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HIGHLIGHT OF REVISIONS

ISSUE | REV. | REV. DATE DETAILS OF REVISIONS
NO NO
Part 0.0: Change title page to reflect latest revision no
and date.
Part 0.1: Updated record of revision.
Part 0.1A: Added new chapter for explanation of
changes/revisions.
Part 0.2: Updated Table of Contents
Part 0.3: Updated List of Effective Pages (LEP).
Part 2.0:
e Para 5.2.2 Revised initial Employee Training
Evaluation (GAM-073) from 30 days to 60 days.
e Para5.2.4: Corrected form number from
(GAM/Q-014) to (GAM/Q-079).
Part 8.0:
e Parab5.13 (a)(1): Corrected Document Master
List to Internal Publication Masterlist (GAM/Q-
067).
e Para5.13 (a)(2): Removed statement “The
1 1 |12 May 2023 recipients of the manual shall acknowledge
receipt on the Document Acceptance Form
(GAM/Q-025).
e Para5.13 (a)(4): Corrected Document Master
List to Internal Publication Masterlist (GAM/Q-
067).
e Para5.2.5 a) Added sentence “and/or email”.
Appendix — 1:
e Item 9. Removed GAM/Q-025 and replaced with
GAM/Q-067.
Appendix 2:
e Revised form.
Appendix 3:
e Revised form.
Appendix 4:
e Revised form.
Appendix 8:
e Revised form.
Appendix 10:
e Revised form.
1 0 24 January 2022 | New Issue.
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PART 0.5

INTRODUCTION TO THE TRAINING PROGRAM MANUAL

1. This Training Program Manual (TPM) has been prepared in accordance with the
current Title 14 Code of Federal Regulations (CFR), FAA Advisory Circular AC 145-
10 and policies and procedures used at Galaxy Aerospace (M) Sdn Bhd, hereinafter
referred as GAM.

2. This training program manual contains policies and procedures GAM uses to
determine its training requirements and to develop its training program. The training
program ensures each GAM employee has the knowledge and skills to perform the
assigned maintenance, preventive maintenance, and alteration tasks. The contents
of this manual ensure GAM can respond to its employees' changing training needs.

3. This manual sets forth the procedures for GAM to identify its training needs in a
systematic manner, develop training and/or identify appropriate existing training,
select the training methods, provide training, record training accomplishment, and
measure the effectiveness of its training program.

4, GAM controls this manual in accordance with the revision control in RSQCM Section
2.1. Quality Assurance Manager shall denote approval of the initial manual and
subsequent revisions on the bottom page of "List of Effective Pages" (Part 0.3) prior
to submitting to FAA for approval. FAA shall denote the approval of the manual or
revisions thereto by signing on List of Effective Pages and/or issuing a Letter of
Approval.

5. GAM uses a closed loop system to ensure that the training requirements for the
company and employees are identified, training standards are established, training
is provided, and the training program is revised as necessary. GAM’s training
program consists of the following basic components:

a)  Atraining needs assessment to identify GAM’s overall training needs and
individual employee training needs

b)  The method for defining areas of study and/or courses/lessons made
available to employees

c) The method for identifying training sources and methods available to
employees for the areas of study, courses, and/or lessons

d)  The method of documenting employee qualifications and training

e) The methods used to measure the effectiveness of the training program and
to make changes as necessary

6. The Accountable Manager has the overall authority for GAM’s training program. Any
changes to the training program will be coordinated with the Quality Assurance
Manager.

Part 0.5: Introduction to The Training Program Manual Date: 24 January 2022
Page: 1-1
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PART 1
GENERAL
1. GENERAL

1.1 Persons performing maintenance (including inspections), preventive maintenance,
and alteration must be assessed and trained in accordance with the Federal
Aviation Administration (FAA)- approved procedures set forth in this manual.

1.2 All other employees may be trained in accordance with the approved procedures of
this manual at management discretion.

1.3 Galaxy Aerospace (GAM) has an established training program that includes
indoctrination initial, recurrent, specialized, and remedial training areas of study for
all of its employees.

1.4 GAM has separate areas of study for the following staffing categories:

a) Technicians and other individuals performing maintenance, preventive
maintenance, or alteration tasks such as:

(1) inspectors
(2) supervisors
(3) managers

b) Support staff

1.5 GAM further breaks down the training requirements for each staffing category based
on job function requirements and experience levels. GAM has established minimum
training standards for its job positions and methods to assess an individual’'s skill
level for each job function to determine training requirements.

1.6 GAM has established the minimum standards required for supervision, inspection
and maintenance personnel employed by the repair station.

e Language (read, write, speak and understand English)
e  Computer (ability to access information)
e Qualification and experience

1.7 The procedures in this manual enable GAM to revise its existing training program
to ensure it continues to meet GAM'’s needs and produce training consistent with all
regulatory requirements

Part 1: General Date: 24 January 2022
Page: 1-1
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PART 2

TRAINING NEEDS ASSESSMENT
1. PURPOSE
1.1 To establish a process to conduct Training Needs Assessment to evaluate the
employees’ skill levels and qualifications relative to their specific work
assignments.
2. SCOPE
2.1 This procedure is applicable to GAM maintenance personnel and support staff
when performing maintenance, preventive mainteance and alteration.
3. REFERENCE
3.1 FARFAR Part § 145.163

3.2 AC 145-10 Advisory Circular — Repair Station Training Program

4. RESPONSIBILITIES

4.1 Quality Assurance Manager is responsible for preparing and analysing training
needs assessment. He/She is also responsible to do annual review of training
program to verify if GAM has made any changes that might affect training needs
and effectiveness.

4.2 Engineering Manager and Head of Departments are responsible for determining the
training needs of the individual employee against the task assigned and standards
established for the position, and timely submission of training needs to Quality
Assurance Manager.

4.3 Managing Director, the Accountable Manager, has the overall authority for GAM's
training program.
5. PROCEDURES

GAM’s Training Needs Assessment (TNA) is a two-part process that determines GAM’s
overall training requirements, as well as individual employee training requirements.

5.1 Overall Repair Station Needs
5.1.1 GAM’s training needs assessment is performed to ensure continued

compliance to regulatory, customer, industry standards and internal
requirements. To determine its overall training requirements, the Quality

Part 2: Training Needs Assessment Date: 12 May 2023
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Assurance Manager and the Engineering Manager or his/her designee will
review GAM'’s operations specifications (OpSpecs); capability list; job
position duties and responsibilities listed in the Repair Station Quality
Control Manual (RSQCM); technical job functions and tasks; current
employee experience level and customer/operator requirements.

5.1.2 This will provide a general outline and description of skills, knowledge and
expertise that GAM and its employees should possess. This assessment
will include areas but not limited to the following:

a) Part 145 operations and procedures

b) Inspection of aircraft and articles

¢) Returning aircraft and articles to service

d) Receipt and handling of aircraft materials and articles
e) Access and usage of technical data

f)  Human factors in aircraft maintenance

g) Safety management system

h) Dangerous goods/Hazardous material handling

5.1.3 Quality Assurance Manager or his/her designee will complete Training
Needs Assessment Matrix (GAM/Q-074) for this process. This form will be
maintained by the Quality Assurance Manager.

5.1.4 Employees will then be assessed against the standard established for the
position and tasks assigned. If it is determined that an employee does not
possess the capability to perform a maintenance (including inspection),
preventive maintenance, or alteration task, appropriate training will be
administered.

