb to height or transit to suitable training areas and the unavoidable need to physically
reposition the aircraft for subsequent or repeat manoeuvres or instrument approaches. In such
cases it should be ensured that the training syllabus provides adequate flexibility to enable the
minimum amount of required flight training to be carried out.

SKILL TEST

(m) Upon completion of the flight training, the pilot will be required to undergo a skill test with an
examiner to demonstrate adequate competency of aircraft operation for issue of the type rating.
The skill test should be separate from the flight training syllabus, and provision for it cannot be
included in the minimum requirements or training hours of the agreed flight training programme.
The skill test may be conducted in an FFS, the aeroplane or, in exceptional circumstances, a
combination of both.

COURSE COMPLETION CERTIFICATE

The HT, or a nominated representative, should certify that all training has been carried out before an
applicant undertakes a skill test for the type rating to be included in the pilot’s licence. If an ATO is unable
to provide certain elements of the training that is required to be carried out on an aircraft the ATO may
issue such a certificate confirming the completion of the ground training or the training in an FSTD.
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TYPE RATING COURSES — HELICOPTERS

(a) Introduction

(1) When developing the training programme for a type rating course, in addition to complying with
the standards included in the operational suitability data (OSD) as established in accordance
with CAR-21, for the applicable type, the ATO should also follow any further recommendations
contained therein

(2) the course should, as far as possible, provide for integrated ground, FSTD and flight training
designated to enable the student to operate safely and qualify for the grant of a type rating. The
course should be directed towards a helicopter type, but where variants exist, all flying and
ground training forming the basis of the course should relate to a single variant.

(b) Variants

(1) Familiarisation training: where a helicopter type rating also includes variants of the same
aircraft type requiring familiarisation training, the additional familiarisation training may
be included in the theoretical knowledge training of the initial type rating course.

(2) Differences training: where a helicopter type rating also includes variants of the same
aircraft type for which difference training is required, the initial training course should be
directed towards a single variant. Additional training to operate other variants within the
same type rating should be completed after successful completion of the initial type rating
course, although elements of this differences training may be undertaken at appropriate
stages of the initial course, with the agreement of the GCAA.

(c) Training in helicopter and FSTDs

The training programme should specify the amounts of flight training in the helicopter type and in
FSTDs (FFSs, flight training devices (FTDs), or other training devices (OTDs)). Where a suitable FFS is
geographically remote from the normal training base, the GCAA may agree to some additional
training being included in the programme at a remote facility.

(d) Skill test

The content of the flight training programme should be directed towards the skill test for that type.
The practical training given in CAR-FCL should be modified as necessary. The skill test may be
completed in a helicopter, in an FFS or partially in a helicopter and in an FSTD. The use of an FSTD for
skill tests is governed by the level of approval of the flight simulator and the previous experience of
the candidate. Where an FSTD is not available, abnormal operations of systems should not be
practised in a helicopter other than as allowed for in the skill test form for the type.
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(e)

(f)

(g)

(h)

Phase progress tests and final theoretical knowledge examination

Prior to the final theoretical knowledge examination covering the whole syllabus, the training
programme should provide for phase progress tests associated with each phase of theoretical
knowledge instruction. The phase progress tests should assess the candidate’s knowledge on
completion of each phase of the training programme.

Facilities: ground school equipment, training facilities and aids

The ATO should provide, as a minimum, facilities for classroom instruction. Additional classroom
training aids and equipment including, where appropriate, computers, should reflect the content of
the course and the complexity of the helicopter. For multi-engine and multi-pilot helicopters, the
minimum level of ground training aids should include equipment that provides a realistic cockpit
working environment. Task analysis and the latest state-of—the-art training technology is encouraged
and should be fully incorporated into the training facilities wherever possible. Facilities for self and
supervised testing should be available to the student.

Training devices

An FTD or OTD may be provided to supplement classroom training in order to enable students to
practice and consolidate theoretical instruction. Where suitable equipment is not available, or is not
appropriate, a helicopter or flight simulator of the relevant variant should be available. If an FTD
represents a different variant of the same helicopter type for which the student is being trained, then
differences or familiarisation training is required.

Computer-Based Training (CBT)

Where CBT aids are used as a training tool, the ATO should ensure that a fully qualified ground
instructor is available at all times when such equipment is being used by course students. Other than
for revision periods, CBT lessons should be briefed and debriefed by a qualified ground instructor
(TKI).

Theoretical knowledge instruction

The theoretical knowledge instruction training should meet the general objectives of giving the
student:

(1) a thorough knowledge of the helicopter structure, transmissions, rotors and equipment,
powerplant and systems, and their associated limitations;

(2) a knowledge of the positioning and operation of the cockpit controls and indicators for the
helicopter and its systems;

(3) a knowledge of performance, flight planning and monitoring, mass and balance, servicing and
optional equipment items;
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(i)

(4)

(5)

an understanding of system malfunctions, their effect on helicopter operations and interaction
with other systems; and

the understanding of normal, abnormal and emergency procedures and giving the student the
understanding of potential control problems near the edge of the handling envelope. In
particular, the phenomenon of ‘servo transparency’ (also known as ‘jack stall’) should be
covered for those helicopter types where it is a known problem.

The amount of time and the contents of the theoretical instruction will depend on the complexity of

the helicopter type involved and, to some extent, on the previous experience of the student.

Flight training

(1)

(2)

(3)

FSTDs

The level of qualification and the complexity of the type will determine the amount of practical
training that may be accomplished in an FSTD, including completion of the skill test. Prior to
undertaking the skill test, a student should demonstrate competency in the skill test items
during the practical training.

Helicopter (with FSTD)

With the exception of courses approved for ZFTT, the amount of flight time in a helicopter
should be adequate for completion of the skill test.

Helicopters (without FSTD)

Whenever a helicopter is used for training, the amount of flight time practical training should
be adequate for the completion of the skill test. The amount of flight training will depend on
the complexity of the helicopter type involved and, to some extent, on the previous experience
of the applicant.

FLIGHT TEST TRAINING COURSES — AEROPLANES AND HELICOPTERS

(a)

Introduction

(1)

The flight test training course should, as far as possible, provide for a continuous process of
ground and flight training to enable the student to assimilate the knowledge and skills required
to conduct flight testing safely and efficiently. The student’s ability to do this should be
determined by the demonstration of a satisfactory level of theoretical knowledge of flight
testing determined by progressive checking of knowledge and examination and progressive
assessment by the ATO during flying training. There should be no difference in the level of
knowledge or competency required of the student, irrespective of the intended role of the
student as test pilot or other flight test personnel (for example, flight test engineer) within the
flight crew.
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(b)

(2) The flight test training course should normally be conducted as a single, full-time course of study
and training.

Programme of theoretical knowledge and flight training

(1) The training programme should specify the time allocated to theoretical knowledge training and
flying training.

(2) If the ATO wishes to provide a flight test training course that includes credit for previous
experience on flight testing activity, the entry requirements to such courses should be specified
by the ATO and should define the minimum level of experience and qualification required of the
flight test crew member.

GROUND TRAINING

(c)

(d)

(f)

Syllabus

The ground training syllabus should provide for the student to gain a thorough understanding of
flight testing techniques.

Theoretical knowledge instruction

(1) The theoretical knowledge instruction training should give the student a thorough knowledge
of the academic requirements of flight testing.

Facilities and training aids

(1) The ATO should provide adequate facilities for classroom instruction and have available
appropriately qualified and experienced instructors. Training aids should enable students to
gain practical experience of flight testing covered by the theoretical knowledge syllabus and
enable such practical application of the knowledge to be carried out in a multi-crew
environment. Facilities should be made available for student self-study outside the formal
training programme.

Computer-based training (CBT)

(1) CBT provides a valuable source of theoretical instruction, enabling the student to progress at
his/her own pace within specified time limits. Many such systems ensure that syllabus subjects
are fully covered and progress can be denied until a satisfactory assimilation of knowledge has
been demonstrated. Such systems may allow self-study or distance learning, if they incorporate
adequate knowledge testing procedures. When CBT is used as part of the theoretical knowledge
instruction phase, the student should also have access to a suitably qualified instructor able to
assist with areas of difficulty for the student.
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(g) Self-study and distance learning

(1)

Elements of the theoretical knowledge syllabus may be adequately addressed by distance
learning, if approved, or self-study, particularly when utilising CBT. Progress testing, either by
self-assessed or instructor-evaluated means, should be included in any self-study programme.
If self-study or distance learning is included in the theoretical knowledge training, the course
should also provide for an adequate period of supervised consolidation and knowledge testing
prior to the commencement of flight training.

(h) Progress tests and final theoretical knowledge examination

(1)

(2)

The theoretical knowledge training programme should provide for progressive testing of the
assimilation of the required knowledge. This testing process should also provide for retesting of
syllabus items so that a thorough understanding of the required knowledge is assured. This
should be achieved by intervention by a qualified instructor or, if using CBT with a self-testing
facility, and by further testing during the supervised consolidation phase of the ground course.

The theoretical knowledge examinations should cover all areas of the theoretical knowledge
syllabus. The examinations should be conducted as supervised written or oral knowledge tests
without reference to course material. The pass mark (as defined by the ATO) assumes the
achievement of satisfactory levels of knowledge during the progressive phase tests of the
course. The student should be advised of any areas of lack of knowledge displayed during the
examination and, if necessary, given remedial instruction.

FLIGHT TRAINING

(i) Aeroplane and helicopter training

(1)

It is widely accepted that flying training normally involves inherent delay in achieving an
acceptable flight situation and configuration for training to be carried out in accordance with
the agreed syllabus. These could include ATC or other traffic delay on the ground prior to take
off, the necessity to climb to height or transit to suitable training areas and the unavoidable
need to physically reposition the aircraft for subsequent or repeat manoeuvres or instrument
approaches. In such cases it should be ensured that the training syllabus provides adequate
flexibility to enable the minimum amount of required flight training to be carried out.

FINAL IN-FLIGHT EXERCISE

(i) Upon completion of the flight test training, the test pilot or flight test engineer will be required to

undergo in-flight exercise with a Flight Test Instructor (FTI) to demonstrate adequate competency of

flight testing for issue of the flight test rating. The final in-flight exercise should be conducted in an

appropriate aeroplane or helicopter (as applicable).

COURSE COMPLETION CERTIFICATE

The HT is required to certify that the applicant has successfully completed the training course.
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ORA.ATO0.130 Training manual and operations manual

(a) The ATO shall establish and maintain a training manual and operations manual containing
information and instructions to enable personnel to perform their duties and to give guidance to
students on how to comply with course requirements.

(b) The ATO shall make available to staff and, where appropriate, to students the information contained
in the training manual, the operations manual and the ATO’s approval documentation.

(c) In the case of ATOs providing flight test training, the operations manual shall comply with the
requirements for the flight test operations manual, as established in CAR-21.

(d) The operations manual shall establish flight time limitation schemes for flight instructors, including
the maximum flying hours, maximum flying duty hours and minimum rest time between instructional
duties, in accordance with acceptable standards.

ORA.ATO.135 Training aircraft and FSTDs

(a) The ATO shall use an adequate fleet of training aircraft or FSTDs appropriate to the courses of training
provided.

(b) The ATO shall only provide training in FSTDs when it demonstrates to the GCAA:
(1) the adequacy between the FSTD specifications and the related training programme;
(2) that the FSTDs used comply with the relevant requirements of CAR FCL;

(3) inthe case of Full Flight Simulators (FFSs), that the FFS adequately represents the relevant
type of aircraft; and

(4) that it has put in place a system to adequately monitor changes to the FSTD and to ensure that
those changes do not affect the adequacy of the training programme.

(c) If the aircraft used for the skill test is of a different type to the FFS used for the visual flight training,
the maximum credit shall be limited to that allocated for Flight and Navigation Procedures Trainer
I (FNPT Il) for aeroplanes and FNPT II/11l for helicopters in the relevant flight training programme.

(d) Flight test training organisations. Aircraft used for flight test training shall be appropriately equipped
with flight testing instrumentation, according to the purpose of the training.

ALL ATOs, EXCEPT THOSE PROVIDING FLIGHT TEST TRAINING
(a) The number of training aircraft may be affected by the availability of FSTDs.

(b) Each training aircraft should be:
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(c)

(1)
(2)

equipped as required in the training specifications concerning the course in which it is used;

except in the case of balloons or single-seat aircraft, fitted with primary flight controls that are
instantly accessible by both the student and the instructor (for example dual flight controls or a
centre control stick). Swing-over flight controls should not be used.

The fleet should include, as appropriate to the courses of training:

(1)

(2)

(3)

(4)
(5)

(6)

aircraft suitably equipped to simulate Instrument Meteorological Conditions (IMC) and for the
instrument flight training required. For flight training and testing for the instrument rating, an
adequate number of IFR-certificated aircraft should be available;

in the case of aeroplanes and sailplanes, aircraft suitable for demonstrating stalling and spin
avoidance;

for the Flight Instructor (Fl) training courses on aeroplanes and sailplanes, aircraft suitable for
spin recovery at the developed stage;

in the case of helicopters, helicopters suitable for autorotation demonstration;

in the case of a non-complex ATO, one aircraft fulfilling all the required characteristics for a
training aircraft might be sufficient;

each FSTD should be equipped as required in the training specifications concerning the course
in which it is used.

ORA.ATO.140 Aerodromes and operating sites

When providing flight training on an aircraft, the ATO shall use aerodromes or operating sites that have

the appropriate facilities and characteristics to allow training of the manoeuvres relevant, taking into

account the training provided and the category and type of aircraft used. These aerodromes and

operating sites shall be approved.

GENERAL

(a)

Except in the case of balloons, the base aerodrome or operating site and any alternative base

aerodromes at which flight training is being conducted should have at least the following facilities:

(1)

(2)

(3)

at least one runway or final approach and take-off area (FATO) that allows training aircraft to
make a normal take-off or landing within the performance limits of all the aircraft used for the
training flights.

a wind direction indicator that is visible at ground level from the ends of each runway or at the
appropriate holding points;

adequate runway electrical lighting if used for night training;
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(4) an air traffic service, except for uncontrolled aerodromes or operating sites where the training
requirements may be satisfied safely by another acceptable means of air-to-ground
communication.

(b) Except in the case of ATOs providing flight test training, in addition to (a), for helicopters, training
sites should be available for:

(5) confined area operation training;
(6) simulated engine off autorotation; and
(7) sloping ground operation.

(c) Inthe case of balloons, the take-off sites used by the ATO should allow a normal take-off and clearing
of all obstacles in the take-off flight path by at least 50 ft.

ORA.ATO.145 Pre-requisites for training

(a) The ATO shall ensure that the students meet all the pre-requisites for training established in Part-
Medical, Part- FCL, and, if applicable, as defined in the mandatory part of the operational suitability
data established in accordance with CAR 21 regulation.

(b) In the case of ATOs providing flight test training, the students shall meet all the pre-requisites for
training established in accordance with CAR-21.

ENTRANCE REQUIREMENTS

ATOs providing training for other than the LAPL, PPL, SPL or BPL and the associated ratings and certificates
should establish entrance requirements for students in their procedures. The entrance requirements
should ensure that the students have enough knowledge, particularly of physics and mathematics, to be
able to follow the courses.

ORA.ATO0.150 Training in ICAO contracting Member State Countries

When the ATO is approved to provide training outside of the United Arab Emirates:

(a) the training programme shall include theoretical knowledge instruction regarding the specific
elements of the airspace in the United Arab Emirates, including a review of the UAE GCAA AIP and
associated Instrument charts and approach procedures, and

(b) the IR skill test shall be conducted by a UAE GCAA Flight Examiner, certificated under CAR FCL.

CAR-ORA ISSUE 01 Page 76 of 184



wiia allgly yhlla ol s lla _igall &‘

GENERAL CIVIL AVIATION AUTHORITY ‘(: 5

ORGANISATION REQUIREMENTS FOR
AIRCREW

SECTION Il — ADDITIONAL REQUIREMENTS FOR ATOS PROVIDING TRAINING FOR CPL, MPL AND ATPL
AND THE ASSOCIATED RATINGS AND CERTIFICATES

ORA.ATO0.210 Personnel requirements

(a) Head of training (HT). Except in the case of ATOs providing flight test training, the nominated HT shall
have extensive experience in training as an instructor for professional pilot licenses and associated
ratings or certificates.

(b) Chief flight instructor (CFl). The ATO providing flight instruction shall nominate a CFl who shall be
responsible for the supervision of flight and flight simulation training instructors and for the
standardisation of all flight instruction and flight simulation instruction. The CFl shall hold the highest
professional pilot license and associated ratings related to the flight training courses conducted and
hold an instructor certificate with the privilege to instruct for at least one of the training courses
provided.

(c) Chief theoretical knowledge instructor (CTKI). The ATO providing theoretical knowledge instruction
in courses outlined in CAR-FCL for the issuance of pilot licenses, shall nominate a CTKI who shall be
responsible for the supervision of all theoretical knowledge instructors and for the standardisation
of all theoretical knowledge instruction. The CTKI shall have extensive experience as a theoretical
knowledge instructor in the areas relevant for the training provided by the ATO.

GENERAL

(a) The management structure should ensure supervision of all grades of personnel by persons having
the experience and qualities necessary to ensure the maintenance of high standards. Details of the
management structure, indicating individual responsibilities, should be included in the ATOs
operations manual.

(b) The ATO should demonstrate to the GCAA that an adequate number of qualified, competent staff is
employed.

(c) Inthe case of an ATO offering integrated courses, the head of training (HT), the chief flying instructor
(CFl) and the chief theoretical-knowledge instructor (CTKI) should be employed full-time or part-
time, depending upon the scope of training offered.

(d) Inthe case of an ATO offering only one of the following:

(1) modular courses,
(2) type rating courses,

(3) theoretical knowledge instruction,

the positions of HT, CFl and CTKI may be combined and filled by one or two persons with
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extensive experience in the training conducted by the training organisation, full-time or part-
time, depending upon the scope of training offered.

(e) The ratio of all students to all flight instructors, excluding the HT, should not exceed 6:1.

(f) Class numbers in ground subjects involving a high degree of supervision or practical work should not
exceed 28 students.

(g) Computer Based Training (CBT) may form part of the Theoretical Knowledge instruction but should
not exceed 25% of the total Theoretical Knowledge course length. The integration of theoretical
knowledge instruction with the flying and synthetic flight training should be acceptable to the GCAA.
This is applicable for ATO’s conducting Ab-Initio training only.

(h) Inthe case of an ATO that provides flight (type) training only, no CTKI function is required in the ATO.
Inthe case of an ATO that provides theoretical knowledge instruction only, no CFl function is required
in the ATO.

THEORETICAL KNOWLEDGE INSTRUCTORS

(i) The theoretical knowledge instruction for type or class ratings should be conducted by instructors
holding the appropriate type or class rating, or having appropriate experience in aviation and
knowledge of the aircraft concerned.

(j) For this purpose, a flight engineer, a maintenance engineer or a flight operations officer should be
considered as having appropriate experience in aviation and knowledge of the aircraft concerned.

(k) TKI’s conducting theoretical knowledge training in courses outlined in CAR-FCL Appendix 3, will not
be approved to teach more than five Theoretical Knowledge subjects.

QUALIFICATION OF HEAD OF TRAINING AND CHIEF FLIGHT INSTRUCTOR
(a) Head of training (HT)

The nominated HT should hold or have held in the 3 years prior to first appointment as HT, a professional
pilot licence and associated ratings or certificates issued in accordance with CAR-FCL, related to the flight
training courses provided.

ORA.ATO.225 Training programme

(a) The training programme shall include a breakdown of flight and theoretical knowledge instruction,
presented in a week-by-week or phase layout, a list of standard exercises and a detailed syllabus
summary.

(b) The content and sequence of the training programme shall be specified in the training manual.

(c) Instructor and student training materials, as well training guides, shall be provided to the GCAA that
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are specific to the course of training.

ORA.AT0.230 Training manual and operations manual

(a) The training manual shall state the standards, objectives and training goals for each phase of training

that the students are required to comply with and shall address the following subjects:
(1) training plan;

(2) briefing and air exercises;

(3) flight training in an FSTD, if applicable; and

(4) theoretical knowledge instruction.

(b) The operations manual shall provide relevant information to particular groups of personnel, as flight
instructors, flight simulation training instructors, theoretical knowledge instructors, operations and
maintenance personnel, and shall include general, technical, route and staff training information.

TRAINING MANUAL

Training manuals for use at an ATO conducting integrated or modular flight training courses should
include the following:

(a) The training plan:
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(1)

The aim of the course
(ATP, CPL/IR, CPL, etc.
as

applicable)

A statement of what the student is expected to do as a result of
the training, the level of performance, and the training
constraints to be observed.

(2)

Pre-entry requirements

(i) Minimum age, educational requirements (including
language), medical requirements;
(i)  Anyindividual Member State requirements.

(3)

Credits for previous
experience

To be obtained from the GCAA before training begins.

(4)

Training syllabi

As applicable, the flying syllabus (single-engine or multi-engine,
as applicable), the flight simulation training syllabus and the
theoretical knowledge training syllabus.

(5)

The time scale and scale,
in weeks, for each
syllabus

Arrangements of the course and the integration of syllabi time.

(6)

Training programme

(i)  The general arrangements of daily and weekly
programmes for flying, theoretical knowledge training
and training in FSTDs, if applicable;

(i)  Bad weather constraints;

(iii) Programme constraints in terms of maximum
training times, (flying, theoretical knowledge, on FSTDs),
for example per day, week or month;

(iv) Restrictions in respect of duty periods for students;

(v)  Duration of dual and solo flights at various stages;

(vi)  Maximum flying hours in any day or night;

(vii) Maximum number of training flights in any day or night;

(viii) Minimum rest period between duty periods.

(7)

Training records

(i) Rules for security of records and documents;

(i)  Attendance records;

(iii) The form of training records to be kept;

(iv) Persons responsible for checking records and students’ log
books;

(v)  The nature and frequency of record checks;

(vi) Standardisation of entries in training records;

Rules concerning log book entries.

