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CABIN SAFETY END OF CYCLE AUDIT CHECKLIST
Section 1 – Audit / Inspection Details
	AOC Holder

	Date
                                                                    

	[bookmark: UnitFleet]FOI
                                                                    
	Location
                                                                    

	[bookmark: Location]Safety Training Manager
                                                                    
	Operations Head Office
                                                                    

	Cabin Crew Manager
                                                                    
	Training Facilities
                                                                    


Section 2 – Organisation & Management
	1. Operational Management

	a. Cabin Crew Management Structure
· Is it appropriate to scale and scope of operation?
· Is there a nominated deputy?
	

	b. Reporting Lines 
· to accountable NP(s)
	                                                                    

	c. Terms of Reference 
· Are ToR adequate to scale and scope of operation?
· Do ToR fully reflect manager’s responsibilities?
· Are responsibilities appropriate to post?
· Are managers rostered adequate times to fulfil ToR?
	

	d. Local Procedures
· Are procedures documented?
· Is documentation controlled?
	

	e. Management Meetings
· Documented in OM/LPM?
· Held in accordance with documented frequency?
· Attended by required managers?
· Minutes recorded?
· Action items completed?  
	

	2. Oversight / Compliance Monitoring (QA)

	a. Process for ensuring compliance
· Is it documented?
· Is it effective?
· Is it being followed?
	                                                                    

	b. [bookmark: _GoBack]Schedule 
· Is it appropriate to scale of operation (frequency and scope)?
· Is it being achieved?
	                                                                    

	c. Scope
· Is it appropriate to scale of operation?
· Are sub-contracted processes (i.e. training) included?
	                                                                    

	d. Reporting
· How are audits recorded?
· How are non-conformities recorded?
	                                                                    

	e. Closure 
· How is person responsible for closure action advised?
· How are non-conformities monitored to ensure timely closure?
· How is closure reported?
· How is closure evaluated to ensure effective corrective action, root cause analysis and preventive action?
	                                                                    

	3. Incident Reporting

	a. Process for reporting mandatory 	occurrences
· Is it documented?
· Is it effective?
· Is it being followed?
	

	b. Reporting
· How are incidents reported?
· How are reports recorded?
· How are reports assessed to determine if further action required?
	

	c. Closure 
· How is person responsible for closure action advised?
· How are reports monitored to ensure timely closure?
· How is closure reported?
· How is closure evaluated to ensure effective corrective action, root cause analysis and preventive action?
	


Section 3 – Document Control (Operations)
	1. Control of OM CSPM

	a. Responsibility
· Who controls contents?
· What oversight does accountable NP have?
	

	b. Amendment
· Frequency
· How are contents reviewed to ensure applicability, effectiveness and compliance?
· What review is made of contents to address trends identified by company reporting procedure?
· How is regulatory & guidance material captured and evaluated?
· What evaluation is made to ensure compliance of amendments?  
· Where is process documented?
	

	c. Safety Information (Notices)
· How are temporary amendments notified?
· How are temporary amendments controlled (date of validity, date for review)?
· What is the process for ensuring accessibility to safety information (availability to individuals, on aircraft etc)?
· Where is process documented?
	                                                                    


Section 4 - Training
	1. Organisation & Management

	a. Training Management Structure
· Is it appropriate to scale and scope of operation?
	                                                                    

	b. Lines of Report
· to accountable NPH(s)
	                                                                    

	c. Terms of Reference 
· Are ToR adequate to scale and scope of operation?
· Do ToR fully reflect manager’s responsibilities?
· Are responsibilities appropriate to post?
· Are managers rostered adequate times to fulfil ToR?
	                                                                    


	d. Instructors
· Appropriate number to scale of training
· Qualification
· Standardisation
	                                                                    

	e. Local Procedures
· Are procedures documented?
· Is documentation controlled?
	                                                                    

	f. Management Meetings
· Documented in OM / LPM?
· Held in accordance with documented frequency?
· Attended by required managers?
· Minutes recorded?
· Action items completed?
	                                                                    

	2. Oversight / Compliance Monitoring

	a. Process for ensuring compliance
· Is it documented?
· Is it effective?
· Is it being followed?
	                                                                    

	b. Schedule 
· Is it appropriate to scale of operation (frequency and scope)?
· Is it being achieved?
	                                                                    

	c. Scope
· Is it appropriate to scale of operation?
· Are sub-contracted processes included?
	                                                                    


	d. Reporting
· How are audits recorded?
· How are non-conformities recorded?
	                                                                    


	e. Closure 
· How is person responsible for closure action advised?
· How are non-conformities monitored to ensure timely closure?
· How is closure reported?
· How is closure evaluated to ensure effective corrective action, root cause analysis and preventive action?
	                                                                    


	f. Management Meetings
· Documented in OM / LPM?
· Held in accordance with documented frequency?
· Attended by required managers?
· Minutes recorded?
· Action items completed?
	                                                                    


	3. Representative Training Devices

	a. Doors / Exits
· Representative of all features and modes of operation?
· How was data obtained to ensure required forces are representative?
	                                                                    


	b. Maintenance Schedule
· Is it documented?
· Is scope adequate?
· Is frequency adequate?
· Are scope and frequency achieved?
	                                                                    


	c. Defect Reporting 
· Where is procedure documented?
· How are defects recorded?
· How are defects reported to maintenance provider?
· How is rectification recorded and monitored?
	                                                                    


	4. Training Equipment and Facilities

	a. Facilities
· Accommodation appropriate for scale and scope of training.
	                                                                    


	b. Equipment
· Representative of equipment carried?
· Process for reporting defects and ensuring serviceability
	                                                                    


	5. Training Records

	a. Responsibility
· Who ensures records are completed and maintained?
· Where is process documented?
	                                                                    


	b. Documentation
· Where are records documented?
· Is all required training / checking recorded?
· Evidence of;
· Attestation
· Aircraft Type Document
· Medical Report
· Summary of Training
· What is the process for amending / controlling?
· Are records retained for required time?
· What back up is made of electronic records?
	                                                                    


	c. Expiry Dates
· Are all required recurrent expiries monitored?
· How is training monitored for validity / expiry?
· How is training rostered?
· How are non-attendees identified and re-rostered?
· What measures are there to prevent operation when out of check?
	                                                                    



Section 5 - Document Control (Training)
	1. Control of OM Part D

	a. Responsibility
· Who controls contents?
· What oversight does accountable NP have?
	                                                                    


	b. Amendment
· Frequency
· How are contents reviewed to ensure applicability, effectiveness and compliance?
· How is regulatory & guidance material captured and evaluated?
· What evaluation is made to ensure compliance of amendments?  
· Where is process documented?
	                                                                    


	c. Training Information (Notices)
· How are temporary amendments notified?
· How are temporary amendments controlled (date of validity, date for review)?
· What is the process for ensuring accessibility to training information?
· Where is process documented?
	                                                                    

	2. Control of Lesson Plans

	a. Responsibility
· Who controls contents?
· What oversight do responsible manager / accountable NP have?
	                                                                    

	b. Amendment
· Frequency
· How are contents reviewed to ensure compliance with OM Part D?
· How are amendments notified?
· Where is process documented?
	                                                                    


Section 6 – Additional Information
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