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	Date of Inspection 
	Ground Handling Service Provider 
	Name of Inspector

	
	
	

	
	
	

	
	
	


	Item
	Organization  /REF: OPS-1.175
	NA
	S
	US
	Finding Description

	1
	Ground Handling Facility Organization Chart

a.
Any vacant Post? 

b.
Is the chain of command clear?

c.
Copies of the staff contracts available?
	
	
	
	

	2
	a ) Management and Organization - Ground Handling staff – Is the number of ground handling staff sufficient to the nature and scale of operations?

b) Does the Ground Handling Operator have an organization chart published in the operations manual?
	
	
	
	

	3
	Does the Operator have a process to delegate duties within the management system for ground handling operation that ensures managerial continuity is maintained?
	
	
	
	

	4
	Does the operator have a contract or service level agreement with the third party Ground Handling Agent prior to obtaining ground operations / handling services?
	
	
	
	

	5
	Does the contract contain elements and requirements on the operator’s ground operations?
	
	
	
	

	6
	Does the third party Ground Handling Agent include in the operations manual a provision to allow CAA inspectors to have access and examine all safety aspects of the services or operations?
	
	
	
	


	Item 
	Aircraft OFFLOAD/ARRIVAL /REF :  OPS-1.1045
	NA
	S
	US
	Finding Description

	1
	Proper hearing protection is used by all employees.
	
	
	
	

	2
	Proper safety footwear is worn by all employees.
	
	
	
	

	3
	High visibility /reflective clothing is worn
	
	
	
	

	4
	An FOD inspection has been made, FOD removed and properly disposed.  
	
	
	
	

	5
	All equipment is positioned outside aircraft clearance lines.
	
	
	
	

	6
	The gate area is clear. 
	
	
	
	

	7
	The bridge is fully retracted.  If driveable type it is parked within its “Ramp Box”
	
	
	
	

	8
	The bridge operator makes a visual check for clearance and the area beneath and within the travel of the boarding bridge is clear 
	
	
	
	

	9
	The gate and bridge areas are ready for arrival
	
	
	
	

	10
	The bridge operator uses hearing protection
	
	
	
	

	11
	There are not any obstructions present in the bridge
	
	
	
	

	12
	Fall protection devices (doors/barriers) are utilized on the bridge
	
	
	
	

	13
	The proper hand signals are used by marshaller, if marshaller is used
	
	
	
	

	14
	Wands are used for marshalling and all signalling (illuminated in low visibility)


	
	
	
	

	15
	Aircraft chocks are properly installed according to airline procedures
	
	
	
	

	16
	The grounding cable is connected to grounding point on Nose Leg (where available)
	
	
	
	

	17
	Personnel wait until the aircraft has stopped, is chocked, anti-collision light off, engines shut down and “all clear” given by marshaller before approaching
	
	
	
	

	Item 
	Aircraft OFFLOAD/ARRIVAL /REF :  OPS-1.1045
	NA
	S
	US
	Finding Description

	18
	Wingtip/engine cones are properly positioned according to airline procedures
	
	
	
	

	19
	The bridge operator is alert to devices on the fuselage
	
	
	
	

	20
	Bridge warning devices operate (beacon, bell, etc.)
	
	
	
	

	21
	The bridge auto levelling system is deployed and operating
	
	
	
	

	22
	The boarding bridge is properly lighted
	
	
	
	

	23
	The bridge is properly aligned to the aircraft
	
	
	
	

	24
	The weather canopy is deployed to the aircraft
	
	
	
	

	25
	Employees observe ramp safety rules (no horseplay, no smoking, etc.
	
	
	
	

	26
	Employees adhere to the “no seat, no ride rule”
	
	
	
	

	27
	Employees walk rather than run on the ramp
	
	
	
	

	28
	Local speed limits are observed by all drivers
	
	
	
	

	29
	Roadways are used by equipment operators
	
	
	
	

	30
	A guide-person is used when positioning equipment in confined areas
	
	
	
	

	31
	A guide-person is used when backing equipment to the aircraft
	
	
	
	

	32
	A guide-person is used when positioning high-reach trucks
	
	
	
	

	33
	After positioning elevated units to the aircraft, stabilizers are immediately deployed
	
	
	
	

	34
	All vehicles make a stop for a brake check at the distance from the aircraft required by the airline
	
	
	
	

	35
	The areas around cargo/passenger doors are visually checked for existing damage (dents, scratches, etc.) before ground equipment approaches
	
	
	
	

	36
	Personnel check clearances when opening cargo/passenger doors
	
	
	
	

	Item N
	Aircraft OFFLOAD/ARRIVAL /REF : OPS-1.1045
	NA
	S
	US
	Finding Description

	37
	Cargo/passenger doors are opened and secured properly by authorized personnel using required signals
	
	
	
	

	38
	When mobile passenger steps are used, they are properly positioned to the aircraft.  Stabilizers are deployed
	
	
	
	

	39
	Personnel refrain from “Horseplay”
	
	
	
	

	40
	The beltloader is in the full down position with handrail stowed when approaching the aircraft, when possible
	
	
	
	

	41
	The beltloader front bumper is positioned below and away from the cargo door sill
	
	
	
	

	42
	The beltloader handrail is raised when up to a wide body aircraft
	
	
	
	

	43
	Employees refrain from walking, standing or sitting on a moving conveyor belt
	
	
	
	

	44
	Safety rails on wide body loaders are down upon approach to aircraft
	
	
	
	

	45
	The container loader is properly positioned to the aircraft with stabilizers deployed     
	
	
	
	

	46
	Loader guardrails are installed for off/on load and stowed when cargo door is closed
	
	
	
	

	47
	Employees use the ladder rather than riding up or down the loader platform
	
	
	
	

	48
	Brakes are set on vehicles
	
	
	
	

	49
	Where equipped, chocks are used on vehicles
	
	
	
	

	50
	When carts/dollies are dropped off, the tractor comes to a complete stop, the hand brake is engaged and the driver dismounts to engage the brakes
	
	
	
