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Civil Aviation Authority requirements

→ Oversight documentation: The competent authority shall provide 
all legislative acts, standards, rules, technical publications and 
related documents to relevant personnel in order to allow them 
to perform their tasks and to discharge their responsibilities.
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Civil Aviation Authority requirements

→ Documented policies and procedures to describe its organization

→ A sufficient number of personnel to perform its tasks and 
discharge its responsibilities. 

→ A function to monitor compliance of the management system 
with the relevant requirements and adequacy
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Civil Aviation Authority Requirements

→ A person or group of persons, ultimately responsible to the senior 
management of the competent authority for the compliance 
monitoring function.

→ A copy of the procedures related to the management system and 
their amendments shall be made available to inspectors for the 
purpose of standardization.



7

Civil Aviation Authority Requirements

→ Record-keeping: The competent authority shall establish a system of record-
keeping providing for adequate storage, accessibility and reliable traceability of :

1. the management system’s documented policies and procedures;

2. training, qualification and authorization of its personnel;

3. the allocation of tasks;

4. certification and declaration processes;

5. processes for issuing personnel licenses, ratings, certificates, certificates and 
attestations;
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Procedure for initial certification

→ Upon receiving an application for the initial issue of a certificate 
for an organization, the competent authority shall verify the 
organization's compliance with the applicable requirements.
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Procedure for initial certification
→ CAA shall issue the certificate(s), as established in their national 

regulations.

→ CAA shall specified in the certificate the privileges and scope of 
the activities that the organization is approved to conduct.
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Procedure for initial certification

→ Certificate example.. AMC1 ORA.ATO.105 Application

→ Certificate

→ Specific Approval
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Procedure for initial certification

→  Notice of application.

a) The documents for the release of a certified ATO, must be 
submitted to the CAA , written in English or in the intend 
language approved by the national law, by application using the 
forms set out in the CAA website.

b) The CAA Department will inform the organization of the 
receiving of the application for granting certification ATO and in 
case of omission or errors that lead unacceptability.
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Procedure for initial certification

→ The initial documentation must include :

→ The approved CAA form

→ Document proving the name of the organization legally 
recognized, including the declaration of an auditor in which it 
appears that the financial resources are sufficient to make the 
courses scheduled for an initial period of “two years” from the 
date estimated release.



13

Procedure for initial certification

→ Document proving that organization is a "no complex" or 
"complex" organization signed by AM 

→ Post-holders information and copy of CV (declaration of man 
power plan for each post holder and assessment by CM and SM in 
case of post holders performing more than one role, or more than 
one role in different company)

→ Proven capability of the A.M. to perform his/her duty
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Procedure for initial certification

→ Draft of the Operations Manual (OM)

→ Draft of the Training Manual (TM) and Training Program (TP)

→ Draft of the courses that follow the national legislation, if 
required.

→ Draft of the Management System Manual (MSM)

→ Flight Instructor (FI) / Theoretical Knowledge Instructor (TKI) 
employees and related documentation (CV, copies of flight 
licenses)
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Procedure for initial certification

→ Copy of training fleet, insurance documentation and aircraft 
maintenance records

→ Copy on the maintenance contract

→ Copy of insurance for accommodations and leases and rentals

→ Copies related o the payment of the CAA fees.

→ It is the responsibility of the certification team to request 
additional documentation to further deepen the above issues.
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Procedure for prior approval or acceptance

→ The organization must have a procedure for prior approval and 
acceptance

→ More detail of the procedure will be explain in the in the Safety 
risk management and compliance monitoring.
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Evaluation period

→ The CAA department will release a document with the description of the 
inspectors involved in the team and surveillance. 

→ The team will be composed of a flight inspector, Team Leader of the 
certification process, and from other adeguate inspector/s, based on the size 
of the ATO.