5.1.5 GAM continuously evaluates its overall repair station training needs. At
minimum, the training program will be revised when:

a) TPM training deficiencies have been identified
b) Changes to its ratings, facilities, equipment, or work scope require
additional training areas, classes, or lessons
c) Evaluations of training effectiveness indicates a need or
d) The annual TPM review indicates changes are needed.
Part 2: Training Needs Assessment Date: 12 May 2023
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5.2 Individual Needs Assessment

5.2.1 GAM uses Employee Training Evaluation form (GAM/Q-073) to evaluate an
individual and determine his/her previous work experience, knowledge and
skills. This allow GAM to establish the employee’s capability to properly
perform the assigned tasks. The results of this evaluation are compared
with the needs established on the Training Needs Assessment Matrix
(GAM/Q-074) and any additional required training to be conducted.

5.2.2 Engineering Manager and/or Head of Departments shall complete initial
Employee Training Evaluation (GAM/Q-073) on all newly hired and
transferred employees within the employee’s first sixty (60) days of
employment. This assessment inludes a review of the gaps and their
associated trainings noted in the Employee Training Evaluation (GAM/Q-
073).

5.2.3 Employees will be requested to provide copies of previous training (i.e.
certificates, transcripts, diplomas, degrees etc). This will assist in
determining any required training.

a) A resume may be required for training evaluation.

b) An oral interview may also be required to ensure a thorough
understanding of the individual’s previous work experience, knowledge
and skills. This oral interview will be accomplished by the respective
Head of Department or his/her designee.

5.2.4 In addition, OJT will be required to demonstrate their proficiency in their daily
duties. OJT needs will be documented on Work Experience Logbook
(GAM/Q-079).

5.2.5 Departmental Heads are to identify individual training requirements and shall
document the requirements. The individual training records shall be updated
accordingly.

5.2.6 The Departmental Heads are responsible to ensure the individuals receive
the necessary training in the appropriate timeframe.

5.2.7 Upon completion of an employee's initial needs assessment, employees are
required to complete various types of training to ensure proficiency in
compliance and skill based training as well as any necessary technical or
specialized training. These types of training include formal courses,
technical and specialized training on an initial and recurrent basis.

5.2.8 The scope of initial training required for an employee is based on their
specified job duties. All mandatory compliance and regulatory training
courses will be defined in the Training Needs Assessment Matrix (GAM/Q-
074). Training Needs Assessment Matrix (GAM/Q-074) will also define the
initial and recurrent frequency associated with these courses.

Part 2: Training Needs Assessment Date: 12 May 2023
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5.2.9 During identification of overall training needs, GAM shall consider items,
including but not limited to the following:

a) The tasks associated with each person responsible for performing
maintenance, inspection and preventive maintenance.

b) The skills, experience and training of new and/or current employees.
c) The return of an employee to tasks after an extended period.

d) The introduction to the employee of new regulations, procedures,
equipment or recordkeeping requirements

5.3 Changes to Repair Station Work Scope

5.3.1 Whenever GAM is planning to change its facilities, equipment, or scope of
work as reflected in its OpSpecs or capability list, it will conduct a review of
its current training program. The need for additional training will be based on
an analysis of the new work to be performed, the capability of employees,
and the availability of in-house training.

5.3.2 Appropriate changes will be made to initial, recurrent, and specialized
training areas of study, including existing courses or the addition of new
courses, positions, and individuals requiring the training, and when the new
training needs to be implemented and completed.

5.4 Annual Training Program Review

5.4.1 The Quality Assurance Manager shall review annually for currency and
completeness of this training program. An annual review of the training
program will verify if GAM has made any changes that might affect training
and will analyze the measures of training effectiveness. This is performed
by the Management team bi-annually during the quality review meeting, at a
minimum.

5.4.2 Quality Assurance Manager will review the adequacy and completeness of
Training Needs Assessment Matrix (GAM/Q-074). In addition, a review of
observations, examination results and feedback from the measurement of
the Training Course Evaluation (GAM/Q-045) effectiveness process will be
considered.

5.4.3 As part of annual review, GAM wil analyze employees’ job position duty and
task assignments, experience levels and the method of delivery for various
courses, new training techniques, or commercially available courses. It will
make any changes that are required to ensure employees are capable of
performing assigned tasks in accordance with the procedures set forth in
their manual.

Part 2: Training Needs Assessment Date: 12 May 2023
Page: 4-5
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Appendix A

Training Needs Assessment Overview

New Hire /
Transferred
Employee

HOD performs initial
Employee Training
Evaluation (GAM/Q-074)

HOD arranges employee
for training

HOD reviews with
employee on completion
of training

Training
Completed?

NO
Employee performs
the required/assigned
tasks
Part 2: Training Needs Assessment Date: 12 May 2023

Page: 5-5




q;; TRAINING PROGRAM MANUAL
GalaxyvAerospace

maintenance . repair . overhaul

ISSUE NO 1 REVISION NO 0

PART 3

COURSE DEFINITION
1. PURPOSE
1.1 This provides the general outline of the methods and types of training that are
utilized to conduct both technical and non-technical courses by GAM and External
Training Providers.
2. SCOPE
2.1 This procedure is applicable to GAM personnel and support staff when
performing maintenance, preventive mainteance and alteration.
3. REFERENCE
3.1 FARFAR Part § 145.163

3.2 AC 145-10 Advisory Circular — Repair Station Training Program

4. RESPONSIBILITIES

4.1 Quality Assurance Manager is responsible for ensuring the compliance of this
requirements.

4.2 Departmental Head is responsible for ensuring that only employees adequately
trained and qualified for the specific task are assigned to perform the work.

5. PROCEDURES
5.1 TYPE OF TRAINING

5.1.1 The Training Program Manual (TPM) is structured to provide the following
levels of training:

a) Initial Training will be provided to new employee for the first time or
existing Repair Station employee who is taking upon a new function. It
is also to to establish a level of knowledge or proficiency on GAM
procedures for operations, policies, maintenance and inspections and
adherence to regulatory compliance requirements.

b) Recurrent Training is part of the continuation training to continuously
update the employees on the latest technical information and
development. Training received at specific intervals to support, expand

Part 3: Course Definitions Date: 24 January 2022
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or refresh initial training areas of study, courses/lessons or other
proficiency requirements.

¢) Remedial Training is provided to improve an employee’s demonstrated
lack of knowledge, proficiency or technical expertise. It is provided to
employees based on need demonstrated or situation dictates.

5.2 CATEGORIES OF TRAINING
5.2.1 Initial / Indoctrination Training
a) Indoctrination training shall include the following courses:
(1) FAR Part 145 Requirements
(2) Company Manuals, Policies and Procedures
(3) Human Factor
(4) Safety Management System (SMS)

b) Each new employee involved in aircraft related work shall complete all
above courses before he/she can be directly involved in any
maintenance work.

5.2.2 Technical Training

a) Technical Training can be a Process Training or Aircraft Type Courses
and are conducted by qualified instructors to train Company Approval
Holder or Certifying Staff to be proficient on the specific aircraft type
relevant to his specific Trade's category. It is only after completing the
Type Course with the required 'Structured’ OJT that an employee can
apply for Company Approval Holder Authorization as per company
Approval system for authority to certify and release return to service.

b) This may be a formal training provided by the manufacturer or the
External Training Provider approved by the Company to provide such
training. Satisfactory completion of these types of courses requires
documentary evidence such as 'Certificate of Completion’ of training
issued by the Training Provider.

5.2.3 Recurrent Training

a) Recurrent Training, also known as refresher or continuation training, is
training that re-occurs at a specified frequency. This form of training is
necessary to maintain employee proficency and skill set. All recurrent
courses shall be defined in Training Needs Assessment Matrix (GAM/Q-
074).