	

	Item N
	Aircraft OFFLOAD/ARRIVAL / REF : OPS-1.1045
	NA
	S
	US
	Finding Description

	51
	Locks on dollies are properly set prior to approach to container loader
	
	
	
	

	52
	The operator’s arms and legs are within the profile of vehicle at all times when moving
	
	
	
	

	53
	Employees use correct body mechanics when loading/unloading or lifting
	
	
	
	

	54
	Baggage is properly handled
	
	
	
	

	55
	All container/cart doors or curtains are closed and fastened after loading
	
	
	
	

	56
	Baggage tractor hood/fender/seat or top of containers are free of baggage/cargo/mail
	
	
	
	

	57
	All employees avoid driving equipment under the aircraft wing and fuselage
	
	
	
	

	58
	Employees wear protective gloves when servicing lavatories
	
	
	
	

	59
	The plug (donut) is properly installed and all access panels secured when lavatory servicing is finished
	
	
	
	

	60
	A guide-person is used when backing high-reach trucks away
	
	
	
	

	Item
	B.  AIRCRAFT ONLOAD/DEPARTU / REF: OPS-1.1045
	
	
	
	

	1
	The bridge is properly aligned to the aircraft
	
	
	
	

	2
	The bridge auto-levelling system is deployed and operating
	
	
	
	

	3
	The bridge weather canopy is deployed to the aircraft
	
	
	
	

	4
	The bridge is properly lighted
	
	
	
	

	5
	Proper hearing protection is used by all employees
	
	
	
	

	6
	Proper safety footwear is worn
	
	
	
	

	7
	Employees walk rather than run on the ramp
	
	
	
	

	8
	Local speed limits are observed by all drivers
	
	
	
	

	9
	Roadways are used by equipment operators
	
	
	
	

	10
	Operator’s arms and legs are within the profile of vehicle at all times when moving
	
	
	
	

	11
	All vehicles make a stop for a brake check
	
	
	
	

	12
	All container/cart doors or curtains are closed and fastened during transport 
	
	
	
	

	13
	Before entering cargo compartment, all containers checked for safe condition
	
	
	
	

	14
	When mobile passenger steps are used, they are properly positioned to the aircraft door.  Stabilizers are deployed
	
	
	
	

	15
	Personnel refrain from “Horseplay”
	
	
	
	

	16
	All employees avoid driving ground equipment under the aircraft wings and fuselage
	
	
	
	

	17
	Baggage tractor hood/fender/seat or top of containers are free of baggage/cargo/mail
	
	
	
	

	18
	The beltloader front bumper is positioned below and away from the cargo door sill
	
	
	
	

	19
	The beltloader handrail is raised when up to a wide body aircraft
	
	
	
	

	20
	Employees refrain from walking, standing or sitting on a moving conveyor belt
	
	
	
	

	21
	The container loader is properly positioned to the aircraft with stabilizers deployed     
	
	
	
	

	22
	Loader guardrails are installed for off/on load and stowed when cargo door is closed
	
	
	
	

	23
	Employees use the ladder rather than riding up or down the loader platform
	
	
	
	

	24
	Locks on dollies are properly set prior to approach to container loader
	
	
	
	

	25
	Brakes are set on vehicles
	
	
	
	

	26
	A guide-person is used when backing equipment to the aircraft
	
	
	
	

	27
	A guide-person is used when positioning equipment in confined areas
	
	
	
	

	28
	When carts/dollies are dropped off, the tractor comes to a complete stop, the hand brake is engaged and the driver dismounts to engage the brakes
	
	
	
	

	29
	Baggage is properly handled
	
	
	
	

	30
	Employees use correct body mechanics when loading/unloading or lifting
	
	
	
	

	31
	All required locks set/cargo nets/barriers are installed and secured before cargo doors are closed
	
	
	
	

	32
	Personnel check clearances when closing cargo/passenger doors
	
	
	
	

	33
	The correct size of tractor is used for pushback
	
	
	
	

	34
	A complete walk-around inspection is done to check that cargo/access doors are closed and secured, that there is no visible damage to the aircraft and that the gate area is clear of equipment
	
	
	
	

	35
	Ground equipment is parked to avoid jet blast/prop wash/engine ingestion
	
	
	
	

	36
	The loading bridge is retracted before start of pushback
	
	
	
	

	37
	The agent checks for clearances before retracting the bridge
	
	
	
	

	38
	The bridge operator is alert to devices on the fuselage
	
	
	
	

	39
	Bridge warning devices operate (bell, beacon, etc.
	
	
	
	

	40
	The weather door is closed when the bridge is stowed
	
	
	
	

	41
	The agent remains on the bridge until the aircraft has pushed back
	
	
	
	

	42
	Wingtip clearance cones are removed and correctly stowed (if applicable)
	
	
	
	

	43
	If the headset operator is not in the tractor they are clear of the nose gear when the aircraft is moving
	
	
	
	

	44
	When utilized, Wing walkers are in position and using proper hand signals
	
	
	
	

	45
	Wing walkers are aware of engine hazard zones
	
	
	
	

	46
	Employees understand the meaning of aircraft rotating beacons
	
	
	
	

	47
	Wands are used for marshalling and all signalling (illuminated in low visibility)
	
	
	
	

	48
	Employees avoid walking under the fuselage or stepping across the tow bar
	
	
	
	

	49
	The marshaller is at the correct position to hold the aircraft brakes
	
	
	
	

	50
	The tow bar is disconnected properly
	
	
	
	

	51
	Chocks removed and correctly stowed.
	
	
	
	

	1
	Vehicles are properly maintained
	
	
	
	

	
	a)
Parking Brake - Foot Brake
	
	
	
	

	
	b)
Windshield Mirrors, Windows Cracked/dirty
	
	
	
	

	
	c)
Windshield wipers
	
	
	
	

	
	d)
Wheels/tires
	
	
	
	

	
	e)
Lights/reflectors
	
	
	
	

	
	f)
Horn/back-up alarms
	
	
	
	

	
	g)
No evidence of fluid leakage
	
	
	
	

	
	h)
Cleanliness-interior and exterior
	
	
	
	

	
	i)
Functional operating controls (levers, switches, etc.)
	
