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CHAPTER FOUR  

Tools used in AIS and Cartography 
Oversight



COURSE CONTENT

 Aviation Safety Oversight and the USOAP-CMA;

 The AIS and Cartography Safety Oversight

 Development and Review Regulations and other Oversight Documentation

 Tools used in AIS and Cartography oversight

 Audit/Inspection of an AIS and Cartography Providers

 Post-Audit Activities and audit/inspection Outcomes

 AIS and Cartography Competency Assessment and Certification (CE - 6)

 Continuous Surveillance of an AIS and Cartography provider (CE -7)

 Resolution of AIS and Cartography safety issues (CE - 8)

 Enforcement of AIS and Cartography Related Standards and Regulations (CE - 8)



COURSE OBJECTIVES

At the end of this course the participant should be able to:

 Describe the ICAO Safety Oversight function and the USOAP/CMA;

 Demonstrate an understanding of the State Safety Oversight including the AIS and 
Cartography Inspector Roles within the Oversight organization

 Understand the duties and responsibilities an AIS and Cartography Inspector;

 Develop and Review Regulations, Guidance Material and other oversight documentation

 Develop and effectively utilize the tools used for the oversight of AIS and Cartography 
Service Providers;

 Conduct an Audit of an AIS and Cartography Service provider;

 Write and disseminate an audit report and undertake follow-up activities;

 Be able to undertake Resolution of safety issues and enforcement actions



• ICAO Doc 9734 indicate that the CAA must have comprehensive documented policies
and procedures which establish expected standards of service for all inspector-related
tasks.

• Policies and procedures should at least explain departmental values, codes of conduct,
operational procedures, and internal reporting and recordkeeping requirements.

• Procedures and other regulatory provisions should provide guidance to inspectors in
discharging their duties.

• Adherence to them protects inspectors in case an authority action or decision is
challenged.

• Other safeguards could include documented government policies providing the
individual inspector with the full legal support and representation of the government
when circumstances could lead to the an inspector facing judicial prosecution.
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Introduction



Tools for Safety Oversight
The Inspector needs to be provided with tools to enable them undertake the required 
wide range of technical duties involved in safety oversight. These may include:
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Primary Working Tools Other Tools
1. The Primary law/Civil Aviation 

Act/Code;

2. Applicable Civil Aviation 
Regulations; 

3. Inspection Surveillance and Audit 
Manual (policy);

4. TGMs

a) Inspectors’ Handbook;

b) Orders;

c) Advisory Circulars;

d) Audit/Inspection Checklists, 
forms, templates;

1. Adequate office space

2. Communication facilities 
(Telephones, Access to the 
Internet) 

3. Manual or electronic Technical 
library

4. Transportation (to facilitate 
movement), 

5. Office Automation



The Primary Law / Legislation

• This is the national legislative instrument known as the “civil aviation act”
or “civil aviation law” that is applicable to all individuals and
organizations subject to the laws of the State concerned.

• It relates to the operation and navigation of aircraft while within its
territory, the registration of aircraft in the State, and the flight and
manoeuvring of aircraft, including the certification and licensing of
personnel.

• Forms the basis of and gives power to subsidiary regulations.
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• It a law that is comprehensive, effective and commensurate with the size
and complexity of the State’s aviation activity, and consistent with the
requirements contained in the Convention on International Civil Aviation.

• It enables the oversight and management of civil aviation safety and the
enforcement of regulations through the relevant authorities or agencies
established for that purpose.

• The aviation law provides personnel performing safety oversight functions
access to the aircraft, operations, facilities, personnel and associated
records, as applicable, of individuals and organizations performing an
aviation activity.
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The Primary Law/Legislation



• Enables the State through an empowered CAA, to proactively and
effectively regulate and supervise civil aviation activities in relation to AIS
and Cartography services, among others.

• It contains the legal basis for enforcement, including the ability to impose
operating restrictions, suspend or revoke licences, certificates,
authorizations or approvals as well as impose financial penalties.
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The Primary Law/Legislation



Civil Aviation Regulations 

• Like any other regulatory tools, civil aviation regulations consist of rules 
that, if not complied with, can lead to an undesired outcome; 

• From the service provider’s perspective, meeting prescriptive 
requirements entails implementing the regulations without deviation;

• only one way of demonstrating compliance;

• Deviation from prescriptive regulations is generally granted by means of 
exemption from the regulations

• It is recommended that regulations take a performance-based approach, 
where the requirement  focuses on “what needs to be achieved” or on the 
outcomes and not a prescriptive approach, where the command focuses 
on the “how things must be done” and on the means to achieve an 
outcome;
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• Standards which enable performance-based regulations are expressed in 
terms of the desired outcome; 

• the service provider demonstrate that its proposed approach will achieve 
the desired outcome;

• Example from Annex 15: 

a) 3.5.1 Automation shall be applied in order to ensure the quality, 
efficiency and cost-effectiveness of aeronautical information services.

b) 3.5.2 Due consideration to the integrity of data and information shall 
be given when automated processes are implemented and mitigating 
steps taken where risks are identified. 11

Civil Aviation Regulations 



• They should also be written in such a way that they can be easily
understood and used by the industry as well as by safety oversight
inspectors in the execution of their day-to-day activities.

