


PRILOGA: 
 

QUALITY ASSURANCE PROGRAMME FOR SMALL AND VERY SMALL OPERATORS 

1. PURPOSE OF THE QUALITY ASSURANCE PROGRAMME 

The purpose of the Quality Assurance Programme (QAP) is to provide confidence that all operations 
and maintenance are conducted in accordance with all applicable requirements, standards and 
operational procedures in order to ensure safe operations and airworthy aircraft. 

2. RESPONSIBILITIES 

2.1 Accountable Manager 

The Accountable Manager has the overall responsibility for ensuring that the QAP is implemented and 
maintained, and has the ultimate responsibility for sourcing the corrective action and ensuring that the 
corrective action has re-established compliance with the standard required by the Authority, and any 
additional requirements defined by the operator. 

2.2 Quality Manager 

The primary role of the Quality Manager is to verify that the standards required by the Authority, and 
any additional requirements defined by the operator, are being carried out under the supervision of the 
relevant Nominated Post holder. 

• The Quality Manager is, on behalf of the Accountable Manager, responsible for ensuring that 
the QAP is properly established and maintained. 

• The Quality Manager is responsible for that quality inspections are carried out within the 
proper timescale. 

• The Quality Manager function reports directly to the Accountable Manager, and has access to 
all parts of the organization, including relevant part of any subcontractors organization. 

The Quality Manager must have relevant knowledge on quality assurance / quality systems, and must 
be acceptable to the Authority. 

2.3 Auditor 

The Auditor is on behalf of the Quality Manager, responsible for performing quality audits of defined 
areas of the organization, as described in item 5; Quality Audit. 

Auditor (shall) should not have any day-to-day involvement in the activity to be audited, and must, as a 
part of performing audits; 

• prepare and maintain audit checklists, relevant to the activity to be audited, 

• identify and record any concern or finding, and the evidence necessary to substantiate such 
concerns or findings, 

• initiate or recommend solutions to concerns or findings, 

• prepare and submit an audit report after each audit, as defined in item 5; Quality Audit, 

The Auditor must, based on the size and complexity of the operation, have relevant knowledge and 
experience as an auditor, the Auditor reports directly to the Quality Manager. 



2.4 Quality System Diagram 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. QUALITY POLICY 

An operator should establish a formal written Quality Policy Statement that is a commitment by the 
Accountable Manager as to what the Quality System is intended to achieve. The Quality Policy should 
reflect the achievement and continued compliance with JAR-OPS 1/3 together with any additional 
standards specified by the operator. 

4. QUALITY INSPECTIONS 

The primary purpose of the quality inspection is to observe a particular subject in order to verify 
whether established procedures and requirements are adhered to, and whether the required standard 
is achieved. 

• Quality inspections shall be performed at the following subjects; 

• Flight operations 

• Ground handling 

• Mass & Balance 

• Maintenance system 

• Training 

• Documentation 

A quality inspection should be performed on each subject at regularly intervals not exceeding 12 
months. The Quality Manager is responsible for that the required quality inspections are performed, 
properly documented, and that any findings as a result of the inspections are recorded. Quality 
inspections must be documented on a “Quality Inspection Checklist”, and any findings shall be 
recorded on a “Deviation Report”. 
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4.1 Quality Inspections Plan (examples) 

Area Date 
Flight Operations  1st quarter 
Ground Handling  2nd quarter 
Mass & Balance  2nd quarter 

Maintenance System  3rd quarter 
Training  4th quarter 

Documentation  4th quarter 

5. QUALITY AUDIT 

The primary purpose of the quality audit is to perform a systematic and objective review of the Quality 
Assurance Programme, in order to verify its function and effectiveness, and that the required standard 
is achieved. 

A quality audit should review all elements of the Quality Assurance Programme, and should be 
performed each year, at intervals not exceeding 12 months.  

Normally, the Auditor, as defined in item 2.4, shall perform the quality audit. 

An audit report must be submitted to the Quality Manager not later than 3 days after the audit was 
performed. 

Findings (non-conformities) must be recorded on a “Deviation Report,” and the Quality Manager must 
set the time limits for corrective action. 

Non-conformities identified on quality audits performed by Customers or Authorities, shall also be 
recorded on a “Deviation Report” by the Quality Manager, who also will set the company time limits for 
corrective action. 

6. REPORTING OF IRREGULARITIES 

Any employee of (operator) has an obligation to report any irregularity they may observe while 
performing their duties in the company. 

Such irregularities may include (but are not limited to) faulty, missing or inadequate; 

• flight or maintenance documentation 

• operating or maintenance procedures 

• training or qualification requirements 

• ground handling procedures 

• company documentation and manuals 

• facilities, tools and equipment 

Reporting of such non-conformities to the required standard must be reported on a “Deviation Report” 
and sent to the Quality Manager for follow-up. 

