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FOREWORD AMZ

The purpose of this document is to provide information and guidance to the Licensing Authority

on the implementation of the Standards of Annex 1 — Personnel Licensing related to the approval

of training organizations, as well as the associated provisions in the Procedures for Air Navigation

Services — Training (PANS-TRG, Doc 9868).
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The first edition of Doc 9841 was developed by the Flight Crew Licensing and Training Panel
in 2004 and focused exclusively on flight training entities. The second edition was significantly
expanded in scope and dealt with the approval of training organizations which provide training
services for the issue of an aviation personnel licence or rating. The third edition aligns the
guidance material with Amendment 5 to PANS-TRG and introduces an alternative approval
process for foreign approved training organizations. This manual should be used in conjunction
with Annex 1.
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Comments on this manual would be appreciated. They will be taken into account in the preparation
of subsequent editions. Comments concerning the manual should be addressed to:
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The Secretary General
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International Civil Aviation Organization
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999 Robert-Bourassa Boulevard
Montréal, Quebec H3C 5H7

Canada
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GLOSSARY £0]

When the following terms are used in this manual, they have the following meanings:
2 uyeelo] ALSE BolEE tet 2 oulg Ak

Accountable executive. The individual who has corporate authority for ensuring that all training
commitments can be financed and carried out to the standard required by the civil aviation
authority (CAA), and any additional requirements defined by the approved training organization
(ATO).
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Note — The accountable executive is normally the head of training and may delegate to another
person within the organization the day—to—day management functions but not the overall
approval management responsibility, In complex corporate structures, the accountable executive
may be responsible for several different ATOs, each with its own head of training (see example
2 in Appendix C),
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Adapted competency model. A group of competencies with their associated description and
performance criteria adapted from an ICAO competency framework that an organization
uses to develop competency—based training and assessment for a given role.

295 SE ZE 7[RE0] Fol7 o2 9a) 4R VN T U IS ok 8 Aol
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Alternate means of compliance. A pre—approved manner of achieving regulatory compliance
that has been determined to be an acceptable substitute to the regulatory requirements.

B 75 £+ By, A 24 280 A s WA, A A A AT 4 s
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Note 1 — An example of alternate means of compliance would be the CAA’s acceptance of
reduced training time for personnel undergoing a specific air operator’s approved aircraft
type—rating training programme rather than the training time requirements traditionally
prescribed for approved programmes of a more generic nature leading to the same aircraft
type—rating,
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Note 2 — This definition is introduced to ensure that the reader understands the difference
between an “alternate means of compliance” (a term used by some States) and an “alternative
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GLOSSARY 20{

means of compliance” (a term used by ICAQ), The concept of “alternate means of compliance”
Is not relevant to the guidance provisions of this manual,
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Alternative means of compliance. An approved alternative to prescribed approaches, which has
been demonstrated to consistently achieve or exceed the desired outcomes as intended through
regulation.
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Approved training. Training conducted under special curricula and supervision approved by a
Contracting State.
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Approved training organization (ATO). An organization approved by and operating under the
supervision of a Contracting State in accordance with the requirements of Annex 1 to perform
approved training,.

Sol8 9 78 ATO). 58 FAL +4517] 91 Annex 29 27 2] e} Aokl
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Note — The Contracting State is required to ensure that the ATO is included in the State’s
ongoing satety oversight programme,

B - Aok g Y Fol O 2 ZE gl ATOY EHEES slojof pl

Baseline CAA. The authority whose approval establishes the baseline for the alternative approval
process of a foreign ATO.

7l CAA. &)= ATOS| diA] 54l IS A 7€ d8< sdste 71

Checking. See definition of testing.
7. Awel Aol Bz,

Competency. A dimension of human performance that is used to reliably predict successful
performance on the job. A competency is manifested and observed through behaviours that
mobilize the relevant knowledge, skills and attitudes to carry out activities or tasks under
specified conditions.
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Competency—based training and assessment, Training and assessment that are characterized by
a performance orientation, emphasis on standards of performance and their measurement,
and the development of training to the specified performance standards.
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Note — This training process is derived from a job and task analysis and is focused on the
achievement of well—defined benchmarked standards of performance as opposed to training
programmes simply focused upon the acquisition of prescribed levels of experience,
B - o] FH B YR Y Y 2o o) Y on, Hhid) 4F FE 7S 55
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Competency standard, A level of performance that is defined as acceptable when assessing whether
or not competency has been achieved.

FYE EE AR DA oRE WA ) ALEE SHEe] 5

Compliance. The state of meeting those requirements mandated through regulation.
=7 18e 9l UHE a7 Aol Feste AdH.

