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PART 0.1A

HIGHLIGHT OF REVISIONS

ISSUE | REV. | REV. DATE DETAILS OF REVISIONS
NO NO

Total revision due change of company logo/theme from
Galavaer-ospace * tO ‘w
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 0.5 Para 6: Resentenced paragraph.
Part 2:

e Para 4.3: Re-sentenced.

e Para 4.4: Added Training Manager is responsible
for analysing Training Course Evaluation and
feedback effectiveness.

e Para 5.4.2: Changed Course Evaluation (GAM/Q-
045) with Training Course Evaluation and Feedback
(GAM/F-TPM2.5(03).

2 0 22 July 2024 | Part 3: Para 5.3.4: Revised training material maintained

by the Quality Department.

Part 4:

e Para 4.1: Changed responsibility of evaluating
instructors to Principal Quality Assurance Training.

e Para 4.2: Changed Quality Assurance Inspector to
Training Executive to coordinate with HODs.

e Para 5.2.2: Changed Quality Assurance Inspector
to Principal Quality Assurance Training (PQAT).

e Para 5.2.3: Changed Training Requisition Form
number to Training Request (GAM/F-TPM2.1(04))
and forward to Training Department instead of QA
Dept.

e Para 5.2.4: Changed QAI to Training Manager.

e Para 5.3: Revise the process of qualifying
instructors.

Part 5:

e Para 4.1: Changed responsibility of recording,
updating and maintaining records to Head of
Departments.

e Para 5.3: Revised records are kept by Head of
Departments.

Part 0.1A: Highlight of Revisions

Date: 22 July 2024
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e Para 5.5: Revised type of training records.

Part 6:

e Para 4.1: Changed Training Manager is responsible
for review annual training program.

e Para 5.1: Revised QAI to Principal Quality
Assurance Training (PQAT).

e Para 5.4: Re-sentenced where PQAT will work with
Training Manager to resolve any discrepancies on
concerns highlighted about course.

e Para 5.5: Changed to Training Manager to analyse
the result of course evaluations.

Part 7: Revised the contents of procedure where the
administration of exam is under Examination Manager.

Appendix-1: Revised the whole list due to change of
form numbers.

Appendix 2: Change of form number.

Appendix 3: Change of form number.

Appendix 4: Change of form number.

Appendix 5: Change of form number.

Appendix 8: Change of form number.

Appendix 10: Added form number.

1 1 12 May 2023

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 Para 5.2.4: Corrected form number from
(GAM/Q-014) to (GAM/Q-079).

Part 8.0:

e Para5.13 (a)(1): Corrected Document Master
List to Internal Publication Masterlist (GAM/Q-
067).

e Para5.13 (a)(2): Removed statement “The
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).

Part 0.1A: Highlight of Revisions

Date: 22 July 2024
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e Para 5.2.5 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:

¢ Revised form.
Appendix 10:

e Revised form.

1 0 24 January 2022 | New Issue.

Part 0.1A: Highlight of Revisions Date: 22 July 2024
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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 theinitial 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

The Accountable Manager has the overall authority for GAM’s training program. Any
changes to the training program will be prepared and submitted by the Quality
Assurance Manager.

Part 0.5: Introduction to The Training Program Manual Date: 22 July 2024
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: 22 July 2024
Page: 1-1
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PART 2
TRAINING NEEDS ASSESSMENT

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.

SCOPE

2.1 This procedure is applicable to GAM maintenance personnel and support staff
when performing maintenance, preventive mainteance and alteration.

REFERENCE

3.1 FARFAR Part § 145.163

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

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.

4.4 Training Manager is resposible for analysing the Training Course Evaluation and

Feedback effectiveness process.

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

Part 2: Training Needs Assessment Date: 22 July 2024
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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
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: 22 July 2024
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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: 22 July 2024
Page: 3-5
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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 and Feedback (GAM/F-TPMZ2.5(03))
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: 22 July 2024
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: 22 July 2024
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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
21 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: 22 July 2024
Page: 1-4
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or refresh initial training areas of study, courses/lessons or other
proficiency requirements.

c) 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: 22 July 2024
Page: 2-4
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Part 3: Course Definitions Date: 22 July 2024

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.
c) 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.

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.

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.

Page: 3-4
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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 skill:

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 the Training Department.

Part 3: Course Definitions Date: 22 July 2024
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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 FARPart § 145.163

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

4. RESPONSIBILITIES

4.1 Principal Quality Assurance Training is responsible for assessing and qualifying
internal instructors. He/she is also responsible to evaluate external training
provider before such training takes place.

4.2 The Training Executive 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: 22 July 2024
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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, Principal
Quality Assurance Training 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 Request Form (GAM/F-TPMZ2.1(04)) to the Training Department.

5.2.4 The Training Manager will source external training provider and compile all
necessary information i.e. instructor’s qualification, course outline, quotation
etc. The Training Manager together with Principal Quality Assurance
Training 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: 22 July 2024
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5.3.3 The Instructors shall meet the following requirements:

Criteria Basic / Regulatory Training

Technical / Specific Training

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

i. Holds a diploma/degree holder
in aviation, engineering, science,
education or 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
Instruction technique / Train the
Trainer; or

ii. Attended and experienced in
specific subject to be taught.

iii. Attended GAM-MTO Company
Procedure training or briefing

Completed and attended
Instruction technique / Train the
Trainer; and

ii. Attended and experienced in

specific subject to be taught.