	
	
	

	
	j)
Functional operating features (belts, casters, hoses, etc.)
	
	
	
	

	2
	All vehicles requiring them have chocks
	
	
	
	

	3
	The brake systems on carts/dollies operate properly
	
	
	
	

	4
	There is a complete complement of locks on all dollies
	
	
	
	

	5
	Brakes are set on all carts/dollies
	
	
	
	

	6
	Seats are provided for any passengers riding on equipment
	
	
	
	

	7
	All safety devices are functional
	
	
	
	

	8
	Fire extinguishers are installed on specified vehicles.  Inspection tags are current
	
	
	
	

	9
	Baggage containers are checked for serviceability prior to being loaded
	
	
	
	

	10
	Sides on carts are in the up position; curtains closed during transport.  Container doors are securely closed
	
	
	
	

	11
	The beltloader is in the full down position when parked or moving on the ramp
	
	
	
	

	12
	Rear doors of trucks are closed at all times when elevated and during movement on the ramp
	
	
	
	

	13
	Trucks are driven with body lowered
	
	
	
	

	14
	Vehicle doors are closed after the driver leaves
	
	
	
	

	1
	The ramp is free of items which could cause FOD
	
	
	
	

	2
	The ramp is swept regularly
	
	
	
	

	3
	The ramp area is free of any fluid spillage
	
	
	
	

	4
	The ramp area is free of unnecessary congestion
	
	
	
	

	5
	Gates are clear of equipment which may block the arrival or departure of an aircraft
	
	
	
	

	6
	Ramp markings (taxi lines, etc.) are clearly identified
	
	
	
	

	7
	Ground equipment is parked within marked areas
	
	
	
	

	8
	All motorized vehicles are backed into parking spaces
	
	
	
	

	9
	When not in use, all vehicles are shut off with parking brake on and transmission in park or neutral
	
	
	
	

	10
	Aircraft chocks are properly stored when not in use
	
	
	
	

	11
	There are sufficient numbers of trash cans, and they are emptied regularly
	
	
	
	

	12
	All vehicles are free of any debris which could interfere with the safe operation of the vehicle or cause FOD
	
	
	
	

	13
	Vehicles are free of evidence of smoking
	
	
	
	

	14
	Towbars are disconnected from tugs when not in use
	
	
	
	

	15
	Pallets/containers are stored off the ground and secured
	
	
	
	

	16
	Emergency exits and equipment access is kept clear
	
	
	
	

	1
	Fuel truck approach procedures followed
	
	
	
	

	2
	Fuel truck positioning procedures followed
	
	
	
	

	3
	Fuel truck operating procedures followed
	
	
	
	

	4
	Fueling apparatus operating procedures followed
	
	
	
	

	5
	Fueling clear zone requirements followed
	
	
	
	

	
	Fuel Warning flag, cone, sign, etc. in place at fuel pit
	
	
	
	

	6
	Post fueling inspection walk around completed
	
	
	
	

	8
	PPE worn
	
	
	
	

	9
	Personnel exhibit appropriate work behavior (e.g., no “horseplay”)
	
	
	
	

	10
	Personnel use correct manual handling, ergonomics (e.g., proper lifting techniques)
	
	
	
	

	11
	Personnel avoid walking where not authorized (e.g., under the fuselage, stepping over towbar, or between carts)
	
	
	
	

	12
	All traffic regulation procedures followed
	
	
	
	

	1
	Catering truck approach procedures followed
	
	
	
	

	2
	Catering truck positioning procedures followed
	
	
	
	

	3
	Catering truck operating procedures followed
	
	
	
	

	4
	Engine inlet plugs used as required
	
	
	
	

	5
	Catering truck removal procedures followed
	
	
	
	

	6
	Catering truck is free of FOD; any FOD/garbage dropped on ramp removed 
	
	
	
	

	7
	Truck operated safely (e.g., speed, safety zones, reckless)
	
	
	
	

	8
	Truck properly configured prior to removing from A/C
	
	
	
	

	9
	PPE worn
	
	
	
	

	10
	Personnel exhibit appropriate work behavior (e.g., no “horseplay”)
	
	
	
	

	11
	Personnel use correct manual handling, ergonomics (e.g., proper lifting techniques)
	
	
	
	

	12
	Personnel avoid walking where not authorized (e.g., under the fuselage, stepping over towbar, or between carts)
	
	
	
	

	13
	All traffic regulation procedures followed
	
	
	
	

	1
	Lavatory vehicle operating procedures followed
	
	
	
	

	2
	Lavatory servicing procedures followed
	
	
	
	

	3
	PPE worn 
	
	
	
	

	4
	Personnel exhibit appropriate work behavior (e.g., no “horseplay”)
	
	
	
	

	5
	Personnel use correct manual handling, ergonomics (e.g., proper lifting techniques)
	
	
	
	

	6
	Personnel avoid walking where not authorized (e.g., under the fuselage, stepping over towbar, or between carts)
	
	
	
	

	7
	All traffic regulation procedures followed
	
	
	
	

	8
	Water vehicle operating procedures followed 
	
	
	
	

	9
	Water servicing procedures followed
	
	
	
	

	10
	Potable water units kept away from lavatory units or other sources of contamination
	
	
	
	

	11
	PPE worn 
	
	
	
	

	12
	Personnel exhibit appropriate work behavior (e.g., no “horseplay”)
	
	
	
	

	13
	Personnel use correct manual handling, ergonomics (e.g., proper lifting techniques)
	
	
	
	

	14
	Personnel avoid walking where not authorized (e.g., under the fuselage, stepping over towbar, or between carts)
	
	
	
	

	15
	All traffic regulation procedures followed
	
	
	
	

	1
	Cleaning vehicles approach procedures followed
	
	
	
	

	2
	Personnel pay attention to operating A/C beacons
	
	
	
	