Part 3: Course Definitions Date: 24 January 2022
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b) Recurrent Training can be either classroom or OJT training repeated at
a regular basis, at least once in every two years to provide the latest
information pertaining but not limited to the following:

(1) Latest changes to Regulations and Repair Station Quality Control
Manual procedures.

(2) Latest changes to a particular process or maintenance operation.
(3) New inspection procedures or techniques.
(4) New Safety and Quality issues.
(5) New technology updates.
¢) Recurrent Training shall include the following but not limited to:
(1) CFR Part 145 and Part 43
(2) Human Factor
(3) Safety Management System (SMS)

(4) Relevant technology updates (latest Airworthiness Directives
and/or Service Bulletins

(5) Fuel Tank Safety - if applicable
(6) Electrical Wiring Interconnect System (EWIS) — if applicable
d) All Inspection Personnel referenced in the Roster of Supervisory and
Certifying Personnel (GAM/Q-053) are subject to recurrent training
requirement.
5.2.4 Specialised Training
a) Specialized training is associated with performing complex specialised
processes such as NDT and welding where the quality of the product is
very much dependent upon the proficiency of the individual concerned.
5.2.5 Remedial Training
a) Remedial Training is conducted dependent upon the requirement as
recommended by Quality Assurance Manager and/or Engineering

Manager subsequent to:

(1) Investigation of an incident or accident where it has been
determined that more training is needed to enhance a process.

(2) Preventive measure as recommended during internal or external
audit.

Part 3: Course Definitions Date: 24 January 2022
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(3) Recommendation by management to further enhance operations.
b) Remedial training will be assigned to ensure an employee who lacks

demonstrated knowledge and has been provided the information
necessary to accomplish assigned maintenance or alteration tasks

properly.
5.3 COURSE DEVELOPMENT

5.3.1 All courses/lessons shall be developed using the following information as
minimum necessary to capture the required knowledge or skKill:

a) Course Title
b) Course Objectives
c) Course outline

d) Course duration - Required hours or performance outcome for each
topic or lesson

e) Training material including handouts, regulations, manuals, tools, or
equipment used

f)  Training source(s)
g) Training method(s) (i.e. classroom, OJT etc.)
h) Instructor(s)

5.3.2 The information required by this process shall be developed for all areas of
study and/or courses/lessons made available to employees who perform
maintenance, preventive maintenance, alterations and inspection functions.
This includes training provided by the on-the-job methodology.

5.3.3 The information on courses and lessons from outside sources will be
evaluated to ensure the availability of enough information to determine its
capability to impart the information required by the repair station’s needs
assessment for the company or for the particular employee.

5.3.4 Training material associated with each course shall be maintained on shared
network drive by Quality Assurance Department.

Part 3: Course Definitions Date: 24 January 2022
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PART 4

SELECTION OF TRAINING METHODS
1. PURPOSE
1.1 To provide the general outline of selection of training method(s), source(s), and
instructor(s) to determine whether the appropriate and necessary knowledge or
skill will be transferred to employees.
2. SCOPE
2.1 This procedure is applicable to GAM maintenance personnel and support staff
when performing maintenance, preventive mainteance and alteration.
3. REFERENCE
3.1 FAR Part § 145.163

3.2 AC 145-10 Advisory Circular — Repair Station Training Program

4. RESPONSIBILITIES

4.1 Quality Assurance Manager is responsible to assess and qualify internal
instructors. He/she is also responsible to evaluate external training provider before
such training takes place.

4.2 Quality Assurance Inspector is responsible for coordinating with Departmental
Heads to schedule and arrange personnel to attend the required training. He/she
is also to engage and source external training provider.

4.3 Departmental Head is responsible for ensuring that only employees adequately
trained and qualified for the specific task are assigned to perform the work.

5. PROCEDURES
5.1 Training Methods
5.1.1 GAM utilizes various methods to provide training to the employees including:
a) The formal classroom training (performed under the supervision of an
instructor using the in-house facilities such as lectures, mock-ups,
visual aids and video facilities, etc).

b) On-the-job training (OJT)

c) Computer-based training (CBT)

Part 4: Selection of Training Methods Date: 24 January 2022
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d) External classes and courses
e) Original Equipment Manufacturer (OEM) training

5.1.2 The company will use all available resources to provide the appropriate
training. Many areas of study, courses, and lessons will be provided by more
than one method. Regardless of the methods used, training will include
appropriate means to evaluate the student’s capability to understand and
apply the information taught.

5.2 Training Sources

5.2.1 Sources available for training will be continually monitored to ensure GAM
is aware of its alternatives. When a new or revised training need is identified,
the available options will be reviewed. This process may include consultation
with the FAA Principal Inspector, other repair stations, manufacturers, and
local colleges for available training.

5.2.2 If the training will be conducted by an External training Provider, Quality
Assurance Inspector shall coordinate for the engagement of the acceptable
source(s). He/she shall perform a survey/audit to ensure it provides
appropriate information. The survey/audit may include an observation of
training, a review of course outlines and materials, contact with previous
training customers, and a review of instructor qualifications and experience.

5.2.3 Should the Engineering Manager and/or Departmental Heads require
training from external training provider, he/she shall complete and forward
Training Requisition Form (GAM/Q-052) to Quality Assurance Department.

5.2.4 Quality Assurance Inspector will source external training provider and
compile all necessary information i.e. instructor's qualification, course
outline, quotation etc. The Quality Assurance Inspector together with Quality
Assurance Manager will review the external training provider inputs for
selection and forward to Accountable Manager and/or Human Resource
Manager for approval.

5.3 Training Instructors

5.3.1 Instructors shall be qualified based upon subject matter knowledge and
teaching ability. Subject matter expertise may be established by experience,
demonstrated knowledge, and/or certification. The ability to impart
information can be determined by observation, demonstration, or
experience.

5.3.2 Instructor must be adequately trained and experienced on a specific subject,
process, an appropriate category of a specific aircraft type, components, or
model/series of engines before he/she can be deemed to be qualified by
Quality Assurance Manager to conduct training for that particular subject,
process, aircraft/component category or engine type.

Part 4: Selection of Training Methods Date: 24 January 2022
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5.3.3 The Instructors shall meet the following requirements:

Criteria

Basic / Regulatory Training

Technical / Specific Training

Qualification

Hold a valid and current Aircraft
Maintenance Engineer’s License
which is issued or validated by
CAAM; or

A diploma/degree holder in
related field;

Hold a valid and current
Aircraft Maintenance
Engineer’s License which is
issued or validated by CAAM;
or

Company Approval Holder; or

A diploma/degree holder in
related field;

Training i. Completed and attended i. Completed and attended
Instruction technique / Train the Instruction technique / Train the
Trainer; or Trainer; and
ii. Attended and experienced in ii. Attended and experienced in
specific subject to be taught. specific subject to be taught.
5.3.4 QAM shall review and assess the qualification of instructors before qualifying

5.3.5

5.3.6

5.3.7

5.3.8

Part 4: Selection of Training Methods

them as qualified instructor and the assessment is recorded in Training
Instructor Assessment Checklist (GAM/Q-048).

Once assessment process is completed and Quality Assurance Manager is
satisfied on the qualification, competency, and experience of the personnel,
authorised instructors will be listed in the List of Approved Instructor
(GAM/Q-020).

Quality Assurance Manager shall maintain a List of Approved Instructor
(GAM/Q-020) for the types of courses to be conducted. The listing is
available at the Quality Assurance Department.