• States shall give immediate notification to the International Civil Aviation
Organization of the differences between its own Practice (Regulations)
and standards established in the annexes.

12

Civil Aviation Regulations 



 SARPs & PANS provisions that should be adopted by the State for the 
regulation of AIS and Cartography Service providers are documented in 
the following annexes to the convention: 

 Annex 4 - Rules of the Air;

 Annex 15 - Aeronautical Information Services;

 Doc 10066 - PANS-AIM Doc 10066.

 Doc 8400 - PANS-ABC
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Civil Aviation Regulations 



 The inspector is reminded to take note of areas where the state has filed
differences by making the appropriate reference to the AIP.

 As a reminder the following are few scenarios requiring the notification of
differences:

a) A situation in which the State does not bring its practices into full accord
with the Standard. - when a Contracting State has incorporated a Standard
into its national regulations, but has only partially implemented or applied it
in practice.

b) A situation in which the State’s regulation (or lack thereof) differs from the
Standard. CAA applies a Standard in practice, but has not incorporated it
into its national regulations.

c) A situation in which the State does not comply with a Standard in all
respects: - not incorporated a Standard into its national regulations and not
implemented or applied it in practice. 14

Civil Aviation Regulations 



 The DGCA is responsible for the development of audit and inspection
policy and procedures.

 The manual outlines the general audit policy and procedures; and

 serves as the principal guidance document for the conduct of inspections
and audits of certificate holders;
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CAA Audit Policy



 All CAA surveillance decisions need to be properly documented for future
reference.

 The documentation should be sufficiently detailed such that a person not
familiar with the inspection or audit can understand how the decision was
arrived at;

 It is recommended that as a minimum the required documentation
should include:

a) The decision e.g. compliance vs. non-compliance

b) The rationale or thinking used to arrive at the decision

c) The relevant factors on which the decision was anchored

d) Key evidence on which the decision was based
16

CAA Audit Policy



Safety philosophy

 The CAA’s safety philosophy is to be premised on the fact that an
acceptable level of safety is maintained only if participants voluntarily
comply with the applicable regulations;

 The regulated entities should know and apply their own documented
procedures.

 The regulations are designed to be minimum standards.

 Anything less than full compliance shall be considered unacceptable and
requires a corrective action;
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CAA Audit Policy



Surveillance process

In carrying out the surveillance function the CAA’s operational groups have the
following broad responsibilities:

a) Developing and adjusting the surveillance programme according to risk;

b) Selecting and applying the appropriate surveillance tools;

c) Scheduling surveillance activities, assigning staff and resources;

d) Maintaining records of surveillance activities;

e) Maintaining a repository of the identified findings and other relevant data;

f) Following up on the implementation and closure of corrective actions;

g) Selecting and applying (or recommending) appropriate regulatory action
where necessary to ensure compliance with the rules;

h) Reporting on the performance and results of CAA surveillance; 18

CAA Audit Policy



Role of the DGCA

The Director General shall be responsible for the approval of Audit and
Surveillance Policy and procedures.
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CAA Audit Policy



The Director Safety shall be responsible to the DGCA for the management
of the Safety Audit Programme which includes:-

a) Defining audit policy, procedures and training standards;

b) Managing and conducting the audit procedures training course(s);

c) Maintaining the Inspection Surveillance and Audit Manual and assisting
in the development and management of other support manuals;

d) Administering the programme to ensure that Civil Aviation audit policies
and procedures are applied uniformly within the area of control of the
CAA; and

e) Coordinating audits, including participation where necessary conduct of
inspections and audits of certificate holders within the CAA. 20

CAA Audit Policy



Authority of the Inspector

The CAA inspectors are designated to conduct inspections of the service

provider’s services and facilities. The following guidelines ought to apply.

a) all regulated entities shall be audited at least once every year.

b) each audit will encompass all functional areas

c) the functional units(departments) shall develop a comprehensive audit

programme to capture all organizations.