	3
	Cleaning vehicles  positioning procedures followed
	
	
	
	

	4
	Cleaning vehicles operating procedures followed
	
	
	
	

	5
	All cabin cleaning safety procedures (e.g., biohazard, needle sticks) followed
	
	
	
	

	6
	Cabin personnel support a FOD-free ramp/airside (e.g., pick up FOD)
	
	
	
	

	7
	A/C door(s) operational procedures followed
	
	
	
	

	8
	PPE worn
	
	
	
	

	9
	Personnel exhibit appropriate work behavior (e.g., no “horseplay”)
	
	
	
	

	10
	Personnel use correct manual handling, ergonomics (e.g., proper lifting techniques)
	
	
	
	

	11
	Personnel avoid walking where not authorized (e.g., under the fuselage, stepping over towbar, or between carts)
	
	
	
	

	12
	All traffic regulation procedures followed 
	
	
	
	


	I  1. DE-ICE/ANTI-ICE  REF : CAR OPS-1.675

	1
	De-ice/anti-ice truck approach procedures followed
	
	
	
	

	2
	De-ice/anti-ice truck positioning procedures followed
	
	
	
	

	3
	De-ice/anti-ice truck operating procedures followed
	
	
	
	

	     2. PERSONNEL

	1
	PPE Worn
	
	
	
	

	2
	Communication between bucket and cab established (e.g., headset worn)
	
	
	
	

	3
	Personnel exhibit appropriate work behavior (e.g., no “horseplay”)
	
	
	
	

	4
	Personnel use correct manual handling, ergonomics (e.g., proper lifting techniques)
	
	
	
	

	5
	Personnel avoid walking where not authorized (e.g., under the fuselage, stepping over towbar, or between carts)
	
	
	
	

	6
	All traffic regulation procedures followed
	
	
	
	

	3.  AIRSIDE MANAGEMENT SAFETY     REF: Guidance for Airside Safety and Operations Manual.

	1
	Are airside performance evaluations conducted?
	
	
	
	

	2
	Is there a set frequency for airside performance evaluations?
	
	
	
	

	3
	Are findings of airside performance evaluations recorded?
	
	
	
	

	4
	Are findings of airside performance evaluations reviewed and assigned?
	
	
	
	

	5
	Are airside performance targets/goals established and communicated?
	
	
	
	

	6
	Are airside performance targets/goals measured?
	
	
	
	

	7
	Are shortfalls of airside performance targets/goals analyzed?
	
	
	
	

	8
	Do records indicate that all personnel are trained for the tasks being performed?
	
	
	
	

	j
	Documentation and Records / REF : CAR OPS-1.150 /  CAR–OPS 1.625/ CAR OPS-1.1041

	1
	a. Does the operator have a system for the management of documentation and/or data used directly in the conduct of support of ground handling operations to include:

·  FORMCHECKBOX 
 A means of identifying the version of operational documents.

·  FORMCHECKBOX 
 Distribution and reception process that ensures availability of the current version for the appropriate personnel.

·  FORMCHECKBOX 
 Identification and control of obsoleted documents.

·  FORMCHECKBOX 
 The operator uses electronic system for the management and control of documentation that provides a scheduled generation of back-ups.


	
	
	
	

	2
	b. Are the revisions accurate?
	
	
	
	

	3
	c. Process, List of amendment 
	
	
	
	

	K  Training    REF : OPS-1.175

	
	a. Does the Ground Handling Agent ensure that they are staffed by trained personnel who have a thorough understanding of their responsibilities within the organisation?
	
	
	
	

	1
	b. Check certificates for appropriateness/currency.
	
	
	
	

	
	c. Check if minimum qualification is published in Operations Manual.
	
	
	
	

	
	d. Check recruitment process.
	
	
	
	

	
	e. Have you observed staff performing duties?
	
	
	
	

	
	f. Is the supervision of the ground handling staff exercised by individuals who are possessing experience and personal qualities? 
	
	
	
	

	2
	g. Review completed job forms for accuracy. 
	
	
	
	

	
	h. Evaluates familiarity and competency on routine and emergency procedures
	
	
	
	

	
	i. Competence of operations personnel- Does the Operator ensure that all personnel assigned in ground operations are properly instructed, have demonstrated their ability, and aware of their responsibilities? 
Review Appraisal forms
	
	
	
	

	
	j. Establishment of procedures: Does the operator have procedures and instruction for each aero plane type,   containing ground staff duties for all type of operations on the ground?
	
	
	
	

	
	State variations in the dangerous goods area


	
	
	
	

	3
	SMS Training 
	
	
	
	

	4
	Human Factors Training 
	
	
	
	

	L
	Quality Assurance program REF :  CAR OPS-1.035
	
	
	
	

	1
	a. Does the Operator have a Quality assurance program that provides for the auditing and evaluation of the management system and operational functions within the scope of ground handling operations at planned interval to ensure the Operator is: 

·  FORMCHECKBOX 
 Complying with applicable regulations and standards.

·  FORMCHECKBOX 
 Staying state operational needs.

·  FORMCHECKBOX 
  Identifying undesirable conditions and areas requiring improvement.

·  FORMCHECKBOX 
  Identifying hazards to operations (SMS).

·  FORMCHECKBOX 
  Previous audits (ground operation, subcontractors ..etc).

b. Does the Operator have a process for addressing findings resulting from audits of functions within the ground handling operations which ensures:?

·  FORMCHECKBOX 
 Identification of root cause.

·  FORMCHECKBOX 
 Development of corrective actions as appropriate to address findings.

·  FORMCHECKBOX 
  Implementation of corrective actions in appropriate operational areas.

