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Checklist Number:                             OPS-TCFOI-401                                                          
Checklist Name:                            Flight Crew Training Records                     
Applicability:                                                                                             
Location:                                                 Date:                                          




	No
	Subject
	Reference
	S
	U
	N/A
	Comment

	0.
	General Information
	
	
	
	
	

	
	Operator:
Date/ Time of Audit:
Venue:
Auditors:
Auditees:

NOTE: Due to the complexity and variation in operations for each AOC holder, there may be differences in their operations manuals and training programs. Auditors must review the AOC holder’s Operations Manual before conducting the flight crew training record audit to familiarize themselves with the operations and training programs
	
	
	
	
	

	1.
	Record Keeping System/Flight Crew Training Management
	
	
	
	
	

	1.1
	Records shall be stored in a manner that ensures protection from damage, alteration and theft.

The record-keeping system should ensure that all records are accessible whenever needed within a reasonable time.

Compliance Criteria:
- Check that training records are adequately stored and in accordance with the established procedures. Check that when a training is contracted to an external organization, the operator keeps as well records of these trainings.
- Check that all records are easily accessible whenever needed.
	ORO.GEN.220
	
	
	
	

	1.2
	Personnel records shall be stored for the following periods:
· Flight crew license: no limit
· Crew member training, checking and qualifications: 3Y
· Records on crew member recent experience: 15 M
· Crew member route and aerodrome/task and area competence, as appropriate: 3 Y
· Flight Crew dangerous goods training: 3Y

Compliance Criteria:
- Check that the records are kept during at least the required duration.
	ORO.MLR.115
	
	
	
	

	1.3
	A summary of training should be maintained by the operator to show every crew member’s completion of each stage of training and checking

Compliance Criteria:
- Check that such a summary is established and maintained for each flight crew.
- Check the compliance with the max validity of each recurrent training/checking activity, including when training/checking is anticipated.
	AMC1 ORO.MLR.115
	
	
	
	

	1.4
	Recent experience requirements

Compliance Criteria:
- Check the system put in place to monitor the fulfilment of the recent experience requirement.
	FCL.060(b)
	
	
	
	

	1.5
	The operator shall ensure that all personnel assigned to, or directly involved in, ground and flight operations are properly instructed have demonstrated their abilities in their particular duties and are aware of their responsibilities and the relationship of such duties to the operation as a whole.

Compliance Criteria: 
- General recurrent training and checking activities
- Adequate knowledge of the route/area/aerodrome
- Specific training/checking activities for specific operations
· ETOPS
· LVO
· RVSM
· MNPS/NAT HLA
· PBN
- Recent experience
	ORO.GEN.110(e)
	
	
	
	

	1.6
	Use of FSTD

Compliance Criteria: 
- Check the implementation of the operator’s system to adequately monitor changes to the FSTD and to ensure that those changes do not affect the adequacy of the training programs.
- Check that training is conducted in a simulator when such a simulator is available and accessible. 
- Check the implementation of the operator’s defined policy when no simulator is available and accessible.
	ORO.FC.145
ORO.FC.220
ORO.FC.230
	
	
	
	

	1.7
	Facilities:
The operator shall have facilities allowing the performance and management of all planned tasks and activities in accordance with the applicable requirements.

(b) Ground training
(1) Ground training should comprise a properly organized program of ground instruction supervised by training staff with adequate facilities, including any necessary audio, mechanical and visual aids. Self-study using appropriate electronic learning aids, computer-based training (CBT), etc., may be used with adequate supervision of the standards achieved. However, if the aircraft concerned is relatively simple, unsupervised private study may be adequate if the operator provides suitable manuals and/or study notes.