(8)

Safety training

(i) Individual responsibilities;

(i)  Essential exercises;

(i)  Emergency drills (frequency);

(iv) Dual checks (frequency at various stages);

(v)  Requirement before first solo day, night or navigation etc. if
applicable.
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Tests and examinations

(9)

(i)

(ii)

Flying:
(A)  progress checks;
(B)  skill tests.

Theoretical knowledge:

(A)  progress tests;
(B) theoretical knowledge examinations.
(C) Area 100 KSA assessments,

Authorisation for test;

Rules concerning refresher training before retest;

Test reports and records;

Procedures for examination paper preparation, type of
guestion and assessment, standard required for ‘pass’;
Procedure for question  analysis and review and for
raising replacement papers;

Examination resit procedures.

(10) Training effectiveness

Individual responsibilities;
General assessment;

Liaison between departments;
Identification of unsatisfactory
students);

Actions to correct unsatisfactory progress;

Procedure for changing instructors;

Maximum number of instructor changes per student;
Internal feedback system for detecting training
deficiencies;

Procedure for suspending a student from training;
Discipline;

Reporting and documentation.

progress (individual

(11) Standards and level of
performance at
various stages

(ii)
(iii)
(iv)

Individual responsibilities;

Standardisation;

Standardisation requirements and procedures;
Application of test criteria.

(b) Briefing and air exercises:

(1) Air exercise

A detailed statement of the content specification of all
the air exercises to be taught, arranged in the
sequence to be flown

with main and subtitles.

(2) Air exercise reference list

An abbreviated list of the above exercises giving
only main and subtitles for quick reference, and
preferably in flip-card form to facilitate daily use by
instructors.
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(3) Course structure: phase of
training

A statement of how the course will be divided into
phases, Indication of how the above air exercises will
be divided between the phases and how they will be
arranged to ensure that they are completed in the
most suitable learning sequence and that essential
(emergency) exercises are repeated at the correct
frequency. Also, the syllabus hours for each phase
and for groups of exercises within each phase should
be stated and when progress tests are to be
conducted, etc.

(4) Course structure: integration of
syllabi

The manner in which theoretical knowledge and flight
training in an aircraft or an FSTD will be integrated so
that as the flying training exercises are carried out
students will be able to apply the knowledge gained
from the associated theoretical knowledge instruction
and flight training.

(5) Student progress

The requirement for student progress and include a
brief but specific statement of what a student is
expected to be able to do and the standard of
proficiency he/she should achieve before progressing
from one phase of air exercise training to the next.
Include minimum experience requirements in terms of
hours, satisfactory exercise completion, etc. as
necessary before significant exercises, for example
night flying.

(6) Instructional methods

The ATO requirements, particularly in respect of
pre- and post-flying briefing, adherence to syllabi
and training

specifications, authorisation of solo flights, etc.

(7) Progress tests

The instructions given to examining staff in respect of
the conduct and documentation of all progress tests.

(8) Glossary of terms

Definition of significant terms as necessary.

(9) Appendices

(i)  Progress test report forms;

(ii)  Skill test report forms;

(iii) ATO certificates of experience,
competence, etc. as required.

(c) Flight training in an FSTD, if applicable:

Structure generally as for (b)
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(d) Theoretical knowledge instruction:

(1) Structure of the theoretical
knowledge course

A statement of the structure of the course, including
the general sequence of the topics to be taught in
each subject, the time allocated to each topic, the
breakdown per subject and an example of a course
schedule. Distance learning courses should include
instructions of the material to be

studied for individual elements of the course.

(2) Lesson plans

A description of each lesson or group of lessons
including teaching materials, training aids, progress
test organisation

and inter-connection of topics with other subjects.

(3) Teaching materials

Specification of the training aids to be used (for
example study materials, course manual references,
exercises, self-study

materials, demonstration equipment).

(4) Student progress

The requirement for student progress, including a
brief but specific statement of the standard that
should be achieved and the mechanism for achieving
this, before application for theoretical knowledge
examinations.

(5) Progress testing

The organisation of progress testing in each subject,
including

topics covered, evaluation methods and
documentation.

(6) Review procedure

The procedure to be followed if the standard required
at any stage of the course is not achieved, including an
agreed action

plan with remedial training if required.

(7) Appendices

(i) Examples of Area 100 KSA summative assessments;
(ii) Area 100 KSA mental maths test example.

THEORETICAL KNOWLEDGE COURSE DESIGN

REQUIREMENTS

An ATO that delivers theoretical knowledge instruction for professional pilot licenses should ensure

that:

(a) the courses are designed and developed using the instructional systems design (ISD) methodology,
which is supported by a robust and effective management system;

(b) the courses include a standardised and dynamic assessment and testing system;
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(f)

instructors that deliver KSA instruction have received appropriate training covering at least learning
styles, teaching methods, facilitation techniques, Threat And Error Management (TEM), the
applicable competencies, and the content of the subject(s) and exercises that they are to deliver;

the recurrent training of instructors is conducted at least annually;

the instructors that are responsible for assessing Area 100 KSA have received appropriate training
regarding the assessment(s) that they are to conduct, and are to be standardised to ensure that the
assessment grades awarded are consistent across the ATO; this standardisation should include at
least familiarisation with the performance indicators, the ATO’s word pictures for grading, and the
ATO's debriefing system; and

recurrent standardisation training is conducted at least annually to ensure continued inter-rater
reliability.

AREA KSA 100 02 AND 100 03 LEARNING OBJECTIVES, ASSESSMENTS AND RECORDS

(a)

(b)

An ATO that delivers theoretical knowledge instruction for professional pilot licenses should ensure
that for the Learning Objectives (Los) in topics 100 02 and 100 03 of Area 100 KSA there are at least
two summative assessments and at least one formative assessment. The summative assessments
are to be documented in the student’s training records. Both the summative assessments and the
formative assessment(s) should be debriefed.

The formative assessment(s) should:

(1) be designed such that the student has the opportunity to ask questions and develop
competencies in most of the LOs in 100 02 and 100 03 of Area 100 KSA;

(2) be conducted during the training; the ATO may in addition conduct a formative evaluation
(continuous assessment) over a specified phase of the course; and

(3) be conducted by an instructor that is trained to deliver the formative assessment.
The summative assessments should:

(1) be designed so that they collectively give the student the opportunity to demonstrate
competency in all LOs in 100 02 and 100 03 of Area 100 KSA; each individual summative
assessment may address some of the LOs in 100 02 and 100 03 of Area 100 KSA;

(2) be satisfactorily completed before the student is recommended by the ATO for their first
attempt to take the final theoretical knowledge examination paper, and the outcome of the
assessments should be included in the student’s training record,;

(3) require that for a student to be considered that they have achieved a ‘Satisfactory’ standard,
they:
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(i) meet at least 35 % (which defines the term ‘some’ used in the word pictures) of the
indicators relevant to the assessment exercise, in each competency;

(i) have an overall positive effect on the outcome or completion of the exercise without any
external input from the instructor, or where the assessment requires the instructor to
facilitate the exercise, without the instructor providing any knowledge or corrective input
to assist in the completion of the exercise.

(4) be conducted by an instructor that is trained to deliver the summative assessments.

The training manual should include the following elements regarding the theoretical knowledge
training and assessment of the LOs in topics 100 02 and 100 03 of Area 100 KSA:

(1) the positions, or range of positions, of the formative assessment exercise(s) and summative
assessment exercises in the training programme;

(2) adescription of the summative assessments, including a matrix that shows which Area 100 KSA
LOs are covered in each exercise;

(3) the grading system of the Area 100 KSA summative assessment and a description of the ATO’s
minimum required standard;

(4) the template for the information about Area 100 KSA to be included in the student’s training
record, which should include at least the dates and result (‘Pass’ or ‘Fail’) of the summative
assessments and the date and score of the mental maths test;

(5) the method of assessment debrief for each summative and formative assessment;

(6) for a student who performs below the satisfactory standard in a summative assessment(s), the
method to further develop the student’s competencies and how to conduct the reassessment.

Access to the information on Area 100 KSA kept in the student’s training records should be restricted
to the student and authorised ATO personnel, and should not be disclosed outside the ATO. The
information on the record should first be de-identified before it is used to support course design
improvements.

AREA 100 04 LEARNING OBIJECTIVES: MENTAL MATHS TEST AND RECORDS

(a)

An ATO that delivers theoretical knowledge instruction for professional pilot licenses should ensure
that at least one KSA mental maths test is conducted and the outcome(s) documented in the
student’s training records.

(b) The mental maths test(s) may be written or oral in format and should, where possible, be scenario-

based, with at least two questions per LO in topic 100 04 of Area 100 KSA.
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(c) The minimum score to pass the Area 100 KSA mental maths test(s) should be 75 % of the marks
allocated to a test. However, a higher pass mark may be defined by the ATO.

(d) The mental maths test(s) should be satisfactorily completed before the student is recommended by
the ATO for their first attempt to take their final theoretical knowledge examination paper.

GM1 ORA.ATO.230(a) Training manual and operations manual

ASSESSMENT OF STUDENTS IN AREA 100 KSA

(a) The Area 100 KSA formative assessment(s) and summative assessments may include but not be
limited to: written planning exercises combining multiple subjects; practical exercises using training
devices (if available); scenario-based oral board (viva voce); scenario-based communications
exercises; written assignments or project work; and preparation and delivery of group or individual
presentations.

(b) The format of formative and summative assessment debriefs should be effective, highlighting the
student’s strengths and weaknesses and enabling future improvement.

GM2 ORA.ATO0.230(a) Training manual and operations manual

AREA 100 KSA WORD PICTURES

(a) ‘Word pictures’ are a proven assessment tool that standardises pilot core competencies, and can be
used to assess student’s competency in the Area 100 KSA LOs in topics 100 02 and 100 03. Word
pictures describe the student’s performance. Each word picture is associated with a numerical grade;
within the range of grades, the minimum acceptable standard is defined. Additionally, a word picture
describing performance that falls below the minimum satisfactory standard should be included in
the range, as well as additional word pictures that relate to grades which exceed this minimum
satisfactory standard. Word pictures enable the standardisation of the assessment performance and
facilitate inter- rater reliability within an ATO.

(b) This GM provides two examples of word pictures.

(c) The most commonly used word pictures are shown in Section A below. They are based on
performance indicators, which explain what the student should demonstrate in order to attain the
specific Area 100 KSA LOs that are addressed by the assessment exercise. Word pictures are formed
of elements that contain the following:

(1) How many of the performance indicators were observed and, where relevant, how often;

(2) How well the competency was demonstrated in the assessment exercise to have an overall
positive effect on the outcome or completion of the assessment exercise; and

(3) The level of success in the outcome of the assessment exercise.

CAR-ORA ISSUE 01 Page 86 of 184



ORGANISATION REQUIREMENTS FOR
AIRCREW

wiia allgly yhlla ol s lla _igall &‘
GENERAL CIVIL AVIATION AUTHORITY s:/ —

(d) An ATO could establish its own set of word picture descriptions as long as they are comparable in the
grading of each competency, similar to the ‘Communication’ and ‘Application of knowledge, UPRT
and resilience’ word pictures example in Section B below.

(e) The advantage of word pictures is that they provide meaningful and standard data to enable
identification of individual, crew, class, instructor and ATO trends, which can be analysed in order to
provide feedback for further improvement or development.

(f)  An ATO should ensure that the detailed information obtained through its grading in Area 100 KSA is
de-identified before using it to support course improvement.

SECTION A — EXAMPLE 1
AREA 100 KSA WORD PICTURE GRADE LEVELS (USING INDICATORS)

(g) The example shown below in this Section contains the most commonly used word pictures, which
are formed of elements that contain the following:

(1) How many of the performance indicators in the table further below relevant to that summative
assessment were observed in that competency (as a percentage);

(2) How well the competency was demonstrated in the assessment; and
(3) The level of success in the OUTCOME of the summative assessment.

(h) Inorder to satisfactorily complete an Area KSA 100 summative assessment, the student should reach
at least the minimum satisfactory level in each competency covered by that assessment. In case the
student fails to reach the minimum satisfactory level in each competency, the student should repeat
the summative assessment or another summative assessment that covers the competency(ies)
where performance was previously assessed as unsatisfactory.

GM3 ORA.ATO0.230(a) Training manual and operations manual
AREA 100 KSA EXERCISES AND ASSESSMENTS

Exercises and assessments are to be interwoven into the theoretical knowledge training, utilising a range
of learning styles; they should address subject or cross-subject topics, with the application of Threat and
Error Management (TEM) and, where possible, be scenario-based. The exercises and assessments do not
need to be confined to a classroom.

(a) Area 100 KSA exercises may be of short duration within a lesson, and the student’s performance in
the exercises does not need to be recorded, although the main subject and KSA learning points are
likely to be discussed (or for distance learning, reviewed) within a post exercise debrief or lesson
summary. To allow for flexibility and development, the exercises do not need to be specified in the
training plan.
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(b) When a single formative assessment is specified in the training plan, it is likely to be extensive as it
will cover many of the LOs in Area KSA 100 02 and 100 03. Alternatively, an ATO may specify a number
of shorter-duration formative assessments that each covers a narrower range of LOs, and these may
build in terms of content difficulty.

(c) The exercises and formative and summative assessments may include but not be limited to: scenario
planning exercises combining multiple subjects; practical exercises using training devices (where
available); oral communication exercises; written assighments and/or project work; discussions; the
preparation and delivery of group or individual presentations and discussions; and enable scenario-
based content and individual, pair or group situation(s).

(d) The type of assessment and the environment should be recorded in the ATQ’s training plan.

GM4 ORA.ATO0.230(a) Training manual and operations manual

AREA 100 KSA INSTRUCTION AND ASSESSMENT TRAINING

(a) The following material has been developed to provide additional guidance to organisations to help
them develop an effective KSA 100 instruction and assessment training programme that satisfies the
provisions in AMC2 ORA.AT0.230 (c) to (f).

(b) An ATO should ensure that an instructor who conducts the Area 100 KSA formative assessment(s)
has received adequate training to be familiar with the:

(1) relevant competencies and performance indicators;
(2) area 100 KSA Learning Objectives (LOs);

(3) formative assessment(s) that they will conduct including: the applicable LOs, purpose and
content of the assessment(s) and position(s) in the training plan, assessment resources,
assessment environment;

(4) area 100 KSA grading system, including familiarisation with the performance indicators and the
ATO’s word pictures; and

(5) student debrief methods and procedure.

(c) An ATO should ensure that an instructor who conducts the Area 100 KSA summative assessments
has received adequate training to be familiar with:

(1) the summative assessments that they will conduct including: the applicable LOs, purpose and
content of the exercise(s) and position(s) in the training plan, assessment resources, assessment
environment, and the minimum acceptable level;

(2) the assessment feedback, evaluation and development process; and

(3) KSA candidate appeal procedure.
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(d) An Area 100 KSA instruction and assessment course should include practical training on the conduct
of an assessment, including grading to achieve inter-rater reliability, and the debrief under
supervision.

GMS5 ORA.ATO0.230(a) Training manual and operations manual

INSTRUCTIONAL SYSTEMS DESIGN

(a) The Instructional Systems Design (ISD) provides a systematic and iterative process for course design
based on educational best practices. There are several effective ISD models in use today, with the
Analyse, Design, Develop, Implement and Evaluate (ADDIE) framework being generic to all. The
purpose of using ISD to design training courses is to facilitate the students’ efficient and effective
acquisition of knowledge and skills based on current training needs.

(b) To provide evidence of the effective use of the ISD methodology in the design and continued
development of their course(s), an ATO may use documentation and records that relate to the ISD
phases.

ALL ATOs, EXCEPT THOSE PROVIDING FLIGHT TEST TRAINING
OPERATIONS MANUAL

The operations manual for use at an ATO conducting integrated or modular flight training courses should
include the following:

(a) General:
(1) alist and description of all volumes in the operations manual;
(2) administration (function and management);
(3) responsibilities (all management and administrative staff);
(4) student discipline and disciplinary action;
(5) approval or authorisation of flights;
(6) preparation of flying programme (restriction of numbers of aircraft in poor weather);
(7) command of aircraft;
(8) responsibilities of the PIC;
(9) carriage of passengers;

(10) aircraft documentation;
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(11) retention of documents;

(12) flight crew qualification records (licences and ratings);

(13) revalidation (medical certificates and ratings);

(14) flight duty period and flight time limitations (flying instructors);
(15) flight duty period and flight time limitations (students);

(16) rest periods (flight instructors);

(17) rest periods (students);

(18) pilots’ log books;

(19) flight planning (general);

(20) safety (general): equipment, radio listening watch, hazards, accidents and incidents (including
reports), safety pilots etc.

(b) Technical:

(1) aircraft descriptive notes;

(2) aircraft handling (including checklists, limitations, maintenance and technical logs, in
accordance with relevant requirements, etc.);

(3) emergency procedures;

(4) radio and radio navigation aids;

(5) allowable deficiencies (based on the master minimum equipment list (MMEL), if available).
Route:

(1) performance (legislation, take-off, route, landing etc.);

(2) flight planning (fuel, oil, minimum safe altitude, navigation equipment etc.);

(3) loading (load sheets, mass, balance and limitations);

(4) weather minima (flying instructors);

(5) weather minima (students — at various stages of training);

(6) training routes or areas.
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(7) Aerodromes to be used and descriptive notes relating to the aerodromes and surrounding

areas.

(d) Personnel training:

(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)

appointments of persons responsible for standards/competence of flight personnel;

initial training;

refresher training;

standardisation training;

proficiency checks;

upgrading training;

ATO personnel standards evaluation;

CRM training; and

Other training as required by the operation.
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SECTION Il — ADDITIONAL REQUIREMENTS FOR ATOS PROVIDING SPECIFIC TYPES OF TRAINING

CHAPTER 1 — DISTANCE LEARNING COURSE

ORA.ATO0.300 General

The ATO may be approved to conduct modular course programmes using distance learning in the
following cases:

(a) modular courses of theoretical knowledge instruction;
(b) courses of additional theoretical knowledge for a class or type rating; or

(c) courses of approved pre-entry theoretical knowledge instruction for a first type rating for a multi-
engine helicopter.

DISTANCE LEARNING

(a) A variety of methods is open to ATOs to present course material. It is, however, necessary for ATOs
to maintain comprehensive records in order to ensure that students make satisfactory academic
progress and meet the time constraints laid down in CAR-FCL for the completion of modular courses.

(b) The following are given as planning guidelines for ATOs developing the distance learning element
of modular courses:

(1) an assumption that a student will study for at least 15 hours per week;
(2) anindication throughout the course material of what constitutes a week’s study;
(3) arecommended course structure and order of teaching;

(4) one progress test for each subject for every 15 hours of study, which should be submitted to
the ATO for assessment. Additional self-assessed progress tests should be completed at
intervals of five to 10 study hours;

(5) appropriate contact times throughout the course when a student can have access to an
instructor by telephone, fax, email or the Internet;

(6) measurement criteria to determine whether a student has satisfactorily completed the
appropriate elements of the course to a standard that, in the judgement of the HT, or CGl, will
enable them to be entered for the CAR-FCL theoretical examinations with a good prospect of
success;

(7) if the ATO provides the distance learning by help of IT solutions, for example the Internet,
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instructors should monitor students’ progress by appropriate means.

(c) Where an assessment (e.g. planning, written, scenario or practical exercise, or other assessment) is
conducted outside the classroom via distance learning, the ATO should have a procedure or process
in place to establish that the student themselves have completed the assessment and that the
assessment method(s) for that particular exercise has (have) been effective.

ORA.ATO0.305 Classroom instruction

(a) An element of classroom instruction shall be included in all subjects of modular distance learning
courses.

(b) The amount of time spent in actual classroom instruction shall not be less than 10% of the total
duration of the course.

(c) To this effect, classroom accommodation shall be available at the principal place of business of the
ATO, or within a suitable facility elsewhere, and approved for use by the GCAA.

ORA.ATO.310 Instructors

All instructors shall be fully familiar with the requirements of the distance learning course programme
and have completed a course of training on the conduct of distance learning training.
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CHAPTER 2 — ZERO FLIGHT-TIME TRAINING

ORA.ATO0.330 General

(a) Approval For Zero Flight-Time Training (ZFTT), as specified in CAR FCL, shall only be given to ATOs
that also have the privileges to conduct commercial air transport operations or ATOs having specific
arrangements with commercial air transport operators.

(b) Approval for ZFTT shall only be given if the operator has at least 90 days of operational experience
on the aeroplane type.

(c) Inthe case of ZFTT provided by an ATO having a specific arrangement with an operator, the 90 days
of operational experience requirements will not apply if the Type Rating Instructor (TRI(A)) involved
in the additional take-offs and landings, has operational experience on the aeroplane type.

INITIAL APPROVAL

For an initial approval to conduct ZFTT, the operator should have held an air operator's certificate for
commercial air transport for at least 1 year. This period may be reduced where the operator and the ATO
have experience of type rating training.

ORA.ATO0.335 Full flight simulator

(a) The FFS approved for ZFTT shall be serviceable according to the management system criteria of the
ATO.

(b) The motion and the visual system of the FFS shall be fully serviceable, in accordance with the
applicable certification specifications for FSTD.
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CHAPTER 3 — MULTI-CREW PILOT LICENCE (MPL) COURSES

ORA.ATO0.350 General

The privileges to conduct MPL integrated training courses and MPL instructor courses shall only be given
to the ATO if it also has the privilege to conduct commercial air transport operations or a specific
arrangement with a commercial air transport operator.

CHAPTER 4 — FLIGHT TEST TRAINING

ORA.ATO.355 Flight test training organisations

(a) The ATO that has been approved to provide flight test training for the issue of a category 1 or 2 flight
test rating in accordance with CAR FCL may have its privileges extended to providing training for
other categories of flight tests and other categories of flight test personnel, provided that:

(1) the relevant requirements of CAR-21 are met; and

(2) a specific arrangement exists between the ATO and the CAR-21 organisation that employs,
or intends to employ, such personnel.

