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FLIGHT OPERATIONS STATION AUDIT REPORT
Section 1 – Audit / Inspection Details
	AOC
                                                                                              
	Department
                                                                         

	Station
                                                                         
	Doc Identifier
                                                                         

	Section
                                                                         
	Inspection Date(s)
                                                                         

	Team composition
	Inspector
                                                
	Position
                                                                         

	
	Inspector
                                                
	Position
                                                                         


Note: Check box should be filled with either ☒ or N/A and when the remark box is ticked, comment box should also be filled in sequence.

	Ref
	Item
	Chk
	Rmk

	A
	Availability (List of Manuals)

	1
	Ground Ops Manual
	☐	☐
	2
	IATA Publications
	☐	☐
	B
	Control & Distribution

	1
	CD Copy No
	☐	☐
	2
	Process receive & return
	☐	☐
	C
	Available in Intranet / Extranet

	1
	Access to Staff
	☐	☐
	2
	How
	☐	☐
	3
	Updates in PC
	☐	☐
	D
	Manual Updates & Distribution

	1
	Latest GOM ref annotated on CD
	☐	☐
	2
	Read & Sign
	☐	☐
	3
	[bookmark: _GoBack]Notice/Memo
	☐	☐
	E
	Contract & Agreement

	1
	AOC – Validity / DGR Approval
	☐	☐
	2
	SGHA  – Cover B787 – Expiry / Stamped / Annex
	☐	☐
	3
	SLA
	☐	☐
	4
	Tenancy Agreement RB & Airport (DCA)
	☐	☐
	F
	Control & Format

	1
	Identification
	☐	☐
	2
	Date effective
	☐	☐
	3
	Ref no
	☐	☐
	4
	Distribution list
	☐	☐
	5
	Responsibility – authorize
	☐	☐
	G
	Records System

	1
	Identification
	☐	☐
	2
	Legibility
	☐	☐
	3
	Maintenance
	☐	☐
	4
	Retrieval
	☐	☐
	5
	Protection and security
	☐	☐
	6
	Disposal or deletion (electronic records) & back up
	☐	☐
	H
	Distribution of notices, GSN

	1
	Policy that informs applicable laws, regulations and procedures
	☐	☐
	2
	Signatory
	☐	☐
	3
	External organisation
	☐	☐
	4
	Intranet / Extranet
	☐	☐
	I
	Types of Flight Files:

	1
	Arrival and departure report
	☐	☐
	2
	Load sheet
	☐	☐
	3
	General declaration form
	☐	☐
	4
	Passenger manifest
	☐	☐
	5
	Passenger Information Sheet
	☐	☐
	6
	Cargo manifest
	☐	☐
	7
	NOTOC (if applicable)
	☐	☐
	J
	TOR

	1
	Qualification
	☐	☐
	2
	Deputise
	☐	☐
	3
	Process delegation – (documented)
	☐	☐
	4
	Prerequisite criteria for each position
	☐	☐
	K
	1. Training Requirement

	1
	HF / SMS / LBC / DGR
	☐	☐
	2
	Ramp safety
	☐	☐
	3
	Validation period
	☐	☐
	
	2. Record Retention System

	4
	Monitored by & access
	☐	☐
	5
	Materials / Content
	☐	☐
	6
	Training Program (Initial / Recurrent)
	☐	☐
	7
	Written test / Practical
	☐	☐
	
	3. Trainer / Instructor

	8
	Certified & Certification
	☐	☐
	L
	Training for personnel that perform

	1
	Load control functions
	☐	☐
	2
	Aircraft handling functions (including aircraft loading)
	☐	☐
	3
	Operate a vehicle in the performance of duties in airside operations
	☐	☐
	M
	Station Self Review Reporting

	1
	Previous audit
	☐	☐
	2
	Continually monitor and assess
	☐	☐
	3
	Filing of past audit records
	☐	☐
	N
	Contract / Agreement

	1
	Processes
	☐	☐
	2
	Identify specifications
	☐	☐
	3
	Monitoring process (ongoing)
	☐	☐
	4
	Outsourced operations / functions formally documented
	☐	☐
	5
	Conducted (outsourced functions) in a manner: meets the operational safety and security requirements
	☐	☐
	O
	Local Emergency & Accident Plan

	1
	Documented
	☐	☐
	2
	Notices
	☐	☐
	P
	Provision of resources

	1
	Furniture & Workspace
	☐	☐
	2
	Climate control / well lit
	☐	☐
	3
	Safety Equipment (Fire fighting)
	☐	☐


	CHECK-IN AREA

	Ref
	Item
	Chk
	Rmk

	A
	Check-in procedures

	1
	Observe the baggage condition
	☐	☐
	2
	Check the passenger carry-on items (cabin baggage), ensure the size does not exceed maximum allowed dimensions and weight
	☐	☐
	B
	Procedures for passenger handling personnel to alert passengers (DG)