Compliance Criteria:
- Adequate facilities for ground training, including any necessary audio, mechanical and visual aids.
- adequate facility for helicopter underwater escape training (if applicable);
- CRM training to be conducted in the non-operational environment (classroom and computer-based) and in the operational environment (flight simulation training device (FSTD) and aircraft).
- Ensure CRM classroom training to be away from the pressures of the usual working environment; 
- Audio-visual presentation of the inflation of life-rafts and/or slide-rafts and associated equipment (if applicable);
- Audio-visual presentation available for Flight Crew incapacitation training (if applicable).
	ORO.GEN.215
ORO.FC.220
	
	
	
	

	1.8
	Required Training and Qualifications
a system to monitor and ensure the flight crew members, cabin crew members and flight dispatch/flight operations officers have the required training and qualifications before being scheduled to perform flight duties
	ORO.GEN.210(d)  
ORO.FOO/FD.105  
ORO.FOO/FD.120 
	
	
	
	

	2.0
	Implementation of the approved Flight Crew training program /Sample a representative number of training files and check for all of them:
	
	
	
	
	

	2.1
	Operator Conversion Course (OCC)

Compliance Criteria:
- Verification of the adequate implementation of all the elements of the conversion course, as described in the approved Flight Crew training program.
Example: the following elements shall be included in OCC.
· Ground training (A/C systems, NORM, ABN and EMER procedures)
· Emergency and safety equipment training
· Difference training, familiarization, equipment and procedure training (if applicable)
· First-aid training
· Aero-medical topics
· Effect of smoke in enclosed area
· Actual fire fighting
· Security, rescue and emergency services procedures
· Survival information
· Ditching procedures training
· Location of emergency and safety equipment 
· CRM training
· Aircraft/FSTD training
· OPC
· LIFUS
· Line check
- Check in particular the implementation of UPRT elements of the program (Ground training/FSTD training for upset prevention and upset recovery)
- Check that all training/checking activities are conducted by adequately qualified personnel (including when the operator is making use of an external TRE)
- Check that flight training/checking is performed in the relevant FSTD/aircraft
- In case the operator has credited some training received from a previous operator, check the adequacy of the crediting and as well the presence of related records.
	ORO.FC.145(a)
ORO.FC.146
ORO.FC.120
ORO.FC.220
	
	
	
	

	2.2 
	Command Course

Compliance Criteria:
- Verification of the adequate implementation of all the elements of the command course, as described in the approved Flight Crew training program.
Example: At lease the following element:
· Commander Responsibilities training;
· Flight/FSTD (including LOFT) training;
· OPC;
· LIFUS at lease 10 sectors (for Helicopter 10 hrs & 10 flight sectors);
· Line Check;
· CRM.
- Check that all training/checking activities are conducted by adequately qualified personnel
- Check that flight training/checking is performed in the relevant FSTD/aircraft. 
	ORO.FC.145(a)
ORO.FC.146
ORO.FC.205
	
	
	
	

	2.3
	Recurrent Training and Checking

Compliance Criteria:
- Verification of the adequate implementation of all the elements of the recurrent training/checking program, as described in the approved FC training program.
Example: the following elements shall be included in recurrent training
· OPC
· Line check
· Emergency and safety equipment training
· CRM training
· Aircraft/FSTD training
· Ground training (A/C systems, procedures, accident/incident/occurrences review)
- Check in particular the implementation of UPRT elements of the program (Ground training/FSTD training for upset prevention and upset recovery)
- Check that Line Check (LC) are conducted in both PF/PM functions.
- Check that all training syllabus used had been the ones approved.
- Check that all training/checking activities are conducted by adequately qualified personnel (including when the operator is making use of an external TRE)
- Check that flight training/checking is performed in the relevant FSTD/aircraft
- Check that CRM trainings were not conducted as a CBT item only.
- Check that OPC was recorded. 
- Check that pilots flying in both SP and MP environments should be checked in both environments.

