
 

AOCI MANUAL - Volume II  
OPERATIONAL DEMONSTRATIONS, INSPECTIONS, APPROVALS AND 

SURVEILLANCE  

VOL 2   
Page -  233 

 

 

FIRST EDITION  
January 2016  

CIVIL AVIATION AUTHORITY OF NEPAL  
 

 

APPENDIX 4 
 

FLIGHT SAFETY DOCUMENTATION SYSTEM CHECKLIST 
FOS FORM CL-109-FSDS 
 
Operator’s Name :   

INFORMATION PROVIDED 

1. INTRODUCTION 

1.1  

The following material provides guidance on the organisation and development of an operator’s Flight Safety 
Documents System. It should be understood that the development of a flight safety documents system is a 
complete process, and changes to each document comprising the system may affect the entire system.  
 
Guidelines applicable to the development of operational documents have been produced by government and 
industry sources and are available to operators. Nevertheless, it may be difficult for operators to make the 
best use of these guidelines, since they are distributed across a number of publications. 

1.2  

Furthermore, guidelines applicable to operational documents development tend to focus on a single aspect of 
documents design, for example, formatting and typography.  
 
Guidelines rarely cover the entire process of operational documents development. It is important for 
operational documents to be consistent with each other, and consistent with regulations, manufacturer 
requirements and Human Factors principles.  
 
It is also necessary to ensure consistency across departments as well as consistency in application. Hence 
the emphasis on an integrated approach, based on the notion of the operational documents as a complete 
system. 

1.3  

The following matters address the major aspects of an operator’s Flight Safety Documents System 
development process, with the aim of ensuring compliance with FOR A-Chapter 3, 3.3.8 and FOR H-Chapter 
1.3.7 “An operator shall establish a Flight Safety Documents System, for the use and guidance of operational 
personnel, as part of its Safety Management System”. The guidelines are based not only upon scientific 
research, but also upon current best industry practices, with an emphasis on a high degree of operational 
relevance. 
Inspectors may use additional pages if necessary, when using this checklist. 
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Information Provided 
Comments/ Remarks/Ops 

Manual Reference 
Verified by CAA 

Nepal Inspector?* 

2. ORGANISATION  

2.1  

A Flight Safety Documents System should be organized 
according to criteria which: 

(i) ensure easy access to information required for flight and 
ground operations contained in the various operational 
documents comprising the system and  

(ii) which facilitate management of the distribution and 
revision of operational documents. 

  

.2 

Information contained in a Flight Safety Documents System 
should be grouped according to the importance and use of the 
information, as follows: 
 
(a) time critical information, i.e,, information that can 

jeopardise the safety of operation if not immediately 
available.eg.- aircraft checklists, NOTAMs 
 

(b) time sensitive information, i.e., information that can affect 
the level of safety or delay the operation if not available in 
a short time period.eg.- flight orders, PIREPs 
 

(c) frequently used information eg. Operations Manual, 
Training Programs 
 

(d) reference information, e.g., information that is required for 
the operation but does not fall under (b) or (c) above 
 

(e) information that can be grouped based on the phase of 
operation in which it is used. –eg. Standard Operating 
Procedures 

  

2.3 
Time critical information should be placed early and 
prominently in the Flight Safety Documents System. 

  

2.4 

The following information should be placed in cards and quick-
reference guides: 
(i) Time critical information,  
(ii) time sensitive information, and  
(iii) frequently used information  

  

3. VALIDATION 

3.1 

(i) The Flight Safety Documents System should be 
validated before deployment, under realistic conditions.  

 
(ii) Validation should involve the critical aspects of the 

information use, in order to verify its effectiveness.  
 

(iii) Interactions among all groups that can occur during 
operations should also be included in the validation 
process. 
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4. DESIGN 

4.1 
A Flight Safety Documents System should maintain consistency 
in terminology and in the use of standard terms for common 
items and actions. 

  

4.2 

(i) Operational documents should include a glossary of terms, 
acronyms and their standard definition, updated on a regular 
basis to ensure access to the most recent terminology.  