(b) The training records shall include the written reports by the student, as required by the training
programme, including, where applicable, data processing and analysis of recorded parameters
relevant to the type of flight test.
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SUBPART FSTD — REQUIREMENTS FOR ORGANISATIONS OPERATING FLIGHT SIMULATION TRAINING
DEVICES (FSTDS) AND THE QUALIFICATION OF FSTDS

SECTION | — REQUIREMENTS FOR ORGANISATIONS OPERATING FSTDS

ORA.FSTD.100 General

(a) The applicant for an FSTD qualification certificate shall demonstrate to the GCAA that it has
established a management system in accordance with ORA.GEN Section Il. This demonstration shall
ensure that the applicant has, directly or through contract, the capability to maintain the
performance, functions and other characteristics specified for the FSTD’s qualification level and to
control the installation of the FSTD.

(b) Ifthe applicantis the holder of a qualification certificate issued in accordance with this part, the FSTD
specifications shall be detailed:

(1) inthe terms of the ATO certificate; or

(2) inthe case of an AOC holder, in the training manual.

COMPLIANCE MONITORING PROGRAMME — ORGANISATIONS OPERATING FSTD’s
(a) Introduction

(1) The purpose of this AMC is to provide additional and specific information to an organisation
operating FSTD’s on how to establish a compliance monitoring programme (CMP) that enables
compliance with the applicable requirements.

(b) Compliance monitoring programme
(1) Typical subject areas for inspections are the following:
(i) actual FSTD operation;
(ii) maintenance;
(iii) technical Standards;
(iv) FSTD safety features.
(c) Audit scope

(1) Organisations operating FSTDs are required to monitor compliance with the procedures they
have designed to ensure specified performance and functions. In doing so they should as a
minimum, and where appropriate, monitor the following:
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(i)
(ii)
(iii)
(iv)

(vi)
(vii)
(viii)

(ix)

(xi)

COMPLIANCE MONITORING PROGRAMME - ORGANISATIONS OPERATING FSTDS

organisation;

plans and objectives;
maintenance procedures;
FSTD qualification level;
supervision;

FSTD technical status;
manuals, logs and records;
defect deferral;

personnel training;

aircraft modifications;

FSTD configuration management.

One acceptable means of measuring FSTD performance is contained in ARINC report 433-1 (December

14th, 2007 or as amended) Standard Measurements for Flight Simulation Quality.

COMPLIANCE MONITORING PROGRAMME — ORGANISATIONS OPERATING BASIC INSTRUMENT TRAINING
DEVICES (BITDs)

(a) The compliance monitoring programme together with a statement acknowledging completion of a

periodic review by the accountable manager should include the following:

(1) amaintenance facility that provides suitable BITD hardware and software test and maintenance

capability;

(2) a recording system in the form of a technical log in which defects, deferred defects and

development work are listed, interpreted, actioned and reviewed within a specified time scale;

and

(3) planned routine maintenance of the BITD and periodic running of the Qualification Test Guide

(QTG) with adequate manning to cover BITD operating periods and routine maintenance work.

(4) A planned audit schedule and a periodic review should be used to verify that corrective action
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was carried out and that it was effective. The auditor should have adequate knowledge of BITDs.

GM1 ORA.FSTD.100 General

COMPLIANCE MONITORING — ORGANISATIONS OPERATING FSTD’s — GENERAL

(a) The concept of Compliance Monitoring (CM) is a fundamental requirement for organisations
operating FSTDs. An effective CM function is vitally important in supporting operation of the devices,
in a structured way, to ensure they remain in compliance with the technical standards of CS-FSTD(A)
and CS-FSTD(H) and continue to be effective training tools. An effective CM function is also essential
to support any level of extended recurrent evaluation period as permitted by ORA.FSTD.225(b).

(b) The following guidance has been developed to provide additional material to help both organisations
operating FSTD’s and the GCAA in developing effective CM that satisfy the applicable requirements
and ensure the highest standards of training are maintained.

(c) Additional GM provides a compliance checklist for organisations operating FSTDs (GMZ2
ORA.FSTD.100) and guidance detailing the preparation for an evaluation by the GCAA (GM3
ORA.FSTD.100). The compliance checklist should be used by the competent authorities as a
standardised checklist for the elements that are expected in the CM function of an organisation
operating FSTDs. The organisation should complete as a minimum the second column of the checklist
by providing appropriate manual or procedure references for each of the identified elements of the
CM function. Additional information can be provided in the third column to aid assessment of the
checklist as appropriate. This would then be provided to the GCAA. Use of this checklist should assist
in ensuring a consistent approach by the competent authorities and also provide organisations
operating FSTDs with additional guidance on all the elements of a CM function that the competent
authorities will expect. The guidance is provided to help organisations operating FSTDs to prepare
for GCAA audits.

(d) The documentation of the CM may be electronic, provided the necessary controls can be
demonstrated. This should include control of any paper copies that may be downloaded for use by
individuals. It is recommended that any such copies are automatically designated as uncontrolled as
part of the download process. Whilst electronic signatures on master documents may be accepted,
with appropriate protections, a hardcopy master of the CM manual should be provided, with wet-
ink signatures to be held by the applicant.

(e) It should be recognised that whatever CM is developed, it will not be effective unless it becomes an
integral part of the way in which the organisation works. It includes both the necessary procedures
for maintaining compliance with all the applicable requirements and a Compliance Monitoring
Programme (CMP) to monitor the execution of these procedures. A successful CM will ensure that
the highest training tool is available at all times. If the CM is viewed as an add-on to existing processes
it will become a burden and it will never be wholly effective. It should also be noted that compliance
control or inspection is only a small part of a CM. If the CM is working effectively, inspections such
as fly-outs should become routine revealing little beyond day-to-day unserviceabilities. Systematic
defects should be captured by the CMP.
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(f)

(8)

(h)

(i)

(k)

The GCAA should be satisfied that the accountable manager is able to adequately provide the
required level of resources to properly support the FSTD. Detailed knowledge of FSTD requirement
standards are not necessary, only sufficient to understand his/her responsibility for ensuring the
FSTD is properly supported. The assessment of the compliance monitoring manager should
concentrate on establishing that the nominee has sufficient knowledge and experience of both CM
management and FSTD operations to operate a Compliance Monitoring System (CMS) within an
organisation operating FSTDs. This is likely to require experience of working in the compliance
monitoring field and sufficient knowledge of FSTDs and the technical standards with which they
should comply.

If an organisation operating FSTDs is certified under any international quality standard it should
assure that it fully covers the applicable organisation requirements of CAR-ORA and the qualification
basis.

For small organisations, it is perfectly acceptable to combine the roles of compliance monitoring
manager and accountable manager. For other organisations that hold multiple certificates and may
cover multiple sites, it is advantageous to have a common CM function with an overall compliance
monitoring manager. However, it is essential, particularly where sites may be significantly separated
geographically, that there is a nominated representative at each site and possibly for each certificate.
These representatives should hold the delegated responsibility of the CM manager for the day-to-
day CM role at their site and in their function and have the necessary direct reporting line to the
overall CM manager. It will also be necessary to ensure that local representatives are also acceptable
to the local GCAA, additionally of to the GCAA. In many cases the local representatives may perform
other functions in addition to this role. This is acceptable provided the necessary independence of
any compliance monitoring activity is maintained.

CM, as a whole, begins with the requirements with which the system seeks to comply. These include
both the technical standards, in this case the relevant parts of CS-FSTD(A)/(H)plus any other specific
standards, for example health and safety regulations, and the compliance monitoring objectives,
such as defect rates and rectification intervals and FSTD reliability targets. The CM should define the
process by which these standards are made available to those who require them.

The next part of CM is that part which defines the day-to-day procedures or working practices by
which the standards will be achieved. These procedures should include as a minimum defect
reporting systems, defect rectification processes, tracking mechanisms, preventative maintenance
programmes, spares handling, equipment calibration and configuration management of the device.
They should include checks to assess the compliance of the performed actions. These procedures
and standards should be made readily available to anybody involved in the maintenance and day-to-
day operation of the FSTD.

The third part of CM is the method by which the organisation operating an FSTD confirms the device
is maintained in compliance with the defined standards and is being operated in accordance with the
defined procedures. This is the Compliance Monitoring Programme (CMP) and includes the audit
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(p)

(a)

methods, reporting and corrective action procedures and feedback, management reviews and
schedules for audits of all aspects of the FSTD operation.

Across all aspects of CM, and most important to it, are the people. CM includes the definition of the
responsibilities of all staff and should include a declaration of the minimum levels of resource
proposed for the direct support of the FSTD plus the levels of support and managerial staff proposed.
The levels of resource can be affected by factors such as local health and safety regulations, existence
of weekend and/or night usage of the device(s), etc. CM also includes definition of the skills and
experience required for staff and leads to definition of any required training programmes. Training
needs cover both technical training and audit training, including QTG running and checking and fly-
out techniques for flight crew.

The documentation of CM may be provided in any number of documents provided there are
appropriate cross-references in all documents such that the system is fully traceable in both
directions from end to end. For all but small organisations at least two documents would be
expected:

(1) Firstly, a CM manual containing the policy, terminology, organisational charts and
responsibilities, an overview of all processes, within the system, including those for maintaining
regulatory compliance such as QTG running and fly-outs (function and subjective testing), CMP
including the audit schedule and audit procedures including reporting and corrective action
procedures. In addition, the CM manual should include, either directly or by reference, the
identification of skills and experience and associated training.

(2) Secondly, a procedures manual containing, as a minimum, software and hardware control
procedures, configuration control procedures including, for example, control of training loads,
updates to visual models, navigation and Instructor Operation Station (I0S) databases, QTG
running and checking procedures, fly-out procedures, maintenance procedures including both
defect rectification and preventative maintenance processes. Any standard forms and checklists
should also be included.

The CM documentation also includes all records such as technical logs, QTG runs, fly-out reports and
maintenance job cards.

For organisations with several certificates, separate and modular procedures manuals with a single
CM manual covering all approvals, may be acceptable.

It is important to understand the difference between compliance assurance and compliance control.
An effective CM will contain elements of both. Compliance control is normally done by inspection of
the product; it provides confirmation at the time of the inspection that the product conforms to a
defined standard.

The compliance assurance element is essential to ensure the standard is maintained throughout the
periods between product (FSTD) inspections. Within a CMP, the processes are defined that are
necessary to provide confidence that the FSTD(s) is/are being supported and maintained to the
highest possible standard and in compliance with the relevant requirements. A programme of
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internal audits is then set in place to confirm that the processes are being followed and are effective.
The GCAA would normally oversee a certified organisation by process and system audit, however, in
the case of FSTDs, authority oversight includes an inspection element in the form of the recurrent
FSTD evaluation.

In addition to the normal process and system audits, the compliance assurance audit schedule should
include the schedule for each FSTD for fly-outs and QTG running through the audit year.

The audit procedure should include, at least, the following: statement of scope, planning, initiation
of audit, collection of evidence, analysis, reporting of findings, identification and agreement of
corrective actions and feedback, including reporting significant findings to the GCAA, where
appropriate. The review of published material could include, in addition to the CM and procedures
manuals, QTG records, fly-out reports, technical log sheets, maintenance records and configuration
control records.

In addition to basic knowledge of FSTD requirements and operation, it is expected that auditors have
received training in CM and audit techniques.

The routine fly-outs of the device are a specialised part of the audit programme. It is essential that
the pilots tasked with carrying out these fly-outs are adequately experienced. They would be
expected to be type rating instructor/examiner (TRI/TRE) qualified on the type, and should have
experience of simulator evaluations carried out by the GCAA. The assignment of such pilots can
present difficulties, particularly for the independent organisation operating FSTDs not directly
associated with an airline. It is vital for the organisation to ensure their users are aware of the
importance of the fly-outs as part of the continued qualification of the device and the need to assist
in the provision of suitably qualified pilots to carry them out. It is worth noting that simulator users
are required to satisfy themselves that the training devices they use are assessed for continued
suitability, as part of their own CMP. Involvement in fly-outs assists in meeting this need.

Whilst it is accepted that the number of audits required in an organisation with a single device will
be significantly less than those in larger organisations with multiple devices, the CMP should still
meet the same criteria, and cover all aspects of the operation within a 12 month period. The
independence of the audit personnel should be maintained at all times. The audit programme,
whether by full audit or by using a checklist system should still be sufficiently comprehensive to
provide the necessary level of confidence that the device is maintained and operated to the highest
possible standard. This includes monitoring and review of corrective actions and feedback processes.

The successful use of sub-contractors who play a significant role in the provision of services, such as
maintenance or engineering services, to an organisation operating FSTDs is reliant on the sub-
contractor operating under the CM of the organisation. All requirements that an organisation is
expected to meet are equally applicable to his/her sub-contractor. It is the organisation’s
responsibility to ensure that the subcontractor complies with its CM.

It is essential that a proper understanding of the CM and how it applies to each and every staff
member is provided by appropriate training to all, not just those directly involved in operating the
CM, such as the accountable manager, the CM manager, representatives and the auditors. The
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training given to those directly involved in CM should cover the CM, audit techniques and applicable
technical standards. CM familiarisation training should be an integral part of any induction training
and recurrent training. Update training on technical standards for audit personnel, is also of
particular importance.

Any effective CM will include measurement of its effectiveness. The organisation should develop
performance measures that can be monitored against objectives. Such measures, often referred to
as metrics, should be reviewed by the GCAA as part of its oversight of the CM within the organisation
and during recurrent evaluations. In addition they should form part of the data reviewed during
scheduled management reviews as part of the CM.

ARINC 433 provides good guidance on FSTD compliance measurement. Metrics should monitor not
only individual FSTD performance but, for larger organisations, how each FSTD is performing within
the fleet. It is also recommended that metrics data be shared, regularly, with the FSTD manufacturers
to allow monitoring for generic problems such as design issues, which may be best addressed with a
fleet-wide solution.

GM2 ORA.FSTD.100 General

COMPLIANCE MONITORING — ASSESSMENT FOR ORGANISATIONS OPERATING FSTDs

COMPLIANCE MONITORING ASSESSMENT
FOR ORGANISATIONS OPERATING FSTDs

Organisation:

Site Assessed:

Date of Assessment:

Accountable Manager:

Compliance Monitoring Manager:

Number and Type of FSTDs:

CM Manual Reference:

Satis

Audit Area CM/Proc Ref Comments
facto

Y/N

1. ACCOUNTABLE MANAGER

Has an Accountable Manager (AM)
with overall responsibility for
Compliance Monitoring (CM) been
nominated?
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Does the accountable manager have
corporate authority to ensure all
necessary activities can be financed and
carried out to the

standard required by the GCAA?

Has a formal written compliance policy
statement been established, included in
the CM manual and signed by the
accountable

manager?

2. COMPLIANCE MONITORING MANAGER

Has a compliance monitoring
manager (CM manager) been
nominated?

Audit Area

CM/Proc Ref

Comments

Satisfacto

ry
Y/N

Are the posts of CM manager and AM
combined? If so, is the independence of
compliance audits

assured?

Does the CM manager have overall
responsibility and authority to:
a) verify that standards are met; and

b) ensure that the compliance
monitoring programme is
established, implemented and

maintained?

b)

Does the CM manager have direct
access to the AM?

Does the CM manager have access to all
parts of the organisation operating an
FSTD and as necessary

any sub-contractor’s organisation?

3. COMPLIANCE MONITORING (CM)

Has CM been established by the
operator?

Is CM properly documented? (see
Section 4)

Is the CM structured according to the
size and complexity of the
operator?
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Does the CM include the following as a
minimum:

a) monitoring of compliance with
required technical standards;

b) identification of corrective actions b)
and person responsible for
rectification;

c) afeedback system to accountable ¢
manager to ensure corrective
action are promptly addressed;

d) reporting of significant non-
compliances to the GCAA; d)

e) a compliance monitoring
programme to verify continued
compliance with applicable

: e)
requirements, standards and
procedures.

Are the responsibilities of the CM
manager defined to include, as a
minimum:

a) monitoring of corrective action a)
programme;

b) ensuring that the corrective b)
actions contain the necessary
elements; c)

¢) providing management with an
independent assessment of d)
corrective action, implementation
and completion;

d) evaluation of the effectiveness of
the corrective action programme.

Are adequate financial, material and
human resources in place to
support CM?

Are management evaluations/
reviews of CM held at least quarterly?

Does the management evaluation
ensure that the CMS is working
effectively and is it comprehensive
and well documented?
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Does the compliance monitoring
programme identify the processes a)
necessary and the persons within the
organisation who have the training,
experience, responsibility and authority
to carry out the following:

b)
a) schedule and perform
quality inspections and audits,
including unscheduled audits when
required;
b) identify and record any concerns c)

or findings, and the evidence
necessary to substantiate such
concerns or findings;

c) initiate or recommend solutions d)
to concerns or findings through
designated reporting channels;

d) verify the implementation of
solutions within specific
timescales.

Is there sufficient auditor resource
available and can their required level of
independence be demonstrated?

Do the auditors report directly to the
compliance monitoring
manager?
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a)
b)
c)
d)
e)
f)
9)
h)
i)

j)

Does the defined audit schedule cover
the following areas, within each 12
month period?

organisation;

plans and objectives;
maintenance procedures;
FSTD qualification level;
supervision;

FSTD technical status;
manuals, logs and records;
defect deferral;

personnel training;
aircraft and simulator
configuration management,

including Airworthiness
Directives

b)
c)
d)
e)
f)

g)

h)

J)

How are audit non-compliances
recorded?
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Are procedures in place to ensure that
corrective actions are taken in
response to findings?

Are records of the compliance
monitoring programme:

a) accurate;
b) complete, and

c) readily accessible?

a)

b)
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Is there an acceptable and effective
procedure for providing a briefing
on the CM to all personnel?

Is there an acceptable and effective
procedure for ensuring that all those
responsible for managing the CM
receive training covering:
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a)

b)

c)

d)

f)

a)

an introduction to the concept of
the CM;

compliance management;

the concept of compliance
assurance;

CM manuals;

audit techniques;
reporting and recording;
how the CM supports

continuous improvement
within the organisation.

a)

b)

c)

d)

f)

g)

Are suitable training records
maintained?
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Are activities within the CM sub-
contracted out to external
agencies?

Do written agreements exist between
the organisation and the sub-
contractor clearly defining the services
and standard to be

provided?
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Are the procedures in place to ensure
that the necessary
authorisations/approval when required
are held by a sub-

contractor?

Are the procedures in place to establish
that the sub-contractor has the
necessary technical

competence?

4. CM MANUAL

What is the current status of the CM
manual — amendment and

issue date?

Is there a procedure in place to control
copies and the distribution

of the CM manual?

Is the CM manual signed by the
accountable manager and the
compliance monitoring manager?

CAR-ORA ISSUE 01 Page 111 of 184



ORGANISATION REQUIREMENTS FOR
AIRCREW

wiia allgly yhlla ol s lla _igall &‘

GENERAL CIVIL AVIATION AUTHORITY ‘——b

{

Does the CM manual include, either
directly or by reference to other
documents, the following:

a) a description of the a)
organisation;

b) reference to appropriate FSTD b)
technical standards;

c) allocation of duties and c)
responsibilities;

d) audit procedures; d)
e) reporting procedures; e)
f) follow-up and corrective action f)
procedures;
g) document retention policy; g)
h) training records h)
Is there a document retention policy
covering:
a)
a) audit schedules;
b)
b) inspection and audit reports;
c) responses to findings; c)
d) corrective action reports; d)
e) follow-up and closure reports; e)
f) management evaluation
reports. f)
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Does the CM manual include, either
directly or by reference to other
documents, the following procedures
for day to day operation of the FSTD:

a) defect reporting systems; a)
b) defect rectification processes; b)
c) tracking mechanisms; c)
d) preventative maintenance d)

programmes; e)
e) spares handling; 1)
f) equipment calibration; g)
g) configuration management of the h)

device including visual, 10S and i)

navigation databases;
h) configuration control system to
ensure the continued integrity of the
hardware and software qualified;
i) QTG running and function and
subjective tests.
Does the CM manual include, either
directly or by reference to other
documents, procedures for
notification of the competent
authorities of the following:

a) any change in the organisation a)
including company name, location,
management;

b) major changes to a qualified b)
device;

¢) deactivation or relocation of a c)
qualified device;

d) major failures of a qualified d)
device;

e) major safety issue associated with e)

the installation.
Does the CM manual define
acceptable and effective procedures
to ensure compliance with applicable
health and safety regulations,

including:
a) safety briefings; a)
b) fire/smoke detection and b)

suppression;
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c) protection against electrical,
mechanical, hydraulic and
pneumatic hazards;

d) other items as defined in AMC1
ORA.FSTD.115

d)

Does the CM manual include
acceptable and effective procedures
for regularly checking FSTD safety
features such as emergency stops and
emergency lighting, and are such
tests recorded?

5. COMPLIANCE MEASURES

Have compliance monitoring objectives
been developed from the policy
statement, and included either directly
or by reference in

the CMS manual?

Does the CMS include processes to
produce and review appropriate
metrics data?

Do these compliance measures track the
following:

a) FSTD availability;

b) numbers of defects;

c) open defects;

d) defect closure rates;

e) training session interrupt rates;

f) training session compliance
rating.

a)

b)

Do the compliance measures support
the compliance objectives?

Required actions/Comments

Signature:

Date:
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GM3 ORA.FSTD.100 General

COMPLIANCE MONITORING SYSTEM — GUIDANCE FOR ORGANISATIONS OPERATING FSTDS TO PREPARE
FOR A GCAA EVALUATION

(a) Introduction

The following material provides guidance on what is expected by the competent authorities to
support the discussion during the preliminary briefing, which is a first step of any initial or recurrent
evaluation of an FSTD carried out by a GCAA.

This document has been developed as well to standardise working methods throughout Member
States and to develop effective CM spot checks to satisfy the applicable requirements and therefore
to ensure the highest standards of training are attained.

(b) Document form

Different document forms can be considered. Nevertheless, it appears that the best solution is a
dossier, which includes all the information required by the GCAA to perform an evaluation.