	1
	Are specifically prohibited in hold baggage (e.g. spare lithium batteries, powerbanks, etc.)
	☐	☐
	2
	Must be removed from cabin baggage when cabin baggage cannot be accommodated in the passenger cabin
	☐	☐
	3
	Special notices
	☐	☐
	C
	DG Notices / Lithium battery notices

	1
	Ticketing areas
	☐	☐
	2
	Check -in areas
	☐	☐
	3
	Boarding areas
	☐	☐
	D
	Lithium provisions

	1
	Prohibited: UN3480 Li-ion batteries
	☐	☐
	2
	Prohibited: UN3090 Li-metal batteries
	☐	☐
	
	Spare Lithium batteries are permitted in carry-on under certain conditions.
	☐	☐
	E
	Personalised Battery Powered Vehicle

	1
	Totally prohibited on RBA flights as checked baggage and carry-on baggage, with or without battery
e.g. Hoverboards
	☐	☐


	RAMP AND LOAD CONTROL

	Ref
	Item
	Chk
	Rmk

	A
	Load Control System

	1
	Aircraft weight and balance correct and within limits
	☐	☐
	2
	Aircraft loaded in accordance with applicable regulations and specific loading instructions (LIRF)
	☐	☐
	3
	Dissemination of DG and other special load information applicable
	☐	☐
	4
	Information, to include last minute changes, that is in agreement with the actual load on the aircraft and presented on a final loadsheet
	☐	☐
	B
	Ensure weight and balance calculations

	1
	Are based on current aircraft weight and balance data
	☐	☐
	C
	Records are retained for a period in accordance with requirements of the regulatory authority, but no less than three months. Flight Files – copy of:

	1
	Arrival and departure report
	☐	☐
	2
	Load sheet
	☐	☐
	3
	General Declaration form
	☐	☐
	4
	Passenger Manifest
	☐	☐
	5
	Passenger Information Sheet
	☐	☐
	6
	Cargo Manifest
	☐	☐
	7
	NOTOC
	☐	☐
	D
	The person preparing Load and Balance document must be named on document
	☐	☐
	E
	Manual Load Sheet

	1
	Monthly
	☐	☐
	2
	Records
	☐	☐
	F
	Notification: information pertaining DG to pilot-in-command (PIC)

	1
	NOTOC
	☐	☐
	G
	Legible copy of the DG (NOTOC) information is provided to the PIC

	1
	Is retained on the ground
	☐	☐
	2
	Includes an indication that the PIC has received the information
	☐	☐
	H
	Loading and Load sheet activities are not completed and aircraft not clear to leave until the Ramp Official responsible for the departure is satisfied that the Load sheet (aircraft and ground copies) and Loading Instruction / Report show the same loads.
This must be verified through a cross-check of both documents at the aircraft side.
	☐	☐
	I
	Inspection and identifying of the aircraft exterior and adjacent airside areas

	1
	Surface
	☐	☐
	2
	The apron is clear of items that might cause aircraft FOD (Foreign Object Damage)
	☐	☐
	3
	Aircraft servicing doors and panels are closed and secure (departure)
	☐	☐
	4
	Power cables and loading bridge are detached (departure)
	☐	☐
	5
	Equipment and vehicles are positioned clear of the aircraft movement path
	☐	☐
	6
	Adequate clearance exists between the aircraft and facilities or fixed obstacles along the aircraft movement path
	☐	☐
	7
	Chocks are removed from all wheels
	☐	☐
	J
	Loading procedures

	1
	In accordance with written loading instructions
	☐	☐
	2
	In a manner that satisfies weight and balance requirements
	☐	☐
	K
	Staff responsible for aircraft loading must be conversant with the regulations. Clear instructions must be given by radio or any suitable means, when load has been change from the original loading instruction
	☐	☐
	L
	DG as cargo

	1
	Qualified individual is designated to be responsible for the correct loading and securing
	☐	☐
	2
	Procedures damaged or leaking
	☐	☐
	3
	Procedures when an aircraft has been contaminated
	☐	☐
	4
	Undeclared or misdeclared DG cargo
	☐	☐
	5
	Damage / Irregularities Cargo: Procedures & Documented
	☐	☐
	M
	Opening and/or re-opening and closing aircraft cabin and/or cargo access doors
	☐	☐
	1
	Current edition of IATA DGR
	☐	☐
	2
	Satisfy cargo operations safety and security requirements
	☐	☐
	3
	Facilities, Storage –Special Cargo (AVI, PER, VAL)
	☐	☐
	4
	Workspace, work environment
	☐	☐
	5
	Equipment and supporting services
	☐	☐
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	Comment
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