Experience i. Atleast 3 years of experience in
aviation environment either in
aircraft maintenance or support
workshop; or

At least 3 years of experience
in aviation environment either in
aircraft maintenance or support
workshop; or

At least 3 years of experience

ii. Atleast 3 years of experience in ii.
an education environment. in an education environment

534

5.3.5

5.3.6

5.3.7

Part 4: Selection of Training Methods Date: 22 July 2024

Principal Quality Assurance Training shall review and assess the
qualification of instructors before qualifying them as qualified instructor and
the assessment is recorded in the Assessment of Instructor (GAM/F-
TPM3.6(03)) and Checklist for Instructor (GAM/F-TPM3.6(07)) respectively.

Once assessment process is completed and Principal Quality Assurance
Training is satisfied on the qualification, competency, and experience of the
personnel, authorised instructors will be listed in the Internal Instructor
Approval Holder Master Listing (GAM/F-TPM3.6(09)).

Principal Quality Assurance Training shall maintain a Internal Instructor
Approval Holder Master Listing (GAM/F-TPM3.6(09)) for the types of
courses to be conducted. The listing is available at the Training
Department.

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

Page: 3-4
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OJT on that particular operation or process.

5.3.8 For each classroom course performed at GAM facility, the Training Course
Evaluation and Feedback (GAM/F-TPM2.5(03)) shall be completed upon
completion of training. The Principal Quality Assurance Training shall
compile and address issues that require corrective action which may
include additional training or support for the Instructor to the Training

Manager.

Part 4: Selection of Training Methods

Date: 22 July 2024
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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 FARPart 145.163

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

4. RESPONSIBILITIES
4.1 The Head of Departments are responsible for recording, updating and maintaining

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: 22 July 2024
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5.3 Employees may access their training records which are kept by their Head of
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:

Employee Training Evaluation (GAM/Q-073)

Training Needs Assessment Matrix (GAM/Q-074)

Training Course Evaluation and Feedback Form (GAM/F-TPM2.5(03))
Assessment of Instructor (GAM/F-TPM3.6(03))

Checklist for Instructor (GAM/F-TPM3.6(07))

Training Course Attendance Form (GAM/F-TPM2.5(02))

) Internal Instructor Approval Holder Master Listing (GAM/F-TPM3.6(09))

eoogege

Part 5: Training Documentation Date: 22 July 2024
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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 FARPart 145.163

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

4. RESPONSIBILITIES

4.1 The Training Manager is responsible to conduct an annual review of the training
program to analyze its effectiveness.

5. PROCEDURES

5.1 The Principal Quality Assurance Training 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.

5.2 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.

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

5.4 On completion of each course, the Training Course Evaluation and Feedback
(GAM/F-TPM2.5(03)) shall be completed up by each student. The Principal Quality
Assurance Training will work with the Training Manager to resolve any
discrepancies or concerns highlighted.

5.5 Training 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 employee

Part 6: Measurement of Training Effectiveness Date: 22 July 2024
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could perform 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: 22 July 2024
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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 Principal Quality Assurance Training is responsible for conducting audit and
surveillance coverage to ascertain compliance with the requirements.

4.2 Examination Manager is responsible for management of the question bank
ensuring that there is no leakage of examination questions.

5. PROCEDURES

5.1 The Examination Manager shall administer written examination for all training
conducted by the Training Department.

5.2 All questions in the Question bank are managed by The Examination Manager and
it is kept in appropriately secured location. It is accessible only by the Examination
Manager.

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 the Examination Manager.

5.5 The invigilator of the examination can be The Examination Manager, or Instructor
who is not involved in the course.

Part 7: Control of Examination Date: 22 July 2024
Page: 1-2




GalaxyvAerospace’

TRAINING PROGRAM MANUAL

ISSUE NO

2

REVISION NO 0

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

Below 74% Fail and re-examination

Part 7: Control of Examination

Date: 22 July 2024
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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 is 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 in a timely manner to
Quality Assurance Department for reviewing and processing.

4.3.2 Maintain the manual in a good condition for use.

5. PROCEDURES

5.1 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: 22 July 2024
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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 format.
a) Hard Copy Format

(1) The manual is distributed to document holders identified in Part
0.4 of this manual. Quality Assurance Executive will register into
Internal Publication Masterlist (GAM/Q-067) to identify the latest
revisions and distributions 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 to maintain
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: 22 July 2024
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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/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 a revision 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: 22 July 2024
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APPENDIX -1

LIST OF FORMS AND INSTRUCTIONS

NO | FORM NUMBER DESCRIPTIONS
1 GAM/F-TPM2.5(03) | Training Course Evaluation and Feedback
2 GAM/F-TPM2.1(04) | Training Request Form
3 | GAM/Q-079 Work Experience Logbook
4 | GAM/F-TPM3.6(09) | Internal Instructor Approval Holder Master Listing
5 | GAM/F-TPM3.6(03) | Assessment of Instructor
6 | GAM/Q-073 Employee Training Evaluation
7 | GAM/Q-074 Training Needs Assessment Matrix
8 | GAM/F-TPM2.5(02) | Training Course Attendance
9 | GAM/Q-067 Internal Publication Masterlist
10 | GAM/Q-053 Roster of Supervisory and Certifying Personnel

—
—_

GAM/F-TPM3.6(07)

Checklist for Instructor

Appendix - 1: List of Forms and Instructions

Date:
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APPENDIX - 2:

GAM/F-TPM2.5(03) - Training Course Evaluation and Feedback

Purpose: To record an evaluation of training contents and instructor after completion of
training.