 
(ii) All significant terms, acronyms and abbreviations included in 

the Flight Documents System should be defined. 

  

4.3 

(i) A Flight Safety Documents System should ensure 
standardisation across document types, including writing 
style, terminology, use of graphics and symbols, and 
formatting across documents.  

 
(ii) This includes a consistent location of specific types of 

information, consistent use of units of measurement and 
consistent use of codes. 

  

4.4 

A Flight Safety Documents System should include a master 
index to locate, in a timely manner, information included in more 
than one operational document. 
 
Note - The master index must be placed in the front of each 
document and consist of no more than three levels of 
indexing. Pages containing abnormal and emergency 
information must be tabbed for direct access. 

  

4.5 A Flight Safety Documents System should comply with the 
requirements of the operator’s quality system, if applicable. 

  

5. DEPLOYMENT 

5.1 

(i) Operators should monitor deployment of the Flight Safety 
Documents System, to ensure appropriate and realistic use 
of the documents, based on the characteristics of the 
operational environment and in a way which is both 
operationally relevant and beneficial to operational 
personnel. 

 
(ii) This monitoring should include a formal feedback system 

for obtaining input from operational personnel. 

  

5.2 

(i) Location : The documents that consist of the FSDS may not 
necessarily be located in one office but may be spread 
across a variety of departments or divisions located far 
from each other. Nevertheless, it is assumed that the main 
base will have a copy of all the documents that compose 
the FSDS. 

 
(ii) The Flight Safety Department should maintain a Master 

Index of where each document is located. 

  

6. AMENDMENT 
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6.1 

Operators should develop (i) an information gathering, (ii) 
review, (iii) distribution and (iv) revision control system to 
process information and data obtained from all sources relevant 
to the type of operation conducted, including, but not limited to, 
the CAA Nepal, State of design, State of Registry, 
manufacturers and equipment vendors. 
 
Note - Manufacturers provide information for the operation of 
specific aircraft that emphasizes the aircraft systems and 
procedures under conditions that may not fully match the 
requirements of operators. Operators should ensure that such 
information meets their specific needs and those of CAA Nepal. 

  

6.2 

Operators should develop (i) an information gathering, (ii) review 
and (iii) distribution system to process information resulting from 
changes that originate within the operator, including: 

(a) changes resulting from the installation of new 
Equipment. 

(b) changes in response to operating experience 
(c) changes in an operator’s policies and procedures 
(d) changes in an operator certificate 
(e) changes for purposes for maintaining cross fleet 

standardisation 

  

6.3 

A Flight Safety Documents System should be reviewed: 
(a) on a regular basis (at least once a year) 
(b) after major events (mergers, acquisitions, rapid growth, 

downsizing, etc.) 
(c) after technology changes (introduction of new 

equipment) 
(d) after changes in Safety Regulations 

  

6.4 

Operators should develop methods of communicating new 
information. The specific methods should be responsive to the 
degree of communication urgency. 
 
Note - As frequent changes diminish the importance of new or 
modified procedures, it is desirable to minimize changes to the 
Flight Safety Documents System. 

  

6.5 
New information should be reviewed and validated considering 
its effects on the entire Flight Safety Documents System. 

  

6.6 

(i) The method of communicating new information should be 
complemented by a tracking system to ensure currency by 
operational personnel.  

(ii) The tracking system should include a procedure to verify 
that operational personnel have the most recent updates. 

  

Declaration  

 
I declare that the information given in this application form is true in every respect. 
 
 
 
              _______________________                                                         _______________________ 
                          Name & Position                                                                         Signature & Date  
 

For Official Use 
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Contents checked against Ops manual:  *SAT / NOT SAT 
 
 
 
_________________________________                                              ___________________________________ 
Principal Operations Inspector (POI)                                                                         Signature & Date 
 
 
For information: 
 
 
_________________________________                                             ____________________________________ 
Chief (Flight Operations)                                                                                          Signature & Date 
 
 
* delete where appropriate 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