Conditions. Anything that may qualify a specific environment in which performance will be
demonstrated.
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Conformity. The state of meeting established criteria, standards, specifications and desired outcomes.
Fog. 2UE 7%, 5 AY L ol Ane) Rakeis Ak

Evaluator. A generic term used in the context of an ATO to describe a person who is qualified,
authorized and assigned to carry out specific assessment, checking, testing and/or auditing
duties to determine that all required standards of performance have been satisfactorily achieved.

Bk ATOS| SAol A ARkAQ] Bolz, AL 25T, B4 %7 A7, Ad 9 45 Jng
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Note 1 — These standards of performance may be oblicated as an end—state objective or
be required to be met on a continuous basis. In either case, the evaluator is responsible
for making a determination of the actual standards attained and any recommendations for
Immediate remediation,

B 1 - O}F FYE HES HE HAR IR A, AL R FEEJ} Gt F FP BE,
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Note 2 — Evaluator functions may be assigned to suitable ATO instructors for the continuous
evaluation of students in a competency—based training programme and for progress checks
at the end of a phase of training, Evaluator functions, associated with the role of an examiner
for the Licensing Authority, may also be assigned to ATO instructors for the final examination

at the completion of the training programme, either through a CAA designation or under
an ATO process approved by the CAA,
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Finding. A finding is a conclusion by the operator’s or by the CAA’s audit personnel that demonstrates
either non—compliance with a regulation or non—conformity with a specific standard.

F7. AT G EE CAA gAHe] el AROR, F4E E49h gAY B4 Ez

Foreign ATO. An ATO located outside of the State or outside of the territory of the States
of the Regional Safety Oversight Organization.

27 ATO. el wh & Ao ok gl 71 79) ka JE yo| 9Ixg ATO

Hazard, A condition or an object with the potential to cause injuries to personnel, damage to
equipment or structures, loss of material, or reduction of ability to perform a prescribed
function.

8. AL A S ] B ] Do AU 9E 15 SRl SES B4
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Head of training. The individual responsible for the organization’s activities, policies, practices
and procedures while ensuring the continued maintenance of the training organization’s approval
status.

=g YR 71| Ty, AR, e 9 GAe] Yol ql= AMdew, EH Ve 52 HHE
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Note — The head of training is normally the accountable executive, however, in complex
corporate structures it may be possible that the accountable executive is located at company
headquarters and oversees the operation of several different ATOs (see example 2 in Appendix
C). In this case, the head of training is designated by the accountable executive,

B - FE YA YRHOE B o) BT )Y FE oA G 9Jelo] B4 Hey
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ICAO competency framework. A competency framework, developed by ICAQO, with a selected
group of competencies for a given aviation discipline. Each competency has an associated
description and observable behaviours.

ICAO 8= A7, ICAO7} 7Rt 9k AIAR, Al = a= $1ell el sH=e] Aol
7t sl gaE AYi sl PES Eagi

Instructional services manager. The manager responsible for the day—to—day delivery of training
services that consistently meet regulatory requirements and organizational objectives.

$ AfH]2 BE]R QAR B AHAS YA BeAE, A 47 AR D 7)ge) B
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Note — The head of training is generally the instructional services manager except when
the delivery of training services may spread over several locations or over several specialities,
with dedicated instructional services managers,
BT - FE AR DU OF g AHA B, FE AHATp ofe] F L ofe] Hopi
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Instructional systems design (ISD). A formal process for designing training which includes the
analyse design, develop, implement and evaluate (ADDIE) framework.
& A2 GA ASD). AAS 24, A, /N, 44 2 H7F (ADDIE)eh= 21& Zsks 34142
%Ed A AL

Maintenance manager. The manager responsible for the day-to—day provision of aircraft
maintenance activities and the continuing airworthiness of all aircraft released for flight

operations.
WA By HERE ALA] FeT) wA e e 7R HERE, e A 3719 4
A A7,

Observable behaviour (OB). A single role—related behaviour that can be observed and may or
may not be measurable,

49 7/ PE (OB). 99 9% w3 YFO2, A4 7Fssin] ZHEAY ol 2 9.

Performance criteria. Statements used to assess whether the required levels of performance have
been achieved for a competency. A performance criterion consists of an observable behaviour,
condition(s) and a competency standard.

7Y 7jZ 78 s A% 5 Y 24 RE Hriehes ° AREE TIE % Ve
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Policy. A document containing the organization’s position or stance regarding a specific issue.
. 4 Al e 7|HeY A Ee HES UFE wAL
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Process. A set of interrelated or interactive activities which transform inputs into outputs.
7. dge A= HITe A2 AWEHAY 43AEAQ 3E9 23

Quality. The totality of features and characteristics of a product or service that bear on its ability
to satisfy stated or implied needs.