Training Course Evaluation and Feedback

E—CA L
—mn—mjg c-nL

TREFIRG COUREE DETEICE

BE LI

Inetructionsl Stafrs Namea:

el e e

Thaank you for atterding cur Sraining courss, We sould Ble S besar your impression on the varkous aspects of the
training for us o continuously improye the apenence for all rainees. Please circk: the appropriate soore,

ECORE
Exoelent | [erT] | Far | Focr | Flat g plcable
=1 | q | i | =z | il
[ HO. [ ECHIEVERENT OF TRAIFING COURZE OEJECTIVE SCORE
1 Heas Fis training course: achiesed the shated objaciwes? & | 4 ! 3 | 2 | 1
N0 [ TEERNING GOTCORES
1 Fproessd redevan! krowiedge & 4 3 2 1
z Agplicaation of kncededge: & skills in the wodplacs & 4 3 2 1
[HO- [ TREHING CODREE CONTERT
1 Polesantss Hoes posquirereeribs & q 3 2 1
2 Easy o understand with redevant sosmples & 4 3 2 1
3 | Trainireg rmeateriaks ard relaboed notes & 4 3 2 1
4 Erngrhasis an theory 5 g 3 s 1
[HO. | TRAIRENG COOREE TECHAHIGIES T METACOOLGET
1 Lasctune & 4 3 2 1
2 | Discussian 3 4 3 2 1
& | Widea ! Media Shoes & 4 3 . i
4 Practical trasinineg on resl aincralt flor Speiask raining course anly] & | 3 F i
HO. | TRAIKENG COUR SE MANAGEMENT SCORE
1 Trarire course durstion & q 3 2z 1
Z Trarire course sebues e & q 3 2z 1
3 | Cls=room & 4 3 2 1
4. | Cosfsberia § Fasl -4 4 a 2 1
[HO. | AEEESSMENT OF IRETROCTIOHAL ETEFF
1 Blasiary of the Subgect g 3 . 1
2 Facilitation =kils 3 4 2 1
3 | Use of esdhing aids & 4 2z 1
-TE T IA

=
[+
m
[~
[
3

Appendix-2: GAM/F-TPM2.5(03) - Training Course Evaluation
and Feedback

Date: 22 July 2024
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Training Course Evaluation and Feedback
4 | Parformeno: B 4 3 2 1
& | Crasting an sppropiate learming ervirnment 5 | 3 2 1
B | Skils in menaging feedback | questions ] 4 3 Z i
7 bsracive communicyion B 4 3 2 1
B | Appaarances B 4 a 2 1
[ HCL | TREIFAG COUREE BEHEFTT [maaar + or i 10w a2z o) SHEWER
1 Himeer spou bemefied from ths traming course? Yes O Ma O
2 | Waul vau lke ta recommend $is fraining counss B alhers? Wi [ I T
OTHER &
1. | Vet did you lke most about e irmng courss?
2| ket Eee your suggesons for improverment of s raring oourse?
A | Ay otber comments’
e joprone)
Deesirration:
Compary:
Coantact Ma.:
E-rmail
FOR TRAINIMG DEPARTMENT U EE OHLY:
REVIEWED BY
Signalre, Mame, Desgnatan and Swamp Date

[ VERIFIED BY TRANING MARAGER OF SUBJECT METTER EXPERT

Signalre, Mame, Desgnatan and Swamp Date
Hamarks
AP TRA2 50G) REVIHATIANSS FEpe £ OF
Appendix-2: GAM/F-TPM2.5(03) - Training Course Evaluation Date: 22 July 2024
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Training Course Evaluation and Feedback

Instructions
TRAIMING COURSE DETAIL &

Tikle OF Traiming: Wit e name af the raining courss

Tralning Rer: Enter the referenoe number for $ie traming.
Clasaroome’venue: Speafy the locyion whers the training is helkd,
Training Duraflon: Indicats how kang the training lasts,

Stari Date to End Dabe; Prowvide fhe start and end dases of the saining.
Inztructional Staff s Nama: Lt te names of the instrostans jup o four].

Feedback Instruciliona:

st represents your rating Tor sach categony:

5 = Excelent

4 = Good

3 = Fair

2=Poar

1 = Mol Applicatle

LAVE-TEUS U0 REVIRAT ISR

Thaani youl for attending aur training course. our feedback is impaortant 1o us. Plesse cncle the number that

PRE TS

Appendix-2: GAM/F-TPM2.5(03) - Training Course Evaluation
and Feedback

Date:
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APPENDIX - 3:
GAM/F-TPM2.1(04) Training Request

Purpose: To record training requisition.

Training Request

DETAILS DFTHIWNE'HEEHEST [verza v 2r X ir the sgpopeis bex)
Type af Training In-house Training O Cutside Training O
Tk of Training Course:
Start Date 1o End Date:
Dhuratian
Tatal Ma. af Paricipants
Prapased Training Pravider.
Lacatian § Wenue
Estimatad Cost
Justificatian
fic dezcbe Ibe popons o chymcive of tre feiting),
fiz mifech iranng cowse owine o dmochore w3
zapgoring decarmants Fapsitekin)
PROFPOZED PARTICIFANTS [svwere piipch rezeneis i aecenaey]
Mo. | Mams Zal Ma Desigration Dheparimend
1
2
3
d
E.
B
7
E.
8
10
[k
12
13
14
15
APPROVAL OF TRAINING REQUEST
1. Requestsd by T Sup y D=pa ENERCH
[far rheemT Juswvias]
Sigrature: Signabure:
Iarma: Mama:
Designation: Designation:
Cate: Claabes:
Staff Mo Starff Mo.:
Diapartment: i partrmearnt:
FAMF-TPMZ. 1(04) REVO2071MA 24 Page 1af 3
Appendix-3: GAM/F-TPM2.1(04) Training Request Date: 22 July 2024
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Training Reguest

