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. Purpose

The Air Operator Certification Job-Aid (JA-AOC) is inspector guidance intended for
use throughout the air carrier certification process. The JA-AOC is a project
management, record-keeping and communications tool used to -

1. Trackthe certification progress of an air carrier applicant,

2. Provide references for the activities, participation, contribution and
observations of NCAA inspectors,

3. Help assure that action required to bestow an AOC upon an applicant is
accomplished in atimely manner,

4. Provide a reference to corresponding documentation in the file, thus
ensuring complete and appropriate records are maintained, and

5. Inform the AOC Applicant and NCAA leadership upon the accomplishment
of key phases of the certification process.

Instructions in the JA-AOC are not a replacement for requirements described in the
Nigeria Civil Aviation Regulations (Nig. CARs). Should there be an apparent conflict
between information contained in the JA-AOC and Nig. CARs, the Nig. CARs take

precedence. Nig. CARs supersede instructions contained in the JA-AOC and any
other guidance material that may apply.

1. Contents
1. Five (5) Phase Completion-Validation and Communication pages.

2. Five (5) AOC Application-Tracking Lists

Phase 1 Pre-Application

Phase 2 Formal Application

Phase 3 Document Evaluation

Phase 4 Demonstration and Inspection
Phase 5 Certification
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Ill. Description
1. The JA-AOC is comprised of five (5) "Completion-Validation and Communication”
(CVC) cover pages at the beginning of each phase followed by a series of lists
corresponding to each of five phases comprising the Nigerian Civil Aviation Authority
Air Operator Certification process.

A. CVC cover pages provide space for-

a. Validating each phase of the AOC process,

b. Entry of information corresponding to completion of each phase of the
certification process, as well as a

c. Standard format for communicating the accomplishment of each
phase internally-hierarchically, within the NCAA, as well as externally
- with the AOC applicant.

B. Job-Aid (JA) pages are comprised of tables as described below.

a. The first row of each JA-AOC page contains a list of headers
describing information contained in the columns below; for example -

i. Line reference number and Nig. CARs related to each task
ii. Postholderresponsible
iii. A condensed textual description of each activity
iv. Initials of Inspector responsible.
v. Date information received and/or date accomplished
vi. Date returned for changes
vii. Rating: "Satisfactory" (S), or "Unsatisfactory" (U).
viii. Remarks.

b. Rows contain information related to the completion of specific tasks
required by Nig. CARs; for example -
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i. Titles describing the contents of each row.

ii. Space for the initials of the AOC team-inspector responsible
for particular JA-AOC activity.

iii. Datesreceived, accomplished, and/or returned for changes.
iv. Explanatory "Remarks."

V. Instructions

In consultation with the Chairman, Flight Standards Group, the CPM assigns NCAA
inspectors to AOC tasks in accordance with their specific discipline in the art and
practice of aviation, and the corresponding level of skill, experience, knowledge and
ability they bring to the project. Depending on the needs of the NCAA, the complexity
of the application, and the qualifications of the personnel involved, there may be
more than one inspector assigned to each discipline. When there is more than one
inspector assigned to each discipline, then one inspector will be designated as the
"Lead" inspector for that discipline and thereby assumes accountability to the CPM
for all related tasksinthat phase.

The CPM uses the first pages of each phase of the JA-AOC to recount applicant-
specific information and to record the names of Inspectors assigned to tasks within
the corresponding phase of the AOC certification process.

When assigning the allocation of AOC tasks to specific NCAA personnel, the
following abbreviations apply -

CPM - Certification Project Manager
O — Flight Operations Inspector
C — Cabin Safety Inspector
A— Airworthiness Safety Inspectors:
o Principal Maintenance Inspector (PMI)
= Airframe and Powerplant (A & P) and;
o Principal Avionics Inspector (PAI)
= Avionics (AV)
e G —Ground Operations Inspector
e L -Licensing

As columns and rows comprising the JA-AOC depict specific action steps
corresponding to the evaluation of an application for AOC, each must contain
information corresponding to the particular operator.

After completing assigned tasks, inspectors shall identify it as Satisfactory (S) or
Unsatisfactory (U).
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The "Remarks" section should be used to record relevant details. For example, when
discrepancies are noted, a "U" is assigned, and the reasons recorded in the remarks
section of the JA-AOC.

Thereafter, the CPM must obtain a corrective action plan from the AOC Applicant
and revise the schedule of events accordingly. Each discrepancy and corrective
action must be fully documented and recorded in the certification file (see TGM GEN
3.3.6.6).

Each item in each phase must be addressed satisfactorily for the AOC application
to proceed and to culminate in certification.

V. Other Coordination Required

The CPM is responsible for coordination of NCAA personnel, departments and
procedures necessary to confer an AOC; for example, Flight Operations,
Airworthiness, Licensing and the Document Tracking System. The CPM is
responsible to ensure that information pertaining to tasks described in the JA-AOC
have been completed by the designated members of the Certification Team.

VI. Renewal or Variation of AOCs

The identical process applies to AOC Renewal or Variation based on the conditions
stipulated in TGM Vol.3 Chapter 1 (3.0).

VII. Presentation of the AOC Job Aid

The AOC Job Aid document is split into various Phases for ease of use and administration as
follows:

a) Form O-OPS001A — Guidelines to the Job Aid
b) Form O-OPS001A-1- Job Aid Phase 1
¢) Form O-OPSO001A-2- Job Aid Phase 2
d) Form O-OPS001A-3- Job Aid Phase 3
e) Form O-OPS001A-4- Job Aid Phase 4
f) Form O-OPS001A-5- Job Aid Phase 5

These AOC Job Aid documents are issued in separate Forms as depicted above.
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