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Introductions 

Turn on the video / Unmute the microphone 

Tell us: 

Your name 

Your State 

Your position in your organization 

Turn off the video / Mute the microphone 



Procedure 

Procedure means: 

a set of actions that is the official or accepted way of doing 

something 

an order or method of doing something 

(Cambridge Dictionary) 



Aspects to consider 

A procedure is a plan of action for your team 



Aspects to consider 

A procedure is a plan of action for your team 

It is a road map that will prevent them from wandering 

around or getting lost while trying to reach the goal 

Procedures should be written so that what needs to be 

done can be easily followed by all users 



Aspects to consider 

Procedures help you implement a particular policy 

Example: when a new standard of Annex 13 becomes 

effective, you will need to implement it in a consistent way 



Aspects to consider 

Well-defined procedures protect senior management 

from becoming a micromanager 

By using well-written, explicit and uncomplicated 

procedures, the organization can run different operations 

without always worrying about the working process 



Aspects to consider 

Procedures to make everyone’s work easier 

Procedures are developed with the user in mind 

By using procedures, everyone will know what needs to be 

done 

Well developed and thought out procedures provide 

benefits to the procedure user 



Aspects to consider 

Procedures need to be validated 

To ensure your procedures make sense, you need to see 

them in action 

Validation may determine the need to adjust the procedure 



Aspects to consider 

A review cycle needs to be established 

Because laws, SARPs and best practices are always 

evolving, your procedures likely will, too 

Establish timelines for the revision of your procedures 



Purpose of AIG procedures 

Each procedure is established with a specific 

purpose, which is generally related to an obligation or 

responsibility inherent to the State and that arises 

from its status as a signatory to the Chicago 

Convention 



Purpose of AIG procedures 

USOAP protocol questions always indicate the 

purpose of each procedure 

The vast majority of procedures exist to “ensure" 

compliance with a requirement 



Elements required in a procedure 

Processes and procedures should clarify who does 

what, how they do it, when they do it (or within what 

timelines) and in coordination with whom (as 

applicable) 

WHO does WHAT, HOW, WHEN and in COORDINATION with whom 



WHO 

Person responsible for executing each action / task 

Individualized (position) 

"The Head of the Accident Investigation Unit" 
"The investigator in charge" 
"The investigator on duty" 



WHO 

DON’T USE a general reference to a "sector" or 

"organization" 

“The DGAC will ..." 



WHAT 

The procedure must detail each of the actions / tasks 

that will be carried out during the execution of the 

procedure 

For each action / task the procedure needs to identify the 

person in charge 

As a consequence, in certain procedures, different actions / 

tasks will be performed by different persons 



HOW 

The way in which the action / task will be carried out 

must be detailed enough to allow even an 

inexperienced person, or newcomer to the 

organization, to carry it out efficiently 

For example, if the procedure requires contacting someone, 

you must determine the means of contact (phone, email, 

personally, etc.) and make that person's contacts available 



HOW 

The level of detail should be that necessary to 

guarantee that each time the procedure is performed, 

the expected result is the same, regardless of the 

person who performs it 



WHEN (timelines, deadlines) 

It is essential that each action / task within a 

procedure has a deadline to be performed, to ensure 

that the procedure is completed in a timely manner 

 



WHEN (timelines, deadlines) 

We will often find indications of deadlines in ICAO 

documents (Annex 13, protocol questions, documents 

and circulars) 



PQ Time requirements 

1007, 6361, 6381 timely  

6115 expeditious  

6205, 6315 without delay 

6211, 6375, 6377, 6379 when needed 

6321, 6329 with a minimum of delay 

6327, 6357, 6405 as soon as possible 

6347, 6349 immediately 

6391 throughout  

6405 within 12 months 

6407 within sixty days 

6425 within 90 days 

6435 as soon as practicable 



In COORDINATION with whom 

In some situations, it will be necessary to coordinate a 

specific action / task with a particular person 

(sometimes in the organization itself or sometimes in 

another organization) 

“The investigator-in-charge will provide, in coordination with the Head of 
the Board of Investigation, the invitation to the operator ..." 



Initial steps for developing procedures 

 Identify the requirements (legislation, regulation, policy, 
standard, PQ, etc) 
Gather all the relevant documentation regarding the requirements 

 Identify the process the procedure is part of 
You should structure AIG in your State in a way that all the elements that 

are part of your system (e.g. Legislation, infrastructure, human 
resources, documentation, etc.) can be clearly seen 

You need to define all the process that need to be carried out in order to 
establish your system and to develop all the AIG related activities 



Initial steps for developing procedures 

Describe the way that, in practice, your organization 

is used to act to comply with the requirements 

We developed a template to help you 

The template is a guidance 

Feel free to adjust it the way it fits better for you 



Template for development of procedures 



AIG PQs Requiring Procedures 

There are around 40 PQs requiring procedures 

There are requirements for procedures also in LEG 

PQs (we will not deal with that at this time) 



AIG PQs Requiring Procedures 

In the following slides, there is a table with the AIG 
procedures related PQs and their lack of 

implementation in our region according to the OLF* 

*OLF information is only accurate for States that had a full 
audit in the last 5 years. All other States should consider a 
complete revision of their level of implementation 













This presentation will be available at the 

ICAO Secure Portal, in the group: 

NACC_AIG_REF 

Those who have not yet joined this group, 

it is highly recommended that they do so 




