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	Evaluation Data Collection Tool (DCT) –
Safety Promotion
Approval Holder:
SMS Evaluation Dates:
SMS Follow Up Evaluation Dates (if applicable):
SMS Team Leader:
SMS Team Members: 


		Objective




		Confirm that the approval holder communicates safety information throughout its organization to its employees, including initial and recurrent training, their safety related responsibilities, and other critical safety related information. 




		Instructions



Answer each question “Yes” or “No” based on review of information provided by the approval holder during the SMS Evaluation.  For “Yes” answers, provide reference(s) in the references / comments box including policies, processes, procedures or other information.  For “No” answers, provide justification in the references / comments box describing the reason the question was answered “No”.

Some questions in this DCT may be answered through desktop simulation. A desktop simulation is an exercise where the approval holder demonstrates how their SMS, policies, processes, and procedures will answer a question that is required for the DCT but has not needed to be completed at the time of the evaluation.




	Questions
	Answers
	References / Comments

	1. Has the approval holder provided training to each individual identified in § 5.23 to attain and maintain the competencies necessary to perform their duties relevant to the operation and performance of the SMS?
NOTE.  To answer this question, review a sampling of employee training records to confirm that the following individuals are current on their SMS competency training:
a) accountable executive
b) managers responsible for SMS processes
c) employees responsible for safety performance 
d) managers that make safety risk acceptance decisions  

REGULATORY REQUIREMENT: § 5.91, § 5.97(c)
REFERENCE: AC21-58, paragraph 2.6.1, 2.7.2
		☐  
	Yes

	☐    
	No



	

	2. Has the approval holder communicated safety information that:
NOTES: 

1.  To answer this question, conduct employee interviews to assess employee awareness for #1 below.  Complete a review of documented safety communications to answer #2 – #4 below.

2.  This question may be answered through desktop simulation if one or more of the communications for #2 through #4 below has not been necessary.  The desktop simulation should confirm that the approval holder’s SMS requires communications when necessary for #2 through #4 below.
REGULATORY REQUIREMENT: § 5.93, § 5.97(d)
REFERENCE: AC21-58, paragraph 2.6.2, 2.7.2

	#1 Ensures employees are aware of SMS policies, processes, and tools that are relevant to their responsibilities;
		☐  
	Yes

	☐    
	No



	

	#2 Conveys hazard information relevant to the employee’s responsibilities;
		☐  
	Yes

	☐    
	No



	

	#3 Explains why safety actions have been taken; and
		☐  
	Yes

	☐    
	No



	

	#4 Explains why safety procedures are introduced or changed? 
		☐  
	Yes

	☐    
	No
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