78 51 B AuA9 Ve 9 B o, FAHAY HEH oS USHA = sES
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Quality assurance (QA). All the planned and systematic actions necessary to provide adequate
confidence that all training activities satisfy given standards and requirements, including the
ones specified by the approved training organization in relevant manuals.

FZ 25 (QA). B4 w729 $eld &1 7] «]OH S4dE e 2ot Be EY g5
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Quality audit. A systematic and independent examination to determine whether quality activities
and related results comply with planned arrangements and whether these arrangements are
implemented effectively and are suitable to achieve objectives.
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Quality inspection. That part of quality management involving quality control. In other words,
inspections accomplished to review a document or observe events/actions, etc., in order to
verify whether established operational procedures and requirements are being fulfilled during
the accomplishment of the event or action, and whether the required standard is being achieved.

#& FAL 4 dEE 2odvhe #YY 4R S AR Be Al A8 F AdE 9 2A
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Note — Student stage checks and skill tests are quality inspections, and they are also quality
control functions,
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Quality manager. The manager responsible for the quality monitoring function and for requesting
remedial action.
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Note — The quality manager is responsible directly to the head of training, In the event the
ATO’s head of training is not the accountable executive, reporting mechanisms should be
Instituted to ensure that the accountable executive is aware of all issues impacting the quality

of the training services being provided by the affected ATO (see example 2 in Appendix C
for one such example),

B - £ pee SE ARl 4 Hug AYo] Yk ATOY Fd AR B 9]
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Quality management. A management approach focused on the means to achieve product or
service quality objectives through the use of its four key components: quality planning; quality
control; quality assurance; and quality improvement.

3 B2, AE e s A BEE T3 2 7h] 943 AAgstel DASHE We) 242
W e Ao 24 A B4 29 BY B3 A A4

Note — This definition is specific to this manual

BT~ o Y= 1 o) H8F

Quality manual. The document containing the relevant information pertaining to the approved
training organization’s quality system.

7 g7, SAE 1 71 S Aladol ddd JRE Zdske 4.

Quality of training. The outcome of the training that meets stated or implied needs within the
framework of defined standards.

289 . HolE w2 A UolH Aé E= A9 Be4e FEol Teo A

Quality system (QS). The aggregate of all the organization’s activities, plans, policies, processes,
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procedures, resources, incentives and infrastructure working in unison towards a total quality
management approach. It requires an organizational construct complete with documented
policies, processes, procedures and resources that underpins a commitment by all employees
to achieve excellence in product and service delivery through the implementation of best
practices in quality management.

FI A28 (QS). 7\3e] 5, AT, AR, Py, AR, A9, QAEHE B Qlzere] BE AR,
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Note — This definition Is specific to this manual

Bt — o] Hi= L i Llofyt 45,

Safety management system (SMS). A systematic approach to managing safety, including the necessary
organizational structures, accountabilities, responsibilities, policies and procedures.

orF Fa] A28 (SMS). oHH2) 5 l Rt 27 1, AFA, A, AX U AXE L3
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Note 1 — A safety management system, consisting of documented policies, processes and
procedures designed to manage risks, integrates operations and technical systems with the

management of financial and human resources to ensure aviation safety and the safety of
the public,

B 1 - 9FS B Hle EAE Y, Y W IR o Rold ok He] NAHE LY
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Note 2 — The requirement to adopt SMS practices is restricted to only those entities whose
activities directly impact upon the sate operation of aircraft,

BT 2 - SMS BelF E9jeps o Bavh ot 242§ o 23 IYH G
GAPREO] =S,

Safety manager. The manager responsible for providing guidance and direction for the planning,
implementation and operation of the organization’s safety management system.

org 7. 71we] o Te) Aol A2, A N LA U AW HFL AT Aol
= HAk

Note — The safety manager is directly responsible to the head of training, In the event that
the ATO’s head of training is not the accountable executive, reporting mechanisms should
be instituted to ensure that the accountable executive is aware of all issues impacting the
safety programme of the atfected ATO (see example 2 in Appendix C for one such instance).
B - o] B SE YRl A g AYo] Yk ATOY] FE HYA B 2]
oRJE, BT YIS S5 ATOT A3 EH AL ol G2 = BE U2 B Y0 ¥ 5
Y5 sfofof BF (g5 o= & 09 o 2 F=),

Testing. The comparison of the knowledge about a task or the skill to perform a task against

Xii




GLOSSARY 20{

an established set of criteria to determine that the knowledge or skill observed meets or
exceeds, or does not meet, those criteria.