APPROVEL OF TRANIAE REGUOEET

Manager

4. Chec Unnan SUINCe
3. Rewbewed by Training Manager Training Controllsr
= 7 HRDF | .. : T
Signabure: Claimalike: Yag O Mo O Mat Applicable O
Pl NN Yag [0 Mo O Mal Applicable O
Apresment:
Desigration: Sigriabure:
W1 P
Staff Mo Desigration:
Caabes:
Ramarks:
Staff Mo.:
5. Approved by Admin & AUman Ressuce E. Acknowsedg TCol & Managar

or Chisf Oparating Offcer

Signature: Signabure:

P! aarme:

Desigration: Desigration:

Crapes: Crabe:

Shaff Mo Staff Mo.:

Ramarks: Ramarks:
CAANE-TEA BEW 34T 5

1u]
i
n

Appendix-3: GAM/F-TPM2.1(04) Training Request

Date: 22 July 2024
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Training Reguest

Instruchon
DETAIL 5 OF TRAINING REQUEST

Type of Training: Select ether “in-housa Training” or “0Outside Traning” by marking the appropiate bax with
ayor X

Tithe of Tralning Coures: Write the name of the r@ining course

Start Date to End Date: Specify the start and end dates of the iraining

Duratlon: Indicate how long the training will kast.

Taotal Ho. of Participants: Write the tolal number of paricpants atbending the raining.

Propossd Tralning Provider: Name the organization or ndividual providing the tining

Locatlon | Venusa: Specity whera the tmining will e held

Eatimated Coat Provide the sslimabed cost of the training

Justiflcation: Explain the purpose or ohjective of the im@ining. MAtach the training counss outline or brochure i
Al

PROPO SED PARTICIPANT 3
List e proposed participants. [ mone spoee is nesded, attsch o ssparats lis),

GAMT-TPMEZ. 104) REVOZTIMALIS Fage 3af 3

Appendix-3: GAM/F-TPM2.1(04) Training Request Date:
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APPENDIX - 4:

GAM/Q-079 Work Experience Logbook

Purpose: To document OJT records.

WORK EXPERIENCE LOGBOOK

(Example)
3,
2. 4,
AlC 5. 6. A
17 AC Typeof |- r: E. : 10.
Date | orComp. Reg | gy | Piege }';p:'f ATA Operation Performed Mamznance Reoond Remark(s)
Type Comp. 5/n | (rting}
01/01/23 ELT 453-5004 |Workshop) [ INSP 31 Farticipated in carrying cut detail inspection of ELT. WWP-ELT-18-108
01/02/22 AW138 | OM-FME | Line B1.3 R(I 3z Participated in carrying out replacement of nose wheel. AJL Me. 00103
02/02/28 AW1ED BM-BOF Basze B1.3 SGH 20 Participated in carrying out 2 W CCP inspection. WP-BOF-18-T34
Logbook Owners Name: ... e Sigmature: ...
GAM/Q-079 Rev 01 (01/23)
Appendix-4: GAM/Q-079 Work Experience Logbook Date: 22 July 2024
Page: 1-2




GalaxyvAerospace’

TRAINING PROGRAM MANUAL

ISSUE NO 2 REVISION NO 0

Instructions for Completing Work Experience Logbook (GAM/Q-079)

| WORK EXPERIENCE LOGBOOK

Section1.1

Instructions for Completing Work Experience Logbook

No.

ID

Option

Description/ Remarks

Date

Date when the maintenance activity was carried out. Dates entered shall follow the format DD/MM/YY.

A/C or Comp. Type

AJC or component type.

AfCReg. or Comp. 5/N

A/C registration marks or component serial number.

Type of Maintenance
(rating)

Identify the class rating under which the maintenance is carried out.
The various options correspond to the different ratings possible for an AMO Part 145.
E.g:Line, Base, Workshop.

Privilege Used

When the person holds different privileges this block is intended to identify the certifying staff or support staff
privilege used depending from the rating identified in the previous column.
E.g.:Category AorB1.1, 1.2, B1.3, B1.4 or B2 or C, components or engines or MDT certifying staff.

Tazk Type

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

_Eg:TSand R/l

FOT

Functional / Operational Test

5GH

Service and Ground Handling

R/l

Removal / Installation

MEL

Minimum Eguipment List

TS

Trouble Shooting

MOD

Maodification

REP

Repair

INSP

Inspection

ATA

Enter the ATA chapter which better describes the majority of the activity carried out. More than one ATA
chapters may be entered when necessary,/applicable to the activity carried out.

Operation Performed

This field is used to provide detailed reference to the task carried out.

Maintenance Record Ref.

Enter the precise reference of the maintenance records where the activity mentioned in this logbook was
recorded (Le. AJL No. 001323 or Work Card No. WP-BOF-19-734, et ).

10.

Remark(s)

This field is intended to be used for any additional comment/not which was not possible to enter in the other
fields.

All entries in this logbook shall be made in ink and handwritten.