→ As needed, the team has the support of the professional staff of the proper 
department related to:

→ the "Management System" of the organization to be certified

→ Use of aircraft according to current CAA regulations

→ Evaluation of the requirements for financial resources ATO.
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Role of the team

→ The Team Leader is the reference point within the entity and 
towards the applicant for all aspects of the certification process of 
the ATO. He/she  has the role of coordinating related activities 
ensuring the execution and completion of all the required tasks.

→ The Team Leader will plan the various stages of the process and 
report to the Licensing Director of the progress of the 
certification.
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Initial Assessment

→ The team, once notified of the composition to the organization, 
starts evaluating the documentation. 

→ Special attention by the inspector must be the Management 
System.

→ While are viewed all the information, the team will requires an 
initial meeting with the post holders of the organization at the 
CAA, so as to highlight the initial impressions and possible finding 
already found on the presented documentation if identified.
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Initial Assessment

→ During the meeting the team will control the proposed ATO’s 
detailed management structure, including names and 
qualifications of personnel and the adequacy of the organization 
and management structure.

→ Interviews with post-holders and key management personnel 
(including Head of Training and Compliance Monitoring Manager), 
verbalizing in a proper document the outcome of the interview.
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Review of possible finding

→ Finding will be review in the legal term and specified with the 
current reference to the regulation then  transmitted to the ATO

→ In case of non-compliance, the ATO should be informed in writing 
of the corrections that are required.

→ The certification process will restart after the ATO properly 
answer to the finding and the team review and accept the 
change.
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On sight preliminary audit

→ For the first inspection, the Team Leader is required to make a 
meeting with the organization at their headquarters.

→ A suitable private room should be allocated for the team to 
conduct the audit, and the required documentation should be 
prepared in advance and made available to the team in this 
location on commencement of the inspection
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On sight preliminary audit

At the opening of the meeting it will be exposing the following:

→ Evidence of the processes, the purpose of audit, inspection methods and 
standards used to evaluate the ATO relative to the conduct of the audit and 
management of the finding

→ A tour of the proposed ATO facilities, including any aircraft and FSTDs

→ meeting with the AM during the visit

→ at the end of the visit, if any finding has been found, the Team Leader will show 
them to the organization.
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On sight preliminary audit

→ The audits at the organization of training are planned in order to 
focus the inspection on business sectors affected by the 
certification requirements. 

→ Particular attention has to be provide to identify the areas that 
may be more critical or that are deemed as "hazard" from the 
management system.
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The areas subjects to auditing are the following:
→ Safety management system and compliance monitoring

→ financial resources

→ infrastructure of the organization (the main base and any secondary bases if it is 
request)

→ educational facilities

→ employees

→ airport/airports for training operations

→ aircraft maintenance program  and lease agreement

→ Training Devices

→ the proposed ATO’s documentation

→ examination of the proposed ATO’s staff qualifications, licenses, certificates and ratings
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On sight preliminary audit

→ Compliance monitoring system.

→ During the verification Team Members may ask to interview the 
staff responsible for the various sectors, view local departments, 
documents and recordings, attend the performance, also 
simulated, processes and procedures, ask for information, 
explanations and clarifications about the manner of execution 
staff. 
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Finding
→ The finding identified during the visit will be managed by the team and 

submitted formally to the organization within 15 days.

→ The certification process will restart when the organization will close 
satisfactorily all the finding.

→ Depending on the nature and the scope of the findings, the surveillance team 
can consider to make further visits to the organization.

→ After evaluate the proposal assessment for finding closure, the team will 
communicate the acceptance of the management of the findings.
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Management Issues and Interpretation of Findings

→ The problems and potential difficulties related to interpretation of 
the rule, during the certification, are discussed between the team 
and the CAA.

→  Findings which emerged during the oversight are classified 
according to the criteria set currently in use.

→ The ATO certification approval can only occur after the conclusion 
of the corrective actions on all the finding are properly close.
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Final review

→ At the end of the certification process, the Team Leader will 
complete the Certification Report and delivery to the pertinent 
department for the quality review.

→ After a positive quality review, the CAA Department will issue  the 
ATO certificate and specification approval to the organization
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