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Compliance Management Instruction 00/10 Version 2

General Aviation Surveillance Program 2000/2001
ATTACHMENT ONE


Compliance Management Instruction 00/10 Version 2

General Aviation Surveillance Program 2000/2001 

Background

The ASSP Manual is currently under review and the following procedures are to be followed during the transition period to the new version of the manual.

[image: image1.png]The following processes and procedures documented in this Compliance Management Instruction are to be followed by all Area Office Staff.

Planning the Surveillance Program

The surveillance effort for 2000/2001 planning year has been determined in accordance with the current and projected staff level for the year.  It has been recognised that operational staff levels will be lower than the establishment figures for a large part of the year due to a need for recruitment and training of new staff. 

Note 1:  Present staffing levels will result in surveillance activities which will not reflect the full surveillance program for the division at establishment strength.

Note 2:  Refer to Compliance Management Instruction 00/12 for explanations of certificate life cycles and average resource estimates for the surveillance activities.

Preparing the Office Audit Plan

At the beginning of the planning year (1 July), the office audit plan for Air Operator Certificates (AOC) and Certificates of Approval (COA) is formulated by Area Managers, in consultation with Team Leaders, using the tables below.  The plan is then entered into the ASSP Support System by 31 July, 2000.

MOUs

Memoranda of Understanding (MOU) within Compliance Division are no longer appropriate for planning surveillance.  Each particular visit’s requirements are determined individually.  Agreement to incorporate staff from other offices into the visit must be negotiated on a case-by-case basis with that office’s appropriate team leader and office/area manager.

Controlling Offices should, as soon as possible, make arrangement with the other Area Offices, where assistance is required.

Surveillance Activities to be Planned for Year 2000/2001

STIs

An STI should be completed for each certificate holder, every six months, according to the surveillance plan.  The ASSP Support System should be updated and the originals forwarded to Compliance Practices and Procedures.  A copy should be retained on the relevant Area Office file.   (Blank forms are available from Compliance Practices & Procedures.) See CMI 00/15 for data entry instructions.

3 Yearly Audits - AOC

Before recommendation for re-issue of an AOC, the following must be carried out:

AOC Activity
Conduct Surveillance Activity
Reporting

· LCRPT
Team audits using management system elements and formal reporting techniques
Audit Report Package*

· Charter pax & Cargo, largest aircraft with more than 9 seats (or more than 5700kg)
F/Ops
   - ASSP 176 - Periodic Inspection 

A/W
  - ASSP 176 - Periodic Inspection
  - Relevant audit elements, see Audit Elements for Airworthiness  - AOC Subsequent Issue on the G: drive under Compliance Division/Audit Elements.
ASSP 123 - Surveillance Results Report*

AOC Activity
Conduct Surveillance Activity
Reporting

· Charter pax, largest aircraft with 9 seats or less (or less than 5700kg) 

· Aerial work with pax

·  Flying Training
F/Ops  
  - ASSP 176 - Periodic Inspection 
only if operator has not been visited within the last 30 months for either an ASSP 176 or for an entry process that required significant assessment, eg new aircraft type, initial issue.

A/W
  - ASSP 176 - Periodic Inspection 
  - Desktop audit of Ops  Manual
  - Further surveillance may be directed 
    by  Area Manager/Team Leader
ASSP 123 - Surveillance Results Report*

· Cargo, largest aircraft less than 5700kg

· Aerial Work with flight crew only
F/Ops & A/W
Profile Form to be sent to operator for completion.  No visit unless risk assessment, or other information, indicates a visit is necessary.
ASSP 175 until further notice

3 Yearly Audits - COA

COA Activity
Conduct Surveillance Activity
Reporting

Aircraft Maintenance/Component Maintenance of aircraft with:
· more than 9 seats (or more than 5700kg) and more than 5 staff

Team audits using management system elements and formal reporting techniques

Audit Report Package*

· more than 9 seats (or more than 5700kg)  and 5 or less staff
Audits using modified system elements to suit the sector.
ASSP 123 Surveillance Results Report*