A1E. Aol tigh A4 = SHE 7IEE dFE che Ve vlusks Aow, s A4
L %ol J1Ee BE 21 EL B@eh oA olRE 2Rk 913

Note — The use of the words testing or checking depends on the CAA’s preference because

they are very similar in meaning, and their use may be dependent on the outcome of the

event, e,.g a step towards a licence issuance, a recurrent evaluation of competency.
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LIST OF ACRONYMS <o 22

AAP Alternative approval process
CHAl s o+
ADDIE Analyse, design, develop, implement and evaluate
=4, A, g, M8 8 "ot
AMO Approved maintenance organization
SQUE ]RA| H 7|
AQP Advanced qualification programme
g A4 Z2 03
ATO Approved training organization
SolE = I
ATQP Alternative training and qualification programme
ChAl =22 2 XHH T2
CAA Civil aviation authority
oIzt o= 9=
FCLTP Flight Crew Licensing and Training Panel (ICAQO)
2¢ S2H Hohg 8 =23 79| (ICA0)
ISD Instructional systems design
us AAE HA
IWG International working group
=M ZAL I™e
KSA Knowledge, skill(s) and attitude(s)
XA, 71 3 B
LMS Learning management system

otE el AlAHE

MPL Multi-crew pilot licence
LIS AL B

PANS-TRG Procedures for Air Navigation Services — Training
g MHIAS 9ot Hxt - =3

PDCA Plan - do - check - act

an - do ,
AT - 4% - HY - #s

QA Quality assurance
=2 23
Qs Quality system
2 A2H
RA Risk assessment
2171 22
RSO0 Regional safety oversight organization

Xg oE #=s 71+

SMM Safety management manual
oFd 22| o

SMS Safety management system
b 22| AlAH
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Convention on International Civil Aviation (Doc 7300)
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Part I — International General Aviation — Aeroplanes
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Part III — International Operations — Helicopters
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Chapter 1. APPROVED ORGANIZATION (ATO) - INTRODUCTION
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Chapter 1

APPROVED TRAINING ORGANIZATION (ATO) - INTRODUCTION
SRUE =3 712 (ATO) - =¥

1.1 CHARACTERISTICS OF AN ATO
ATOS| £

1.1.1 An ATO is an organization that is approved by the Licensing Authority to deliver
specific approved training programmes to aviation personnel for licensing purposes. As a
prerequisite to the approval process this organization will have demonstrated that it is staffed,
equipped, financially resourced, and operated in a manner conducive to achieving the required
standards. Its approved programmes may from time to time take advantage of the reduced
experience requirements provided for in both Annex 1 and the applicable national regulations
for certain licences and ratings.

ATO: W3} gao] 5218 71O R 3 FAR} HalE B0z Folshs 54 ¢ 24
Z2 e oot} &0 L 95k A 2R, o] 7| oy W S zk=11 A F el
elo] glov 7 RS PSS LARD UES BH. o9 S8 Zeage
Annex 17} 574 15| % 7h S Sle AT Eod A

1.1.2 Annex 1, 1.2.8.3, 1.2.8.4 and 1.2.8.5 (including Amendment 175 for remotely piloted
aircraft system licences) state that “approved training for flight crew and air traffic controllers”
for the issuance of an Annex 1 licence or rating and “competency—based approved training
for remote flight crew, and aircraft and remotely piloted aircraft system maintenance personnel
shall be conducted within an ATO”. Although not falling under the criteria of training
specifically for the issue of a licence or a rating, flight crew undergoing approved training
for the maintenance of competency or for gaining an operational qualification that does
not fall under the training criteria outlined in Annex 6 — Operation of Aircraft, Part 1
— International Commercial Air Transport — Aeroplanes, Chapter 9, 9.3, or Part III —
International Operations — Helicopters, Section 1I, Chapter 7, 7.3, should receive such training
from an approved training organization.
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1.1.3 ATOs are distinguished from non—approved training organizations by the approval
process and the ongoing oversight provided by the Licensing Authority.
ATOR: wlol7l £31 7iphs Tulsls Zoe, vl gt ojs) £elo] olsojAn 4Hes
=gyt

1.2 ORGANIZATIONAL STRUCTURE

EZIEES

1.2.1 The organizational structure of an ATO will vary depending upon the scope and complexity
of its business model. The design and make-up of its structure should ensure that the delivery
of training meets the client’'s needs and expectations while maintaining compliance with
the applicable regulatory requirements. Therefore, ATOs need to have a management structure
that is designed around best quality management practices. Chapter 4, 4.1, defines the objective
of those practices.

ATO®| 24 72k W9l @ A e Bitwo] weh debich. g 7o) txjel 9
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1.2.2 In all cases, ATOs require an accountable executive who is the final authority on decisions
that may impact upon the continued suitability of the organization to deliver training to
aviation personnel for licensing purposes. Since accountable executives may not have a
day—to—day awareness of the training activity, they must rely heavily upon the performance
and advice of key personnel within the organization. As a result, the qualifications and
competencies of ATO personnel must be maintained to a very high standard. See 1.3.2
for additional information on ATO staffing requirements.