·  FORMCHECKBOX 
  Evaluation of corrective actions to determine effectiveness

Note1: Inspector shall verify the internal and external audit conducted

Note 2 : Inspector shall check if the Air operator has conducted an audit to the GHSP based on the quality assurance program as per CAR OPS-1.035
	
	
	
	

	2
	Compliance to the State variations in the Dangerous Goods area
	
	
	
	

	M
	Records/REF : CAR OPS-1.150 /  CAR–OPS 1.625/ CAR OPS-1.1041
	
	
	
	

	1
	Information retained on the ground —  

a.  FORMCHECKBOX 
   A copy of the operational flight plan where appropriate; 

b.  FORMCHECKBOX 
   Copies of the relevant part(s) of the aeroplane technical log; 

c.  FORMCHECKBOX 
   Route specific NOTAM documentation if specifically edited by the operator; 

d.  FORMCHECKBOX 
   Mass and balance documentation if required (CAR–OPS 1.625 Mass and balance documentation refers); and 

e.  FORMCHECKBOX 
  Special loads notification.
	
	
	
	

	2
	Kept how long?
	
	
	
	

	3
	Check storage, easily access? Security?

 Document storage periods?
	
	
	
	

	N
	Carriage of persons with reduced mobility /REF: OPS-1.260
	
	
	

	
	a.
Does the Operator have procedures for the carriage of persons with reduced mobility?

b.
The commander must be notified when PRM(s) are carried on board.

c.
Are the PRMs seated in a way to impede the crew in their duties, impede emergency evacuation or seated adjacent to an emergency exit?

d.
Does the number of PRMs exceed the number of able-bodied persons capable of assisting with an emergency evacuation?


	
	
	
	

	O
	Aircraft Towing & Movement /REF: CAR OPS-1.308
	
	
	

	
	a. Does the operations manual contain enough information, guidance & procedures about Aircraft Towing & Movement for staff to perform their duties?
	
	
	
	

	
	b. Check amendment list.
	
	
	
	

	
	c. Does the push-back and towing procedures comply with the appropriate standard and procedures? 
	
	
	
	

	
	d. Does the Operator ensure that pre or post taxi positioning of the aero plane is not executed by tow-bar less towing unless aero plane protected by its own design from damage to its nose wheel steering system or system procedure to alert the flight crew such damage may or has occurred or tow-bar less towing vehicle is designed to prevent damage to the aero plane?
	
	
	
	

	P
	Mass & Balance                 

                REF:  CAR OPS-1.605/CAR OPS-1.607

                         CAR OPS-1.610/CAR OPS-1.615

                         CAR OPS-1.620/CAR OPS-1.625               
	
	

	
	a.
Doe the   Operator ensure that during any phase of operation, the loading, mass and center of gravity of the aeroplane complies with the limitations specified in the approved Aeroplane Flight Manual, or the Operations Manual if more restrictive?

b.
Does the Operator establish the mass and the center of gravity of any aeroplane by actual weighing prior to initial entry into service and thereafter at intervals of 4 years if individual aeroplane masses are used and 9 years if fleet masses are used? 

c.
Does the accumulated effects of modifications and repairs on the mass and balance accounted for and properly documented?

d.
Does the Operator   reweigh the aeroplanes to establish if the effect of modifications on the mass and balance is not accurately known?

e.
Does the Operator establish the mass of the traffic load, including any ballast, by actual weighing or determine the mass of the traffic load in accordance with standard passenger and baggage masses as specified in CAR–OPS 1.620?

f.
Does the Operator determine the mass of the fuel load by using the actual density?

g.
If not, is the density calculated in accordance with a method specified in the Operations Manual?
	
	
	
	

	
	Load Planning

a.
Determine who is responsible for the load planning.

b.
Verify qualification.

c.
Verify system of getting, collect & transmit passenger & cargo weights.

d.
If computerized system used, check for back-up.

e.
Verify proficiency of staff for manual calculations if computer fail.

f.
Have adequate procedures for cross- checking & verifying been established?

g.
Check records. (copy carried in aircraft and one left at departure)

h. Load instructions reports (preparation , verification signature…
	
	
	
	

	Q
	Reporting procedure /REF CAR 100.135
	
	

	
	a. Does the Operator have enough information & guidance, procedures for staff to act after an accident/incident?
	
	
	
	

	
	b. Is the procedure constantly updated?
	
	
	
	

	
	c. Is there enough information & guidance, procedures for the staff to perform duties?
	
	
	
	

	
	d. Does the Operator have an accident prevention and flight safety program? — an occurrence reporting
	
	
	
	


	R
	Air Cargo

	
	1. Air Cargo Manuals and Documents /REF:  CAR OPS-1.1041/ CAR OPS-1.1050                                                               

	
	1.Does the operator’s submission include at least two copies of cargo-related manuals?
	
	
	
	

	
	2.Are the manuals signed by an authorized person from the operator?
	
	
	
	

	
	3.Do supervisory and inspection personnel have access to the manuals?
	
	
	
	

	
	4.Do all personnel with cargo-related functions have access to the appropriate manuals for their duties?
	
	
	
	

	
	5.Are all copies of the manuals current and identical to those in the CAA office file?
	
	
	
	

	
	6.Do all supervisory and inspection personnel thoroughly understand the contents of the manuals?
	
	
	
	

	
	2. Cargo-Carrying Aircraft: REF: CAR OPS-1.275 / CAR OPS-1.1310 /CAR OPS-1.605                                                   

	
	1.
Is the operator carrying cargo in the correct location of the aircraft based on the approved aircraft configurations?
	
	
	
	

	
	2.If the operator has performed a cargo aircraft conversion, is it operating within the limitations indicated in the STC?
	
	
	
	

	
	6.Cargo restraints:

	
	a.
Is the operator adhering to the requirements for the cargo restraints specified in the manufacturer’s AFM/MBM?
	
	
	
	

	
	b.
Is restraint equipment permanently marked?
	
	
	
	

	
	c.
Is the operator following the restraint configurations located in current guidance provided by the manufacturer?
	
	
	
	

	
	d.
Are replacement parts authorised for the devices on which they are installed?
	
	
	
	

	
	3.Cargo Restraint Categories, ULDs, Nets, and Straps: REF:  CAR OPS-1.275 / CAR OPS-1.1300

	
	1.If ULDs are being used, do they meet the certification requirements in TSO-C90 or other appropriate relevant specification documents (NAS3610 or SAE AS36100)?
	