For OJT Instructor, Quality Assurance Manager accepts supervisors with
Company Authorization for that particular operation or process to conduct
OJT on that particular operation or process.

For each classroom course performed at GAM facility, Training Course
Evaluation Form (GAM/Q-045) will be completed. The Quality Assurance
Inspector shall compile and address issues that require corrective action
which may include additional training or support for the Instructor to Quality
Assurance Manager.

Date:
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PART 5

TRAINING DOCUMENTATION
1. PURPOSE
1.1 To provide a general guideline for recording, updating and maintaining personnel
training records.
2. SCOPE
2.1 This procedure is applicable to all training records of GAM maintenance
personnel and support staff when performing maintenance, preventive
mainteance and alteration.
3. REFERENCE
3.1 FAR Part 145.163

3.2 AC 145-10 Advisory Circular — Repair Station Training Program

4. RESPONSIBILITIES
4.1 Quality Assurance Manager is responsible to record, update and maintain training

records of employees who are assigned to perform maintenance, preventive
maintenance, alterations and inspection functions.

5. PROCEDURES

5.1 Generally, training records refer to records of each employee's personal details,
past employment, authorisations granted and training records indicating type of
course, subject, date completed, total hours, method, location, name of
instructor and results.

5.2 Training records may be maintained in two forms:
a) hard copy
b) electronic

Note: GAM shall use the hard copy method as the primary version of

maintaining records at GAM, however, GAM may also use electronic
methods to summarize training record data.

Part 5: Training Documentation Date: 24 January 2022
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5.3 Employees may access their training records which are kept by Quality
Assurance Department. These training records are available for review upon
request.

5.4 The Training Records shall be retained for the duration of an employee’s period
of employment. Upon termination of active employment, an employee’s training
record will be archived for a period of two years after the employee has left the
organization.

5.5 The following training records to be kept at but not limited to:

a) Employee Training Evaluation (GAM/Q-073)

b) Training Needs Assessment Matrix (GAM/Q-074)

¢) Training Course Evaluation Form (GAM/Q-045)

d) Training Instructor Assessment Checklist (GAM/Q-048)
e) List of Approved Instructors (GAM/Q-020)

f) Meeting/Training Attendance Form (GAM/Q-022)

g) Training Certificate

Part 5: Training Documentation Date: 24 January 2022
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PART 6
MEASUREMENT OF TRAINING EFFECTIVENESS
1. PURPOSE
1.1 To establish a procedure of measuring the effectiveness of training program.

2. SCOPE

2.1

This procedure is applicable to all training courses for GAM maintenance
personnel and support staff when performing maintenance, preventive
mainteance and alteration.

3. REFERENCE

3.1

3.2

FAR Part 145.163

AC 145-10 Advisory Circular — Repair Station Training Program

4. RESPONSIBILITIES

4.1

Quiality Assurance Manager is responsible to conduct an annual review of the
training program to analyze its effectiveness.

5. PROCEDURES

5.1

5.2

5.3

5.4

5.5

The Quality Assurance Inspector will regularly evaluate each course for its content,
time, quality of the training materials, training facilities, and instructor. This is
accomplished through observation, examination results, and feedback.

At the end of each course, to measure training effectiveness and comprehension,
GAM develops methods to observe the employee’s participation. These methods
include written and verbal examinations including practical skills applications.

Student’s interview shall be convened for reasons of poor performance or to correct
certain irregularities.

On completion of each course, the Training Course Evaluation Form (GAM/Q-045)
shall be completed up by each student. The Quality Assurance Inspector will work
with the Quality Assurance Manager to resolve any discrepancies or concerns
highlighted.

Quality Assurance Manager will analyze the results of course evaluations to
determine if any changes are required to establish a basis for determining whether
the course met its objectives and provided the information necessary to ensure the

Part 6: Measurement of Training Effectiveness Date: 24 January 2022
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employee was capable of performing assigned tasks.

5.6 Results or feedbacks received from training course evaluation will be addressed
during quality review meeting.

Part 6: Measurement of Training Effectiveness Date: 24 January 2022
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PART 7

CONTROL OF EXAMINATION
1. PURPOSE
1.1 This provides a general guideline for controlling the administration of examination
in support of the training courses.
2. SCOPE
2.1 This procedure is applicable to examinations/tests administered and
conducted internally at GAM.
3. REFERENCE
3.1 FAR Part Part § 145.163

3.2 AC 145-10 Advisory Circular — Repair Station Training Program

4. RESPONSIBILITIES

4.1 Quality Assurance Manager is responsible for conducting audit and surveillance
coverage to ascertain compliance with the requirements.

4.2 Quality Assurance Inspector is responsible for management of the question bank
ensuring that there is no leakage of examination questions.

5. PROCEDURES

5.1 Quality Assurance Inspector shall administer written examination for all training
conducted by the Quality Assurance Department.

5.2 All questions in the Question bank are managed by Quality Assurance Inspector
and it is kept in appropriately secured location. It is accessible only through the
Quiality Assurance Inspector or his/her designee.

5.3 The examination questions developed must be within the scope of the approved
syllabus. If confidentiality of the examination paper is in doubt, a new set is to be
raised.

5.4 The examination questions are of multiple-choice objective type with three choices
provided and marking of the answer sheets will be carried out by the examination
panel or competent instructor as appointed by Quality Assurance Inspector.

5.5 The invigilator of the examination can be Quality Assurance Personnel, or
Instructor who is not involved in the course.

Part 7: Control of Examination Date: 24 January 2022
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5.6 Examination result provides an indication of the knowledge and understanding
level of a participant on a particular subject matter. The scoring format is as follows:

Score Result
75% - 100% | Pass
50% - 74% Fail, re-examination necessary

Below 50% Fail, re-course and re-examination required

Part 7: Control of Examination Date: 24 January 2022
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PART 8

MANUAL CONTROL, APPROVAL AND REVISION

1. PURPOSE

1.1 This procedure outlines the management of the Training Program Manual.

2. SCOPE
2.1 This procedure is applicable to entire contents of this Training Program
Manual.
3. REFERENCE
3.1 FAR Part § 145.163

3.2 AC 145-10 Advisory Circular — Repair Station Training Program

4. RESPONSIBILITIES

4.1 Quality Assurance Manager is responsible for ensuring that the Training Program
Manual is maintained to meet the company objectives and in compliance with the
Regulatory requirements.

4.2  Quality Assurance Manager shall submit the proposed revision for approval to the
FAA and upon the receipt of the approval, the Quality Assurance Manager shall
ensure the revision pages are timely reproduced and distributed to all the assigned
custodians of Training Program Manual for incorporation.

4.3 Departmental Heads are responsible to ensure the following:

4.3.1 Necessary changes and corrections are forwarded timely to Quality
Assurance Department for reviewing and processing.

4.3.2 Maintain the manual in a good condition for use.

5. PROCEDURES

51 MANUAL CONTROL

5.1.1 The introduction section of the manual shall incorporate a Record of
Revisions page to indicate the curent manual revision number and a List
of Effective Pages indicating the revision status of each page.

Part 8: Manual Control, Approval and Revision Date: 19 May 2023
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5.1.2 Each page of the manual shall have the chapter number, issue number,
revision number and page number. All pages will show the date of issue
which can be cross-checked with List of Effective Pages (LEP) to ensure
that it is current.