BE Aoo) ATOR 3% FAe] We] B2 o8] &S Agsh] 98] 71wl
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Note — Appendix C provides several recommended organizational structures for consideration,

BT - HE O g R Fush W 2YE 2H PEE Kok A

1.3 MANAGEMENT AND STAFFING
22| 9 olgl 2

1.3.1 The composition of the management team will depend on the organizational needs
and the applicable national regulations. Some ATOs may require a complex management
structure as they are approved to provide training for multiple occupations within the aviation
industry.
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1.3.2 Each ATO should have an accountable executive and key managerial personnel. Typical
key positions include:
2t ATOE: W Q97 $2 Ve FUAE Folof itk F2 PuAi 0ag Eaki

a)  accountable executive (who may also be head of training);
3 Y (F9E AUAY £ 9D

b)  head of training; ¥ Y=}

¢) instructional services manager; & AJH|A E|A}

d)  quality manager; &2 2|z}

e) maintenance manager, if applicable; and €& A], §x] B4 Te|#}

2
f)  safety manager, if applicable. & A, ¢bA T2}

Note 1 — A maintenance manager is required if the ATO operates devices for which the CAA
regulations mandate a maintenance programme (e.g. aircraft, qualified simulation training
devices or air traffic control equipment).

B2 1 - 0AA 79l W2 RN 87} G0 VI EYRE ATOL £ 7 HPE 4ol
Src) (o] B, S 0lE AlEEo]d FEH Z)7] B 3 s P 3HE))

Note 2 — If an SMS is required by Annex 19 or national regulations, Annex 19 states that
the ATO “shall appoint a safety manager who is responsible for the implementation and
maintenance of an eftfective SMS”,

A 2 - Annex 19 & =2 430 Wil SMSTF 2% € F-2 Annex 195 ATOZF “B839] SMSE
A8 W A M o] i okH HE AGfop gl

1.3.3 Depending on the size and scope of the organization and the requirements of the Licensing
Authority, some of the key positions may be supplemented by subordinates as illustrated
in the organizational charts in Appendix C. Small and less complex ATOs may wish to
combine some key positions when it becomes clear that the resulting position’s roles and
responsibilities would not be adversely affected by such a decision.

F1ake] =719k e, el wWa P a7 ARl el U F8 AL B2 Cof 2K
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1.3.4  In all cases, the Licensing Authority should expect the head of training to receive, from
the ATO management team, candid and complete information on operational and quality
issues. To that end, ATOs should establish separate managerial positions, directly reporting
to the head of training, for the following areas of responsibility'

HE Aol 18] &= 9 AUATE ATO we] dezify &4 94 F4 Aol #sto
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a) training or instructional services; and T¥ EX WS AH]A

b)  quality management processes. &2 3e] 14

1.3.5

1.3.6

The ATO is expected to provide the number of qualified and competent instructors
and evaluators appropriate to the size and scope of the intended operations, who hold
appropriate licences, certificates, qualifications and ratings or authorizations as deemed
necessary by the Licensing Authority.

ATO+= =g F9 =2 & HYo Agtet AAS 2511 58 e wdS AlFdof
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Instructors and evaluators will be expected to undergo initial training and recurrent
training at intervals that the Licensing Authority deems necessary, as well as update training
relevant to the most recent technology and training methodologies appropriate to the
competencies for which the students are being trained and examined.
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1.3.7 The ATO is expected to ensure that sufficient trained and competent personnel are

14

1.4.1

available for the continued effectiveness of its quality system.
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TRAINING OR INSTRUCTIONAL SERVICES
23 EE DS MH|A

Annex 1 requires that ATOs have all their services authorized under the terms of their

organization’s approval. The content of each approved training programme including the
courseware and equipment used needs to be documented. Paragraph 2 of Appendix 2 to
Annex 1 details this requirement while describing the content of the training and procedures
manual.
Annex 1o]4= ATOZF BE Z2189 20| 27 ofd] AZSE2 she2 Q73k} ALLE
58 WY FuS Tkl Z2e] sold £ ZEaWe] Yo BASE Bast ok,
5 29] 2doj|A = o]t a7t AR 1 9 A% v o] ol thaliA AAIS] HhEaL
slet.