The Quality Manager will determine what person will be responsible for corrective actions, and the 
time limit for such actions, as appropriate. 

Note! Air accidents and incidents which require a report to the Authority shall be reported on the 
appropriate forms, as defined in the Operations Manual (OM). 

7. MONITORING AND CORRECTIVE ACTION 

The Quality Manager must monitor the status and progress of all required corrective actions, as 
requested by; 

• quality inspections 

• quality audits 



• report of irregularities 

Each “Deviation Report” requiring a corrective action is identified by a unique reference number, the 
person responsible for the action, and the time limitation. 

If a corrective action has not been accomplished within the defined time limit, the Quality Manager 
must request remedial action from the responsible person, within a reasonable timeframe. If corrective 
action has still not been accomplished within the extended time limit, the condition shall be reported to 
the Accountable Manager, who will determine further action. 

Illustration of the monitoring and follow-up process; 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. MANAGEMENT EVALUATION 

The purpose of the management evaluation is to identify and correct trends, and prevent, where 
possible, future non-conformities.  
A management evaluation meeting is held once a year, normally in conjunction with the annual quality 
audit post-meeting. The Accountable Manager, Quality Manager and the Auditor shall attend the 
meeting, other relevant personnel may attend as defined by the Accountable Manager. 

The meeting must address the following subjects; 

• the Quality Managers annual summary of all deviation reports recorded as a result of the 
quality inspections, customer / authority audits and staff reporting, including any trends, 

• non-conformities identified at the last quality audit, 

• any relevant information of type-related incidents experienced by other operators, 

• a review of the QAP effectiveness as expressed by the Auditor, 

• a review of the corrective action follow-up process as expressed by the Quality Manager, 

• a review of the QAP system as expressed by the Accountable Manager, 

• the need for improvements of the QAP or parts thereof 

If the meeting identifies improvements of elements of the QAP, the required corrective action(s) must 
be recorded on Deviation Report(s), for which the Accountable Manager shall set the time limit and 
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responsible person. 

A written summary of the meeting, including all relevant supporting documents, must be recorded and 
retained. (Management Evaluation Report) 

9. RECORDING 

Records are essential data in order to analyze and determine the root causes of irregularities, so that 
non-conformity can be identified and addressed. 

The Quality Manager must retain the following quality records, for a period of minimum 5 years; 

• Quality Inspection Checklists 

• Audit Reports 

• Deviation Reports 

• Management Evaluation Reports 

10. The following documentation is meant as guidance to how the different documents could 
be formed. 

 



 
- QUALITY INSPECTION CHECKLIST - Year: 

 

Subject Date 
checked Checked by Comments / 

Deviation Report No. 
Flight Operations 
Aircraft checklists checked for accuracy and 
validity 

   

Min.5 flight plans checked and verified for proper 
and correct information 

   

Flight planning facilities checked for updated 
manuals, documents and access to relevant flight 
information 

   

Incidents reports evaluated and reported to the 
appropriate Authorities 

   

Ground Handling 
Contracts with ground handling organizations 
established and valid 

   

Instructions regarding fueling and de-icing issued    
Instructions regarding Dangerous Goods issued 
and known by all relevant personnel 

   

Weight & Balance 
Min.5 load sheets checked and verified for proper 
and correct information 

   

Aircraft fleet checked for valid weight check    
Min.one check pr.aircraft of correct loading and 
distribution 

   

Maintenance System 
Min.one tech.log checked for proper 
documentation of defects and corrective actions 

   

Maintenance status of aircraft fleet updated    
Contracts with maintenance organizations 
checked for validity and correct scope of work 

   

Min.Equipment List (MEL) checked for accuracy    
Maintenance programme checked for applicability    
Training 
Training records updated and accurate    
All pilot licenses checked for currency, correct 
ratings and valid medical check 

   

All pilots received recurrent training    
Training facilities & Instructors approved    
All pilots received Daily Inspection (D.I.) training    
Documentation 
All issues of OM checked for correct amendment 
status 

   

AOC checked for validity and appropriate 
Operations Specifications 

   

Aviation Requirements applicable and updated    
Crew flight and duty time record updated    
Flight documents record checked and updated    
Quality records checked and updated    



 
- DEVIATION REPORT - No: 

 
To 
QUALITY MANAGER Reported by: Date: 

Category: 
Flight Operations Ground Handling Weight & Balance Maintenance Training Documentation Other

□ □ □ □ □ □ □ 
Description: Reference: 

Suggested solution: 

Quality Manager; □ Corrective action required □ Corrective action not required 

Responsible Person: Time limitation: 
Corrective action Reference: 

 
Signature Responsible Person: 

 
Date: 

Quality Manager; □ Corrective action verified □ Report Closed 
 
Signature Quality Manager: 

 
Date: 
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