5.1.3 This manual is produced in both hard copy and electronic formats.
a) Hard Copy Format

(1) The manual is distributed to document holders identified in Part
0.4 of this manual. Quality Assurance Managers will register into
Internal Publication Masterlist (GAM/Q-067) to identify the latest
revisions of the manual.

(2) Each manual holder will be responsible for inserting the revised
pages in the manual and recording the revision on the manual’s
record of revision page.

(3) All hard copy manuals shall be given a control number to ensure
location and to denote the responsible manual holder.

(4) The Quality Assurance Manager is also responsible for
maintaining the Internal Publication Masterlist (GAM/Q-067) of
all manuals, indicating the control number assigned to individual
and revision status of the manual.

b) Electronic Format
(1) Electronic copies of this manual shall be available to all
personnel via Galaxy Aerospace Management System (GAMS)

portal.

(2) The electronic manual is a read-only file for which password
protected where staff user ID is required to access GAMS portal.

(3) Quality Assurance Manager is responsible to update and upload
new or revised manual into GAMS portal.

5.2 MANUAL APPROVAL AND REVISION PROCESS

5.2.1 GAM Training Program Manual (TPM) is an FAA-approved manual where
no changes or revision will be made without prior FAA approval.

5.2.2 The Quality Assurance Manager is responsible for the initiating, preparing
and submitting the amendments of this TPM to the FAA for review and
acceptance.

5.2.3 The Quality Manager is responsible to review the TPM annually so that
its contents, when necessary, will be updated to reflect the latest
operational and organizational set-ups in GAM.

Part 8: Manual Control, Approval and Revision Date: 19 May 2023
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5.2.4 The QAM shall notify of any changes in writing, e-mail or by phone as
and when revisions are deemed required. The revised TPM shall be
forwarded to the respective Principal Inspector (Pl) of the FAA for
approval.

5.2.5 The Quality Manager shall submit to the respective Pl of the FAA:
a) A Cover Letter and/or email
b) The revised copy of TPM

c) The revised List of Effective Pages (LEPs) with signature and dated
of QAM

5.2.6 The FAA Principal Inspector (Pl)’s will either accept or reject the manual
revision. The acceptance of the manual may be noted by FAA Principal
Inspector (Pl)’s signature and the approval date on the List of Effective
Pages (LEP) and/or in the form of transmittal documents such as letters,
memos, e-mails or any other media. QAM is responsible to keep a record
of manual approval by the FAA by inserting it into the manual after the
manual cover page.

5.2.7 However, if the manual is rejected, a cover letter or transmittal document
on detailed explanation of the deficiencies will be issued by FAA PI.

5.2.8 When arevision is found not acceptable to the FAA, QAM is responsible
to:

a) correct and address any non-compliant sections of the manual
b) resubmit the manual for FAA approval.

5.2.9 As needed, QAM will contact the FAA either by phone or email to discuss
the details of non-compliant portions of the manual to ensure TPM is
compliant with applicable FAA guidance materials.

5.2.10 Changes to each of the procedures in the manual shall be issued as a
revision by complete section with procedure ready for incorporation into
the manual.

5.2.11 A ‘black’ vertical bar at the Left-Hand margin of the affected page
indicates the portion of a paragraph or sentence has been revised. This
‘black’ vertical line shall be removed at the subsequent revisions so that
only changes made by the current revision are indicated.

5.2.12 A ‘Record of Revisions’ is available in the manual to record the date the
revision is incorporated into the manual.

Part 8: Manual Control, Approval and Revision Date: 19 May 2023
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APPENDIX -1

LIST OF FORMS AND INSTRUCTIONS

NO | FORM NUMBER DESCRIPTIONS
1 GAM/Q-045 Training Course Evaluation Form
2 GAM/Q-052 Training Requisition Form
3 GAM/Q-014 Work Experience Logbook
4 GAM/Q-020 List of Approved Instructors
5 GAM/Q-048 Training Instructor Assessment Checklist
6 GAM/Q-073 Employee Training Evaluation
7 | GAM/Q-074 Training Needs Assessment Matrix
8 GAM/Q-022 Meeting/Training Attendance Form
9 GAM/Q-067 Internal Publication Masterlist
Appendix - 1: List of Forms and Instructions Date: 12 May 2023
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GAM/Q-045 Training Course Evaluation Form

Purpose: To record training evaluation of instructor after completion of training.

traizing cowae or i you oo sof dwee aofficiand informedior o ereees, selece G4,

TRAINING COURSE EVALUATION
TRAMING COURZE DETAILS

| Tikla of Training

Tralning Raferance No.

anue:

Siart Dafe to End Oiata Seart dale: End Diate:

Hame of Instructons) 1.

2
(5. L] B afdhe B [ ] - ghix form. G\-l.l:h.:ll'ln'l'r!

WY umw B fo of rairvng contant and hnl,..hd-u:hv

Emeiliz. Mearw ol St maponTe bn'nw et best cezcnBax pows areazeTef o e dewining M wrllH:m i nod Ipp.'.'nlh'l o y=ur

ECIORE
Excalent | e | Far | Foar | Mal Applcatle
-] | q [ k] | Z 1]
[ W0, [ ECHIEVERENT OF TRAHING DR EE OEJECTIVE SCORE
1 Has shis iraining counse achieved the staled cbjecyweas? 5 | 4 ! a 2 | 1
[ W0, | CEERHING GOTCOWES
1. | I nedevan! krowiedoe B 4 3 Z 1
2 | Application of knoededge & skills in the workplaoe 5 4 a 2 ]
[ AT | TRAINIAG COUREE CONTERT C
1. | Mests the mguirerents 5 4 a 2 ]
2 Eagy to understand with neevant ecamplas 5 4 a 2 1
3| Trarirsg mesleriaks and related notes B 4 3 Z 1
4 Ernphassis an thedory 5 4 a 2 ]
[HO. | TRARAG COUREE TECAHEIES T ME THODGOLG T CORE
1. | Lectuns B 4 3 z 1
2 | Discussion & 4 3 2 1
3| videa | Media Shaes B 4 3 2z 1
4. | Practical training on real asincralt or Sypetask Saining courss anly) 5 4 a 2 ]
HO. | TRAIMING COUR 5E MANAGEMENT ECORE
1. | Trarirg course durstion 5 4 a 2 ]
2 | Trarirg course schege 5 4 a 2 1
3 | Classroom B 4 3 2z 1
4. | Cofeteria  Fdaal B 4 3 Z i
[ WO, | EEEESEMENT OF IMETRUCTIGNAL FTEFF CORE
1. | Masiery of the Subsect B 4 3 2z 1
2 | Faciltation =kils B 4 3 Z i
3| Use of teadhing aids B 4 3 Z i
4. | Performoncoe [ 4 3 2 1
wpa f ol 3
Appendix-2: GAM/Q-045 Training Course Evaluation Form Date: 12 May 2023
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TRAINING COUR SE EVALUATION
& | Creating an approonaie karming e anment B 4 3 2 1
B | Skils in managing feedback ! questions & 4 i Z i
7 e racive communicaion ] 4 3 2 1
B | Agpearance B 4 3 2 1
[THCE. | TRAIFRHG COUR SE BEHEFTT (pwean « o n im0 sopmznsie sox)
1 Hatess s berpefifad from s iraming course? Yo Ida [T
2| Would you lke b recommend Shis raining courss & others? Wi ] ha T
OTHER S
1. | Wt did vou ke mast about e Inng courss?
20| et ane vour sugoesaons for improvement of this raring oourse?
A | Ay otber comments
FOR QUALITY 45 SURANCE DEPARTMENT UEE ORMLY:
REVIEWED BT
iU, e ne, Dessinrevion and Sy Tl
WERIFIED BY GUALITY ASSIRERCE MEREGER
sgrrture, hame, Desigroiion and Stamg Lt
Remerks
ron Tof 2
Appendix-2: GAM/Q-045 Training Course Evaluation Form Date: 12 May 2023
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INSTRUCTION FOR COMPLETING GAM/Q-045, TRAINING COURSE EVALUATION

Title of Training

Insert title of training/course attended

Training Reference No

Insert training ID/Code if applicable

Venue

Insert venue or place of training being conducted

Start Date to End Date

Insert date of training

Name of Instructor(s)

Insert name of instructor(s) conducting the training

Achievement of Training Course Objectives

Circle appropriate score for each criterion in
accordance with the training as applicable.