1.4.2 An increasing number of ATOs offer training services to holders of foreign—issued licences.

Consequently, national civil aviation authorities may be called upon to collaborate with
their counterparts in other Contracting States to establish mutually beneficial oversight
practices. Chapter 2, 2.3, and Chapter 11 address this issue in greater detail.
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1.5 EMERGING ISSUES

s

1.5.1

COMPETENCY-BASED TRAINING AND ASSESSMENT
S¥= 7R 29 8 Bt

Note — The Procedures for Air Navigation Services — Training (PANS—TRG. Doc 9868) provides
a generic methodology to design competency—based training and assessment (in Amendment
b, applicable on 5 November 2020 but already available for use as per State letter AN
12/48-17/86).

i - JY AujAF PIsE FA - FE (PANS-TRG, Doc 9868)o41= < 7Jv & W F7}
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1.5.1.1

1.5.1.2

1.5.1.3

There is a growing recognition of the benefits associated with competency—based
training and assessment. For instance, early results from multi—crew pilot licence
(MPL) training programmes are providing powerful evidence that well-designed
competency—based training can yield significant improvements in performance levels
over more traditional training approaches.

U= 7R & 9 grke] A it o] EoAAl St A& S, Hels
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Traditional aviation training programmes are designed predominately for meeting
and maintaining the qualifications requirements of a licence, rating or privilege. These
requirements are embedded in Annex 1 Standards and are amplified in the applicable
national regulations. The standards are frequently expressed in quantitative terms
that prescribe training programme “inputs” (e.g. required hours of study, hours of
practice, etc.), and the programme design and content are further influenced by
the Licensing Authority’s testing criteria and methods.
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PANS-TRG (Doc 9868) was originally developed by the Flight Crew Licensing and
Training Panel (FCLTP) to introduce competency—based training methodologies and
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the multi—crew pilot licence. It describes the general provisions for competency—based
training and assessment practices. Successive amendments introduced ICAO
competency frameworks and associated guidance for other aviation disciplines and
refined the competency—based training methodology, which includes the development
of adapted competency models based on the ICAO competency framework for a
given discipline. PANS—-TRG is meant to complement the existing Standards in ICAO
Annexes and should be referred to in that context. Part I, Chapter 2 of PANS-TRG
provides overall guidance to ATOs and Licensing Authorities on the development
of competency—based training and assessmentD.

PANS-TRG (Doc 9868)+= e e 78F &3 W2 tls 2FAF WalE
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1.5.1.4  The cornerstone to a competency—based training programme is a detailed and accurate
training needs analysis. It is from that analysis that an adapted competency model
is derived, and instructional systems design (ISD) methodologies are applied to develop
the training and assessment plans. The end result of this process is an integrated
and “outcomes—focused” training programme aimed at providing the graduates with
the competencies to be safe, efficient and highly effective in the performance of
their duties.
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1.5.1.5  Competency—based training demands continuous assessment of trainees against
benchmarked performance standards. Additionally, ATOs need to ensure that the
development and delivery of their training programmes are captured by their quality
assurance programmes. These two fundamentals can sometimes be difficult to achieve
when the ATO’s resources are limited. As a result, competency—based training requires
significantly well-structured learning management processes to be in place.
SR 78 TS HIAuRERE =3 o] s TR AEH2] B7E 8%t
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1) 1 A new Chapter 2 and extensive amendments to PANS-TRG will become applicable in November 2020.
PANS-TRGS| MZ2 2%t ZHeot 3 A2 2020 11&0| MEEICH
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1.5.1.6

a)
b)
c)
d)
e)

1.5.1.7

1.5.1.8
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A learning management system (LMS) is a system designed to fulfil the following

training processes:
st pel Alad LMS)S thedt g £9 e 3557 943 Aot

courseware control; W A %A

documentation and record—keeping; #A|3} W 7|E HE

student and instructor performance monitoring; - U w3 43§ Tz
course progression tracking; T4 wFd 37

standardization of delivery; and A&9] #&3}

data analysis. A}& HA]

LMS is most frequently known today as a software application for computers which
can effectively accomplish all the processes in 1.5.1.6 above and much more. Some
of the more elaborate systems are web—based to permit learning from remote sites,
thereby permitting students to complete lesson plans within their own personal
schedules. Other systems can manage scheduling, messaging and even billing. Because
the characteristics and capabilities of modern—day LMSs are virtually unlimited,
ATOs may wish to consider these issues during the design and production stage
of implementing a competency—based programme.
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Screening and selection criteria. Effective screening and selection processes for any
training programme will go a long way to ensuring a high degree of trainee success.
The objective of screening and selection is to determine the candidate’s suitability,
capability and motivation. There are many methods to make that determination,
but the method chosen must be capable of making the distinction between identified
deficiencies that can be corrected through training and those deficiencies that cannot.
Interestingly enough, competency—based training programmes are derived from a
detailed job or task analysis from which an ATO can extrapolate the entry—level
competencies necessary to ensure a high probability of success.
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1.5.2.1.