(c) Contents of the dossier for an initial evaluation:
(1) type of FSTD and qualification level requested;

(2) evaluation agenda: including date of evaluation, name of people involved for the GCAA, contact
details for the FSTD operator, schedules for the subjective flight profile, QTG rerun;

(3) FSTD identification and detailed technical specification including, type of FSTD, manufacturer,
registration number, date of entry into service, host computer, visual system, motion system,
type of 10S, simulated version(s), standards of all the aircraft computers, if applicable. Manuals
needed for an evaluation (e.g. flight manuals, system manuals, acceptance test manual, IOS user
manual etc. — if applicable) could already be provided as part of the dossier in an electronic
format;

(4) planned modifications;
(5) subjective open defect(s);

(6) airport visual databases including for each visual scene, name of the airport, IATA and ICAO
codes, type of visual scene (specific or generic), additional capabilities (e.g. snow model,

(7) WGS 84 compliance, enhanced Ground Proximity Warning System (EGPWS)); and

(8) QTG status: the list should include for each QTG test available the status of the tests following
the FSTD operator and GCAA reviews.

(d) Contents of the dossier for a recurrent evaluation:

(1) type of FSTD and qualification level requested;
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(2)

(3)

(4)

(5)

(6)

(7)

(8)
(9)

evaluation agenda, including date of evaluation, name of people involved for the GCAA, contact
details for the operator, schedules for the subjective flight profile, QTG rerun and QTG review;

FSTD identification, including type of FSTD, manufacturer, registration number, date of entry
into service, host computer, visual system, motion system, type of 10S, simulated version(s),
standards of all the aircraft computers, if applicable;

status of items raised during the last evaluation and date of closure;

reliability data: training hours month by month during the past year, numbers of complaints
mentioned in the technical log, training hours lost, availability rate;

operational data: a list of FSTD users over the previous 12 months should be provided, with
number of training hours;

failure tabulation including categorisation of failures (by ATA chapter and Pareto diagram,
ARINC classification);

details of main failures leading to training interruption or multiple occurrences of some failures;

hardware and/or software updates or changes since last evaluation and planned hardware
and/or software updates or changes;

(10) subjective open defect(s);

(11) airport visual databases including for each visual scene, name of the airport, ATA and ICAO

codes, type of visual scene (specific or generic), additional capabilities (snow model, WGS 84
compliance, EGPWS);

(12) QTG status: the list should include for each QTG test available, the date of run during the past

year, any comment, and the status of the tests; and

(13) results of scheduled internal audits and additional quality inspections (if any) since last

evaluation and a summary of actions taken.

ORA.FSTD.105 Maintaining the FSTD qualification

(a) In order to maintain the qualification of the FSTD, an FSTD qualification certificate holder shall run

the complete set of tests contained within the Master Qualification Test Guide (MQTG) and functions

and subjective tests progressively over a 12-month period.

(b) The results shall be dated, marked as analysed and evaluated, and retained, in order to demonstrate

that the FSTD standards are being maintained.

(c) A configuration control system shall be established to ensure the continued integrity of the hardware
and software of the qualified FSTD.
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ORA.FSTD.110 Modifications

(a) The holder of an FSTD qualification certificate shall establish and maintain a system to identify, assess
and incorporate any important modifications into the FSTDs it operates, especially:

(1) any aircraft modifications that are essential for training, testing and checking, whether or not
enforced by an airworthiness directive; and

(2) any modification of an FSTD, including motion and visual systems, when essential for training,
testing and checking, as in the case of data revisions.

(b) Modifications of the FSTD hardware and software that affect handling, performance and systems
operation or any major modifications of the motion or visual system shall be evaluated to determine
the impact on the original qualification criteria. The organisation shall prepare amendments for any
affected validation tests. The organisation shall test the FSTD to the new criteria.

(c) The organisation shall inform the GCAA in advance of any major changes to determine if the tests
carried out are satisfactory. The GCAA shall determine if a special evaluation of the FSTD is necessary
prior to returning it to training following the modification.

GENERAL

(a) The FSTD, where applicable, should be maintained in a configuration that accurately represents the
aircraft being simulated. This may be a specific aircraft tail number or may be a representation of a
common standard.

(b) Users of the device should always establish a differences list for any device they intend to use, and
to identify how any differences should be covered in training. In order to ensure each device is
maintained in the appropriate configuration, the organisation operating an FSTD should have a
system that ensures that all relevant Airworthiness Directives (Ads) are introduced where applicable
on affected FSTDs.

(c) ADs from both the State of Design of the aircraft and the State where the FSTD is located should be
monitored. ADs from the State of Design of an aircraft are usually automatically applicable, unless
specifically varied by the aircraft’s State of Registry.

(d) Where appropriate, ADs issued by States where users of the device have aircraft registered should
also be monitored. In addition to ADs, the FSTD operator should also put in place processes that
ensure all aircraft modifications are reviewed for any effect on training, testing and checking. This
can be achieved by reviewing the aircraft manufacturer’s service bulletins and may require a specific
link to the aircraft manufacturer to be developed. In practice this link is often established through
aircraft operators who use the device.
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(e) Organisations operating FSTDs should notify the GCAA of major changes.

(f) This does not imply that the GCAA will always wish to directly evaluate the change. The GCAA should
be mindful of the potential burden placed on the organisation by a special evaluation and should
always consider that burden when deciding if such an evaluation is necessary.

(g) The organisation operating FSTDs should have an internal acceptance process for modifications, to
be used when implementing all modifications, even if the GCAA has made a decision to carry out an
evaluation.

GM1 ORA.FSTD.110 Modifications

EXAMPLES OF MAJOR MODIFICATIONS

The following are examples of modifications that should be considered as major. This list is not exhaustive
and modifications need to be classified on a case-by-case basis:

(a) any change that affects the QTG;

(b) introduction of new standards of equipment such as Flight Management and Guidance Computer
(FMGC) and updated aerodynamic data packages;

(c) re-hosting of the FSTD software;

(d) introduction of features that model new training scenarios; e.g. Airborne Collision Avoidance System
(ACAS), EGPWS;

(e) aircraft modifications that could affect the FSTD qualification; and

(f) FSTD hardware or software modifications that could affect the handling qualities, performance or
system representation.

ORA.FSTD.115 Installations
(a) The holder of an FSTD qualification certificate shall ensure that:
(1) the FSTD is housed in a suitable environment that supports safe and reliable operation;

(2) all FSTD occupants and maintenance personnel are briefed on FSTD safety to ensure that they
are aware of all safety equipment and procedures in the FSTD in case of an emergency; and

(3) the FSTD and its installations comply with the local regulations for health and safety.

(b) The FSTD safety features, such as emergency stops and emergency lighting, shall be checked at least
annually and recorded.
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MINIMUM ELEMENTS FOR SAFE OPERATION
(a) Introduction

(i) This AMCidentifies those elements that are expected to be addressed, as a minimum, to ensure
that the FSTD installation provides a safe environment for the users and operators of the FSTD
under all circumstances.

(b) Expected elements

(1) Adequate fire/smoke detection, warning and suppression arrangements should be provided to
ensure safe passage of personnel from the FSTD.

(2) Adequate protection should be provided against electrical, mechanical, hydraulic and
pneumatic hazards, including those arising from the control loading and motion systems, to
ensure maximum safety of all persons in the vicinity of the FSTD.

(3) Other areas that should be addressed include the following:

(i) atwo-way communication system that remains operational in the event of a total power
failure;

(i) emergency lighting;
(iii) escape exits and escape routes;

(iv) occupant restraints (seats, seat belts etc.);

(v) external warning of motion and access ramp or stairs activity;
(vi) danger area markings;
(vii) guard rails and gates;

(viii) motion and control loading emergency stop controls accessible from either pilot or
instructor seats;

(ix) a manual or automatic electrical power isolation switch.

GM1 ORA.FSTD.115 Installations

GENERAL

(a) The intent of ORA.FSTD.115 is to establish that the organisation operating an FSTD has all the
necessary procedures in place to ensure that the FSTD installation remains in compliance with all
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requirements affecting the safety of the device and its users.

(b) Based on experience, the GCAA should pay particular attention to the quality of safety briefings on
the FSTD provided to users and instructors, and to the execution of regular checks on the FSTD safety

features.

(c) Itis recognised that certain checks, such as that of the emergency stop, can have adverse impact on
the FSTD if carried out in full.

(d) Itis acceptable to develop a procedure that protects elements of the device by shutting them down
in advance, in a more controlled manner, provided it can be shown that the procedure still
demonstrates the whole device can be shut down by the operation of a single emergency stop
button, when required.

ORA.FSTD.120 Additional equipment

Where additional equipment has been added to the FSTD, even though not required for qualification, it
shall be assessed by the GCAA to ensure that it does not adversely affect the quality of training
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SECTION Il - REQUIREMENTS FOR THE QUALIFICATION OF FSTDS

ORA.FSTD.200 Application for FSTD qualification

(a) The application for an FSTD qualification certificate shall be made in a form and manner established
by the GCAA.

(1) inthe case of Basic Instrument Training Devices (BITDs), by the BITD manufacturer;
(2) in all other cases, by the organisation intending to operate the FSTD.

(b) Applicants for an initial qualification shall provide the GCAA with documentation demonstrating how
they will comply with the requirements established in this Regulation. Such documentation shall
include the procedures established to ensure compliance with ORA.GEN.130 and ORA.FSTD.230.

LETTER OF APPLICATION FOR INITIAL QUALIFICATION OF AN FSTD; EXCEPT BASIC INSTRUMENT TRAINING
DEVICE (BITD)

A sample of letter of application is provided overleaf.

Part A
To be submitted not less than 3 months prior to requested qualification date

Type of FSTD Aircraft Qualification Level Sought

Full Flight Simulator Sp./Cat

1>
|
[@}
lwj

FFS

=
IN
W

Flight Training Device

FTD
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Flight and | i IIMCC INMmcc

Navigation
Procedures

Trainer

FNPT

Interim Qualification Level requested:

YES/NO Dear,

<Name of Applicant> requests the evaluation of its flight simulation training device<operator’s
identification of the FSTD> for qualification. The <FSTD manufacturer’s name> FSTD with its
<visual system and manufacturer’s name, if applicable>visual system.

Evaluation is requested for the following configurations and engine fits as applicable:
e.g. 767 PW/GE and

757RR1................

Dates requested are: <date(s)> and the FSTD will be located at <place>.

The objective tests of the QTG will be submitted by <date> and in any event not less
than 30 days before the requested evaluation date unless otherwise agreed with the
GCAA.

Comments:
Signed
Print

name:

Position/appointment held:

Email address:

Telephone number:
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Part B

To be completed with attached QTG results

[([DEL() I .

We have completed tests of the FSTD and declare that it meets all applicable requirements
except as noted below.

The following QTG tests still have to be provided:

Tests Comments
(Add boxes as required)

It is expected that they will be completed and submitted 3 weeks prior to the evaluation

Date. Signed

Print name:

Position/appointment held: ........ccceeeunnee.

E-mail address:

Telephone
number:

Part C

To be completed not less than 7 days prior to initial evaluation

(Date
) The FSTD

has been assessed by the following evaluation team:

(Name) Qualification

(Name) Qualification

(Name) Qualification

(N ET101<) I . Pilot’s Licence Nr

(Name) Flight Engineer’s Licence Nr (if applicable)

o  FFS/FTD: This team attests that the <type of FSTD> conforms to the aeroplane flight deck/helicopter
cockpit configuration of <name of aircraft operator (if applicable), type of aeroplane/helicopter>
aeroplane/helicopter within the requirements for <type of FSTD and level> and that the simulated
systems and subsystems function equivalently to those in that aeroplane/helicopter. The pilot of this
evaluation team has also assessed the performance and the flying qualities of the FSTD and finds
that it represents the designated aeroplane/helicopter.

o  FNPT: This team attest(s) that the <type of FSTD> represents the flight deck or cockpit environment
of a <aeroplane/helicopter or class of aeroplane/type of helicopter> within the requirements for
<type of FSTD and level> and that the simulated systems appear to function as in the class of
aeroplane/type of helicopter. The pilot of this evaluation team has also assessed the performance
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and the flying qualities of the FSTD and finds that it represents the designated class of aeroplane/type

of helicopter.

(Additional comments as required)

Print name:

Position/appointment held:

E-mail address:

Telephone number:

GM1 ORA.FSTD.200 Application for FSTD qualification

USE OF FOOTPRINT TESTS IN QUALIFICATION TEST SUBMISSION

(a) Introduction

(1)

(2)

Recent experience during initial qualification of some FFSs has required acceptance of increasing
numbers of footprint tests. This is particularly true for FFSs of smaller or older aircraft types,
where there may be a lack of aircraft flight test data. However, the large number of footprint
tests offered in some QTGs has given rise to concern.

This guidance is applicable to FFS aeroplane, FTD aeroplane, FFS helicopter and FTD helicopter
qualifications.

(b) Terminology

(1)

Footprint test - footprint test data are derived from a subjective assessment carried out on the
actual FSTD requiring qualification. The assessment and validation of these data are carried out
by a pilot appointed by the GCAA. The resulting data are the footprint validation data for the
FSTD concerned.

(c) Recommendation

(1)

(2)

It is permitted to use footprint data where flight test data is not available. Only when all other
alternative possible sources of data have been thoroughly reviewed without success may a
footprint test be acceptable, subject to a case-by-case review with the competent authorities
concerned, and taking into consideration the level of qualification sought for the FSTD.

Footprint test data should be:

CAR-ORA ISSUE 01 Page 124 of 184



wiia allgly yhlla ol s lla _igall \‘

GENERAL CIVIL AVIATION AUTHORITY

ORGANISATION REQUIREMENTS FOR
M\l
= Nyl AIRCREW

(i) constructed with initial conditions and FFS set up in the appropriate configuration
(e.g. correct engine rating) for the required validation data;

(ii) a manoeuvre representative of the particular aircraft being simulated;

(iii) manually flown out by a type rated pilot who has current experience on type* and is
deemed acceptable by the GCAA**;

(iv) constructed from validation data obtained from the footprint test manoeuvre and
transformed into an automatic test;

(v) an automatic test run as a fully integrated test with pilot control inputs; and

(vi) automatically run for the initial qualification and recurrent evaluations.

* In this context, ‘current’ refers to the pilot experience on the aircraft and not to the Part- FCL standards.

** The same pilot should sign off the complete test as being fully representative.

A clear rationale should be included in the QTG for each footprint test. These rationales should be added
to and clearly recorded within the Validation Data Roadmap (VDR) in accordance with and as defined in
Appendix 2 to AMC1-CS-FSTD(A).300.

Where the number of footprint tests is deemed by the GCAA to be excessive, the maximum level of
qualification may be affected. The GCAA should review each area of validation test data where the use of
footprint tests as the basis for the validation data is proposed

Consideration should be given to the extent to which footprint tests are used in any given area.

For example, it would be unacceptable if all or the vast majority of take-off tests were proposed as
footprint tests, with little or no flight test data being presented. It should be recognised, therefore, that
it may be necessary for new flight test data to be gathered if the use of footprint tests becomes excessive,
not just overall, but also in specific areas.

For recurrent evaluation purposes an essential match is to be expected. Validation tests using footprint
data which do not provide an essential match should be justified to the satisfaction of the GCAA.

The GCAA should be consulted at the point of definition of the aircraft data for qualification prior to the
procurement of the device if footprint tests need to be used.

ORA.FSTD.205 Certification specifications for FSTDs

(a) The GCAA shall issue certificates in accordance with acceptable certification specifications for FSTDs.

(b) Such Certification Specifications shall be sufficiently detailed and specific to indicate to applicants
the conditions under which qualifications will be issued.
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EASA CS-FSTD is acceptable to the GCAA.

ORA.FSTD.210 Qualification basis

(a) The qualification basis for the issuance of an FSTD qualification certificate shall consist of:

(1) the applicable Certification Specifications established by the GCAA that are effective on the date
of the application for the initial qualification;

(2) the aircraft validation data defined by the mandatory part of the operational suitability data as
required by CAR 21, if applicable; and

(3) any special conditions prescribed by the GCAA if the related Certification Specifications do not
contain adequate or appropriate standards for the FSTD because the FSTD has novel or different
features to those upon which the applicable Certification Specifications are based.

(b) The qualification basis shall be applicable for future recurrent qualifications of the FSTD, unless it is
re- categorised.

ORA.FSTD.225 Duration and continued validity

(a) The Full Flight Simulator (FFS), Flight Training Device (FTD) or Flight and Navigation Procedures
Trainer (FNPT) qualification shall remain valid subject to:

(1) the FSTD and the operating organisation remaining in compliance with the applicable
requirements;

(2) the GCAA being granted access to the organisation as defined in ORA.GEN.140 to determine
continued compliance with the relevant requirements:

(3) the qualification certificate not being surrendered or revoked.

(b) The period of 12 months established, on recurrent evaluations of the FSTD, may be extended up to
a maximum of 36 months, in the following circumstances:

(1) the FSTD has been subject to an initial and at least one recurrent evaluation that has established
its compliance with the qualification basis;

(2) the FSTD qualification certificate holder has a satisfactory record of successful regulatory FSTD
evaluations during the previous 36 months;

(3) the GCAA performs a formal audit of the compliance monitoring system defined in
ORA.GEN.200(a)(6) of the organisation every 12 months; and
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(4) an assigned person of the organisation with adequate experience reviews the regular reruns of
the Qualification Test Guide (QTG) and conducts the relevant functions and subjective tests
every 12 months and sends a report of the results to the GCAA.

(c) A BITD (Basic instrument training device model) qualification shall remain valid subject to regular
evaluation for compliance with the applicable procedure for continuation of an FSTD qualification
basis by the GCAA.

(d) Upon surrender or revocation, the FSTD qualification certificate shall be returned to the GCAA.

The assigned person should have experience in FSTDs and training. The person may have FSTD experience
or training experience with an education in FSTD evaluation procedures only, provided the other element
of expertise is available within the organisation and a procedure for undertaking the annual review and
reporting to the GCAA is documented within the compliance monitoring function.

ORA.FSTD.230 Changes to the qualified FSTD

(a) The holder of an FSTD qualification certificate shall inform the GCAA of any proposed changes to the
FSTD such as:

(1) major modifications;
(2) relocation of the FSTD; and
(3) any de-activation of the FSTD.

(b) In case of an upgrade of the FSTD qualification level, the organisation shall apply to the GCAA for an
upgrade evaluation. The organisation shall run all validation tests for the requested qualification
level. Results from previous evaluations shall not be used to validate FSTD performance for the
current upgrade.

(c) Whenan FSTD is moved to a new location, the organisation shall inform the GCAA before the planned
activity along with a schedule of related events.

(d) Prior to returning the FSTD to service at the new location, the organisation shall perform at least one
third of the validation tests, and functions and subjective tests to ensure that the FSTD performance

meets its original qualification standard. A copy of the test documentation shall be retained together
with the FSTD records for review by the GCAA.

(e) The GCAA may perform an evaluation of the FSTD after relocation. The evaluation shall be in
accordance with the original qualification basis of the FSTD.

(f) If an organisation plans to remove an FSTD from active status for prolonged periods, the GCAA shall
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be notified and suitable controls established for the period during which the FSTD is inactive.

(g) The organisation shall agree with the GCAA a plan for the de-activation, any storage and re-activation
to ensure that the FSTD can be restored to active status at its original qualification level.

UPDATING AND UPGRADING EXISTING FSTDS

(a) Anupdate is aresult of a change to the existing device where it retains its existing qualification level.
The change may be certified through a recurrent inspection or an extra inspection if deemed
necessary by the GCAA according to the applicable requirements in effect at the time of initial
gualification.

(b) If such a change to an existing device would imply that the performance of the device could no longer
meet the requirements at the time of initial qualification, but that the result of the change would, in
the opinion of the GCAA, clearly mean an improvement to the performance and training capabilities
of the device altogether, then the GCAA might accept the proposed change as an update while
allowing the device to retain its original qualification level.

(c) An upgrade is defined as the raising of the qualification level of a device, or an increase in training
credits, which can only be achieved by undergoing an initial qualification according to the latest
applicable requirements.

(d) Aslong as the qualification level of the device does not change, all changes made to the device should
be considered to be updates pending approval by the GCAA.

(e) An upgrade, and consequent initial qualification according to the latest applicable requirements, is
only applicable when the organisation requests another qualification level (recategorisation) for the
FSTD.

ORA.FSTD.235 Transferability of an FSTD qualification

(a) When there is a change of the organisation operating an FSTD, the new organisation shall inform the
GCAA in advance in order to agree upon a plan of transfer of the FSTD.

(b) The GCAA may perform an evaluation in accordance with the original qualification basis of the FSTD.

(c) When the FSTD no longer complies with its initial qualification basis, the organisation shall apply for
a new FSTD qualification certificate.

ORA.FSTD.240 Record-keeping

The holder of an FSTD qualification certificate shall keep records of:

(a) all documents describing and proving the initial qualification basis and level of the FSTD for the
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duration of the FSTD’s lifetime; and

(b) any recurrent documents and reports related to each FSTD and to compliance monitoring activities
for a period of at least 5 years.

FSTD RECORDS

(a) FSTD records to be kept should include the following:

(1) for the lifetime of the device:
(i) the master QTG (MQTG) of the initial evaluation;
(i) the qualification certificate of the initial evaluation; and
(iii) the initial evaluation report.
(2) for a period of at least 5 years (in paper or electronic format):
(i) recurrent QTG runs;
(i) recurrent evaluation reports;
(iii) reports of internal functions and subjective testing;
(iv) technical log;
(v) CMS report;
(vi) audit schedule;
(vii) evaluation programme;
(viii) management evaluation reports; and

(ix) obsolete procedures and forms.
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Appendix 1

Means of Compliance

RESERVED
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Appendix 2

Organisation Oversight

A. INITIAL CERTIFICATION PROCEDURE - ORGANISATIONS

1.

General

11

1.2

13

Upon receiving an application for the initial issue of a certificate for an organisation, the
GCAA shall verify the organisation’s compliance with the applicable requirements.

When satisfied that the organisation is in compliance with the applicable requirements, the
GCAA shall issue the certificate(s) to the organisation according applicable procedures. The
privileges and scope of the activities that the organisation is approved to conduct shall be
specified in the terms of approval attached to the certificate(s).

To enable an organisation to implement changes without prior GCAA approval in
accordance with ORA.GEN.130, the GCAA shall approve the procedure submitted by the
organisation defining the scope of such changes and describing how such changes will be
managed and notified.

B. CHANGES TO CERTIFICATION - ORGANISATIONS

1.