d) all audits shall be conducted in accordance with the approved procedures

and checklists

e) Each department will develop and implement a procedure for monitoring

the progress of the audit corrective action plan by the audited organisation21

CAA Audit Policy



Triggers for Increased Surveillance

Notwithstanding the frequency of inspections the Director may vary the surveillance 
frequency of an organization as a result of a number of factors. Typical triggers justifying a 
long-term increase in scheduled surveillance are:

a) An operator’s history of non-compliance;

b) Significant safety-related incidents;

c) A rapid expansion in company activities;

d) Introduction of cost cutting measures and re-organization arising from poor financial 
performance by the company;

e) A significant change to the area or type of operation, or to the company or its 
operational management;

f) The introduction of a new aircraft type; 

g) Industrial unrest. 22

CAA Audit Policy



The scope of an audit shall be influenced by the following:

a) the category, type and classification of the audit;

b) the period back in time that entity’s systems were reviewed;

c) the enforcement record of the organization;

d) the duration since the last audit (frequency of inspection);

e) the confidence in corrective actions taken by the organization as a result
of a previous audit; and

f) financial resources available.
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CAA Audit Policy



Technical Guidance Material (TGM)and Procedures

• TGM Serve two Purposes:

 to provide guidance to technical personnel (Both inspectorate and Service 
provider’s) on how to accomplish their specific functions and activities. 

 to ensure that safety oversight functions and activities are carried out in an 
effective and standardized manner.

• States should develop and publish their own technical guidance material.

• Such guidance material should address all activities of the State’s aviation authority 
and all the tasks performed by its staff
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TGMs include:

• Inspector’s Handbook –outlines general audit policies and procedures and serves as 
the principal guidance document for the conduct of audits by the AIS and Cartography 
Inspectors. The handbook addresses the following:-

a) planning of inspections and audits 

b) evaluating the safety significance of audit/inspection findings; and

c) Recording of outcomes the results

• Advisory Circulars – the publication sheds more light to existing regulatory provisions 
on how the service provider should comply e.g. implementing QMS by the service 
provider. 

• Orders – Provide guidance to regulatory staff on procedures and the conduct of 
specific oversight activities ( how to);

• Forms and Templates – Used for collection of data in a standardized format i.e. 
certification application form, Corrective Action Plan (CAP) form.
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Technical Guidance Material (TGM)and Procedures



It is prudent that the CAA provides a conducive work environment for the
inspectors

This may entail availing adequate office space, seats, work desks,
telephones, internet, technical library, document repository,
transportation, office automation and other social welfare aspects.
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Other tools



Audit/Inspection Checklists

 A checklist is a listing of critical process activities needed to complete 

the process or operation successfully

 It is used as a real‐time verification that the critical process step has been 

completed;

 Checklists can be an effective control tool when designed, used, and 

supported properly.
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Technical Guidance Material (TGM)and Procedures 



Audit/Inspection Checklists

Why checklists?

a) Ensure we accomplish the critical elements of an activity

b) Help reduce inadvertent errors

c) Helps to standardize results when the “human factor” is a significant 

source of variation

d) Are useful when observing/reviewing processes that are complex or 

involve repetitive tasks

e) should reference applicable requirements
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Technical Guidance Material (TGM)and Procedures 



Audit/Inspection Checklists

a) Purpose

i. Helps to ensure that all inspections are conducted in a consistent and uniform way 

ii. Helps to document outcomes properly;

iii. provide a systematic approach for the conduct of inspections

iv. designed to identify specific items for review against the applicable regulatory requirement

b) Applicability

The checklists ought to:

i. Be checked against the latest regulatory amendment or standard to ensure that they reflect 
the current requirement;

ii. Be supplemented where applicable to include processes and forms specified in the 
appropriate guidance manual;

iii. Be completed or, where areas have not been completed, this should be annotated on the 
checklist; and

iv. be signed and dated by the team member using the checklist.
29

Technical Guidance Material (TGM)and Procedures 



Audit/Inspection Checklists

• Use of the checklists is mandatory,

• assist Inspectors/Auditors in determining the level of conformance to 
regulatory requirements. 

• helps in determining the strengths and weaknesses of the ANSP’s control 
system 

• Depending on the type of inspection, each item on the checklist need not 
be checked.  