a)
b)
c)
d)

1.5.2.2

1.5.2.3

1.5.2.4
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SYSTEMS-BASED GOVERNANCE MODELS
A" 7RE R md

Over the past twenty—five years the aviation sector has been and continues to be
transformed by a variety of factors, including:
A 259 7 FF wBoks e EASte Ot g9l s HekEo gtk

growth of the industry; A9 A%+
emerging technologies; |28 7]&E
emerging business models; and M 2& A ZdE

an increasing trend towards performance—based regulations.
SHE 7N ez A ST

These transformations place an enormous strain on Contracting States’ ability to
perform effective safety oversight and to support the aviation industry as a national
economic driver.

offgt sk AoFRo] HRH A TS Sl BT ARIS 7 A4 Below
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To meet the set challenges, ICAO and its Member States have rallied to develop
Standards that implement best practices in risk mitigation. The well-being of the
aviation industry depends on governance models that support the proactive
management of threats to quality and safety.
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ICAO Standards require States to establish requirements for effective system—based
governance models in various components of the aviation industry through national
regulations. Expectations for ATOs regarding both the quality system and the safety
management system are discussed in Chapters 4 and 5, and in Appendix B.
[CAO 28 371 7#4< B8] 33 ARI] tjorst Hopolla] sgos slolg aajel
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Chapter 2

APPROVAL PROCESS OF TRAINING ORGANIZATIONS
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2.1 OBTAINING APPROVAL

52l 27|

2.1.1 The Licensing Authority should publish procedures for obtaining approval, describing
the application process and how the Authority will verify that an applicant meets the approval
requirements.

We WS 508 9ok AAS wAlslof sjul, ol AW AR W o] 21 8T Ao
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2.1.2 With the application for the approval, a draft copy of the proposed ATO’s training
and procedures manual must be submitted to the Authority. The requirements for the contents
of this manual are described in Chapter 3, 3.3, and detailed guidance on this subject is
provided in Appendix A.
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2.2 LICENSING AUTHORITY’S REVIEW AND APPROVAL PROCESS
Ho| g=9 dE A 52 Y

2.2.1 The Licensing Authority should first review the application for approval. Once it is
assessed as satisfactory, the Authority normally conducts a site inspection prior to final
approval. Upon successful completion of the process, the Licensing Authority issues the
approval. This consists of an approval certificate and additional documentation specifying
the terms of the approval
Wl BRE £918 95 ARAE WA AEael Stk 9 Byl U, gRe A% 59
o] ol A% 3\—/\]*— T o] AFHoR AR, Wy g=d SUAE SEdth
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2.2.2 A State may decide to delegate the approval process to a regional safety oversight
organization (RSOO) set up by a group of States to achieve greater commonality and regional
integration of regulations and operating standards in a cost—effective manner. In this case,
the delegated functions should be clearly defined in the agreement document establishing
the RSOO. Guidance on how a joint licensing approval and certification system could work
within an RSOO is contained in the Safety Oversight Manual (Doc 9734), Part B — The




Manual on the Approval of Training Organizations

2.3

2.3.1

2.3.2

2.3.3
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Establishment and Management of a Regional Safety Oversight Organization and in the
Manual of Procedures for Establishment and Management of a State’s Personnel Licensing
System (Doc 9379).

A= 52 S U9 s 498 29 b A 7] (RSOO)e| 91948 4=
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NATURE OF THE APPROVAL GIVEN TO A TRAINING ORGANIZATION
22 7|zl RoiEl solo| 2

The Licensing Authority authorizes the ATO to conduct the training courses specified
in the approval document.
e B ATOR slofd 4<) ARol FAE 2 28 B4E 448 5 s W

Under the Convention on International Civil Aviation, States have to ensure that the
documents that they issue are valid and that document holders are competent. Consequently,
Licensing Authorities may restrict where their licence holders can train and what programmes
are acceptable for gaining or maintaining the privileges attached to the licence that they
1ssue.