General

11

1.2

13

1.4

1.5

Upon receiving an application for a change that requires prior approval, the GCAA shall
verify the organisation’s compliance with the applicable requirements before issuing the
approval.

The GCAA shall prescribe the conditions under which the organisation may operate during
the change, unless the GCAA determines that the organisation’s certificate needs to be
suspended.

When satisfied that the organisation is in compliance with the applicable requirements, the
GCAA shall approve the change.

Without prejudice to any additional enforcement measures, when the organisation
implements changes requiring prior approval without having received GCAA approval, as
defined at 1.1-1.3, the GCAA shall suspend, limit or revoke the organisation’s certificate.

For changes not requiring prior approval, the GCAA shall assess the information provided
in the notification sent by the organisation in accordance with ORA.GEN.130 to verify
compliance with the applicable requirements. In case of any non-compliance, the GCAA
shall:
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(1) notify the organisation about the non-compliance and request further changes; and

(2) in case of level 1 or level 2 findings, act in accordance with Section C. and applicable
procedures prescribed by the GCAA

C. FINDINGS AND CORRECTIVE ACTIONS - ORGANISATIONS

1. Findings

1.1

1.2

1.3

1.4

1.5

The GCAA, for oversight according applicable procedures, shall have a system to analyse
findings for their safety significance.

A level 1 finding shall be issued by the GCAA when any significant non-compliance is
detected with the Law or applicable regulatory requirements, with the organisation’s
procedures and manuals or with the terms of an approval or certificate which lowers safety
or seriously hazards flight safety.

The level 1 findings shall include:

(1) failure to give the GCAA access to the organisation’s facilities as defined in
ORA.GEN.140 during normal operating hours and after two written requests;

(2) obtaining or maintaining the validity of the organisation certificate by falsification of
submitted documentary evidence;

(3) evidence of malpractice or fraudulent use of the organisation certificate; and

(4) the lack of an accountable manager.

(5) the lack of required postholders.

(6) Non-compliance with the approved Compliance system for the organisation

A level 2 finding shall be issued by the GCAA when any non-compliance is detected with
the Law or applicable regulatory requirements, with the organisation’s procedures and
manuals or with the terms of an approval or certificate which could lower safety or hazard
flight safety.

When a finding is detected during oversight or by any other means, the GCAA shall, without
prejudice to any additional action required by applicable procedures, communicate the

finding to the organisation in writing and request corrective action to address the non-
compliance(s) identified.

2. GCAA Actions

CAR-ORA ISSUE 01 Page 132 of 184



ORGANISATION REQUIREMENTS FOR
AIRCREW

wiia allgly yhlla ol s lla _igall
GENERAL CIVIL AVIATION AUTHORITY

2.1 In the case of level 1 findings the GCAA shall take immediate and appropriate action to
prohibit or limit activities and, if appropriate, it shall take action to revoke the certificate or
specific approval or to limit or suspend it in whole or in part, depending upon the extent of
the level 1 finding, until successful corrective action has been taken by the organisation.

2.2 In the case of level 2 findings, the GCAA shall:

(1) grant the organisation a corrective action implementation period appropriate to the
nature of the finding as agreed with the GCAA that in any case initially shall not be
more than 3 months. At the end of this period, and subject to the nature of the finding,
the GCAA may extend the agreed period subject to a satisfactory corrective action plan
agreed by the GCAA; and

(2) assess the corrective action and implementation plan proposed by the organisation
and, if the assessment concludes that they are sufficient to address the non-
compliance(s), accept these.

2.3 Where an organisation fails to submit an acceptable corrective action plan or to perform
the corrective action within the time period accepted or extended by the GCAA, the finding
shall be raised to a level 1 finding and action taken as outlined above in section 2.1.

2.4 The GCAA shall record all findings it has raised or that have been communicated to it and,

where applicable, the enforcement measures it has applied, as well as all corrective actions
and date of action closure for findings.
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Appendix 3

English Language Assessment Body

These are the requirements for organisations, in order to obtain (and maintain) an approval as GCAA ELP
assessment body (English Language Proficiency-Assessment Body) for compliance with the CAR FCL
(FCL.055 Language proficiency):

[EY

. Initial approval

1. GCAA does not approve individual assessors, only organisations (legal entities), Qualified and
standardised assessors can be added to the list of recognized assessors of an ELP Assessment Body.

2. Every organisation seeking approval as GCAA ELP AB, may be invited to a meeting with the GCAA,
during which the highlights of the approval procedure and GCAA language proficiency policies are
highlighted. After this meeting the organisation should organize its procedures and methodologies
in compliance with the applicable regulations, to be eligible for approval as GCAA ELP AB.

3. Foraninitial approval, the organisation is asked to provide/compose/develop the following:

= QOperations Manual (OM) of the ELP AB.

= List of the assessors, individual approval request form of the assessors (+relevant resume),
clarifying their role (linguistic/operational assessor, or both) in a standard GCAA format.

= Development of the ELP AB assessment methodology (test).
= Development of a Quality (or Compliance Monitoring) System.

4. After approval of the Operations Manual, the assessors should be standardised according to the
developed and approved procedures. The test should be tested on a test-population, to reach

operational status of the test, assessors and systems used, prior to the approval.

5. The test, testing methods and tools, as well as the facilities will be audited, prior to the approval of
the organisation, as ELP AB.

6. The GCAA approval of an ELP AB will be valid for 5 years.

7. Atemplate of the Approval Certificate of a GCAA approved ELP AB can be found in Annex II.

Note: ELP 6 assessment will be conducted by ELP AB which have demonstrated an acceptable level of
standards. ELP AB applying for ELP 6 may be required to show additional evidence of their capabilities.
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2. Operations Manual

The Operations Manual can be a separated manual or combined with an existing operation manual of the
Organisation. The Operations Manual (OM) of the ELP AB should contain the following topics herein
described:

Note: For the ease of approval of the manual, it is recommended that all ELP AB would adhere to the
proposed order of the Operations Manual. This allows both the ELP AB, as GCAA to verify quickly the
completeness of the manual and allows for objective manual comparison, should it be required). If the
Operations Manual is integrated in an existing operation manual, it should contain a cross-reference
table.

2.1 Front page

(CENTRE OF THE FRONT PAGE)

Title: Operations Manual - Language Assessment Body, Name of the organisation Logo of the organisation
Approval designator (ELP AB-0XX, Serial number awarded by GCAA, upon start of the approval procedure)
(BOTTOM OF THE FRONT PAGE)

Revision number, date of effectiveness of the revision of the OM (starting with ORIGINAL)

2.2 Intro section

Table of content (Listing of the chapters and indication of their page in the OM)

List of effective pages (Revision number of each chapter, or page, by choice of the ELP AB)

Approval of the document (signed by the AM and CMM of the ELP AB. It should contain also the date of
signatures)

Record of revision

Revision policy of the ELP AB

Abbreviation list

2.3 Operational section

(a) Identification of the ELP AB

Name of the ELP AB (and name of the organisation, if different) Address and contact data of the
organisation (mobile and e-mail) Identification of the AM and CMM (+ contact data).

(b) Assessment methodology

Description in detail of the various sections of the test Grading of the various sections of the test
Sample questions of the various sections of the test.

(c) Languages the ELP AB wishes to be approved for English.
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(d) Accountable Manager and Post holders

Initial post holders (Accountable Manager — Compliance Monitoring Manager) Post holder
replacement procedure
Post holder nomination criteria.

(e) Location

Fixed location criteria

(f) Recording

Recording methodology & systems
Back-up of the recordings

(g) Privacy policy

Privacy policy of the ELP AB
Privacy policy actions for the assessors
Privacy statement/Complaint procedure to be signed by the candidate

(h) Grading

Criteria for individual grading by each assessor
Common grading by the panel, in case of different opinions third party advice final grading
Communication with the customer Issuance of the certificate

(i) Candidate records

Identification of the candidate

(j) Individual candidate number
(k) Privacy statement

(I) Assessment record of the language assessment

(level 1->6, for all 6 ICAO holistic descriptors for language assessment)
(m) Assessor criteria

Recruitment criteria of new assessors

Recruitment procedure of new assessors Code of conduct/ethics for assessors

(n) Standardisation

Initial standardisation of new assessors
Recurrent (regular) (re)standardisation

(o) Compliance Monitoring
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(p)

Organigram of the ELP AB

Contact details of the Compliance Monitoring Manager (CMM)

Audit cycle (planning), on a month-to-month basis, over 2-year period Findings grading
Findings allocation policy (level 1-2-3) + applicable delays per level Root cause analysis
Corrective actions — Closing findings Recording and follow-up tool of findings

Disputes

How do customers express and communicate their disputes with the ELP AB (contact details)?
Dispute procedure/flow of the ELP AB

How is the dispute procedure communicated to the customer? Investigation procedure of a
dispute

Assignment of results of investigation and final decision-making Feed-back

procedure to the customer

Follow-up

Documenting and record-keeping of the dispute

2.4 Appendices

Appendix |: Copy of the approval certificate (to be issued by GCAA)

Appendix Il: Copy of resume of the assessors (according to the ELP AB internal template) and
list of examiners (stating the role and starting/end date as assessor for the ELP AB)

Appendix lll: Candidate record (blank)
Appendix IV: Assessment record

Appendix V: Terms and Conditions/Privacy statement Appendix VI: Feedback form/Appeal
form/Appeal procedure.

Appendix VII: Certificate issued to the candidate (blank)

Appendix VIIl: GCAA ELP AB Audit GTF-ATO-002 (CHECKLIST - ATO — ORGANISATIONS
INSPECTION)

3. Approval procedure as ELP AB

3.1 Contact GCAA Licensing — Air Crew Section

The GCAA Licensing department is responsible for oversight of ELP AB for language proficiency

assessments. Organisation seeking an ELP AB approval may be invited to a kick-off meeting, where the

essential requirements of this manual will be highlighted.

The following documents must be submitted to GCAA for approval of the organisation as GCAA ELP AB:

1. Operations Manual

2. Copy of the trade license.
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3. Application form of the Post Holders + Relevant resume, demonstrating relevant knowledge and
experience, for the post applied for. If those persons are already appointed for similar positions for
another Approval than ELP AB then the GCAA will re-assess them without need for application.

4. List of initial assessors + Relevant resume, demonstrating aptitude to serve as either linguistic assessor,
professional assessor, or both

5. Example of a candidate’s record, with all the relevant document, checklists, assessment documents,
etc.

3.2 Submission and review of the Operations Manual

The ELP AB’s Operations Manual should be submitted for approval. This may/usually does require a
number of resubmissions, of versions containing requested modifications of what was stated in the
Operations Manual. The final first version of the Operational Manual that is to be approved by GCAA,
will bare REVISION NUMBER “ORIGINAL”. The first revision, after initial approval of the Operations
Manual shall bare DESIGNATION “REVISION 1”.

3.2.1 Operations Manual approval

The following aspects of the Operations Manual (OM) will be verified in detail:

= Competence in the English languages, approval is sought for, demonstrated by the
candidate ELP AB. Style, choice of appropriate vocabulary, writing errors, syntax errors
etc. in the Operations Manual (OM)proposed to GCAA, demonstrate the “inhouse”
language competences of the ELPAB.

= Coverage of the items listed in chapter 2 of this document.

= Profoundness of the procedures described. The OM is the handbook for daily activities
that should provide solid guidelines to various standard and unexpected situations for
post holders, assessors and candidates (It should reflect the actual situation of the ELP
AB, it should not to be considered as a means only to acquire approval as ELP AB). Audits
will be performed partially based on this document, but also partially on the ELP AB’s own
Procedure Manual.

When the manual is deemed ready for approval by GCAA, the appropriate post holders and
assessors, as well as other qualified staffing is designated and all other relevant documents are
provided, an audit will be performed by GCAA, of the facilities, assessment methodology and tools,
recording and record keeping, etc.

This should lead to an approval of the organisation as GCAA approved ELP AB, with an individual
approval number. This procedure is estimated at 90 days from the date of application.

Each ELP AB will be provided with a GCAA approval certificate. The Annex | to the approval
certificate contains an overview of the approved/assigned assessors, in their respective roles. The
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list is approved by GCAA for initial approval only. Changes and updates are governed by the ELP AB,
according to the approved procedure in the ELP AB Operations Manual. An update of the list of
assessors (Annex | to the approval certificate) is forwarded to the GCAA, for information.
Adherence to the recruitment procedures for new assessors will be part of audits of the ELP AB by
GCAA.

In the case that an organisation approved as ELP AB discontinues its activities as approved ELP AB,
it should return its approval certificate to GCAA, with undue delay. Also, in case of revocation of
the certificate by GCAA, after establishment of findings of serious nature, the approval certificate
should be sent back to GCAA immediately.

3.2.2 Post holders
= Accountable Manager (AM)
= Compliance Monitoring Manager (CMM)

The Accountable Manager should be able to demonstrate management training/experience, both
in people management and financial management. Various backgrounds may qualify for the
approval as AM.

The Compliance Monitoring Manager should demonstrate training/experience in Quality/
Compliance
Monitoring in the aviation, or general industry and/or audit techniques.

The post of Accountable Manager and Compliance Monitoring Manager cannot be combined
unless authorized by the GCAA.

Both may be active as linguistic, or operational examiner within the ELP AB, but may not perform
audit on the own activities within the ELP AB, to avoid conflict of interest.

3.2.3 Staffing

For initial and continued approval, the ELP AB must be sufficiently staffed. This means the number
of post holders, daily management and assessors must be sufficient to guarantee a minimum
service level, considering health issues, unavailability, or other obligations (career/private life).

While defining the MINIMUM STAFFING the following should be considered:

= Assessors are required per standard assessment (1 operational assessor, 1 linguistic assessor).
= A physical back-up of each assessor.

= Having an assessor that can cover both roles (operational and linguistic assessor), does not
diminish this minimal staffing number.
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= AM and CMM are required. The AM and CMM posts may be accepted as being the same
person for an ELP AB with documents and demonstration to assure independence of the
audits.

= Being a post holder as well as an assessor is allowed for a GCAA approved ELP AB.

The minimal staffing requirement does not oblige the ELP AB to hire full-time employees. It can be
freelancers working together under the same approval, according to the same methodology. Minimum
availability of each assess or must however be guaranteed and monitored by the ELP AB.

Full-time availability of the staff is not mandatory, but assessors hardly availability/active, or already
heavily involved in other aviation related activities, may be refused, asked to be removed from the list of
assessors of the ELP AB.

“Ghost assessors” that or not, no longer, or hardly active within the ELP AB, should be stimulated to
increase their activities, orincaseofconfirmedseizureofactivitiesaslanguageproficiencyassessorsbe
proactively removed and not kept on the list of assessors, to provide a realistic image of the actual
situation and number of collaborators of the ELP AB.

All staff working for the ELP AB, must adhere to the Operations Manual as approved by GCAA, under the
supervision of the Post Holders (AM and CMM). All must sign the code of conduct/ethics for assessors
and/or post holders.

3.2.4 Locations

The ELP AB should compose a list of fixed locations where assessments will be performed in the
Operations Manual. These should contain:

= Space: the surface of the assessment location should be sufficient to comfortably
accommodate the assessors, all the candidates and the necessary assessment equipment

= Environment: A comfortable room temperature must be achieved. Too hot and too cold
assessment locations are to be refused by the ELP AB, as they negatively influence the
performance of the candidate.

= Provisions of electric current: for the recording purposes, sufficient electric plugs must be
available, to assure all the assessment equipment can be used in accordance with the
approved assessment methodology.

= Lighting: The assessment location must have sufficient luminosity

= Noise: A valid language proficiency assessment is taken in a room that shelters the candidate
from environmental and background noises. Occasional noises are permissible, but
continuous, very intense noises that disturb the candidate and the recording of the
assessment, negatively influence the assessment and may render the assessment invalid.

Hotel bedrooms, hotel lobbies, bars, pubs, or other public places are not accepted as valid assessment
locations. Meeting rooms of hotels, ATO class rooms, school classrooms, or valid alternative facilities are
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to be rented/booked by the ELP AB in accordance with the self-imposed and approved assessment
locations, criteria. Occasional exceptions to the rule should be documented by the ELP AB, explaining
why/where/when a deviation from standards was required.

4. Basic GCAA requirements for acceptance of a language assessment

These are the 7 PRIMARY CONDITIONS of GCAA for a valid language assessment, for endorsement of
language proficiency on an UAE license:

1. Annual listing of ALL THE ASSESSMENTS, taken by UAE ELP AB (also in case of assessment of

foreign candidates) in a standard GCAA template (Refer to Annex V).

. Identification of the candidate: By assigning a unique sequence number to each individual

candidate, XX-20YY-0ZZZZ: XX = Approval reference of the ELP AB, YY = year, ZZZZ = Sequence
number of the candidate: 0 -> 9999, or higher (or equivalent numbering method, accepted by
GCAA, for foreign approved ELP AB), listed in a standard template (even when no certificate was
issued), which can be found in AnnexV.

. Assessment of the candidate by 2 EXAMINERS (1 OPERATIONAL AND 1 LINGUISTIC EXAMINER),

AS A STANDARD, in accordance with CAR-FCL.055 (m), if both competencies cannot be
demonstrated in 1 person. Exceptions to the 2-person assessment must be granted on individual
basis, by notification of GCAA prior to the assessment, or approved alternative means of
compliance in the Operations Manual.

. The assessors operate under the approval of an organisation, with approved assessment

methodologies, laid down in an approved Operations Manual and under continuous oversight by
a Compliance Monitoring Manager (or Quality Manager), not the same physical personas the
assessor.

. Audio-(visual) registration of the assessment, accessible to the GCAA, for verification of the

identity of the candidate, verification the assessment was effectively performed, etc.)

. Signed privacy agreement between the candidate and the ELP AB, also considering the highlights

of the appeal procedure.

. Issuance of a certificate to the candidate in accordance with Annex IV, or a self-composed

document.

5. Assessment policies

A language assessment must consist of 5 main parts:

1. Registration for an assessment.

2.
3.

CAR-ORA ISSUE 01

Identification of the candidate.

The language proficiency assessment should consist of Assessment of AVIATION RELATED, PLAIN
LANGUAGE PROFICIENCY.

Grading.
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5. Communication of the result to the candidate, providing a certificate.

5.1 Enrolment for the assessment

Each ELP AB must develop and describe a registration methodology in the Operations Manual (OM).
The ELP ABis free to determine the means and procedure, but must cover the following items:

= Easy to comprehend registration procedure for the customer
= Choice of dates/hours, based on transparent availability
= Confirmation of booking

= Cancellation / No show / Showing up late / lliness / Traffic problems / Request for postponement
/ etc.

= policies of the ELP AB. Procedures should contain legally binding conditions, and demonstrate
fairness with regards to the candidate. Unfair/illegal practices will not be approved by GCAA.

5.2 ldentification of the candidate

Positive identification of the candidate must be achieved, prior to the start of the language
proficiency assessment. The assessors must reach certainty regarding the fact that the candidate is
who he/she proclaims he/she is.

Acceptable means of verifying identity of a candidate are:

= |D-card, passport, or drivers’ license (with picture)

= Pilot, or AIR TRAFFIC CONTROLLERS license

Failing to establish positive identification, should lead to a postponement of the assessment, or reporting
to the Accountable Manager of the doubt, regarding the identity of the candidate.

Identification should be achieved face-to-face, in the vicinity of the candidate, by at least one of the
assessors: ldentification using teleconferencing methods only, is not permitted. This explains why at least
one assessor should be in the room with the candidate, when using teleconferencing aids for the
assessment. Not only will this benefit identification of the candidate, but help exclude any fraud, or
assistance from third parties, during the assessment.

Each candidate must receive an individual sequence number, also to be added to the certificate, issued
by the ELP AB to the candidate. The specific number starts with the following designation: XX-2014-00YY
(X = Approval number of the ELP AB, Y = Rank of the candidate in the list of candidates assessed over the
course of the applicable year, in order of appearance, by date of the assessment).

The list of candidates assessed by the ELP AB is to be forwarded to GCAA once every year (over the course

of January), so statistical analysis can be performed and quality checks can be performed between the
certificates offered by candidates, vs results provided by the ELP AB. The list (Excel format) contains
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candidate's first name, name, license type, license number, country of issue, date of the exam, LP level

obtained.

5.3 Languages to Be Assessed

English only, assessment programs of other languages is not allowed.

5.4 Accepted methodologies for language assessment

(a)

(b)

(c)

(d)

(e)

(f)

(8)

(h)

The core of the assessment of aviation related, plain language proficiency, is the language proficiency
interview, by a panel of 2 assessors (1 operational assessor, 1 linguistic assessor).

Topics discussed between the panel of assessors and the candidate, must be aviation related
MAINLY.

The essence of civil aviation related language assessment is verbal communication. However,
spelling, spelling errors, making the candidate write and all related variants, SHOULD NOT be part of
the assessment, nor should it be a criterion for the grading of the candidates’ language proficiency.
Technical accuracy of what was discussed is not to affect the language assessment.

A candidate must throughout the entire assessment be evaluated in his/her own “working”
environment: A pilot must be assessed in his/her role as a pilot and not be requested to take the role
of Air Traffic Control Officer (AIR TRAFFIC CONTROLLERS), or vice versa, AT ANY GIVEN TIME during
the assessment. This explains the approval of ELP AB specifically for pilots, or AIR TRAFFIC
CONTROLLERS (or both, if different assessment methodologies are developed for both by the ELP
AB).

If an assessment consists partially of an objective/multiple choice/written/computer assisted test, it
should be used by the panel of assessors, IN SUPPORT of their final decision. The objective test is
NOT to determine the final outcome of the grading. If the judgment of the assessors is different, the
panel of assessors always has the final decision regarding the grading of the candidate.

The panel of 2 ASSESSORS (1 linguistic assessor and 1 operational assessor) is the standard approach
to language proficiency assessment. A person that responds to both requirements, may act in either
roles, within the panel of 2 assessors, provided the assessor can demonstrate objectively his/her
aptitude to assume both the role of linguistic and operational assessor.

The assessment may be performed by 2 assessors, of which one is not physically in the same room.
Teleconferencing technologies are permitted to assist the assessor that is physically present with the
candidate(s), from a distance (see “Teleconference Technology” below).