- The Recurrent Training and Checking for Specific item Refer to 2.6
	ORO.FC.145(a)
ORO.FC.146
ORO.FC.130
ORO.FC.230
	
	
	
	

	2.4
	Differences Training, Familiarization, Equipment and Procedure Training

Compliance Criteria:
- Check the adequate implementation of the related training elements, as described in the approved FC training program.
	ORO.FC.125
ORO.FC.146
OEM’s OSD-FC 

	
	
	
	

	2.5
	Route/ Area and Aerodrome competency

Compliance Criteria:
- Check the adequate implementation of the operator’s methodology for route/ area and aerodrome competency. Sample flight return documentation and crew training records.
- Check the operator’s process for the monitoring of the route/area (36M) and aerodrome (12M) competency
- Check that all trainings are recorded (including self-briefing).
	ORO.FC.145(a)
ORO.FC.105
ORO.MLR.115
	
	
	
	

	2.6
	Specific items:
· ETOPS
· SET-IMC
· LVO
· RVSM
· MNPS/NAT HLA
· PBN
· Upset Prevention and Recovery training UPRT (OCC, Recurrent)
· Either pilot seat (including in-flight relieve of flight crew member)
· Flight Crew incapacitation
· EFVS 200
· NVIS 
· HHO
· HEMS
· HOFO
· EFB
	ORO.FC.145(a)
ORO.FC.146
ORO.FC.A.201
ORO.FC.235
ORO.GEN.110(e)
SPA.PBN.105(b)
SPA.ETOPS.105(b)
SPA.SET-IMC.105(c)
SPA.MNPS.105(c)
SPA.RVSM.105(c)
SPA.LVO.120
SPA.DG.105(a)
SPA.NVIS.130
SPA.HHO.130
SPA.HEMS.130
SPA.HOFO.170
SPA.EFB.100
CAT.OP.MPA.312
	
	
	
	

	2.7
	Dangerous Goods Training

Compliance Criteria:
- Verification of the adequate implementation of the DG training, as described in the approved Flight Crew training program.
- Check that all DG training are conducted by adequately qualified personnel.
	ORO.FC.145(a)
ORO.FC.146
ORO.GEN.110(j)
	
	
	
	

	2.8
	Procedures to be applied in the event that personnel do not achieve or maintain the required standards

Compliance Criteria:
- Check the adequate implementation of the procedure established by the operator in its OM-D.
	ORO.FC.145(a)
	
	
	
	

	3
	CRM (Crew Resource Management) training
	
	
	
	
	

	3.1
	Flight Crew CRM Instructor

Compliance Criteria:
- Check that all Flight Crew CRM training are conducted by adequately qualified Flight Crew CRM trainers (including when CRM training is contracted to an external organization/trainer), iaw. the defined training policy in the OM-D.
- Check that the Flight Crew CRM trainers are assessed when conducting the first CRM training course and at intervals not exceeding 3 Y.
- Check that Flight Crew CRM trainers have conducted the minimum number of training during the related 3 Y validity period of their qualification.
	AMC2 ORO.FC.146
	
	
	
	

	3.2
	Assessment of CRM skills

Compliance Criteria:
CRM skills should be assessed in the operational environment (e.g. Flight/FSTD training, Line Check)

	AMC1 ORO.FC.115
	
	
	
	

	4
	Upset Prevention and Recovery Training (UPRT)
	
	
	
	
	

	4.1
	Personnel providing UPRT training

Compliance Criteria:
- Check that the personnel providing FSTD UPRT are competent and current to deliver the training, and understand the capabilities and limitations of the device used.
	ORO.FC.220
ORO.FC.230
	
	
	
	

	4.2
	Qualification of FSTD for UPRT

Compliance Criteria:
- Check that FSTDs adequately qualified for the training tasks are used.
	ORO.FC.220
ORO.FC.230
	
	
	
	



S = Satisfied
U= Unsatisfied   
N/A= Not Applicable
Comment= Description the detail of compliance or Non-Compliance or other information



		Inspector Name:………………………………………………………………….………
		                      (………………………………….………..……………………….….)
		Position:…………………………………………….…………………………………………
Completed on:…………………………………………………………………………….
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