	
	
	

	
	2.Is the operator using only ULDs that are permitted by the manufacturer’s MBM or aircraft TC/STC?
	
	
	
	

	
	3.Is the operator using certificated cargo pallet and net combinations as permitted by NAS3610 and SAE AS36100 and defined in the manufacturer’s MBM?
	
	
	
	

	
	4.If the operator is using non-certificated ULDs, does it meet documented standards?
	
	
	
	

	
	 5.If the operator is using active ULDs, has it incorporated the pertinent parts of the unit’s certification documents into the operator’s manual system, such as required markings, placards, and labelling; ICA to include the proposed limitations and restrictions necessary to safely carry the devices on the aircraft; and operating instructions for the devices?
	
	
	
	

	
	6.
If the operator is using temperature-controlled shipping containers, does it incorporate or reference the pertinent parts of the unit’s certification documents into the operator’s manual system, such as required markings, placards, and labelling; ICA to include the proposed limitations and restrictions necessary to safely carry the device on an aircraft; and operating instructions for the device?
	
	
	
	

	
	8.Is the operator following procedures for:

	
	a. Determining ULD compatibility?
	
	
	
	

	
	b. Ensuring non-certificated ULDs meet a standard?
	
	
	
	

	
	c. Communicating regarding ULD requirements?
	
	
	
	

	
	d. Ensuring personnel understand that compatibility, limits, or restrictions may exist between similar aircraft types with STC conversions and that the aircraft may have been produced as a freighter by a TC holder?
	
	
	
	

	
	e. Considering ULD contour and dimensions?
	
	
	
	

	
	f. Maintaining approved ULD limitations in the manuals and basing these limitations on data from the applicable manufacturer MBMs or aircraft STCs?
	
	
	
	

	
	g. Ensuring the manufacturer’s MBM or other appropriate manual states which ULDS are authorised for each aircraft and compartment?
	
	
	
	

	
	h. Using non-certificated ULDs?
	
	
	
	

	
	i. Ensuring personnel and vendors do not combine incompatible nets and pallets?

	
	
	
	

	
	9.Regarding cargo nets:

	
	a. Is the operator following procedures for using cargo nets, such as assigning unique markings, placarding nets with damage limits, attaching identification tags, and ensuring proper storage when not in use?
	
	
	
	

	
	b. If an operator temporarily installs restraints on a cargo net, does it use the appropriately authorised nets, follow use and limit restrictions, and use trained, qualified, and authorised personnel to install the restraints?
	
	
	
	

	
	10.When using cargo straps:

	
	a. Does the operator use a CAA-approved process and have data to demonstrate compliance with CAA requirements for establishing strap rating requirements, determining the appropriate quantity of straps and their arrangement, and providing limitations for using the straps?
	
	
	
	

	
	b. Does the operator adhere to established cargo strap usage limits set by the manufacturer or guidance of TSO-C172?
	
	
	
	

	
	4. Cargo Handling and Aircraft Loading REF: CAR OPS-1.1310 /CAR OPS-1.610 /CAR OPS-1.605 /CAR OPS-1.625

	
	1.Is the operator following CAA-approved procedures in its manual system for ULDs, cargo requiring unique or special handling, special cargo, cargo buildup, loading and unloading, cargo restraint, and bulk loading and unloading of cargo?
	
	
	
	

	
	2.Is the operator following specific procedures for cargo restraint devices it is authorised to use and following a process if failed restraints are identified while in use?
	
	
	
	

	
	3.Is the operator following documented policies and procedures for:

	
	a. Controlling M&B for both aircraft and cargo?
	
	
	
	

	
	b. Studying and evaluating the capability of any aircraft it may use to transport any type of cargo, including dangerous goods?
	
	
	
	

	
	c. Controlling cargo-related manuals and manual revisions, including having current versions of the manuals and providing all authorised concerned personnel and vendors with current manuals and manual revisions?
	
	
	
	

	
	d. Controlling the use, calibration, or verification of weigh scales for operators, AMOs, and vendors?
	
	
	
	

	
	e. Loading and unloading all types of cargo, including COMAT?
	
	
	
	

	
	f. Restraining cargo in aircraft compartments, including main deck, lower deck, and fore and aft compartments, in accordance with the requirements of the manufacturer’s MBM and aircraft TC or/STC for certificated ULDs, non-certificated ULDs, bulk loaded cargo, and special cargo?
	
	
	
	

	
	g. Using, storing, and evaluating the condition of cargo restraints and procedures for routine serviceability checks and the process to follow if failed restraints are identified while in use?
	
	
	
	

	
	h. Controlling the maintenance and repair of CLS components, ULDs, and other restraints?
	
	
	
	

	
	i. Reconfiguring CLS components and restraint devices and procedures for notifying operational and maintenance personnel that CG limits may have changed for current and future flights?
	
	
	
	

	
	j. Determining the carriage of special cargo and dangerous goods?
	
	
	
	

	
	k. Using freight forwarding, interlining, and freight staging?
	
	
	
	

	
	l. Incorporating a Quality System that verifies the performance and effectiveness of the operator’s M&B Data Control System, CLS components, and cargo restraints in accordance with the operator’s maintenance programmes and that monitors the elements of surveillance, analysis, corrective action, and follow-up?
	
	
	
	

	
	m. Ensuring that all personnel are properly trained, qualified, and authorised to perform their assigned duties and responsibilities?
	
	
	
	

	
	
	
	
	
	

	
	a. Maintaining the longitudinal, lateral, and vertical CG limits of a built-up ULD?
	
	
	
	

	
	b. Minimising voided space within a ULD and between cargo pieces?
	
	
	
	

	
	c. Contouring cargo loads for the aircraft’s interior dimensions when using a pallet and net combination, pallet and strap combination, or other restraint methods/devices?
	
	
	
	

	
	d. Tagging and identifying ULDs loaded on board aircraft, especially when using pallet and net or pallet and strap combinations?
	