Recording of the assessment is also permitted, for assessment a posteriori. This as long as 2 assessors
(1 linguistic and 1 operational) perform the assessment. A record of the assessment by both assessors
must be kept in the candidate’s record of the ELP AB.
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(i)

(i)

(k)

The panel of 2 assessors may be replaced by voice/speech recognition technologies. Objective proof
however must be provided that the ELP AB provides objective proof (delivered by an independent
validation entity, or GCAA) of the validity/equivalency of the assessment methods to human
interaction (see “use voice/speech recognition technologies” below).

If software, or electronic programs/systems are used to assess, or help assess the candidates’
language proficiency, there is to be no extra system difficulty, that adversely affects the grading of
the candidate: the user-friendliness of the software must be of such nature, that any person, no
matter what age, or educational background, should be able to obtain a correct assessment of
his/her language proficiency.

Language assessment should be based on the 6 ICAO criteria: COMPREHENSION, FLUENCY,
INTERACTION, VOCABULARY, PRONUNCIATION, STRUCTURE. The rating scale for ELP may be found
in AMC2 to CAR-FCL.055.

5.5 Use of speech/voice recognition technology

Speech/voice recognition technology may still be used for the plain language testing part of a language

assessment, under the following conditions:

Objective, scientific proof must be delivered that proves the computer-generated assessments are
equivalent to human face-to-face assessment (using statistical criteria, certified by an independent
organisation).

The test must be either Air Traffic Controllers, or pilot specific (in terms of read-backs by the
candidate).

There must be a clear identification procedure of the candidate (link candidate-results).

The recordings must be accessible to the GCAA of oversight.

5.6 Teleconferencing technology

At least 1 person of the panel of 2 assessors must be on-site, during the assessment. This for the following

reasons:

Identity control of the candidate
Explain the assessment to the candidate

Test the candidate for interaction in plain language

If the second assessor is participating “live” in the assessment, as it takes place, his/her voice should be

audible during the recordings. It is therefore advisable, that at the beginning of the assessment, both

assessors and the candidate clearly state their name, at the beginning of the recording.
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If a second assessor is not present during the recording, his/her assessment should be made a posteriori
(after the assessment). A clear and elaborate grading sheet must be filled in and kept in the candidate’s
record, as proof of the assessment by the second assessor.

Also, in case the internet connection was lost, the assessment by the second assessor must be performed
a posteriori, and documented as described in the previous chapter. Negotiation between the assessors
and the final grading must be motivated/documented on one of the grading sheet of the candidate.

The conditions for the use of teleconferencing technologies are:

= Choice of sufficient technological reliability in the systems/methodology chosen

= Recording capability simultaneously, to ensure possible assessment a posteriori, in case of any
technical malfunction

= The linguistic assessor may be “off-site”, the operational assessor must be present “on site” during the
assessment, for the purpose of assessing the interactivity.

6. The assessment

A valid GCAA approved/accepted language proficiency assessment consists of:

a plain language test (between candidate and both operational and linguistic assessor). It is acceptable
that a test of plain language in a work-related context could contain a scripted test task or a prompt in
which standardised phraseology is included. The test task may be used as a warm-up or as a means of
setting a radiotelephony context in which to elicit plain language responses from the test-taker. If
phraseology is included in a test prompt, care should be taken that it is used appropriately and that it is
consistent with ICAO standardised phraseology.)

An assessment should last minimally 20 minutes per candidate.

7. Plain language assessment

7.1 General

Plain language testing is ideally achieved (to assess all 6 ICAO holistic descriptors), by a panel of 2
assessors: 1 operational assessor and 1 linguistic assessor, by means of an interview.

The plain language interview should assess the following:

1. READING CAPABILITIES of the candidate: Does the candidate understand a written message, NOTAM,
safety notification?

2. COMMUNICATION CAPABILITIES of the candidate: Assessment of the candidates’ ability to
communicate regarding aviation related topics, outside of the standard ICAO phraseology

Refer to ICAO DOC 9835 for the development of a viable, acceptable language proficiency assessments.
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7.2 What a Plain language assessment should be?

The plain language assessment should be A CONVERSATION BETWEEN HUMANS, in an aviation related
context, regarding aviation related topics and realistic emergency/urgency situations, the candidate can
relate to (and is expected to have knowledge of). The ELP AB and the assessors should develop/apply
various scenarios for leisure/professional pilots.

6 ICAO holistic descriptors must be assessed during the plain language assessment. The ICAO rating scale
can be found in AMC2 of CAR-FCL.055.

GCAA heavily emphasizes on the human aspect of language proficiency. As language is a matter of many
nuances and typically human, quite like emotions, which -considering the current status of technological
evolution- can’t be assessed with the same amount of nuances and sensitivities by a machine/software,
as by a human being. Objective/scientific proof (not a statement by the developers themselves), is
required if PC-based technologies are to be used anymore for language assessments, as a replacement
for a human panel of assessors.

A candidate should be tested in the own role, he/she is used to: AIR TRAFFIC CONTROLLERS must be
interviewed regarding AIR TRAFFIC CONTROLLERS related subjects, PILOTS must be interviewed regarding
PILOT related subjects. This explains the lack of cross-crediting between PILOTS and AIR TRAFFIC
CONTROLLERS.

AIR TRAFFIC CONTROLLERS-aimed language proficiency assessment methodologies that are “pilot-ized”,
or PILOT-aimed language proficiency assessment methodologies that are “AIR TRAFFIC CONTROLLERS-
ized”, will not be accepted. If an organisation wants to offer language assessments for both pilots and AIR
TRAFFIC CONTROLLERS, 2 very distinct tests must be developed (or all the aspects must analysed and
assessed and specifically adapted, where necessary).

NOTE: Common observed mistakes between pilot/Air Traffic Controllers aimed methodologies:

= A VFR-pilot (without instrument training, nor qualification) receives instructions to intercept an ILS
during the ELP-test. As this pilot is not used to it, nor trained or qualified for it, he/she receives a lower
grading than the one which he/she would be awarded, had the assessment methodology been more
specific for the candidate.

= A VFR-pilot who only flies in the UAE, receives instructions from a recording. The accents used are
accents the candidate is not used to. Hard to understand accents should not be used to assess
comprehension of the candidate. Language proficiency is aimed at assessing the candidates’ ability to
understand the standard form of a language and express him/herself without too much of an accent.
It is not aimed at testing his/ability to understand and pick-up messages in all possible variants and
accents of a certain language, all over the World.

= An Air Traffic Controllers is asked to describe the various parts of a wing, or how a stall is caused. The
Air Traffic Controllers does not hold a flying license, so is not at all trained, nor supposed to have any
technical knowledge regarding these subjects.
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= An instrument rated pilot is asked to provide AIR TRAFFIC CONTROLLERS instructions in a “cover all
ELP- test” (valid both for AIR TRAFFIC CONTROLLERS and pilots). Pilots that never took the role of AIR
TRAFFIC CONTROLLERS (for example when providing instruction in a simulator), will experience
difficulty taking the role of the “other person on the frequency”.

To avoid complaints with regards inadequate testing been forwarded to GCAA. It is the task of each ELP
AB (AM, CMM and all the assessors) to assure the questions posed and methodologies used, are TO THE
POINT, RELEVANT AND FAIR. GCAA holds the right in cases of complaints, whereby the questions posed,
or methodologies used, caused or contributed to the award of an incorrect grading to the candidate, after
inquiry by either the CMM of the ELP AB, or after independent inquiry by GCAA, to declare the assessment
invalid and to be retaken at the expense of the ELP AB. In that case, modification of the assessment
methodology and the Procedure Manual may be imposed on the ELP AB.

Incorrect questions, unadapted methodologies will lead to a level 2 finding.

7.3 What a Plain language assessment should NOT be?

The plain language assessment should not be:

= An attestation by a friend, or a known instructor “that this person speaks a certain language”
= Asking for a “declaration on honor” that a person is capable of communication in a particular language.
= A written test that grades (among other) the writing skills of the candidate.

= A memory test. A candidate is not to be graded on his/her ability to remember a massive amount of
(insignificant) details, to distinguish the difference between level 4-5-6.

= Based on a PC interface or system that imposes system knowledge or experience, to allow for
establishment of the correct level of language proficiency of the candidate.

= A theoretical interview. Strictly taken: Even if the candidate is making technically inaccurate
statements, but all this was pronounced with impeccable language proficiency, the candidate should
be awarded a level 6. The language proficiency assessment is NOT a technical interview.

= To obtain a level 6, a candidate must not possess perfect knowledge of the language assessed. Level 6
is not strive for linguistic perfection, reserved for native speakers only.

= Not awarding level 6 to candidates that deserve it “because than we can generate recurrent business
in a few years, at the end of the validity of the language proficiency”, may also lead to a suspension of
the approval of an ELP AB, as such a decision is based on commercial interests of the ELP AB, rather
than the benefit of the candidate.

8. Recording

A language assessment must be recorded at least auditive, but preferably audio-visually, for various
reasons:

1. Identification of the candidate
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2. Reassessment in case of disputes, by an internal ELP AB, or external independent assessor

3. Verification that the assessment was executed

4. Help during compliance audits (both for internal audits within the ELP AB, as by the GCAA of oversight)
5. Audit of the performance of assessors

6. Guidance material for internal ELP AB training (to demonstrate differences in levels)

7. Guidance material for standardisation of assessors

8.1 Identification of the candidate

The recording can help with the identification of the candidate (a posteriori), in case of doubts and
establish with reasonable certainty that it was the candidate him/herself that performed the language
assessment and not a stand-in.

Both the candidate and the assessors should introduce themselves at the beginning of the recording of
the test.

8.2 Disputes/complaints

Self-over estimation, underestimation of the test, unfamiliarity with what to expect during the test, or
any other misconception, may lead to disappointments and unsubstantiated disputes by candidates,
against the ELP AB, or the assessment. In some cases however, there are substantiated reasons, or room
for debate, between the candidate and the ELP AB.

8.3. Verification that the assessment was executed

The GCAA may request the recordings at all times, to verify whether or not an assessment was performed.
In case of the failure to cooperate, or failure to provide the recording, loss, or non-existence of recording
of the assessment, GCAA withholds the right to refuse to accept language proficiency certificates, for
issuance of language proficiency on an UAE license. In such cases already issued language proficiency
endorsements on licenses may be revoked and the assessment may have to be taken again, at the
expense of the ELP AB.

8.4. Compliance audit

The recordings can be used for the purpose of internal audits by the Compliance Monitoring Manager
(CMM), of the ELP AB, to verify adherence to the procedures described in the OM of the ELP AB. Copies
of the recordings may be requested by GCAA for the same purpose: external audits, in the light of

permanent oversight of the ELP AB by the GCAA.

8.5. Audit of the performance of the assessors:
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The CMM and GCAA may review recordings, to verify standardisation of the assessors, fairness and

adherence to the code of conduct of the ELP AB, demonstrated by the assessors, teamwork of the panels

of assessors, grading of the candidate etc.

8.6 Recording technology

The ELP AB must select and test a sufficiently viable technology for the recording of the assessment. These

are the conditions:

Reliability: If in more than 10% of the assessments technical difficulties are observed (reported by the
assessors to the AM, or CMM), leading to excessive set-up times, delays of the assessments, lack of
quality of the recordings, incomplete recordings, etc., the ELP AB should improve, or change the
technology used for the recording.

Minimal recording quality: The recording is useless, if the candidate is not clearly identifiable on the
recording. The ELP AB should select video-recording technology with sufficiently high values of the
following parameters: recording resolution, number of frames recorded per second, sound caption as
well as overall video and audio-recording capability.

With regards to avoiding Terra bytes of recordings, that must be stored for 5 years, the ELP AB may
impose certain maxima to recording capability, as long as the recording is well audible and
identification of the candidate and the surroundings is not a problem.

Use of teleconferencing technologies

With the evolution and modern day maturity of teleconferencing technologies, as well as the globalization

and aim to reduce the ecologic footprint, the GCAA is open to using teleconferencing technology for

language proficiency assessments, as an alternative to the 2 person panel of assessors, under the

following conditions:

To reduce economic footprint during foreign assessments (beyond UAE borders), the GCAA will accept
assessments performed with 1 assessor physically present during the assessment and 1 present from
a distance, using teleconferencing technology. Using teleconferencing technology as a standard for
language proficiency assessment on UAE territory will not be accepted in a primary phase.

The other assessor must be audible in the recordings of the assessment and actively participate in the
assessment.

Both assessors must communicate, after completing one, or more assessments (preferably after each
assessment). There is to be not more than 24 hours of delay between the assessment and the
communication with the other assessor and the outcome of the negotiation between both assessors
to establish the final result, must be documented.
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10. Privacy and privacy statement

A language assessment must be recorded for various reasons The recordings however, must be treated

with respect and a level of security, by the ELP AB:

Prior to the start of the assessment, the candidate is requested to grant permission for the recording.
If there is no consent for the recording, there is no means of performing the assessment and the
assessment must be postponed, or annulled. Ideally the request to record the assessment is presented
to the customer in the terms and conditions, upon registry for the assessment. This must however be
made sufficiently clear to the customer (not included in the small print, or in between the other, mostly
financial terms and conditions) on the website of the ELP AB, or by presenting the candidate with a
separate document, to be signed by the candidate, prior to the start of the assessment.

The ELP AB must compose a procedure for the privacy-policy, with which the recordings will be
treated: The recordings are not to be shared on the company website, distributed internally among
assessors/collaborators of the ELP AB, social media, the internet, media, or any other public accessible
means. Copying, performing back-ups and accessibility to the recordings must be limited to the AM
and CMM of the ELP AB, or their assigned deputy. The recordings may only be shared with GCAA, if it
issues the license of the candidate. In case of court order, or judicial investigation, or air
accident/incident investigation, the ELP AB is obliged to cooperate with the judicial system, or state
officials, without prior permission of GCAA.

The candidate must be made aware of the rights he/she has with regards to the UAE privacy legislation,
if any. Serious violations against privacy legislation may lead to revocation of the certificate of the ELP
AB and suspension of further language assessments for GCAA. The recording must be kept for 5 years
after the assessment. It is advisable to electronically delete the recordings after 5 years, to prevent
privacy violations, in a systematic manner, described in the Operations Manual of the ELP AB. Records
regarding the candidate, and the results obtained, may be kept longer than 5 years, although there is
no legal requirement for this. A proposal for a privacy statement can be found in Annex VILI.

Together with the privacy statement, the candidate should receive an explanation on the procedure
to request for feedback to the ELP AB, if he/she has questions regarding the language assessment, or
wishes to receive more feedback regarding the grading (STAGE 1). Only after receiving feedback by
the CMM of the ELP AB, can the candidate launch a formal dispute/complaint (STAGE 2). This
dispute/complaint must be investigated in depth by the AM of the ELP AB. If after the inquiry by the
AM and communication with the candidate regarding the findings, still no agreement can be reached,
the GCAA may be contacted to act as mediator in the dispute/complaint. The standard GCAA
feedback/dispute/complaint form can be found as Annex VIIl and must be adhered to by all stake
holders in language proficiency.

11. Confirmation by GCAA of assessments performed by ELP AB

GCAA will assist organisations to verify the approval status of its ELP AB.

GCAA will not individually verify each individual assessment organized by its ELP AB.
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= This service may be chargeable.

12. Assessor recruitment standards

The ELP AB may compose a recruitment and selection procedure to hire and train new language
proficiency assessors. This procedure is to be described in the ELP AB Operations Manual, to be approved
by the GCAA and strictly adhered to. Under those conditions, the ELP AB may add new language
proficiency assessors without prior permission by GCAA.

These are the GCAA conditions for selecting new OPERATIONAL ASSESSORS:

1. Hold, or have held a commercial pilot, or AIR TRAFFIC CONTROLLERS license, with operational
experience in aviation (airline operations, training,) AND

2. ELP Level 6, either as AIR TRAFFIC CONTROLLERS, or pilot, AND

3. Representative appearance, well-mannered, well-behaved (representative function)

These are the GCAA conditions for selecting new LINGUISTIC ASSESSORS:

1. Hold a post high school degree (Bachelor, or Master degree) in language related matters (translator,
language teacher,) or have received specific training in language assessment area demonstrating the
GCAA for performing such role with documentary evidence and practical performance, AND

2. Teaching, training, translating, or practical experience in general, or aviation related industry, AND

3. Representative appearance, well-mannered, well-behaved (representative function)

The AM, or his/her deputy, also an accepted language proficiency assessor of the ELP AB, should interview
the candidate language proficiency assessor and assess the aptitude of the candidate to fit the profile
requested by the ELP AB. Other points of interest are:

= Communication in English, BOTH VERBAL AND IN WRITING since he/she may have to communicate in
writing with candidates, other assessors and GCAA of Oversight. The level of written and verbal skill,
demonstrated by language proficiency assessors, Post Holders and all other collaborators
communicating on behalf of the ELP AB, should at all times be of the highest level achievable.

= Attitude towards adherence to procedures.

= Attitude towards filling in paperwork correctly and consistently.
= Professionalism, appearance, behavior.

= Attitudes towards grading, communicating bad news.

= Attitudes towards candidates.

Any candidates that meet the relevant GCAA requirements, stipulated per type of assessor, may be
enrolled as language proficiency assessor with an ELP AB, without prior consent of GCAA. In case of doubt
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(or when a valuable candidate does not meet all the requirements, but is deemed an asset to the team,
after the interview), GCAA should be contacted, prior to enrolment, for approval.

GCAA holds the right at all times, to refuse candidate language proficiency assessors a priori (before the
candidate language proficiency assessor is enrolled) and a posteriori, based on demonstrated poor
communication skills, reported ill-behavior with regards to candidates, repetitive failure to adhere to ELP
AB Operations Manual, negligent attitude with regards to the paperwork, or overall inaptitude for either
role as language proficiency assessor, due to poor adherence of the ELP AB to selection and enrolment
procedures.

The ELP AB manages the list of its assessors itself, after initial approval and forwards it to the GCAA.
13. Assessor standardisation
13.1 Initial Standardisation

Every candidate deserves a language proficiency assessment according to equal standards, of similar
content and with application of the same grading standards, independent from who the assessors are.

Once a language proficiency assessor meets the requirements to start as language proficiency assessor
for the ELP AB, the ELP AB should provide initial standardisation training for the assessor.

This initial standardisation training should consist of:
= Highlights in the history of language proficiency assessment in aviation (ICAO, GCAA legislation) and
its importance for aviation safety. This document can be used for that purpose, or ICAO Doc 9835.

= Highlights of the applicable legislation: so, he/she can act as a kind of GCAA representative of Language
Proficiency policy and clarify various aspects of the language proficiency legislation to candidates.

= |CAO rating scale

= Highlights of (the history of) the ELP AB, composition, post holders
= ELP AB Operations Manual (OM)

= Candidate training folder

= The assessment: language proficiency assessment

= Grading

= Recording technology

= Privacy policy, confidential treatment of data

=  GCAA as the GCAA of oversight

= Code of conduct/ethics to be adhered to by all ELP AB assessors
= |nternal ELP AB procedures

= Feedback/dispute/complaint procedure
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= Who to contact in case of doubts/questions

Ideally candidates for language assessor observe X-number of assessments (to be determined in the ELP
AB OM), or perform a number of assessments under supervision of a third/”senior ELP AB” assessor,
present at the assessment, to analyse the performance of the candidate assessor and knowledge of and
adherence to the ELP AB procedures. Once the new language proficiency assessor is deemed to be “ready
for duty”, he/she may be added to the list of assessors of the ELP AB.

The ELP AB must keep an assessor file, for all its assessors. This should contain:

= Contact data

= Relevant resume (containing experience and training relevant for the job as language proficiency
assessor, either in the linguistic, or operational role, or both)

= Highlights of the initial interview (date, strong points, weak points of the candidate)
= Standardisation training forms (initial and recurrent)

=  Agreement to the code of conduct/ethics of the ELP AB

13.2 Recurrent Standardisation

The terms for valid recurrent standardisation meetings are:

= QOrganised at least once a year within each ELP AB

= Recorded agenda and minutes of meeting

= Attendance of at least 50% (preferably 100%) of the active assessors

= Absences are to be recorded (documented if excused for a valid reason)

= Failure to attend 2 consecutive meetings, should result either in automatic removal from the person
from the list of active language proficiency assessors of the ELP AB, until Individual recurrent
standardisation has been organized in such cases and documented within the ELP AB, before the
assessor can act on behalf of the ELP AB again.

13.3 Code of conduct/ethics

Every approved assessor is supposed to sign the GCAA code of conduct/ethics for language assessors and
ELP AB post holders. This signed document is to be kept by the ELP AB, in the individual assessor’s file.
This document can be found in Annex VIII.

This code of conduct/ethics both points out the “correct” way for an approved language assessor to
operate, the individual responsibilities of the assessor, but also protects the individual assessor from
wrong approaches imposed by ELP AB management.

13.4 ELP AB oversight committee
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The ELP AB should compose a procedure to guarantee its oversight over the correct conduct of its
assessors. In cases of complaints of unfair/undesired attitudes/behavior(s) by assessor(s) active within
the ELP AB, each ELP AB should apply an equal approach to handle these matters in a
correct/fair/standardised way, imposed by GCAA:

1. Each complaint regarding assessor conduct/behavior/attitude should be treated and documented in
a standard way, internally by the ELP AB, by using the GCAA feedback/dispute/complaint form for
language proficiency assessments.

2. The complaint is to be investigated by the compliance monitoring manager, or a deputy designated in
the ELP AB’s Operations Manual.

3. After gathering evidence/testimonies, the assessor should be invited by a committee of oversight
within the ELP AB (consisting of at least 2 persons), so he/she can give his/her version of the facts, in
a serene/non-accusative/objective atmosphere.

4. The oversight committee of the ELP AB will draft a report of the complaint a summary of all the
testimonies gathered (protecting the identity of the plaintiff) and reach a conclusion/proposal for
corrective action.

5. If improvements of the ELP AB procedures are necessary/possible, this should be reflected in an
update of the ELP AB Operations Manual.

6. In case of unintentional erroneous behavior/poor judgement, or decision making by the assessor(s)
involved, the assessor(s) should receive a warning in written, that future similar occurrence may lead
to more serious consequences.