GAM/Q-079 Rev 01 (01/23)

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

Date:
Page:

22 July 2024
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APPENDIX - 5:

GAM/F-TPM3.6(09) Internal Instructor Approval Holder Master Listing

Purpose: To document list of approved internal instructors.

Internal Instructor Approval Holder Master Listing
Approval Holder for Internal Instructor Approval Holder Master Listing
[ Dateof
No Full Name Autharisation, ynitial Position Authorisation, Capability  |Date Issue| Remark
) Issue
This approval holder master listing will be updated when there is change in the list.
Principal Quality Assurance (Training)
MName:
Date:
Revision no:
GAM/F-TPM3.6(09) REV01/01JAN24 Fage 1 of 1
Appendix-5: GAM/F-TPM3.6(09) Internal Instructor Approval Date: 22 July 2024

Holder Master Listing

Page:
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APPENDIX - 6:

GAM/F-TPM3.6(03) Assessment of Instructor

Purpose: Tool used during assessment of training instructor.

A gsasament of Inetrector

APPLIGATION DETAIL 3 (phausa « or i in rhs aggrogcuw boxi

i

Sialt Mo

Type of Training

CHAM Spproved Traimdng [

Inlernal dppeowed Tralning

Applicaton for | |Intial

Rzl

Exiension | Revalidation

Eoape ol Authonsalkan

Thioretcal Instruciar

Fraciical Instruciar

Tite of Training Course ko e

Cowered :

AETEIAMENT DETAILZ

Assessment Subject

Db o ASs o e

Cirche fhie soorn acooed ingiy

Training Mamnager [Th) or Subjeci Batier Experd [SRE ] s requined to assess dh Ky oonapspienoles Saiog

EECTTH HICH FULLY TOWRILE UHEASFAL LMY EE
Al b I"EHFLMMARCE CURI'EIENI LOMI'E =MLY P HUN AR R Al'I'LICAELE
mrpucies |Exeamin [Comphtsly [Some wraea bl Ealzw
n wccaptabis reguInETIEE]
1-lal sy 1]
__ 4 a 2 o
Hey Eoare
Ha. Competanoles Fastors E| 4] ] 2]1] D TR
@ Grooming 5|4 3|]2|1] 0
Appearance b Dressrg ARNEEEE
@ Polsn 5|4)3]2]1]a
] Fersonalhy b Eadferondi dencs S|4 3| 2| 1] a
<. Enthusiasm 5| 4)3|2|1]a
& Imanalkan S5|4|3|2Z|1|a
b Pronunciion 5|l 4|l3alz2|1]aD
3 ]
L o . Audibfhwclarty 5|l 4|31 2]1]a
d Language akilty s5lalalz|1]ao
4 Clac Sroom @ Leghliey pwriling} | 5| 2| 3]l 2] 1| 0
T | Presenmation Ii. Training b Proficient with the
Alds use of laplopy S| 4)3|2|1]|2
PrOMSori T
@ Eye confact 5| 4|3al2|1]|0
R
kin. b Ecdy language 5|alalz|1]0
Irirodisct d sial =
@ Introduschion and sialemant slalalzlila
o actines
q Subject Matter | b Knowkedgeable aboul the subjects
Gl4)3]2|1]|a
assipned
. Meet stated o ectives 5l4|3|l2|1]0
SALKE-TRARS T3] REVIERTH.LLS Fage 1 of 3
Appendix-6: GAM/F-TPM3.6(03) Assessment of Instructor Date: 22 July 2024
Page: 1-4
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Bcsecoment of Instructor

Eay Score
NO- | compstencies i ETAT I T 0] Temanks
d. Pravides additianal knowledpe Blda| 3| 2|10
&, Gréas rebyant axamphas El4] 3| 2|1 D0
f. Answer guestions accurabely Bla]|3| 21D
q. Has a pood command of the slalalzlalo
subjects tawght
- a. Supervision Eld4]l 3| 2|1 D
55 TP : =
5. | Managemen b. F'LrlLlIJ.th:.' and lime marapeman slalalzlalo
as per instruchor's guide
. Maotivation Blda|3]|2|1]|0D
a. Innowation and creativity El4]3|2(1]0D
b, Helpfulness Eld4]l 3| 2|10
. Responsivenass El4]l 3| 2|1 D0
Skils and d. Zeal, [poerand eamesiness in &
e | Bla|3 1|0
il e CATying aut nole 5
&, .I"||.'ﬁl|l!:|' ta organize a lessan and alalzlalo
afficienty deliver a course
{. Communicatien skills 4 | 3| 2|10
c a. Ability ta explain the polcy and
amgiany I -
. | Procsdums z:’.;:#ﬂres stated in the MTOE Ela] 3| 210D
Total Score:

Miga: Takal soone for the candidale fo PASS the assessment = 90 and above. Belaw 90 or far any key

compatences that score 2 and below, wil be considered FAIL FAIL assessmment will requine the
candicdabe b do a re-assesament

SUMMARY OF 45 3E3 3SMENT

) To be Completed by Tralning Manager or SUbJect Mater Expart
[piwwra « o~X 0 itw sgoropTwe boxl

Signabure:
M
Desigration:
[RETCH
Reamarks:

Re=uyli: PASS O FalL O

FALNE-TRUE.0(03] REVO2OTMIL 2 Fags 2of 3

Appendix-6: GAM/F-TPM3.6(03) Assessment of Instructor

Date: 22 July 2024
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Assessment of Instructor

[ E. Acknowledgemant by Candldate

Sigriature:

P

Crape:

= orXn i sgpropTee bax)

. To be Compleied by Frinclpal Gusllty Sesurancs |Tralnlng) or

Quality Sesurance Inepecior

Verfication of GAMFE-TPMI.G01)
Applicatan for Insbtrucion

Yes O

MNa OO

Mat Applicable O

Venhcaton of Eakir- TR Ad Blae)
Cormplance Mathnx for Instrucior or
GAME-TPMI 8007 ) Checkis! for
Instrucior - Intermal Appnoved
Training:

Yes [

MNa O

Mat Applicable O

Reviaw of GAMF-TPMIE06)
Instructianal Staff s Work Experianos
Laghook (for remewal of QUERESBIRDT

Yes [

Mo OO

Mat Applicable O

Sigrature:

P

Diesigration:

Cabe:

il pnepisaason: Carlificate o be E=ued:

Yes O

MNa OO

Mat Applicable O

Reamarks:

Datalle of the Authorsgtion Carfiflcate

Descrption:

Limitations:

Effeactive Dube:

Expiry Duabe:

Appendix-6: GAM/F-TPM3.6(03) Assessment of Instructor

Date: 22 July 2024
Page: 3-4
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Assessment of Instructor

INETRUCTION
AFFLICATION DETALE

Hama: Wrile your ful namase

e Mo Wiite your st number

Typs of Tralning: CAb Aopenved Training or Inbemal Aoproved Tradning

applioatian for: Infal of Renawal o Exterslion of Rievabdaton

Zoops of duiharpglian: Theomtioal nslruchor of Fractical Instrucior: Check ths box | appleable.
Tiths of Tralndng Cowurce to be Cowered: Wiite the ik of the raning course

A BEPEIIMENT DETAILE

Accessment Eubleot: Wrile the subject of the assessmant

Dwba of Accessment: Write the dale when thie assessment book place.

Koy Competenolas earing: Crole the aporopraie scone for each facior from 5 {Quistanding) bo O (Nt

B ko]

Frovide remarss | nesdad

Moke: & okl soone of 90 and above & requined B Doss. Bt S0 or any ki oompeinoies sooring 2 or Deow
will resull ina falune, reguirng reassessment

AUMMARY OF ABEEEEMENT
A To be Compheted by Traming Manager or Subject Matier Expart.

B. Acknowiedgement oy Candidaie
. To ke Completed by Princioa’ Quality Assumance (Traning) or Qualky Assumancs Inspeciar

SARF-TPMI.0(03] REVOZDTMILIY Fage & of 3

Page:

Appendix-6: GAM/F-TPM3.6(03) Assessment of Instructor Date: 22 July 2024
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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 TRAINING EVALUATION

1. PERSONMEL PARTICULARS

NAME:

EMP 1D:

DEPARTMENT:

DATE
JOINED:

EMAIL:

PHONE NO:

2. GUALIFICATIONS

MAME OF SCHOOL ! HIGHER

DURATICH

LEARNING START ERD
{mmigy) {rmimigy)

RESULT OF HIGHEST
GUALIFICATION OETAINED

Sacondary Education(s]

Diploma Courss{s}

Degre= Coursefs]

Fost Graduate Course(s)

Frofessional Wuzlmcanonis)

3. WORK EXPERIENCES

DURATION
TART
{mmiyy) | (mmdbgy)

NAME OF EMPLOYER

POSITION

SUMMARY OF
WORKSCOPE

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

Date:
Page:

22 July 2024
1-3
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EMPLOYEE TRAINING EVALUATION
4. TRAINING ATTENDED
Ha. Date Place of Training Title of Training ! Course
i
2
3
4
5
G
T
g
a
10
Submitied
z Mame Signature Ciaiz
5. TRAINING EVALUATION
[Ho. Additional Training Reguired Reviewad by HOD:
1 Remarks:
2
3
4
5 Signature:
Name:
g Diate:
Appendix-7: GAM/Q-073 Employee Training Evaluation Date: 22 July 2024
Page: 2-3
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EMPLOYEE TRAINING EVALUATION
INSTRUCTION FOR COMPLETING EMPLOYEE TRAINING EVALUATION (GAM/G-073)
No. Item Instructions
1 Saction 1 (Mame) Enter the staff full name.
2 | Bection 1 {Ermp I3} Entzr the employes |0 number.
3 | Section 1 {Department) Enter the name of department.
4 Saction 1 {Dste Joined) Enter the date of employes joined the grganizafion.
§ | Section 1 (Emai) Enter the official email address of ermplayss.
§ | Section 1 (Fhane Ma) Entzr the phone no of employee.
- | Bection 2 (Mame of School ! Higher Entzr the spplicable name of School'College/University
! Leaming} aftended by employes.
Enier the start and end dates att=nding the
g Saction 2 {Duration) SchooliCollege/University by month and year.
Example: 04/24
' . Enter the highest qualification obtained at the
] ﬁ;gigﬁﬁﬂ%ﬂﬁmﬂ school/collegefuniversity.
Example: 5PM BA, Bachelor of Electnzal Engineering (Hans).
Enter the start and end dates of the relevant previous work
10 | Bection 3 (Durafion) SHpEnEncE.
Example: 04/24
. . Enter the name of employer of which the wark experiences
11 [ Bection 3 (Name of Employer) ot otk
12 | Bection 3 (Position) Entzr the posiion of the previous work experiznce.
H Enter the summary of yokscape pertaining to the position
13 | Saction 3 (Surmmary of arkscope) wiitien
14 | Section 4 (Date) Enter the date of training attended by employes.
15 | Section 4 (Flace of Training) Entar the narme of gaganisatan in which the traming was
sttended.
18 | Section  (Tille of TrainingCaourse] Enter the attended training/course name.
Saction & (Submitted b Employes to enter histher name, signaturs and date of
L ke ¥) applicafion being made.
12 | Seclion 5 (Additional Training F=quired) I';I?Dé:lr::l:yn;e;me name of relevant sdditional training reguired
Section 5§ (Reviewsd by HOD HOD to enter any remarks with regards to the training required
12 CHnen ? ! and fill in his personal details (i.e. signature, name and date)
age 3ol 3 bt R 1 (07724
Appendix-7: GAM/Q-073 Employee Training Evaluation Date: 22 July 2024
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APPENDIX - 8:
GAM/Q-074 Training Needs Assessment Matrix