· 9 or less seats  (or less than 5700kg) and more than 10 staff
Team audits using management system elements and formal reporting techniques
Audit Report Package*

· 9 or less seats  (or less than 5700kg) and 5 or less staff on RPT

· 9 or less seats  (or less than 5700kg) and 6-10 staff

· 9 or less seats (or less than 5700kg) and 5 or less staff
Audits using modified system elements to suit the sector.
ASSP 123 - Surveillance Results Report*

COA Activity
Surveillance Activity
Reporting

Component Maintenance only with:
· more than 10 staff
Audits using modified system elements to suit the sector.
 Audit Report Package*

· 6-10 staff
Audits using modified system elements to suit the sector.
ASSP 123 - Surveillance Results Report*

· 5 or less staff
Audits using modified system elements to suit the sector.
ASSP 123 - Surveillance Results Report*

Other Activities
· Manufacturing and Design
To be advised


· Distribution & Training
Audits using modified system elements to suit the sector.
ASSP 123 - Surveillance Results Report*

AOC Planning for Annual Visits

AOC Activity
Surveillance Activity
Reporting

· LCRPT
Team audits using management system elements and formal reporting techniques
Audit Report Package*

· Charter pax, largest aircraft with more than 9 seats (or more than 5700kg) 
Closed Charter 

· Charter pax, largest aircraft with 9 seats or less (or less than 5700kg)

· Aerial work with pax 

· Flying Training

· Cargo 

· Aerial Work with flight crew only
No annual visits planned for this period, unless resources allow.


COA Planning for Annual Visits

COA Activity
Surveillance Activity
Reporting

Aircraft Maintenance/Component Maintenance of aircraft with:
· more than 9 seats (or more than 5700kg) and more than 5 staff

Team audits using management system elements and formal reporting techniques


Audit Report Package*

· more than 9 seats (or more than 5700kg) and 5 or less staff
No annual visits planned for this period, unless resources allow.


· 9 or less seats (or less than 5700kg) and more than 10 staff



· 9 or less seats (or less than 5700kg) and 5 or less staff on RPT

· 9 or less seats (or less than 5700kg) and 6-10 staff



· 9 or less seats (or less than 5700kg) and 5 or less staff



Component Maintenance only with:
· more than 10 staff



· 6-10 staff



· 5 or less staff



Other Activities
· Manufacturing and Design

· Distribution & Training



Risk-based Audit

Each month, Area Managers, in consultation with Team Leaders, are to determine the priority certificate holders for Risk-based Audits.  Certificate holders rise to the top of the priority list according to their STI score and other information gained by the Area Office.

· If, in the opinion of the Area Manager, there are certificate holders that require urgent risk-based surveillance which cannot be planned in the immediate future, the Area Manager must contact the General Manager for assistance.

Use the same reporting format as listed in the 3 Yearly Audit tables for each sector on pages 2 to 4.

Audit Follow up 

Follow up of RCAs and Observations taking less than 2 days, should be considered part of the original audit and the acquittal information should be recorded, filed and entered into the ASSP Support System.  Follow up that will take longer than 2 days should be treated as a Risk Based Audit and reported and recorded accordingly.  
Operations Checks

The General Manager will determine the Division’s capacity for undertaking these audits in this period and will plan an implement according to a priority assessment.

During the Operations Check, CASA staff may use whatever audit reporting tools or ASSP checklist necessary.

The Lead Auditor should complete a report comprising of the following and forward to the General Manager General Aviation Operations along with all relevant documentation: 

· ASSP 777.1 - Operations Check Cover Sheet*

· ASSP 777.2 - Operations Check Summary *

· ASSP 777.3 - Operations Check Summary of Findings*

The above forms are stored in electronic and hard copy versions on the G Common drive under the folder Compliance Division/Operations Check Forms.

The General Manager General Aviation Operations will review the report and attached paperwork and forward on to the relevant Controlling Offices. The GMGA should retain a copy of this paperwork.

Approved Persons Visits

No approved person visits planned for this period, unless resources allow or risk assessment indicates a visit.  This will be review in December 2000.