Learning Outcomes Circle appropriate score for each criterion in
accordance with the training as applicable.
Training Course Content Circle appropriate score for each criterion in
accordance with the training as applicable.
Training Course Techniques / Methodology Circle appropriate score for each criterion in
accordance with the training as applicable.
Training Course Management Circle appropriate score for each criterion in

accordance with the training as applicable.

Assessment of Instructional Staff

Circle appropriate score for each criterion in
accordance with the training as applicable.

Training Course Benefit

Tick in the appropriate box.

Others

Insert comment or recommendation as required

FOR QUALITY ASSURANCE DEPARTMENT USE ONLY

Reviewed by Enter name, signature, designation and stamp of
QA Personnel who reviews this course evaluation.
Verified by Enter name, signature, designation and stamp of

QA Manager who verifies this course evaluation.

Appendix-2: GAM/Q-045 Training Course Evaluation Form
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APPENDIX - 3:
GAM/Q-052 Training Requisition Form

Purpose: To record training request.

TRAINING REGUISETION FORM
Aot ARFEWE BRASNS AP LAATRUA T P Sia R T BT PO Eri
3Dy o KRl NI Fivoos Mol aincadouid
T Codicsa Tichnical Courie hars I Hedne Tranng
Caiain Iy 1 fe g Pt Fatns Pragra= Ouftiicha [ra nmng
Figgalation Traning Uit (Sl | Oweriiat Traming
el Fa=1 st us Sedt Shil Traming
[ Tak ol Traenng Lo
[ Fropowed Trainng Prusioer Eutrrabed Dowl
[ Fropeed Duralion ul Tranng
it Start Diate End Diratien
[T T Harmm al T PPleces @Vt omats dil § esvssirsy
Mo | oMarrs Sl s Dowrigg=wi 05 Cwpari=aml
[ Imblicaions o e f, croite # gl s o Gl i T
E d by E d by
S pnaluce s e
Plarrs wldars
Lharsd jiui Lin lbiu nalien
Lhatw allile
| Infarmabion o cu 6 out bebn - for @ faa’ sis o) Tranng Coorsl nator
HEDF Oai=abis Trai=asg g risa il P —
T T
s s whlarrs
=Ll
1o d
Aornirit i Wasege ohoel Ogeratisg T Huorras Binirorea Pa g er
= e S pnaluse
=i ofidi rrsa
Lialw Lialw
Ll

Appendix-3: GAM/Q-052 Training Requisition Form Date: 12 May 2023
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Instruction for completing Training Requisition Form (GAM/Q-052)

Block | Item Description
1. Reference Number Insert the reference number.
Eg. GAM/TRF/YYYY-XXX where YYYY refers Year and XXX
indicates running number begins with 001, 002... (For QA used
only)
2. Department Insert the requesting department for training.
3. Type of training Tick where applicable.
4. Title of training Enter the title of the intended training.
5. Proposed of training | Enter the name of training organisation/provider.
provider
6. Estimated Cost Enter the estimated cost of training. If no cost involved, enter “NIL”
Proposed duration of training
7. Start Date Enter proposed start date of training.
8. End Date Enter proposed end date of training.
9. Duration Enter duration of training (in days)
Proposed Name of Trainees
10. No. Running numbereg 1, 2, 3 ...
11. Name Enter name(s) of participants.
12 Staff No Enter staff ID no
13 Designation Enter job designation
14 Department Enter department
15 Justification Enter the purposes/objectives of training.
Requested by Enter requestor details
16 Signhature Self-explanatory
17 Name Self-explanatory
18 Designation Self-explanatory
19 Department Self-explanatory
Supported by Enter HOD details
20. Signature Self-explanatory
21. Name Self-explanatory
22. Designation Self-explanatory
23. Department Self-explanatory
24. Additional Information To be completed by HR/Admin/Training Coordinator. Tick where
applicable
25. Signature Self-explanatory
26. Name Self-explanatory
27. Date Self-explanatory
Approved by To be completed by Accountable Manager / Chief Operating
Officer
28. Sighature Self-explanatory
29. Name Self-explanatory
30. Date Self-explanatory
Approved by To be completed by Human Resource Manager
31. Signature Self-explanatory
32. Name Self-explanatory
33. Date Self-explanatory
34. Official Note Enter any additional remarks

Appendix-3: GAM/Q-052 Training Requisition Form
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Purpose: To document OJT records.

APPENDIX — 4:

GAM/Q-079 Work Experience Logbook

|| WORK EXPERIENCE LOGBOOK ”
(Example)
3.
2, 4,
AfC 5 8 3
i AlC Type of - i 8. ) 10.
Date T Exrag. Vsl Fr&l!:ge _I'I_':i aTA 0 son Performed Malntem;r:ﬁ Record Remarkls)
Type Comp. 5N (rating)
0101122 ELT 453-5004 |Workshop| G INSP 31 Participated in carrying out detail inspection of ELT. WP-ELT-18-105
01/02/28  AW138 aM-FPMBE Line B1.3 R/T 32 Participated in camying out replacement of nose wheel. AJL No. 00103
0202123 AW1EE BM-BOF Base B1.3 SGH 20 Participated in carrying out 2 W CCP inspection. WP-BOF-13-734
Logbook Owner's Mame: ... Signature: o
GAM/Q-079 Rev 01 (01/23)
Appendix-4: GAM/Q-079 Work Experience Logbook Date: 12 May 2023
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Instructions for Completing Work Experience Logbook (GAM/Q-079)

|| ‘ WORK EXPERIENCE LOGEOOK
Section1.1 Instructions for Completing Work Experience Logbook
No. D Option Description/ Remarks
1. |Date - Date when the maintenance activity was carried out. Dates entered shall follow the format DD/MM/YY.
2. |A/Cor Comp. Type - AJC or component type.
3. |A/CReg. or Comp. 5/N - A/C registration marks or component serial number.
T £ Maint Identify the class rating under which the maintenance is carried out.
4. [:;‘F:;EHDJ aintenance - The various options correspond to the different ratings possible for an AMO Part 145.
£ E.z.: Line, Base, Workshop.
When the person holds different privileges this block is intended to identify the certifying staff or support staff
5. |Privilege Used - privilege used depending from the rating identified in the previous column.
Eg.: Category AorBl.1, B1.2, B1.3, B1.4 or B2 or C, components or engines or NDT certifying staff.
Identify the task type using the following term as being the mare applicable to the task carried out. More than one term may
be selected. E.g: TS and RyI.
FOT Functional / Operational Test
SGH Service and Ground Handling
TaskT R/l Removal [ Installation
B. |TaskType MEL | Minimum Equipment List
TS Trouble Shooting
MOD Maodification
REP Repair
INSP Inspection
7 |ata ; Enter the ATA chapter which better describes the maiority of the activity carried out. More than one ATA
) chapters may be entered when necessary/applicable to the activity carried out.
8. |Operation Performed - This field is used to provide detailed reference to the task carried out.
s ) : Enter the precise reference of the maintenance records where the activity mentionad in this logbook was
- | Maintenance Record Ref. recorded (Le. AIL No. 001323 or Work Card No. WP-BOF-18-734, etc.).
This field is intended to be used for any additicnal comment/not which was not possible to enter in the other
10. | Remarkis) - fields
All entries in this loghook shall be made in ink and handwritten. -
GAM/Q-079 Rev 01 (01/23)

Appendix-4: GAM/Q-079 Work Experience Logbook

Date:
Page:

12 May 2023
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APPENDIX - 5:
GAM/Q-020 List of Approved Instructors

Purpose: To document list of approved internal instructors.