	
	
	

	
	e. Ensuring that cargo does not exceed ULD gross weight or area load limits if stated by the ULD manufacturer?
	
	
	
	

	
	f. Checking the condition of ULDs and other restraint devices for damage prior to use, conducting serviceability inspections to ensure that noted damage does not exceed the damage limits, and following a process if failed restraints are identified while in use?
	
	
	
	

	
	g. As appropriate, positively closing, locking, or securing containers, nets, liners, and rigid or flexible doors after buildup?
	
	
	
	

	
	h. Properly fastening a cargo net to a pallet after buildup?
	
	
	
	

	
	6. When preforming aircraft loading and unloading, is the operator following procedures that are based on the manufacturer’s MBM, aircraft STC, or supplements and address:

	
	a. Using, attaching, detaching, and stowing still guards, if applicable?
	
	
	
	

	
	b. Using, attaching, detaching, and stowing tail posts for measuring the distance between the aircraft tail section and the ground during loading and unloading?
	
	
	
	

	
	c. Using, attaching, and detaching tail stands, if applicable, to prevent the aircraft from settling on its tail during loading and unloading?
	
	
	
	

	
	d. Preventing the aircraft from tail tipping during aircraft loading and unloading?
	
	
	
	

	
	e. Using cargo compartment and bulkhead doors, installed nets, and smoke barriers?
	
	
	
	

	
	f. Ensuring aircraft floor load limits, if the operator loads cargo directly onto the aircraft’s floor, and load limits for a ULD base if the ULD manufacturer has a limit?
	
	
	
	

	
	g. Verifying aircraft weight limits for aircraft cargo positions, floors, zones, and compartments and measuring to ensure the operator does not exceed the limits?
	
	
	
	

	
	h. Determining aircraft CG range limits; longitudinal, lateral, and vertical CG limits for cargo positions; and procedures for preventing the operator from exceeding these limits?
	
	
	
	

	
	i. Creating a flight crew access aisle to cargo requiring access during flight?
	
	
	
	

	
	j. Preventing damage during aircraft loading and unloading to the CLS 

components, restraints, liners, smoke detectors, light fixtures, fire retardant flow nozzles, etc.?

	
	
	
	

	
	k. Notifying operational and maintenance personnel of damaged compartments and/or damaged, missing, or inoperative CLS components, cargo restraints, and fire suppression and detection systems?
	
	
	
	

	
	l. Detailing the minimum clearance, or distance, requirements between cargo and aircraft systems and structure?
	
	
	
	

	
	m. Using CLS components and cargo restraints to secure ULDs?
	
	
	
	

	
	n. Loading bulk cargo in cargo compartments certificated for bulk cargo  and the following, if not contained in the manufacturer’s MBM or aircraft STC: meeting the minimum clearance or distance requirements between the cargo and aircraft systems and structure, evenly distributing the  cargo within compartments, using installed nets, and installing smoke barriers between cargo and flight crew members and passengers?
	
	
	
	

	
	o. Reviewing cargo loading procedures for bulk and non-bulk cargo to ensure the aircraft CG is within the assumed envelope to avoid safety issues with the cargo restraints and the affected aircraft structure?
	
	
	
	

	
	p. Using special handling procedures for cargo requiring additional or unique procedures to protect cargo or the aircraft during handling, acceptance, or loading or in flight?
	
	
	
	

	
	7.For ULD inspection procedures:

	
	a. Is the operator following inspection procedures before using ULDs and other cargo restraints for movement or buildup?
	
	
	
	

	
	b. Is the operator performing final ULD inspections prior to loading cargo on board the aircraft?
	
	
	
	

	
	c. Is the operator training, qualifying, and authorising personnel to perform serviceability inspections, and has it identified who performs these inspections and when the inspections must be performed?
	
	
	
	

	
	d. Is the operator clearly marking or identifying ULDs and other restraints that fail inspections to distinguish these devices from serviceable devices?
	
	
	
	

	
	e. Is the operator reporting damage to persons responsible for maintaining the ULD?
	
	
	
	

	
	8. If an operator uses cargo straps or devices other than ULDs as primary cargo restraints, is it following procedures that address installation to the aircraft structure, the minimum tie-down separation requirements for pallets, the calculation of the number of restraint devices required for a given cargo load based on the restraint criteria and limiting factors specified in the manufacturer’s MBM, the proper arrangement and attachment of restraint devices and cargo to include correctly cinching adjacent net panels together with a net corner lashing rope and securing the end of the rope to the net panel to prevent disengagement, and the restraining of cargo using the aircraft’s ultimate load conditions described by the manufacturer’s MBM?
	
	
	
	

	
	9.If an operator is using supplemental cargo restraints, is it following procedures based on the information provided by the manufacturer or the approved STC?
	
	
	
	

	
	10.For smoke barrier control procedures

	
	a. Is the operator following procedures to control the airworthiness and subsequent operational serviceability of smoke barriers and providing aircraft-specific training on the description, operation, function, and pre- flight inspection of smoke barriers?
	
	
	
	

	
	b. Does the overall condition of the smoke barrier curtain (if installed), cockpit door seal, barrier net assembly, and solid bulkhead meet serviceability requirements?
	
	
	
	

	
	11. For load supervision, load verification, and audit procedures

	
	a. Is there a designated, trained, qualified, and authorized person, such as a load supervisor, with the duty of supervising the loading of the aircraft?
	
	
	
	

	
	b. Is this individual ensuring that:
	
	
	
	

	
	i. All cargo is properly built up and weighed?
	
	
	
	

	
	ii. Vendors’ cargo scales have current calibration certificates?
	
	
	
	

	
	iii. Cargo and passenger placement is planned and calculated to maintain the aircraft within permissible CG and structural load limits?
	
	
	
	

	
	iv.
Cargo is properly secured with the appropriate type(s), quantity, and placement of cargo restraint and all pallet locks are engaged when used?
	
	
	
	

	
	v.
The aircraft is correctly loaded and unloaded using the operator’s procedures?
	
	
	
	

	
	vi.
Cargo is placed on the aircraft in such a way as to prevent overloading sensitive sections of the airframe and cargo floor?
	