2000/01 Year Planning Steps 

Area Managers/Team Leaders

For STIs, Annual Visits and 3 Yearly Audits, the full year will be planned at the beginning of the planning year, however the plans will be reviewed in December, 2000.

AOC

1. Confirm the certificate holders under the office’s control and ensure each is assigned to the appropriate industry sector. Plan the full 3 year life cycle for each certificate holder using ASSP 115 Surveillance Planning Sheet.* as per steps 2 to 4 below.
Note:  The month in which the 3 Yearly Audit is to be planned is called the operator’s ‘audit month’.
2. Plan the 3 Yearly Audits (before certificate reissue) for certificate holders which are due for reissue within the year:

For LCRPT and Charter (Pax) with more than 9 seats that are due for reissue, plan to complete an ASSP176 (Periodic Inspection), at least 3 months prior and no more than 6 months from the expiry date

· For Charter (Pax) & Aerial Work (with Pax) with 9 or less seats, 

· where the operator will have had a periodic inspection or a significant assessment for certificate issue in the previous 30 months before expiry, an audit is not planned

· in all other cases plan to complete an ASSP176 (Periodic Inspection), 3 months prior to the expiry date.

· For Aerial Work (flight crew only), plan to send a  ASSP 175.

Note :  The Team Leader and Area Manager should plan an audit if risk assessment and other information point to the need for one.

3. Plan the Annual Visits for LCRPT in their audit month. 

4. Plan STIs for all certificate holders as follows:

· in their audit month

· 6 month intervals from their audit month within the planning year

5. All other audits are risk-based, planned on a monthly basis.

COA

1. Confirm the certificate holders under the office’s control and ensure each is assigned to the appropriate industry sector and plan the full 3 year life cycle using ASSP 115 Surveillance Planning Sheet.* 

· in completing the planning sheet allow, in this year’s plan, for a 3 Yearly Audit for one third of certificate holders under the Area Office’s control

· points to consider 

· priority for larger organisations maintaining larger, or RPT aircraft 

· organisations that have not been visited within the last eighteen months

· geographical groupings of certificate holders

Note:  The month in which the 3 Yearly Audit is to be planned is called the operator’s ‘audit month’.
2. Plan the Annual Visits for Aircraft Maintenance/Component Maintenance for ‘organisations working on aircraft, with more than 9 seats and with more than 5 staff’, in their audit month.  Only plan those that have not already had a 3 Yearly Audit included in the plan. 

3. Plan STIs for all certificate holders as follows:

· in their audit month

· 6 month intervals from their audit month within the planning year

4. All other audits are risk-based, planned on a monthly basis.

Monthly Planning of Risk-based Audits

Area Manager/Team Leader

1. Send STIs that have been completed to Compliance Practices and Procedures by the end of the fifth working day of the next month.

Compliance Practices & Procedures

2. Process all STIs received from Area Offices for the month.

3. Provide analysis, in the form of a report, by:

· ranking each operator according to their score and sector

· identifying and flagging organisations visited within the last 6 months

· making recommendations on which organisations should be considered for a Risk-based Audit.

4. Send report to Area Manager/Team Leaders by the 10th working day for their action.

Area Manager/Team Leader

5. On receiving the report, take into consideration the recommendations, any other relevant information and resources available and identify and plan risk-based audits as appropriate.

· If, in the opinion of the Area Manager, there are certificate holders that require urgent risk-based surveillance which cannot be planned in the immediate future, the Area Manager should contact the General Manager for assistance.

Conducting Surveillance

Conducting an audit is described in Compliance Management Instruction 00/14. 

Forms

The following documents marked * in the above document are available on the CASA common G: drive at: 

G:/Compliance Division/

· ASSP 115 - Surveillance Planning Sheet

· ASSP 123 - Surveillance Results Report

G:/Compliance Division/Audit Report Package/
· Audit Report Package -  

· Cover Sheet

· Index of Findings

· Executive Summary

· Element Summaries

G:/Compliance Division/Operations Check Forms/

· ASSP 777.1 - Operations Check Cover Sheet

· ASSP 777.2 - Operations Check Summary

· ASSP 777.3 - Operations Check Summary of Findings
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