7. In case of repeated, or serious/intentional misconduct/neglect/malpractice on behalf of an assessor,
this may lead to temporary suspension of the assessor, resignation, or refusal to continue the
cooperation. Especially for cases where sanctions are imposed upon an assessor, the ELP AB must
document the case in a standardised fashion, in accordance with the ELP AB’s Operations Manual. In
case of general interest, the GCAA may have to be informed, at the discretion of the AM.

8. Generic, undetailed feedback can be provided regarding the matter to the plaintiff. All efforts
necessary should be made to re-establish good relationships with the plaintiff (s).

9. Unsubstantiated, wild accusations, should be avoided at all costs by all stake holders. If any party was
wrongfully accused, the AM of an ELP AB must ensure all necessary to reinstate the person/party
accused. Wrongful accusations may also be transferred to GCAA, by the AM of the ELP AB, to inform
about the wrongful accusations.

14. Grading

A language proficiency certificate should only be issued if the language assessment is passed successfully.
The general concern should be safety of the flight conducted and efficiency of the radio-telephony in
flight, demonstrated by the candidate. Other self-imposed extra assessment criteria by the ELP AB, or the

individual assessor should be avoided.

13.1 Language proficiency assessment:
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The language assessment must be graded in accordance with the ICAO-rating scale. 6 holistic descriptors
must assessed on a scale, ranging between 1 and 6 (6 being the highest grading). In accordance with the
ICAO guidelines, the lowest grading of the 6 holistic descriptors should be the overall outcome of the
language assessment. GCAA allows flexibility on this last ICAO requirement: Imagine the following

situation:

Comprehension: LEVEL6
Fluency: LEVEL 6
Interaction: LEVEL 6
Vocabulary: LEVEL 6
Pronunciation: LEVEL 3
Structure: LEVEL 6
OVERALL ICAO GRADING: LEVEL3

According to the strict application of the ICAO-recommendation, the candidate would not receive a
language proficiency certificate. Discrepancies between results obtained in the various holistic
descriptors, of this magnitude, may be an indication that something went wrong during the assessment,
or other human factors may have negatively influenced the outcome of the result. The factors identified,
should be taken into consideration in the final grading of the candidate, to achieve a fair and realistic
grading.

In cases where there are human aspects in favour of the candidate, the panel of assessors, or the AM may
award a higher grade (going against ICAO-philosophy), as long as this is documented. In case of sustained
results, after verification, or suspected safety issues, due to confirmed low grade in one of the holistic
descriptors, the overall grading must be maintained: in such case the lowest grade should be kept as the
overall grading.

The ELP AB should install safety nets that help identify excessive fluctuations between the results of
candidates, on the various holistic descriptors, to identify possible problems with the grading, prior to
communicating the results with customers.

The ELP AB should compose a procedure for review of the grading by the AM, in cooperation with the
panel of the 2 assessors that performed the language proficiency assessment, or designate a separate
team to revaluate the assessment a posteriori, in case of abnormal discrepancies of the results, obtained
for the various holistic descriptors.

In case software is used for a part of the grading, the system must under no circumstances offer extra
difficulties, that negatively influence the outcome of the grading of the candidate: Memorizing exercises,
hard to understand systems, focus on irrelevant details, will not be accepted as viable systems, to perform
part of the language proficiency assessment.

The CMM of the ELP AB should include in his/her Quality/Compliance surveys the analysis for consistency

in the grading. GCAA will also evaluate this, based on the list to be filled in regarding all candidates
assessed and forwarded to GCAA once per year.
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An automated, or PC-based system should not award a final grading during, or right after the language
proficiency assessment. ELP AB using speech/voice recognition software, should leave final assessment
to a human panel.

13.2 Final grading

The operational assessor should correct - the assessment answer form (in paper), or obtain the results
from

a PC-based software. Each of the assessors (linguistic and operational) should perform individual grading
of the candidate’s performance (during, or after the assessment). This should be of the following kind:

Language assessment: Min. level 4 on all 6 holistic descriptors? => PASS

Before communicating the result to the candidate, a deliberation should be organized between both
assessors, behind closed doors. Only when agreement is reached, is the result to be communicated to the
candidate. In rare cases where there is disagreement, the ELP AB should provide a procedure to reach a
final verdict (postponing the decision, asking immediate, or postponed advice from the AM, final decision
to be taken by the AM).

NOTE: Assessors should avoid providing feedback DURING THE EXAM. Both positive remarks (“Good!”,
“Nice!”), as negative expressions (“Hmm...”, long silences, facial expressions of doubt, disagreement),
should be avoided (without losing friendliness and human interactivity). Too positive reactions during the
exam, may trigger unrealistic expectations among candidates towards the overall result (“l was sure | was
going to obtain a level 6, based on the reactions of the assessor during the assessment..”). Too negative
impressions, during the assessment, may also negatively influence the outcome of the assessment,
leading to increasing uncertainty of the candidate and grading below the actual level of language
proficiency of the candidate.

15. Appeal: Procedure for feedback/disputes/complaints:

GCAA developed a standard appeal procedure, TO BE ADHERED TO BY ALL CANDIDATES AND ELP AB.
Reference to Annex VIII for the correct initiation, follow-up and closure of a request for feedback, a
dispute, or complaint by a candidate. These are the general conditions for disputes/complaints, regarding
language proficiency assessments:

1. Each candidate must be informed correctly regarding the dispute/complaint procedure, by the ELP AB:
the candidate has a right to feedback and can when using the correct procedure, enter in dialogue
with the ELP AB, to offer suggestions for the benefit of all language assessment stakeholders.

2. The candidate should be invited to fill out a standard GCAA-feedback/dispute/complaint form
regarding language proficiency assessment and send it to the ELP AB address (or transfer it via
softcopy)

3. GCAA is NOT to be included in the initial dispute/complaint process. Any inclusion of GCAA services in
initial stages of disputes/complaints, the candidate will be reoriented to the ELP AB.
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4. The ELP AB is to deal INTERNALLY with the dispute/complaint. The CMM of the ELP AB has the overall
responsibility over the initial phase of STAGE 1: the request for feedback. The CMM (Compliance
Monitoring Manager) will gather information regarding the assessment and provide feedback to the
candidate regarding the way in which the assessment was performed and which aspects of the
language assessment contributed to the decision of the overall result. This is a basic first analysis of
the language proficiency assessment as is intended to assist the candidate in a future re-assessment.

5. If the issue of the candidate with one or more aspects of the language proficiency assessment is of
more serious nature, or the answer provided by the CMM does not solve the difference in opinion
between the ELP AB and the candidate, the candidate is invited to launch a dispute/complaint
procedure (STAGE 2).

6. Stage 2 of the appeal procedure will be handled by the AM (Accountable Manager) of the ELP AB. The
AM is to use all assets available, to perform an in-depth analysis of the circumstances and content of
the disputed language proficiency assessment. These may be: Interviews of the assessors, or the
candidate, negotiation with post holders within the ELP AB, review of the ELP AB’s Operations Manual
or asking advice to the GCAA. The AM should take into account all aspects, to establish a full analysis
of the circumstances leading up to the complaint of the candidate.

7. Taking into consideration all the available information, the AM should make a documented decision
that is to be communicated to the candidate, using the standard GCAA feedback/dispute/complaint
form (which can be found in Annex VIII).

8. ONLY if steps 1-7 do not lead to a mutual understanding/acceptance of the result by all parties, the
GCAA may be consulted, either by the candidate, or the ELP AB and be requested to act as mediator
in the dispute between the ELP AB and the candidate.

9. Initially the GCAA will in case of lasting disputes between the ELP AB and the candidate, only verify if
the dispute/complaint procedure, as described in this document and in the Operations Manual of the
ELP AB, was adhered to.

10.The GCAA will only reassesses the recording in exceptional cases, either at the request of another CAA,
or following a civil court order, or request, or if the dispute between the ELP AB and the candidate
can’t be resolved among each other.

11.If the approved ELP AB reassessment procedure was not adhered to, the assessment may be declared
invalid and should be taken again, at the expense of the ELP AB. Incomplete records and recording of
the language proficiency assessment will automatically lead to declaration of an invalid test by GCAA,
in case of a complaint. No extra fees are to be charged to the candidate in case an assessment must
be taken again, when improper adherence by the ELP AB to internal procedures, or at the specific
request of GCAA.

At the result of the appeal, this document may be amended.

16. Language proficiency certificate

15.1. Certificate issuance conditions
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ONLY in the case of a pass of the language proficiency assessment, will a certificate be issued by the ELP
AB to the candidate. The certificate issued by the ELP AB should give a clear indication of the following
aspects:

= Name, contact data of the ELP AB
= Name of the candidate, license number (if applicable)

= Role the candidate was tested in: PILOT — AIR TRAFFIC CONTROLLERS — OTHER (f.e. Language
assessment for ground handlers, using the airport GND frequencies)

= Obtained level of the language assessment: 4-5—-6

15.2. Partial pass

There should not be a system of “partial pass”.

15.3. Transfer of the documents to the candidate

To allow for quality control after the assessment, negotiation and advice from 3rd parties within the ELP
AB

and final verification of the paperwork by the AM of the ELP AB, the certificate with the result of the
assessment is not to be processed on site and handed over to the candidate. It is recommended that the
documents (Certificate) would as a standard be sent via post and/or mail to the candidate AFTER the
assessment.

17. Re-assessment

In the case of a fail (or in the case of obvious technical reasons), a re-assessment is not to be taken within
24 hours and should ideally be taken within the same ELP AB. Re-assessment is not recommended without
retraining. ELP AB should not consult candidates to try the test again and again, until a pass is achieved
(where feelings compassion overtake the objective assessment). ELP AB may be asked to provide more
feedback in cases of recurrent fails: what were the causes, or contributory factors for a “fail” and what
kind of retraining was proposed/performed? These questions may be posed both to the candidate, as the
ELP AB(‘s) involved, upon the annual evaluation, if candidate names reappear repeatedly in the listings.

Candidates that failed the entire assessment twice, may not be accepted for re-assessment without proof
of retraining by any English Language organisation.

Candidates that failed the entire assessment twice, must be reported to GCAA, to avoid “shopping” by
candidates: trying a language assessment at various ELP AB, until a weak level 4 (minimum) is obtained.
Training will be recommended by GCAA to the candidate, prior to re-assessment, at the same, or other
ELP AB. There is no shame in multiple “fails”, but it is an indication that the candidate must elaborate the
knowledge of a specific language to be able to communicate effectively in an aviation environment. This
way he/she can contribute to flight safety both for him/herself, as well as the entire flying community.
This until an objective and defendable/solid level 4 (or higher) can be obtained by the candidate.
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18. (Re)training

ELP AB must provide language training to their candidates by any language training organisation. This
does not mean that ELP AB should mandatorily also act as language training provider (this is permitted
and these training activities are outside of the scope of the GCAA of Oversight), but should provide options
to the candidates for (re)training, by having agreements with language training providers (training
centers, or individual trainers for R/T- and plain language) available in the area. With “Area” we refer to
training centers/individual trainers located in, or active within a reasonable distance from the LOCATION
WHERE THE ASSESSMENT WAS ORGANIZED.

An ELP AB must list its partners (training centers, or individual trainers) in the field that can provide plain
language training. Especially ELP AB active across UAE, at various/varying locations, must perform the
often not evident task of finding training centers, or individual trainers that can provide aviation related
language training. Ideally the ELP AB composes a template for standard communication of the data of the
ELP AB’s recommended/ preferred training centers, or individual trainers, to interested candidates, that
require additional training. Reference is made to the ICAO Document CIR 323 — AN/185 “Guidelines for
Aviation English Training Programs” to set up specific training programs for aviation related plain (English)
language training.

Operational assessors of the ELP AB and, linguistic assessors may provide language training, outside of
the ELP AB. These assessors may not be involved in assessing the candidate within the ELP AB.

Note: Individual assessors providing language outside of an ELP AB should bare in mind that it may
become operationally very difficult to avoid situations where a candidate appeared in front of an assessor
team, where the candidate received training by either, or both assessors, making it hard to —in extremis-
have to reschedule the assessor panel. Assessors active within a ELP AB should only provide language
training in close cooperation with the AM of the ELP AB, to avoid conflicts of interest during the language
assessment.

Each ELP AB should at least be able to provide candidates that want to prepare for a (re-)assessment with
contact data of training centers, or trainers that can provide general, or aviation related language (+ fixed
conditions). For the benefit of efficient training, it is advised that the ELP AB would not only hand the
above described data of the language training centers and/or trainers, but also clearly indicate where the
candidate should try to achieve improvement, in order to successfully pass a future re-assessment. In the
case of a re-assessment, the ELP AB is encouraged to request a proof of (re-)training, before accepting
the candidate for a first re-assessment. For a second re-assessment, a request of retraining is mandatory.

19. Candidate records

The ELP AB should keep an individual record of a candidate. The candidate records may be kept either in
hard or soft copy: full digital storage (with planned/regular back-up) is an accepted method of record
keeping. The data should however be easily printable, or consultable by GCAA in case of audit/inspection.
Each candidate record should be maintained by the ELP AB in a secured location (or server), for the

duration of 5 YEARS, after the assessment was performed.
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The location where the ELP AB’s will store the hardcopy (if applicable), or the procedure of back-ups
should be described in the OM of the ELP AB.

A procedure for active destruction/deleting files, for the purpose of privacy protection, should also be
described in the ELP AB OM, once the mandatory 5 years of record keeping has expired.

The candidate’s record should contain the following documents, copies, scans, or files:

1. Individual candidate’s sequence number (XX-20YY-0ZZZZ)
2. Copy, or scan of a proof of identity (with picture): Identity card, passport, drivers’ license, 1 or
3. Copy, or scan of the license (if applicable), or at least note of the license number and type2

4. Privacy statement, signed by both the ELP AB and the candidate and agreement with the terms and
conditions of the ELP AB (including the agreement with the appeal procedure)

5. Copy of the language proficiency certificate

20. Compliance Monitoring (Internal oversight)

The copy of the proof of the identity provided by the candidate may be replaced by the following:

= Hold the proof of identity clearly in front of the camera (that performs the audiovisual recording of
the assessment). (One assessor must be on site with the candidate, for GCAA. Full teleconferencing is
not accepted by GCAA).

= Have the candidate state his/her name clearly on the audiovisual recording.

According to the GCAA Regulation, AMC1 to CAR-FCL all ELP AB must compose a “quality system” (from
here on referred to as Compliance Monitoring System). The ELP AB must designate a manager of the
Compliance Monitoring System (CMS), who will assume responsibility for the continued operations of the
CMS. The Accountable Manager (AM) of the ELP AB is the overall responsible for the CMS and should
award sufficient funding for the correct functioning of the CMS of the ELP AB.

20.1 Compliance Monitoring Manager

Candidates for the post of Compliance Monitoring Manager of an ELP AB, must meet following
requirements:

1. Training, or experience in Compliance Monitoring in aviation, or general industry, AND

2. Familiarity with civil aviation and/or language proficiency

Post Holders of the ELP AB must be proposed and approved by the GCAA. The Compliance Monitoring
Manager must perform continuous oversight over the activities of the ELP AB (and its compliance with
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applicable legislation and the ELP AB’s approved Operations Manual) and report directly to the
Accountable Manager (AM). The CMM is responsible for the operation of the Compliance Monitoring
System (CMS), under the responsibility of the Accountable Manager.

20.2 Scope of the Compliance Monitoring System:

The Compliance Monitoring Manager should perform regular audits, to verify compliance of the ELP AB,
with the applicable International (ICAQO) and UAE legislation. The full scope of activities of the ELP AB
should be audited at least once, within a period of 24 months. For the items to be audited this manual
refers to AMC1 to CAR-FCL.055 (n) (2):

The quality system established by a language assessment body should address the following:

(i) management;

(ii) policy and strategy;

(iii) processes;

(iv) the relevant provisions of ICAO or Part-FCL, standards and assessment procedures;

(v) organisational structure;

(vi) responsibility for the development, establishment and management of the quality system;

(vii) documentation;

(viii) quality assurance program;

(ix) human resources and training (initial and recurrent);

(x) assessment requirements;

(xi) customer satisfaction.

Audits must be documented by the CMM. Findings must be reported to the AM.

21. Oversight by the GCAA (external oversight)

1. The full scope of activities of the ELP AB will be audited by GCAA, also within a period of 24 MONTHS.

2. The audits performed by GCAA comprise:
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(a) Quality and Administration (Compliance Monitoring): Audit of internal Compliance Monitoring
System of the ELP AB, compliance with the applicable legislation and adherence to the procedures
as described in the approved Operations Manual of the ELP AB.

(b) Management structure, post holders, staffing, assessor team

(c) Assessor files: requirements, initial and recurrent standardisation, recruitment standards and
suitability of the assessors.

(d) Candidate files
(e) Candidate list

(f) Assessment grading: The GCAA may bring a “dummy” candidate to the assessment, which was
assessed internally at GCAA, to benchmark/compare the use of the ICAO rating scale, by the
audited ELP AB.

(g) Assessment method: Are the language proficiency assessment methods and questions/
systems/tools used, appropriate and used as approved? Is the question database relevant and
regularly revamped and analyzed?

(h) Review of recordings of candidates

3. Audits are announced/planned in cooperation with the ELP AB

4. The GTF-ATO-002 (CHECKLIST - ATO — ORGANISATIONS INSPECTION) will be used by the GCAA during
the organisation audit.

5. Spot checks (unannounced inspections by GCAA), to assist in language assessments, or at random, or
targeted requests for recordings of language assessments, are possible. Full access to the ELP AB and
its files, at all times and cooperation with GCAA auditors and inspectors is expected, by at least the
AM of the ELP AB, or its deputy.

Annually a list of all language assessments performed by the ELP AB must be forwarded to GCAA, or made
available to GCAA, in electronic format and/or on the ELP AB-intranet, server, accessible to GCAA. The
standard template, available on the GCAA website is to be used for this purpose, so listing of all candidates
and statistical analysis can be performed.
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ANNEX I: APPLICATION FORM

Refer to LIF-ELP-001
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ANNEX II: ELP AB APPROVAL CERTIFICATE

APPROVAL CERTIFICATE

This certificate is issued to:

NAME OF THE ORGANIZATION

Whose business address is:

Address of the organization

Number:
Upon finding that this organisation complies in all relevant aspects with CAR-FCL and CAR-ORA relating
to the regulation of the language proficiency in civil aviation, it is empowered to operate as an approved
ELP TP with the following privileges:
¢ English Language Proficiency (ELP) testing
¢ Radio Telephony (R/T) testing

The following language proficiency levels may be issued with corresponding validity:

¢ Level 4 (Operational Level) — 4 years
¢ Level 5 (Extended Level) — 6 years

¢ Level 6 (Expert Level) — UNLIMITED

This certificate, unless cancelled, suspended, or revoked, shall continue in effect until:

Date of first issue:

Date of initial issue of the approval certificate

Date of variation:

Date of last variation of the approval certificate
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ANNEX TO THE APPROVAL CERTIFICATE
LIST OF APPROVED ASSESSORS
Approval Number:
Name First name Linguistic Operational Status Date In Date Out

Assessor? Assessor?

CAR-ORA ISSUE 01 Page 165 of 184



ORGANISATION REQUIREMENTS FOR

i in allgly ihila ol e lla iiall é‘
5 AIRCREW

GENERAL CIVIL AVIATION AUTHORITY ‘——b

{

ANNEX I1l: GCAA LANGUAGE PROFICIENCY ASSESSMENT REPORT FORM

This document can be used for grading R/T competences and Language Proficiency in accordance with
Air Crew Regulations, during a formal language assessment at an approved ELP AB.

Name of the candidate: .......cooevvvrveeeeiiiiiiiiiieeeeeeeeeeeeee e

Candidate ID: ..ccoovvvveeeeeeeeeeeeeeeeeeee e

Date and location of the assessment:

Holistic descriptor: Grading: 1 ->6: Remarks:
Pronunciation
Structure
Vocabulary
Fluency
Comprehension
Interaction
Overall grading:

Result/outcome (after negotiation panel of assessors): LEVEL

Comments (useful input/remarks for future reference):

Name & Signature operational assessor:

Name & Signature linguistic assessor:
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ANNEX IV: GCAA LANGUAGE PROFICIENCY CERTIFICATE

This document certifies Language Proficiency in accordance with Air Crew Regulations, of a candidate in
civil aviation, after formal language assessment at an approved ELP AB.

Name of the candidate:

ELP AB-Sequence number of the candidate:

Address:

Name of the ELP AB with approval reference:

Date and location of the assessment:

Copy of the ELP AB approval certificate (to be attached to the certificate): YES[] NO[]
Type of License held: PPL[] CPL[] ATPL[] AIRTRAFFIC[]

Number:

Tested in therole of:  PILOT[] AIRTRAFFICI]
Language Proficiency

English  Other:

Level obtained: Level3[] Level4[] Level5[] Level6]]

Name linguistic assessor:

Name operational assessor:

Signature linguistic assessor:

Signature operational assessor:

Stamp of the ELP AB:
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ANNEX V: CANDIDATE LIST
CANDIDATE LIST

Approval Number:

Number of License R/T

Name First Name the Date Nationality Language issued Role | theory Ly LP O] Comment
. assessment tested for level | level grade
candidate by pass?
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ANNEX VI: ICAO LANGUAGE PROFICIENCY ASSESSMENT RATING SCALE

See AMC2 to FCL.055
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ANNEX VII: GCAA LANGUAGE PROFICIENCY ASSESSMENT PRIVACY STATEMENT

I, undersigned

confirm that | have been briefed by the organization regarding the following:

In order to pass a valid language proficiency assessment on the UAE territory, or for endorsement of a
language proficiency on a UAE licence, the GCAA demands that (at least a part of) the assessment would
be recorded on audio-visual media. This for reasons of identification of the candidate, proof of
examination and for reproduction purposes in case of disputes of the content and outcome of the
assessment. Neither the recording, nor the data forthcoming from the recording may be shared by the
ELP AB with third parties. Only the GCAA and the ELP AB have the right to view and analyze the recordings.
The recordings must be kept for a period of 5 years by the ELP AB, after which they are erased in a
standardized fashion.