Purpose: To identity applicable training required by job functions

Gulavaur'UElmu‘-::’% TRAINING NEEDS ASSESSMENT MATRIX RI::T’;O
- I C I A :m AFHEARE T
Sl Li%iéqgggggﬂﬁg.-;',,.g,g%g“E
g : z Eodzd 3|3 8|85
R SRR
Appendix-8: GAM/Q-074 Training Needs Assessment Matrix Date: 22 July 2024

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

ltem 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: 22 July 2024

Page: 2-2
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APPENDIX - 9:
GAM/F-TPM2.5(02) Training Course Attendance

Purpose: To record participant attendance of meeting/training.

Training Course Attendance

L O AN ﬂ"“““::‘.ﬁ:‘ ‘Il "‘i“l:z:ﬂ::-:
THAIMIRLDG REF: ':LﬂEi!:Uuﬂ:.j LUIRA THIK Dirpjuy
O = AESENT 5 =SPECIAL LEAVE M = HEDMCAL LEAVE DAL I
nARE: ] HEMARKS
K. H&ME RHIL RO LI AN T LT 1. SIA&FF ML SEEMATUIRE
1
a
3
5
B
B
Il
1
11
12
13
14
1=
18
T
12
15
a3
21
oy
al
Fal
ak
Mole: Stadests G requrad o chack ther delals fof arrors &8 =0 well B2 used hor sdmnstestion asd cedhoal miussce
Appendix-9: GAM/F-TPM2.5(02) Training Course Attendance Date: 22 July 2024
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Training Course Attendance

FOR TRAINING DEPARTMENT USE QONLY:

Signature, Mame, Designation and Starng Cate

VERIFIED EY TRAINING MANAGER OR SUBJECT MATTER EXFERT
signature, Marme, Designaton and Starng Liata

Ramarks:

¥
T
T
[
Al
m
i
[
s

Page

Appendix-9: GAM/F-TPM2.5(02) Training Course Attendance Date: 22 July 2024
Page: 2-3
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Training Course Atiendance

Instnsetionic
dsotion 1: Tralming Catalic

THis of Training: Entier the naise of the trainng program

inctruotorc Mame and 3igreture: Line 1 msiructors Sl name and Line 2: inglnactors signaluns
Training Referenos Humbser: Entar the refemenos number for e tralning

CISCLIo-omissn: Spacty the incaton share the inaining (s haid

Duration: Entier the niamber of days tha (raining lasts

dsotion 2: Aftendsnos and Lesss Codac
0z Absend

3: Spocal Ledsx

NE Mool Leave

dsotion &: Dally Aftsndsnos

Dy Inicaibe thee: clay of The raming
Dads: Specity the dale of e Faning

attandanos Tabie:
0. Senal number for each paroinant
Mamne: Full nanae of the particioant

MIRIC Wo.: Mational Registraton |denlBy Cand number
Company: Hamae of ihe company the parddpant works for

Dot Departoent of thie particpant

JE=T Mo Bia nambar

Algnietmna: Faticpanls signatam

Remarke: Include ary addtiona commnents or ohservalions abodl the parkcinent's alendanos of perkarmanoe

deotion &: Fbudend Vartfication

Meoba: Foemind stsdanis 9 chisok Thir detal s for scouracy as this indarmaton wil be used Tor adminstralion and cerfoate (ssuanoe
dmnbion 6: Tralning Depertment Weas Only

Completion and Ravaw

SALIF-TPWE 508 REVOSGHLILILD

Appendix-9: GAM/F-TPM2.5(02) Training Course Attendance Date: 22 July 2024
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APPENDIX —10:

GAM/Q-067 Internal Publication Masterlist

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

sl INTERMAL PUBLICATION 5 iy LR
GalaxyAsrospacs noumeni Relerence 2 o - D
MASTERLIST Issun Date: DO Y
SSUE| REW DOCUMERT
DOCUMENT BO TITLE { DESCRIFTION i MO | REV-DATE =
Frapard Dy _ Dt i} ‘harifiead by _ D
4l AR R AT o 3 R iFa)

Appendix-10: GAM/Q-067 Internal Publication Masterlist

Date: 22 July 2024
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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
sequential 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: 22 July 2024
Page: 2-2
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APPENDIX - 11
GAM/Q-053 Roster of Supervisory and Certifying Personnel
Purpose: To document list of all supervisory and certifying personnel
ROSTER OF SUPERVI S0ORY AND CERTIFYING L .
PERSONMNEL .
MANALEMEN | ¢ SUIMERYVISOM § INSI'EC 131
HI"THOVEL FEA
| s o | S| et | s
SI'ECMEN LICERSE
I'MEI"RIZEL Y BITHUVEL BY
Mane & Hgnsluie e A S g reban:
[=F o] (= o5
i R
IE=UE HO IE=UE DAIE HERMAIER=