	
	
	

	
	vii.
CLS components, ULDs, and other restraint devices are in serviceable condition and properly used?
	
	
	
	

	
	viii.
The standard average weight or actual baggage weights are confirmed?
	
	
	
	

	
	ix.
Flight crew members or authorized maintenance personnel are notified of damaged or inoperative cargo compartments or damaged, missing, or inoperative CLS components, installed cargo nets, or smoke barrier components?
	
	
	
	

	
	x.
All cargo-related documents are accurate and properly completed before submission to flight crew members?
	
	
	
	

	
	xi.
The load manifest is signed by a trained, qualified, and authorized person, indicating the aircraft is loaded correctly?
	
	
	
	

	
	c.
Are designated personnel providing information to the PIC or the operator’s trained, qualified, and authorized loading personnel about how the aircraft was loaded?
	
	
	
	

	
	d. Does the information that is being provided about how the aircraft was loaded include all of the following information?

i. The flight date

ii. The flight number

iii. The aircraft registration number

iv. The origin of the flight leg

v. The destination of the flight leg

vi. ULD numbers (for cargo carried in ULDs)

vii. The weight of each ULD loaded on board the aircraft

viii. The weight of the bulk cargo, by compartment or position, as applicable

ix. The load schematic for special cargo

x. A certification statement

xi. The signature, or electronic equivalent, of the load supervisor or other trained, qualified, and authorised loading personnel
	
	
	
	

	
	e.
Is the operator retaining with the load manifest a completed and signed copy, or electronic equivalent, of the document(s) containing the information listed in paragraph 11.d above, as applicable?
	
	
	
	

	
	f.
Is the operator performing scheduled and unscheduled audits of sufficient scope and frequency to ensure that all cargo handling personnel are following the operator’s cargo procedures for cargo planning, building, loading, handling, and restraint as per its CAA- approved Quality System?
	
	
	
	

	
	12. If the operator is using combi-configured aircraft, is it following special procedures to load such aircraft based on requirements established by the manufacturer or STC holder?
	
	
	
	

	
	
	
	
	
	

	
	a. Is the operator ensuring that cargo staged at different operating locations  is properly secured, provided with special handling as required, and stored safely from the natural elements and with appropriate climate control and that proper documentation is maintained?
	
	
	
	

	
	b. Is the operator performing an acceptance check prior to loading the aircraft for all transported stored or staged cargo to ensure the documentation and cargo weights are accurate, cargo is clear of debris, and cargo meets the security and customs clearance requirements?
	
	
	
	

	
	8.0 Transport of Special Cargo and Dangerous Goods REF:
CAR OPS-1.135 / CAR OPS-1.140 / OPS 1.1045(a)  / CAR OPS-1.1285 / CAR 92 

	
	1. Does the operator have/is the operator using a special cargo analysis function to determine if cargo is indeed special cargo, evaluate the associated risks, develop a plan for ensuring the safe transport of the cargo using the AFM/MBM data, and ensure the aircraft’s ability to safely transport the cargo without causing structural damage to the aircraft?
	
	
	
	

	
	2. Does the special cargo analysis include:
	
	
	
	

	
	a. Evaluating the cargo to identify its tie-down capabilities, taking into account the special handling needs, placement of special cargo, weight limits, floor loads, and cargo clearance?
	
	
	
	

	
	b. Providing a method to determine the appropriate quantity and types of restraint, shoring procedures, and arrangements for confirming the determination of the load’s restraint capability in each direction; demonstrating that the orientation secures the load for all aircraft operations; and ensuring that restraint loads do not exceed the rating of the cargo tie-down points, pallet tie-down fittings, or aircraft structure and that restraints are distributed in accordance with the AFM/MBM, as approved by the TC/STC?
	
	
	
	

	
	c. Constructing a diagram/pictorial load schematic that is based on the AFM/MBM or supplement and that illustrates the restraint calculations and proposed tie-down scheme for each special cargo item; includes the number and angle of restraints and the attachment points from the special cargo to the aircraft structure, confirming the determination of the load’s restraint capability in each direction; and illustrates the position of all pieces of special cargo in relation or adjacent to the CLS and all other cargo having special requirements resulting from the carriage of the special cargo?
	
	
	
	

	
	3. Is the operator:

a. Complying with the limitations specified in the AFM/MBM, as approved by the TC/STC?
	
	
	
	

	
	b.
Following documented policies and procedures for the identification, acceptance, and carriage of special cargo and dangerous goods?
c. Is the procedure constantly updated?
	
	
	
	

	
	d.
Identifying a person who has overall responsibility for the analysis of special cargo, but who does not require technical expertise in special cargo analysis?
	
	
	
	

	
	e.
Authorizing persons who participate in the analysis of special cargo and who require technical expertise in special cargo analysis?
	
	
	
	

	
	f.
Making the load schematic and any necessary instructions available to the load supervisor, ground personnel, and flight crew, as appropriate?
	
	
	
	


	
	g. How to notify Flight Crew?
	
	
	
	

	
	h. Is the information & guidance, procedures enough for the staff to perform their duties?
	
	
	
	

	
	i. Screening baggage and cargo Hand baggage inspection: An Operator must establish procedure
ensure that only hand baggage is taken in the cabin as can be adequately and securely stowed, does not block exit or cause injury or damage. 
	
	
	
	

	
	j.Metal detectors/X-ray …
	
	
	
	

	
	k. Approval: Procedure on stowage inaccessible to passengers; Unloaded weapons

Carriage of weapon notification to commander
	
	
	
	

	
	l. Does the Operator ensure notices are displayed that warn passengers of the type of dangerous goods forbidden for transport aboard an aircraft? 
	
	
	
	

	
	m. Do the notices include visual examples?
	
	
	
	

	
	n. Are there sufficient number at each of the places at an airport where passengers are processed, to include ticket issue, passenger check-in and aircraft boarding areas?
	
	
	
	


	

	Signature
	Date
	Name of Inspector
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