-3‘% List of Approved Instructor
GalaxyAerospace leisie Noi: 2021004
maintenance . repair . overhau Date: 19/11/2021

CAME

CAAM PART M
CAAM PART 145
FAR 145
RSQCM

1. | OMAR BIN AHMAD 10 June 2021

CAAM PART M
CAAM PART 145
MOE

CAME

FAR 145

EWIS

CDCCL & FUEL TANK SAFETY
MOE

MMP

CAAM PART 145
FAR 145
RSQCM

AW189 PRACTICAL TRAINING

CAME

CAMP

HUMAN FACTOR

EWIS

CDCCL & FUEL TANK SAFETY
CAAM PART 145

2. | YUSOF BIN AHMAD 10 June 2021

NUR AMIRAH IZANI BINTI

KAMARZAMAN 3 May 2021

4. | AHMAD ZHAFRI BIN MOHD NOR 14 June 2021

ZATY NADHIRA BINTI MOHAMED
ZUHARI

14 June 2021

BONAINA D NAONANDINEWDN=INOG A WON -

6. | IDROS BIN ABD RAHMAN 3 MAY 2021

Page1of3 GAM/Q-020 Rev. 2 (07/21)

Appendix-5: GAM/Q-020 List of Approved Instructors Date: 24 January 2022
Page: 1-1
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APPENDIX - 6:

GAM/Q-048 Training Instructor Assessment Checklist

Purpose: Tool used during assessment of training instructor.

TRAINING INSTRUCTOR ASSESSMENT CHECKLIST

A: DETAILS OF PERSONNEL

MAME

DEFPARTMENT

STAFF NO

PO SITION

TYFPE OF TRAINING ] Basic/Regulstory Training [ Technical/Specific Traiming

DATE OF

ASEESSMENT

COURSETRAINING 1)

COVERED
2]
3]
4]

(B} QUALIFICATION AND TRAINING

MO

CRITERIA

COMPLIANCE

YE3 HO

HA

REMARKS

1.

Gualification

Hold & wvalid and current Aircraft Maintenance
Engineer's License which is issu=d or
walidated by CAAM, OR

Hold company approval; OR

Hold a diplomafdegres or diploma halder in
related field

Hold a Sijil Pelajaran Malaysia (SPM) or
=quivalent.

000 O
000 O

000 O

Training

Completed and attended Instruction technigue
f Train the Trainer, AND

Attended and sxperienced in specific subject
io be faught

0g
0o

0o

Ezperience

Minimum of 3 years of aviation experisnce
=ither in aircraft maintenancs,

{Mote: additional 2 years experiznce for SPM
Holder | OR

Minimurm of 3 years of aviation experience in
sdministering maint=nance aorganization,
{Mote: additicnal 2 years expenznce for SPM
Holder § OR

Minimurn of 3 years of aviation experisnce in
aircraft support warkshops.

Appendix-6: GAM/Q-048 Training Instructor Assessment

Checklist

Date: 24 January 2022
Page: 1-3
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technigues used by the framing organisation o
supgart the lessans.

Has a good cormand of the subjects tsught

maintenance . repair . overhaul
[{C) COMPETENCY ASSESSMENT
NO ITEMS COMPETENCY REMARK S
WES | WO s,
4. | ‘=eneral knowl=dge of applicable CAAMALhony | .| | |
regulstions/=tandards.
2 | Knowledgeabls about the subjects that ars assigned ol L
1o their scops of instruction.
Fnow how 1o organize a lesson and how o eloenty
3. | deliver a course that clearly highlights the (-
fundamental |::-:|in1s'.]:‘
Frohcssnt and familiar with the tools or the trainm
4 oo o
I I
I I

Adequste communication skills

{0) CONCLUSMOS

1.

I= the personnel qualifisd and compstent?  YES [

If Mo, stat= the ressonc

NO O

If =atisfaciory pleass tick the boees balow:

a | hereby certify that person, for which particular are given in block &, is able to performn
and comp=iant as fraining instrucion.
2. Remarks
[[E] ASSESEMENT CARRIED GUT BY-
TASTESSOR HANE TIGHATURE DATE
1.
2
Appendix-6: GAM/Q-048 Training Instructor Assessment Date: 24 January 2022
Checklist Page: 2-3
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Instruction Form for Training Instructor Assessment Checklist

Spction A. NAKE

Fill the Imstructar Hame

Section A, DEPARTRENT

Fill the Imstructor Department

Spction A STAFF NOD

Fill the Instructar GARN Staff Mumber

Spction A POSITION

Fill the Instructar Work Position

Spction A, TYPE OF Training

Splect type of training provided by instructar

Spction AL Date of
Airatoment

Fill the date of assessment conducted

Section A, COURSE/TRAINIMNG
COVERED

Fill the name of courss ar training conducted by the instructar

Section B QUALIFICATION

Tick the compliance column to the itam in the criteria column.

AND TEAINING Mate in the remark if necessary

Section C COMPLTEMCY Tick the competency calumn ta the item in the ltems calumn.
BSELESSMENT Mate in the remark if necessary

Section O COMCLUSION Item Tick where applicabkle, Nate the regsan if selace N0,

1

Saction D CONCLUSION Ikam Hate aswasepr ramarks.

2

Section £ ASSESSMENT
CARRIED OUT BY:

Fill the asseswar's mapme, signature and date

Appendix-6: GAM/Q-048 Training Instructor Assessment

Checklist

Date:
Page:

24 January 2022
3-3
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APPENDIX = 7:

GAM/Q-073 Employee Training Evaluation

Purpose: To record initial training needs assessment for new hire or transferred

employee

EMPLOYEE TRAMNEMNI EVALLUATION

1. FER S0OMMEL DETAIL &

MLAME: ATAFF MO:
DEFARTMIEMT: DATE FOINED:C
EMAIL: FHONE HD:-

2. GUALIFICATION S

HMama of EchooiiCollsgeiunivercity Start ity

Zualfoation Ooalned [CEFAMIncL)

Monthiysar Monshivear

Saooreiay Eduosann]s) SP M Grais
Lgnneigaie
Hiellzn S TF M T ai kool aiion =) FResulls|
o i b Kao
S radae
D phomen Ciodarsois] Kao
O PANS radae
[ T o Peapn”
Bimeo
CEPAST I asS

Foal Gracduale Course]s)

Aurca of study
COPASTass

Frofessional Ooaifcatomds)

Lo dSlage

3. WORK EXPERIEMCES

Diaks fmiy) Employsr FuncilonPoEltlon

Sumwrmnary of

Appendix-7: GAM/Q-073 Employee Training Evaluation

Date: 24 January 2022
Page: 1-3
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EMPLOYWEE TRAMEMG EVALUATION