Date: Signature:
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ANNEX VIIl: GCAA LANGUAGE PROFICIENCY ASSESSMENT APPEAL PROCEDURE
FEEDBACK/DISPUTE/COMPLAINT FORM

This document is to be used as a standard form for a candidate to provide feedback to a ELP AB, regarding
a language proficiency assessment taken by their assessors. This document is also to be used in case of
request for feedback regarding the language proficiency assessment, in a first stage and utter a
dispute/complaint (only!) in a second stage, if upon receiving feedback from the ELP AB, the candidate
and the ELP AB still cannot reach agreement, a dispute/complaint procedure can be launched as a second
stage. GCAA is not to be included in these proceedings, until stage 1 and 2 have been
completed/exhausted.

STAGE 1a: Details of the candidate (to be filled in by the candidate):

Name of the candidate: .........ccccooveiriieniiniee e, Candidate ID: ...cceeveeeiieeiieieeee e
Date and |0cation Of the @SSESSMENT: ......ciuiiiiiiiie et et be e e
Nature of the communication (stage 1a):

[ ] Provide feedback / Tips to the ELP AB

[ ] Request feedback regarding the grading, or other aspects of the language proficiency assessment,

performed by the ELP AB

Further explanation/elaboration by the candidate:

Signature of the candidate: Date:

This document is to be sent to the CMM of the ELP AB that provided the language proficiency assessment

STAGE 1b: Feedback by the CMM of the ELP AB

Name of the CMM: ...eeeeieeeiieieeeeee e, ELP ABID: coooeeeeiieeeeeeeeeeeeeeeeeeeeeeeeeeea

Feedback by the CMM:

Signature of the CMM:
Date:

Date of communication to candidate:
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STAGE 2a: Complaint/dispute by the candidate:

Upon receiving feedback from the ELP TO, | wish to express a dispute/complaint regarding:

o Content of the language proficiency assessment.

o Procedures applied by the ELP AB / Lack of compliance to the ELP AB’s procedures Grading of the

language proficiency assessment

o Attitude / behavior / actions of the assessor(s)/ELP TO Management/Post Holders Other:

Motivation by the candidate:

Signature of the candidate:

Date of communication to ELP AB:

STAGE 2b: Treatment of the complaint/dispute by the AM of the ELP AB:

Name of the AM: ..o o Y = 3 1 T

Date of reception of the complaint/dispute (StABE 2): ...cveiecureieeeeeeeee ettt e et

Investigative actions taken by the AM, regarding the dispute/complaint:

o Review of the recording of the language proficiency assessment, date:

o Interview of the assessors involved in the language proficiency assessment, date:

o Review of the procedures applied by the ELP AB, compliance with the ELP AB’s procedures

o Review of the grading of the language proficiency assessment

o Review of the Attitude / behavior / actions of the assessor(s)/ELP AB Management/Post Holders
Other:
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Decision and action plan accepted by the candidate? YES NO

Signature of the AM: Signature of the candidate:

If a settlement cannot be reached between the ELP AB and the candidate, mediation by the GCAA may

be requested.
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ANNEX IX: ELP AB POST HOLDER AND LANGUAGE PROFICIENCY ASSESSOR CODE OF
CONDUCT/ETHICS:

I, undersigned

confirm that | have been briefed by the ELP AB, and will fully adhere to the following code of
conduct/ethics, while representing the GCAA, as post holder of the ELP AB, or acting as language
proficiency assessor.

CC1: A language proficiency assessment shall be conducted in fairness, independent of the candidate’s
age, gender, race, or other distinguishing features, without prejudice, or preference. Hurtful,
disrespectful, or other negative remarks will be avoided at all times and inappropriate behaviors towards
candidates will be avoided.

CC2: A former language, or R/T teacher will not act as language proficiency assessor of a candidate. The
language proficiency assessor should inform the AM of the ELP AB of any existing personal, professional,
or hierarchal relationship between the language proficiency assessor and a candidate, so the AM can
decide if there is a conflict of interest for the language assessment and motivate/document the decision.

CC3: Conflict of interest of any kind is to be reported to the AM of the ELP AB, preferably prior to the
language proficiency assessment, or with undue delay, after the assessment. Any existing relationship
personal/ professional should not influence the outcome/grading of the language proficiency assessment,
be it in the positive, or negative sense.

CC4: The assessor/post holder will see to it that every candidate can perform the language proficiency
assessment in standardized circumstances and all necessary steps will be undertaken by the assessor, to
inform the candidate correctly about the evolution of the assessment and create a relaxed environment
for the candidate.

CC5: The language proficiency assessment is to be executed in a standardized fashion, in accordance with
the ELP AB'’s approved Operations Manual.

CC6: Grading of the language proficiency is to be executed in a standardized fashion, applying the 6
holistic

CC7: The candidate will not be informed of the outcome/grading of the assessment, until after negotiation
in private was concluded and a decision was reached, in constructive cooperation with the other assessor.

CC8: The candidate will be informed in a neutral, objective manner about the grading of the language
proficiency assessment. Personal remarks, negative/disrespectful attitudes towards the candidate should
be avoided, disappointment of the candidate should be dealt with diplomacy, attempting to keep good
relations with the candidate, even in case of an unexpected outcome/grading.

CC9: The most professional and most respectful communication will be adhered to, in order to inform the
candidates and other language assessment stakeholders correctly and politely, as the language
proficiency assessor is acting as an external representative for the authorities, in all his/her
communication.
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CC10: A GCAA approved assessor will grant all cooperation to an inquiry, based on complaints, either
within the ELP AB, or external, performed by GCAA.

CC11: The privacy of the recordings will not be handled carelessly. Recordings are not to be distributed
to other parties than with the AM of the ELP AB and GCAA, unless authorized specifically otherwise. Files
are not to be withheld, copied, nor destroyed, for personal interest.

CC12: Upon and after termination of the cooperation between an assessor and an ELP AB, the items
stated in CC1 through 11 continue to apply.

CC13: Each language proficiency assessor, or post holder has the duty to observe colleague assessors,
point out approved ELP AB procedures and how to adhere to them correctly. He/she should point out
possible violations against the ELP AB’s approved procedures to colleague assessors, as a cooperative
team. The same applies with regards to language proficiency legislation, or the code of conduct/ethics, in
a constructive fashion. Only if this has no effect, this will be reported to the CMM, or AM of the ELP AB.
Only if this still has no effect, nor leads to any improvement, GCAA will be advised.

CC14: It is the personal responsibility of each assessor, to report irregularities imposed by the ELP AB
management to the CMM, or to the GCAA, or other authority body responsible for the suspected
violation, if internal reporting does not generate improvement/rectification. It is the individual
responsibility of the assessor, or ELP AB post holder, not to cooperate, nor contribute to illegal practices.
Assessors and post holders that have collaborated, imposed or contributed to illegal, inappropriate
behaviors with regards to other language proficiency stakeholders, can and may be held personally
accountable.

(*) This list of terms and conditions for the code of conduct/ethics is not exhaustive and may be
elaborated by the ELP AB. The ELP AB may elaborate the list below, with further topics of the internal

code of conduct/ethics.

Date:

Signature:
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Appendix 4

Theoretical Knowledge Examination

1. ARRANGEMENTS AND PROCEDURES TO UNDERGO THEORETICAL KNOWLEDGE EXAMINATIONS

No organisation shall be authorized to conduct a theoretical knowledge examination towards a Flight
Crew licence, rating or certificate unless the organisation is approved as Designated GCAA.

The above requirement means that the GCAA will not accept certificate of completion for a theoretical
knowledge examination unless it has been conducted by a Designated GCAA examination center a training
organisation approved in accordance with CAR-ORA and the requirements contained in Annex B.

The GCAA has formed an Examination Committee, composed of UAE aviation experts, to review and
update the current examination system for a flight crew license, rating or certificate.

The objectives of such committee are to:
= Standardise the GCAA examinations system across all UAE examination centers;

= maintain alignment of the examination system to the applicable requirements of CAR-FCL
(by the maintenance of a Centralized Questions Bank (CQB)); and

= Establish the necessary arrangements and procedures to computerize and automate the
system.

The CQB is a bank of multiple-choice questions used by the GCAA for the theoretical knowledge
examinations of flight crew. It is an important safety tool, ensuring that pilots at national level have the
appropriate knowledge and necessary competencies. The CQB will remain under the responsibility of the
GCAA and it covers all subjects used for the relevant CAR-FCL theoretical knowledge examinations.

The Examination committee will be the responsible body to prepare CQB, according to a method which
allows coverage of the entire syllabus as per CAR-FCL. Attachment A shows the number of questions and
the time allowed for each required subject to obtain a licenses and rating.

Access to the examination system will be granted to Approved Examination Centers against CAR-ORA
after it demonstrates to the GCAA its compliance with CAR-FCL and ATTACHMENT B.

Appeal:

Candidates are entitled to appeal against a decision of any theoretical examination. Annex C contains the
process that should be followed for any GCAA Aircrew theoretical examination appeal request. Number
of questions and the time allowed for each required subject to obtain a licenses and rating (T means Time
allowed and Q means Number of questions required.
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Annex A:
LICENCE/RATINGS ATPL(A) CPL(A) ATPL(H)/IR ATPL(H) CPL(H) IR(A&H) PPL(A&H)
SUBJECTS Q T Q T Q T Q T Q T Q T Q T
0:4
010 - AIR LAW 44 | 1:00 | 33 0:45 4 1: | 3 0:45 3 | 04s 29 E 2 0:4
: 4 00 | 3 3 5 5
021 — AIRCRAFT GENERAL
KNOWLEDGE (AIRFRAME
/SYSTEM/ POWER PLANT)
80 | 2:00 | 60 1:30 8 2. | 8 2:00 6 | 1:30 | xx XX
0 00 | 0 0
5 1:3
0 0
022 — AIRCRAFT GENERAL
KNOWLEDGE
(INSTRUMENT ATION) 0:3
60 | 1:30 | 39 1:00 6 1: | 6 1:30 3 | 1:.00 20
o| 30]|o0 9 o
031 - MASS AND BALANCE 25 1:00 | 25 1:00 25 | 100 [ 25 | 100 | 25 | 2:00 | xx XX 40 1:3
0
032/034 — 35 1:00 | 25 00:45 35 | 1:00 [ 35 [ 100 | 20 [ 004 | xx XX
PERFORMANC E 5
(A) & (H)
033 - FLIGHT PLANNING 1:3
e 43 2:0 33 1:30 4| 20| 33 1:30 33 | 13 33 o
MONITORING 0 3 0 0
040 - HUMAN 48 1:0 36 | 0045 4| 10| 48 1:00 36 _ 36 . 25 | 00:45
PERFORMANCE 0 3 0 00:45 oc;_4
13 35 [ 1:30
METEOROLOG Y 84 2:0 63 1:30 8 | 20| s4 2:00 63 | 1:3 63 |
0 4 0 0
061 - GENERAL NAVIGATION 60 2:0 45 1:30 6 | 20| 60 2:00 45 | 13 XX | Xx 30 1:3
0 0 0 0 0
062 - RADIO NAVIGATION 00:30 00:3 1:00
66 1:3 22 6 | 13| 34 1:00 22 0 44
0 6 0
070~ 00:45 00
OPERATIONAL 451 12 1 30 ' 3| 10|38 1:00 30 | 45 | XX | XX 20 00
PROCEDURES 5 3 0 B
5
081/082 - PRINCIPLES 44 1:00 | 33 00:45 4 | 10 44 1:00 44 | 1:00 XX XX 25 | 00:45
OF FLIGHT (A)/(H) 4 0
091 - VFR COMMUNICATION 24 [ 003 | 24 00:30 2 | oo: | 24 00:30 24 [ 00:30 [ xx XX 20 | 00:30
0 4 30
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Annex B

Prior to being granted an access the CQB by issuance of an Examination Center Identification Code, the
GCAA will conduct its assessment to evaluate the:

= Facilities

= Examination Room(s)

= Staff number(s) and qualification

= Examination processes

= Equipment and software

= Record Keeping system

= |nvigilation Monitoring

= Applicant Registration system

= Data Collection and Test Report system
= Data Collection and Transmission

= Examination Center Operation Manual

Examination Centres conducting theoretical knowledge examination shall, in addition to CAR- ORA,
comply with all applicable CAR-FCL requirement and the following requirements:

1. Suitable facilities for the conduct of examination compliant with, at minimum, the following
specifications must be provided:

a. Conformance with local building, sanitation, and health codes including adequate
arrangements for safety and emergencies

b. Restroom facilities located in the same building where the knowledge testing is conducted.
c. Proper control of temperature and ventilation.
d. Freedom from noise, distractions, and visual aids:

I.  Situations that create noise in or around the examination area should be avoided.

II.  Examination rooms must be free of any aviation-related posters that may assist an
applicant in answering examination questions.

Ill.  Examination rooms must be free from any other activity during examination sessions.

e. Adequate lighting with avoiding situations that create glare on computer monitor screens
should be avoided.

f.  Adequate physical space. Separate cubicles with suitable partitions between each terminal are
recommended. In absence of partitions, 1.5 meters spacing is required between each terminal.

g. A maximum of 18 stations

h. Adequate table workspace. Partitioned workspaces must be at least 1 meter wide, and the
monitor and keyboard (virtual keyboard) offset to allow adequate room to utilize test materials.
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i.  Adequate facilities to ease surveillance of applicants during examination sessions including CCTV
system with recording.

j. The access to sensitive data related to the CQB and applicants’ details must remain secured and
confidential.

k.  Alockable file cabinet or desk drawer for securely storing:

l. Daily logs (electronic).
Il. Copies of applicant identification media, payment information, and test
authorizations.
M. Supplementary materials.
V. Scratch paper.

V. Embosser.

I.  All areas under the Examination Center must remain secured at all times when not in use by the
personnel of the center.

2. Examinations must be done in computer-based form with access to the CQB maintained by the
GCAA. The computer and software specifications are:

a. Hardware specifications:

. . e . Recommended
Component Minimum specification e .
specification

Processor Intel Core i3 Intel Core i5 or faster
RAM 2 gigabyte (GB) 4 GB or Above
Disk NTFS file system— NTFS file system—

formatted formatted partition with

partition with a 100 GB

minimum of

16 GB of free space

of free space plus
adequate free space for
web application

Display 1366 x 768 1366 x 768 resolution
monitor or higher
Network 1Mbps (megabits per 8Mbps or faster

second connection
between client
computers and server

connection between
client
computers and server
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b. Software specifications:

I.  Windows 8 operating system

II. Internet Explorer version 11 or above
c. Security features:

I.  All external data inputs on CPU disabled

II.  System must lock if leaving exam page during exam (must have warning if attempting to
leave page first)

lll.  TKE must have code to unlock if required and must log occurrence and reason

d. System Limitation/Requirements:

l. Computer/machine USB port should be blocked
Il. Computer/machine CDROM should be blocked

Il Computer/machine should not have any screen mirroring software (to connect to any
mobile device)

V. Computer/machine should not have access to any other website or

V. anything other than GCAA Examination web based software.

VI. There must be internal cameras for individual monitoring and one CCTV
VILI. wide angle camera installed in the Test Centers for GCAA to monitor.
VIII. Mobile phones or any other mobile devices should not be allowed in the
IX. exam centers.
X. No software like team viewer should be installed for remote connection /
XI. remote access.
XIl. MS WORD, PDF Viewer needs to be installed for viewing ANNEX (questions attachments

diagram/chart/graph etc.)

X, No software must be installed other than recommended
XIV. Computer/Laptop screen must not be reflective
XV. Should have a separate system/windows login to run the exam with very limited access.
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3. Examinations processes and activities must be headed by a person accepted by the GCAA as

Theoretical Knowledge Examiner (TKE) responsible for the activities and personnel related to the

examination center and will directly report to the Accountable manager of the organisation. The

Theoretical Knowledge Examiner (TKE) responsibility include the following roles:

a.

Ensure the Examination Center has sufficient personnel;

Appoint an invigilator who must not be the subject matter expert for the subject undergoing
an examination;

Ensure continuous compliance with CAR-ORA, CAR-FCL;

Maintain the integrity and confidentiality over the questions contained within the CQB and all
other examinations processes;

Report immediately to the GCAA any flow or cheating occurrence including any system
malfunction which requires notification to the GCAA

Ensure that, in case of suspicion of cheating, the Theoretical Knowledge Examiner or his
delegate immediately:

I.  confirms the violation by any means and collects the necessary evidences

Il. collects the applicant’s authorization, all test materials, including exhibit book(s), and
advise the applicant that further testing may continue only after the GCAA completes an
investigation;

Ill. escorts the applicant into an area to avoid disturbing others who are carrying out

examination at the same time;

IV. keeps any evidence related to the cheating incident in a secured area;

V. prohibits a candidate who is confirmed to be cheating from taking any GCAA examination

for a minimum of one year from the date of the examination in which they were found
cheating. Report must be entered into GCAA central exam records

4. Examinations, briefing, and other communication related to the ongoing examinations between

Examination Center personnel and applicants must be done in English language

5. Examinations procedures and processes must be produced and accepted by the GCAA to ensure that:

a.

The identity of a candidate is confirmed before the applicant enters the examination room. An
ID must be provided and must contain a recent photograph of the applicant. The ID could be a
valid UAE ID, valid passport, valid UAE driving, or an ID issued by the UAE ATO;

Applicants meet the pre-requisite requirements and the requirements specific to the license
sought as per CAR-FCL such as FCL.025 or FCL.035 prior to be register for an examination session;

The content of the examination papers remain confidential until the end of the examination
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session and until all applicants have exited the examination room;

d. Applicants are seated where indicated by the invigilator and remain seated in a way so that they
cannot read each other.

e. Applicants must not speak to any person other than the invigilators when entering the
examination room. All questions asked by an applicant to the invigilator should be limited to
logistic and not the content of the question e.g applicant cannot ask for clarification for a
question;

f.  Only the examination paper, specific documentation and tools needed for the examination are
entered in the examination room and must be made available by the Examination Center;
Candidates may use their own CRP-5, non-programmable calculator, protractor, dividers,
pencils, eraser and NAV ruler.

The Jeppesen student pilot route manual (clean exam copy) and blank papers will be made available by
the Examination Center

g. All personal materials, documents (including dictionary), equipment, devices or belongings are
not allowed in the examination room unless isolated and not visible from any applicant;
electronic devices must be turned-off prior to the commencement of the examination session;

h. No examination session must start:

I.  If identification and eligibility of applicants is not verified;

Il.  If the invigilation mechanism (surveillance system and number of required invigilators) is
not in place;

lll.  Unless a briefing is conducted by the invigilation including:
= a3 brief introduction about the examination software;
=  applicants are reminded of the following instructions:

a. facilities emergency procedures in place;
b. the examination rules (no talking, washroom escort, termination, cheating etc...)
c. carefully read the instructions given with the test;

d. answer each question in accordance with the latest regulations and guidance
publications;

e. read each question carefully before looking at the answer options (i.e. clearly
understand the problem before attempting to solve it);

f.  after formulating an answer, determine which answer option corresponds with
the selected answer. The selected answer must completely resolve the problem
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formulated in the question;

from the answer options given, it may appear that there is more than one possible
answer; however, there is only one answer that is correct and complete. The
other answers are either incomplete, erroneous, or derived from popular
misconceptions;

if a certain question is difficult for you, it is best to mark it for review and proceed
to the next question. After you answer the less difficult questions, return to those
you marked for review and answer them. The review marking procedure will be
explained to you prior to starting the test. Although the computer should alert
you to unanswered questions, make sure every question has an answer recorded.
This procedure will enable you to use the available time to maximum advantage.

when solving a calculation problem, select the answer that most nearly matches
the achieved calculation. The problem has been checked by various individuals
and with different types of calculators; therefore, if solved correctly, the achieved
calculation will be closer to the correct answer than any of the other choices.

for graph type questions, the applicant may request a printed copy of the graph
on which they may actually draw and write to compute the answer. The applicant
must turn in all paper work upon completion of the test.

During exam the student should report any question discrepancy to the TKE who
will report this electronically to the GCAA

All examinations sessions must start on time and no person must be allowed to
enter the examination room no later than 5 minutes after the time appointed for
the commencement of the examination session; The Examination Centre should
have some flexibility as to the exact start time of an exam due to unforeseen
circumstances such as power failure, emergencies etc.

All examinations sessions are terminated at the end of the official time of the
examination session or when decided by the applicant but before the applicant
exits the examination room. In the latter, the applicant cannot re-enter the
examination room and must log out before leaving the exam room;

Applicants obtain permission from the invigilator to enter or leave the room
during the examination or terminate the examination prior the official end of the
examination. An applicant may be allowed to go to the washroom under escort
and washroom must be preliminarily inspected;

All examinations associated documents and additional papers handed out to the
applicants for the examination are handed back to the invigilator at the end of
the examination before the applicant exits the examination room;

All applicants exit the examination room within 5 minutes from the official end of
the examination session and the invigilator(s) must be the last to exit. If the
examination room is to be used for a subsequent examination session then the
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examination room must be inspected after being freed of any non-authorized
person, material etc...

ATTACHMENT C

(a) Examination Centres shall brief the candidates on the Dispute Process prior to the theoretical
examination.

(b) The Candidate shall acknowledge that he/she has understood the Dispute process. Candidates must
fill in the GCAA Theoretical Knowledge Examination Dispute Form (UF- 90) and submit it to the
Examination Centre within 3 working days from the date of the examination session.

(c) In case of dispute, Examination Centres shall not notify the exam result notification for 10 working
days from the date of conducting the examination session.

(d) Dispute requests that doesn't comply with the requirements above will be considered for "Question
Review" ONLY with No impact on candidate's Exam result.

(e) The following are the only grounds for filling a Dispute:

(1) System Malfunction.

(2) Incorrect Examination.

(3) Incorrect question or incorrect multiple choice answer.
(4) Power outage.

(f)  Examination Centres shall validate the Dispute for compliance and legality, then submit the Dispute
form to the GCAA Licensing (Email to aircrew examination@gcaa.gov.ae) within 10 working days
from the date of the examination session.

(g) GCAA will review Dispute, make a decision and action it within 15 working days from the date of
submission of the Dispute request.

(h) A notification Email will be sent to the Examination Centre Admin about the decision taken.
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