• However, this system will be most effective if all items are evaluated.
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Technical Guidance Material (TGM)and Procedures 



Audit/Inspection Checklists

During the certification process: 

a) checklists used in the evaluation process should be properly completed and 
recorded

b) completed checklists, together with associated records, should document the 
results of all the verifications performed.

c) for each checklist item, the inspector should document the relevant detailed 
references (e.g. specific references in a manual) and facilities/equipment/other 
aspects reviewed on site. 

d) copies of documentation reviewed should be kept, as well as minutes or reports 
of on-site audits/inspections conducted or tests performed. 

e) records are necessary to prove the effectiveness and ensure traceability of the 
certification /licensing/ approval activities performed. 31

Technical Guidance Material (TGM)and Procedures 



Audit/Inspection Checklists

Doc 9734 para 3.5.5 states that ..It may be useful to develop guidance for 
some items of the checklists as necessary, describing:

a) what is to be verified;

b) by which method (e.g. whether this item calls for a document review or a 
physical inspection);

c) the type of results to be obtained (e.g. physical measurement, test 
results to be recorded, copy of a service provider’s document, interview 
evaluation); and

d) how completed checklists and related documents should be filed.
32

Technical Guidance Material (TGM)and Procedures 



Developing an Inspection Checklist:

The following steps may apply during the development of a checklist for inspection /audit 
purposes:

• Identify the specialty or domain where there is a checklist gap 9 i.e. charting, AIS-
Publications, AIS Data management etc

• Identify the policy, regulatory and procedure documents

• Have a deep understanding of the policy regulations and procedures

• should be as narrow and as focused as possible

• Turn the requirements into questions.

• Use of closed questions advocated however in some circumstances use of open ones may 
apply

• Include a remarks section to give further insight into the response

• The audit team will use the checklist(s) during the audit to record data regarding each of 
the audited facilities/sectors/areas. 33
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Annex 15 Requirement

2.1.5 Each Contracting State shall ensure that formal arrangements are established between
originators of aeronautical data and aeronautical information and the AIS in relation to the
timely and complete provision of aeronautical data and aeronautical information.

Transposed Regulation

The AISP shall establish formal arrangements with the originators of aeronautical data and
aeronautical information in relation to the timely and complete provision of aeronautical data
and aeronautical information.

Checklist Questions to the AISP on the regulation

a) Have you identified the originators of aeronautical data and aeronautical information?

b) Have you established a point of contact with the originators of aeronautical data and
aeronautical information?

c) Do you have any form of formal arrangements with the originators of aeronautical data
and aeronautical information in relation to the timely and complete provision of
aeronautical data and aeronautical information? 34

Illustrations / Examples



Annex 4 Requirement

1.3.3 A Contracting State shall take all reasonable measures to ensure that the
information it provides and the aeronautical charts made available are adequate and
accurate and that they are maintained up to date by an adequate revision service.

Transposed Regulation

The AISP shall ensure that the information it provides and the aeronautical charts made
available are adequate and accurate and that they are maintained up to date by an
adequate revision service

Checklist Questions to the AISP on the requirement

a) How do you undertake aeronautical data and aeronautical information
validation and verification before publication?

b) Do you have an inventory of the aeronautical charts that are availed to users

c) What are the strategies that you have put in place to ensure that the
aeronautical charts are maintained up to date by an adequate revision service.
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Illustrations / Examples
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Illustrations / Examples

Checklist Question Compliance 
(Yes/No)

Evidence and/or 
Observations

Regulatory Reference

Does the AIP contain a 
list of significant 
differences between 
the national 
regulations and 
practices of the State 
and the related ICAO 
Standards, 
Recommended 
Practices?



Importance.

• Forms are an integral tools of undertaking inspections and Audits

• They standardize the data collection and representation;

• Forms aid the capture of required information following audits/Inspections that 
may range from a simple observation of an activity to the detailed analysis of a 
system;
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Forms, Templates and Audit Checklists 



Types.

a) Finding form – used to document a non-conformance to a specified 
regulatory requirement or company approved procedure, identified during 
an audit and documented on a finding form

b) Inspection report form - consolidates the findings identified during an 
audit process and provides a summary of the audit findings. Helps to 
document findings where non-conformance has been confirmed
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Forms, Templates and Audit Checklists 



Types.

Corrective action Request form.

• Helps to document non-conformance 

• for each non-conformance, correctly identify the regulatory requirement or 
company approved procedure to which it applies or insert the reference  in 
reference in approved manuals

• Classify the non-compliance in terms in terms of levels depending on the 
severity or lead time to resolve the finding.
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Forms, Templates and Audit Checklists 



Other Forms.

a) Correction Action Plan

b) Corrective Action Plan Evaluation Form

c) Inspection checklist for AIS /NOF/Cartography operations
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Forms, Templates and Audit Checklists 



• Explain in detail the provisions contained in each of the 
forms and checklists listed.
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Forms, Templates and Audit Checklists 



Exercise No.2

Development of Audit/ 
Inspection Checklist 



End of Chapter 4

Thank You