4. TRAMING ATTENDED

Dt Plaos of Tralming

Traiming / Courcs Remarkn

4. TRAMING EVALLRATION

Lddiflonal Tralning Regaired

Fewlawed by HOD:

Fairarks

S

"y e

14

Appendix-7: GAM/Q-073 Employee Training Evaluation

Date:
Page:

24 January 2022
2-3
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INSTRUCTION FOR COMPLETING GAMG-074, EMPLOYEE TRAINING EVALUATION

Mo Item Ingtructions
1 | Section 1 [Namae) Enber tha siafl il namvs
2 | Secion 1 [Slafl Ho) Enier thix stal mo ghven by company
3 | Section 1 [Deranimeni Entier thit siall oo bl derarisnent
4 Socion 1 [Dabe Joinad) Enler dale joned 1he companmy
5 | Secion 1 [Emal) Enbir the emal address of siaf
=3 Sacion 1 [Phane Mo} Eniar tha phane no of sial

Enter the applcabtle name of SchooliCol kegpeilinhsersity
atended by sial

Enier the sian daie afending ine EchooiiCol legeiiniversity
g precerilfi e e

Enlar the finigh or pompleton dale abending the

Sonod Colegeilnivarsity by meonth and vear

Enler the guaification obisd ned uoon attanding the
S0l ool ke Lin e rSity.

Enler the dale by manth and year of e nolavant proous
WK ST R

Enler the nama of empd over of which Th 'work eapenencds
waaes oo mad

7 Secion 2 [Hame of BEchool ColegeUnversiy|

8 Sacion 2 [Slat — manihfgear)

g | Secten 2 [Finksh - manlhtyear]

10 | Secion 2 [Suaifcalion Oaned - CERATlGS]

11 | Section 3 [Dsabe — miy]

12 | Secten 3 [Employer)

13 | Secion 3 [FunclionFosibon) Enler thae Tunoll oniposion of the previous work expenienoe

Enler the summay of Waiks{pge serainng o the
P bondposiion writiem

14 | Secton 3 [Summany of YERRscR AL

15 | Saction 4 [Dabe) Enbar tha dale ol fraining alended by shalf

16 | Sectcn 4 Place of Training) Enler the name of gegapgaios in whch e taning sas
ainendaed

17 | Sacton 4 [TminingfCourss| Entar the aliended tminingioosrse name

18 | Secion 4 [Remarks) Enier additonal remarks or nofes for the training atiended
HOD o amler the name of reeyant addional Training

LA . 1

19 | Sacton § [AddBonal Taining Requined} requined by
HOD te el any remares with megands o the Iraining

20 | Secion § [Reviewed by HOD requined and W i his personal details [Le. signature, name
g dgla’

Appendix-7: GAM/Q-073 Employee Training Evaluation Date: 24 January 2022

Page: 3-3
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APPENDIX - 8:
GAM/Q-074 Training Needs Assessment Matrix

Purpose: To identity applicable training required by job functions

9!1‘. REF.NO
GalaxyAerospace TRAINING NEEDS ASSESSMENT MATRIX
DATE
_ JOB FUNCTIONS REMARKS
E i T |8 - - =z 5 o & | w
S1E 0 C|EE|E |s|.F |BEE| | ElslZ|.28|.E .8
s |28 VB (5|5 |5]E s Es |, (=3 E (5 | 8B 5 (855 |¢ ¢
TRANNG TOFICS 2 215, | 5|5 |exlen| 8|S Bogd Bacfaael| 3 Zupiyd (222|228 |s
BRI R A R EH I
HHEIE TR S BB HEHE IR E
Sz gz 32|z |z8|fz|fe| 5|9k S EoPSHsc| 3 (PR Y (58| 5 | 5| B |BR)5 |8
PREPARED BY APPROVED BY
Signature Signature
MName Name
Date Date
Legends: GAM/Q-0T4 Rev 1 {AAA
M - Mandatory Training 0 - Optional Trining Page
Appendix-8: GAM/Q-074 Training Needs Assessment Matrix Date: 12 May 2023

Page: 1-2
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Instructions for completing Training Needs Assessment Matrix (GAM/Q-074)

Item Instructions

Ref. No Enter TNA Reference Number
For example: GAM/TNA/YYYY-XX where YYYY indicates Year and XX refers
to sequence issuance number 01, 02 etc

Date Enter date of issuing Training Needs Assessment

Training Topics

Enter the training title/topics.

Job Functions

Enter the letter “M” as mandatory or “O” for optional training for the appropriate
job functions column.

Initial

Enter “YES” if such training requires initial training.

Refresher

Enter “YES” if such training requires refresher/continuation training.

Prepared by

Enter the applicable name, signature and date of Quality Assurance Inspector
who prepares the document.

Approved by

Enter the applicable name, signature and date of Quality Assurance Manager
who approves the document.

Appendix-8: GAM/Q-074 Training Needs Assessment Matrix Date: 12 May 2023

Page: 2-2
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APPENDIX - 9:

GAM/Q-022 Meeting/Training Attendance Form

Purpose: To record participant attendance of meeting/training.

MEETING/TRAINING ATTENDAMNCE

Course Title : Date : Instructor name

Course i o i Instructor
Venue

Duration ’ ’ Signature

:ND MNAME STAFF ID/IC MO DEPT POSITION EMAIL SIGNATURE

i

10.

11

Page _ of _ GAM/C-022 Rev 3 (11/21)

Appendix-9: GAM/Q-022 Meeting/Training Attendance Form Date: 24 January 2022
Page: 1-2
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lnstmr:tinn Form for Meeting/Training Attendance GAM/0-022.R2

Course Title Enter the course title

Course Duration Enter the duration of the course

Date Enter the date of the course

Venue Enter the venue of the course conducted

Instructor Insert name of the instructor

Instructor signature Insert instructor signature

Mame Insert the participant name

Staff ID/IC no Insert the participant staff 1D or IC

Department Insert the participant Department

Fosition Insert the participant Position

Email Insert the participant Email

Sienature Insert the participant signature
Appendix-9: GAM/Q-022 Meeting/Training Attendance Form Date: 24 January 2022

Page: 2-2
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APPENDIX - 10:

GAM/Q-067 Internal Publication Masterlist

Purpose: List of all controlled manuals, documents and forms.

E INTERMAL PUBLICATION
GalaxyAerospaca MASTERLIST DM vt a:ﬂ;:::i
B L R F] WTLE J SO TiON ﬁ;;E ey O | MR SRTE R REL e
Appendix-10: GAM/Q-067 Internal Publication Masterlist Date: 12 May 2023

Page: 1-2




«\'I
qp TRAINING PROGRAM MANUAL

GalaxyvAerospace

maintenance . repair . overhaul

ISSUE NO 1 REVISION NO 1

Instructions for completing Internal Publication Masterlist (GAM/Q-067)

DOCUMENT NO Insert Document Reference Number

Eg. IPM/YYYY-XX where YYYY indicates year and XX refers to
seguential running number 01, 02, etc

TITLE/DESCRRIPTION | Insert document title/description

ISSUE NO Insert document issue number

REV.NO Insert document revision number

REV. DATE Insert document revision date

DOCUMENT OWNER Insert document owner eg. QA, CAMO, AMO

PREPARED BY Insert name, signature and date of Quality Assurance personnel
who prepares the document

VERIFIED BY Insert name, signature and date of Quality Assurance Manager

or designee who verifies the document

Appendix-10: GAM/Q-067 Internal Publication Masterlist Date: 12 May 2023
Page: 2-2






