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	QUALITY PROCEDURE MANUAL




MANDATORY OCCURRENCE REPORT
1. PURPOSE

1.1 To define the procedure to report any particular incident/accident occurred to aircraft or component on GAM AMO facility or aircraft managed by GAM-CAMO. 
1.2 To comply with MCAR 2016 Regulation 165 Mandatory Occurrence Reporting, CAD 6801 Para 2.2 MOR – Airworthiness Aspect and CAD 8601 Para 5.11 MOR – Airworthiness Aspect
2. SCOPE

This procedure is applicable to GAM personnel involves in the aircraft maintenance and continuing airworthiness activities to report in particular any incident/accident occurred on GAM AMO facility or components or aircraft Managed by GAM-CAMO to QA department 
3. RESPONSIBILITY

3.1 Quality Assurance Manager is responsible to initiate, investigate and report to Authority, TC holder and/or operator upon discovery of incident/accident or unairworthy conditions.

3.2 The Crisis Management Team is responsible to investigate and recommend necessary corrective and preventive actions to prevent recurrence. 

4. REFERENCE

4.1 GAM/CAAM/MOE Part 2.18 Reporting of Defects to CAAM/Operator/Manufacturer

4.2 GAM/CAAM/CAME Part 1.7.5 MOR – Airworthiness Aspect

4.3 MCAR 2016 Regulation 165 – Mandatory Occurrence Reporting

4.4 CAAM The Mandatory Occurrence Reporting (MOR) Scheme

4.5 CAAM CAD 1900 – Safety Reporting System

4.6 CAAM Airworthiness Guidance AG 8503 MOR – Airworthiness Aspect

5. PROCEDURE

5.1 Upon discovering a serious defect, incident/accident or any unairworthy conditions by any GAM personnel, notification or alert shall be made to the immediate superior via Safer Card and GAM Occurrence Report (GAM/Q-038).

5.2 Engineer-In-Charge shall raise Safer Card and GAM Occurrence Report (GAM/Q-038) within 12 hours with details of incident/accident.  Photos of incident/accident, relevant maintenance documents are necessary to be enclosed.

5.3 Immediate superior shall forward the Safer Card and GAM Occurrence Report (GAM/Q-038) to Safety Manager and/or Quality Assurance Manager as soon as practicable.  
5.4 Once received such notification or news of incident/accident, QAM/SM shall initiate and convene Crisis Management Team for meeting. Independent accident/incident investigation shall be conducted by Quality Assurance Department based on QPM Part 2-20.
a) Crisis Management Team consists of:

i. Quality Assurance Manager (Chairman)

ii. Managing Director/Accountable Manager (Advisor)

iii. Chief Operation Officer

iv. Safety Manager

v. Engineering Manager or his/her delegates (Deputy Engineering Manager and/or Chief Engineer)

vi. Continuing Airworthiness Manager or his/her delegates

vii. QA Inspector (Secretary)

b) Additional members will be added as necessary to assist the investigation process.  
c) Root Cause Corrective Action and/or 5-Why Analysis approach may be used during investigation
5.5 The Crisis Management Team will investigate and recommend the corrective(s) and preventive action(s) to eliminate and/or minimize the root causes of incident/accident.  Minutes of Meeting (MoM) shall be raised by QAI (secretary) after completion of Crisis Management Meeting for Corrective & Preventive Action records and monitoring

5.6 Determination of reportable incident shall be referred to AG 8503 MOR – Airworthiness Aspect and CAD 1900 Safety Reporting System 

5.7
QAM shall report to CAAM within 48 hours after its discovery (any serious defect or other recurring unairworthy condition).  The report and the relevant information with regards to the occurrence shall be inserted in https://safetyreporting.caam.gov.my. 
5.7 QAM shall notify GAM CAMO and/or AMO CAAM Inspector on the submitted report via email including the relevant supporting documents related to the occurrence. 
5.8 If the incident/accident could result in an imminent hazard to work, QAM shall use the most expeditious method it can to inform the Authorities such as via telephone.

5.10
QAI (Secretary) shall follow up the Corrective & Preventive Action (CPA) addressed in the Crisis Management Meeting and convene meeting if necessary.
5.11 QAM or his/her delegates shall co-ordinate with Safety Department to perform Hazard Identification & Risk Assessment and participated by relevant department.

5.12 QAM shall submit the CAAM Follow up report of the occurrence to CAAM within 30 days of the occurrence. Report shall be submitted in https://safetyreporting.caam.gov.my.  Minimum information to be included into the preliminary report

a) Cause of the occurrence

b) Hazard Identification & Risk Assessment 

c) Corrective & Preventive action taken or to be taken

5.13 After 3 months of the occurrence, QAM shall submit the Final Analysis Report of the occurrence to CAAM. Report shall be submitted in https://safetyreporting.caam.gov.my
5.14 All the records not limited to Crisis Meeting, MOR, Preliminary Analysis, Final Analysis or other documents related to each occurrence shall be retained by QAM and made available upon request by CAAM or GAM AM/MD. Minimum information to be retain for each occurrence as below:
a) GAM Occurrence Report (GAM/Q-038)

b) Safer Card

c) HIRM

d) Crisis Management Meeting MoM

5.15 Secretary of Crisis Management Team shall maintain and update MOR listing.

5.16 QAM shall conduct yearly Safety Review during Quality Review Meeting and submit a yearly Safety Review Report to CAAM that includes below information:
a) Contain aggregated information on the type of occurrences and safety- related information reported through its mandatory occurrence reporting system

b) Identify trends

c) Identify the action it has taken
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MOR – AIRWORTHINESS ASPECT PROCEDURE 





REPORT TO IMMEDIATE SUPERIOR





CARRY OUT IMMEDIATE CORRECTIVE ACTION





RAISE SAFER CARD AND OCCURRENCE REPORT  WITHIN 12 HOURS





CALLOUT FOR CRISIS MANAGEMENT





INVESTIGATE ACCIDENT/INCIDENT & MoM ISSUANCE





COLLECT THE RELEVANT INFORMATION RELATED TO THE OCCURRENCE





SUBMIT MOR – INITIAL REPORT TO CAAM 





CO-ORDINATE WITH SAFETY DEPARTMENT TO PERFORM HIRA





FOLLOW UP OF CORRECTIVE & PREVENTIVE ACTION RASIED DURING CRISIS MANAGEMENT MEETING





SUBMIT MOR – FOLLOW UP REPORT TO CAAM 





COLLECT THE RELEVANT INFORMATION RELATED TO THE OCCURRENCE








FOLLOW UP OF ADDITIONAL & EFFECTIVENESS OF CORRECTIVE & PREVENTIVE ACTION 





SUBMIT MOR – FINAL REPORT TO CAAM 





COLLECT THE RELEVANT INFORMATION RELATED TO THE OCCURRENCE








RECORD RETENTION 





SUBMIT SAFETY REVIEW REPORT TO CAAM 





CONDUCT YEARLY SAFETY REVIEW DURING QUALITY REVIEW MEETING





MOR LISTING UPDATE 
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