Appendix-11: GAM/Q-053 Roster of Supervisory and Certifying

Personnel

Date: 22 July 2024
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Instructions for completing Roster of Supervisory and Certifying Personnel (GAM/Q-

053)

L - Ty

Iz Mo

Irraer® e =umbar for mslet with e loliwng Boeal

FARHUOETERYY-KK, whan Y7 ndiciafs pizar and LX & 1 ey ssed nom b, o sageisi, Sxsnplec 06, 032, 03 @
Exmmzbs: FRATHOSTERZ

lsxian Uara:

Dreaerd The: ke of norkar baeg onsue] e e

Mo

Irmsert umng famkse ol pesosnel, masguanze. g 1,2, 3, 4 alc

dob Calaparny

Irmser® Jab Gilagery i aich sup veory and cierkhymg aaler an elows
REET - Man agimes=]

SUF - Superesnr

IHE — Irszeiscier

MEme

Irraert e same gl mensgenenl, Supaviiod, or oo pEicior perscn el

EMP I3

Irrser® oz pared Qe

of IrszEclker pari sl slel =0

Emnmpoymenl Scoga

Iroier? emplopmen| #ooge ha aRch e NEgemant, BUZ T, o IS oIS [ O e

Azproreal Mo & EEaap Ssaceman

Irriert Azptorval nomEar o e ch geson el and alars apeames, whens & p b

Machesx  Haparmas Licasas

Irrser® Machane | Hamamman Leemii relemnce, whise szpiecabin

Prepaned by

Irrser 1ha app s Be nama, agreiiam and dale ol whe prpans B docamanm

Azprovad by

Irraert e appls Be nama, agreilam and dale al Qusdy Assarmree Basagnn o he dasignes who & ppiress the Socumie=l

Document Hebory

sz Mo

Irrsert oo mumbar lor meiet with e lolbwg Soeal
FARHOETERYY-KKE, whan ¥ ndcibs paar and LXK & I nnreng sses nom b, mosegeeso:, Sesenple 08, T2, I3 @
Examzb: FRATROSTERZ

Issian Uwx:

Irrser e dala of nnlar baeg msued e i

Fomaria

Discrnbe mmen of revaen'c:asges

Appendix-11: GAM/Q-053 Roster of Supervisory and Certifying Date:

Personnel

22 July 2024
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APPENDIX - 11
GAM/F-TPM3.6(07) Checklist for Instructor

Purpose: To record or review instructor’s qualifications, training and experience
requirements

Checklist for Instructor

PERSONNEL DETAILS svmass « orx o the soomoniate soxl

MName:

Staff Mo

Application for: | Initial — Renewal O Extension O Revalidation O
Theoretical Instructor
Fractical Instructar O

Scope of Authorisation:

Title of Training Course to be 1
Coversd: )

QUALIFICATION CHECKLIST [oimsse  or 3 in the approorats bog
i Compliance
Mo Criteria

Yes Mo A
1. | Holds 3 walid and current Aircraft Maintenance
Engimeer's License which is issued or validated = ) O
by CAAM, OR
2. | Holds a diploma or degras in awviation,
=ngineering, science, education or related fisld.
TRAINING CHECKLIST foi=as= -/ or in the angrognste sl
i Attended Train the Trainer course or Instructor
" | Techniguss course, AMD
2 Attended the training course subject to be
" | taught, AND — — —
q Attended GAM-MTZ Company Procedure
| training or briefing-
EXPERIENCE CHECKLIST foease  or X o e ansmociste sox
At least 3 years of experience in aviation
1. | environment either in aincraft mamtenance or = = O
support workshop, OR
2 At least 3 yesrs of experience in education
Environmesnt.

Remarks

FREPARED BY TRAINING MANAGER OR SUBJECT MATTER EXPERT
Signaturs, Mame, Designation and Stamp st

VERIFIED BY PRINCIPAL QUALITY ASSURANCE (TRAINING) OR
QUALITY ASSURANMCE INSPECTOR
Signature, Mame, Designation and Stamp [WETE

Appendix-12: GAM/F-TPM3.6(07) Checklist for Instructor Date: 22 July 2024
Page: 1-2
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Checklist for Instructor

Internal Approwved Training

INSTRUCTION
PERSONNEL DETAILS
Name: Wita the full name of the instructor.
Staff Mo.: Wite the staff number of the instructor.
Application for: Tick /) or cross (X) the approgriate bog
Scope of Suthorisatinn; Tick () or cross (¥) the appropriate box to indicate the scope of 3ufharisatien;
Title of Training Course to be Covered: List the title(s) of the fraining courssis) 1o be covered.

GUALIFICATION CHECKLIST
Far esch criterion, fick {+]) or cross () the appropriate box under "es,” "Ma,” or "MIA” (Mot Applicable).
Frovide remarks if necessany.

PREFARED BY TRAIMING MANAGER OR SUBJECT MATTER EXPERT
Signature, Mame, Designation, and Stamp: Fill in the detail
Date: Enter the date.

VERIFIED BY PRINCIPAL QGUALITY ASSURANCE [TRAIMING) OR QUALITY ASSURAMCE INSPECTOR
Signature, Hame, Designation, and Stamp: Fill in the detail
Date: Enter the date.
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