Aol wef, =52 TEE AF7t %35‘_’3}“4 A 2AAZ7E SHEES
sfof gttt AypAo s, We g W AAAF T W A4l H3E W frhE
27 %Xlé— o "agt 22aHS ARk 5 ok
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To ensure the integrity of their aviation documents, Licensing Authorities may require

foreign—based training organizations to meet their national licensing standards prior to crediting
any training provided to their licence holders. This regulatory approach can sometimes pose
an additional and perhaps wasteful utilization of resources. All Authorities need to be mindful
of the potential impact of duplicating approval processes for these training organizations
and their programmes. Therefore, whenever possible, Authorities are encouraged to establish
joint procedures for oversight and approval processes to validate that their national standards
continue to be met by ATOs located in each other’s territories. The approval of foreign—based
ATOs is discussed further in Chapter 11.
o W A0 AAEe FHE] K8l W G W] xR A Al e EHe
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2.4 RENEWAL OF THE APPROVAL

AL
Solo| 24l

Some States issue a training organization approval that contains an explicit period of validity
while others issue an open—ended approval that remains valid as long as the conditions under
which the approval has been granted are fulfilled. In this last case, appropriate surveillance by
the Licensing Authority should be conducted in order to ensure that the ATO continues to meet
the ATO requirements set by the Licensing Authority. The requirements contained in Annex
1 provide for the two approaches, and each State can choose the option that best fits its legal
system and its administrative procedures.

dH =7h= WER A 7Xhs Zebehe E9 7|8 SAAE WSk Ve e S '
70| FFE= o fatt SUAE Eattth $440] A9, WE g2 AH4lo] Fe ATO &
Aol ATOZ} A &545 Fafsh=A] ghlsfjof gt Annex 20 AAE 8- AFRS 7 Wi B
Aol AlsEH, 2 = W AA 2 B Ao wE At Adge & 4 ok

i =4 rlo

2.5 CHANGES IN THE SCOPE OF THE APPROVAL

ol Hglo| 1

2.5.1 Aviation training is a dynamic activity, and it is likely that ATOs will ask regularly
for a change in the scope of their approval; for instance, they may want to provide new
training or change a training programme to take advantage of new training equipment or
facilities. In such a case, the applicant should provide supporting information to the Licensing
Authority that will assess it using the applicable Standards of Appendix 2 to Annex 1,
its national requirements and the relevant parts of this guidance material. An amendment
to the approval document should be issued by the Licensing Authority after a satisfactory
assessment.

2.5.2 Changes or modifications in equipment, software, facilities, or key managerial personnel
should be reported to the applicable Licensing Authority to ensure that any required approvals
are obtained without delay.

A, 2EEGo], A8 EE F0 B WE B 37 AL S W) Gate] musto
HE g o Aol AR jlo] A=lE 4 =S I
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2.6 CONTINUED SURVEILLANCE AFTER THE APPROVAL

A S A
a9l 3 Mgl ZA

2.6.1 After receiving an approval, the ATO will be subjected to continued surveillance by
the Licensing Authority to ensure that the ATO is operating within the terms of its approval
and as described in its training and procedures manual.

FUS W %, ATOE Wo] Tomie A4l 7Ag o]
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2.6.2 Guidance on the continued surveillance to be conducted by the Licensing Authority
is provided in Chapter 10.

] g=oll o 2|EAQ1 hAle] gt A2 107l AA= ] .

12
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31

3.1.1

3.1.2

3.1.3

£ 9 HA o

Chapter 3

TRAINING AND PROCEDURES MANUAL
=3 5 Ex} e

INTRODUCTION
£

The training and procedures manual describes the training programmes being offered
and the way in which the training organization conducts its activities. It is an essential
document for the organization because it provides the management and line personnel with
clear guidance on the policy of the organization as well as the procedures and processes
which are used to provide training. It is also an essential document for the Licensing Authority.
During the approval process, it allows the Authority to assess whether the way in which
an organization is planning to operate is in line with existing requirements and accepted
practices. Once the training organization is functioning, a large part of the surveillance
activities of the Licensing Authority is to ensure that the organization is following the training
and procedures manual.

&4 3 A% dlrle £ J1e0) A Sl 858 YU A Zuadel s
A}, ol 7]ae] Bl BAR, 1 olgis Fe] L Tl AfolA)] Zle] HAa Fu
% 5 4 T el
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LY Yol 71E o ARy W s welle] utEeA
Sols, W Fae] 1A BEL vjve] £ W AR e - o=

It is important that the contents of the training and procedures manual be consistent
with other operational documents, with regulations and manufacturer’s requirements. The
manual should also be user—friendly. It is also necessary to ensure that the manual is used
consistently across all departments within the organization. This can be achieved through
an integrated approach that recognizes operational documents as a complete system.
T D AR o] GE-S the 2o B AR, 114 9 A2 87 ARle) 94X ofiv)
Fasic). RS TRk AR FAlololof Btk viiealo] 7@ ] BE HAol A&How
AEEES sl Zo] Waslt,

This chapter explains how the training and procedures manual should be developed,
implemented and managed.
2 FollMe &9 B AR wirdoe] i, A8 9 Bejue Wl dis) AWtk
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3.2 DOCUMENTATION MANAGEMENT
2N Bl

3.2.1 Appendix 2 to Annex 1 provides for the training and procedures manual to be issued

in separate parts should the ATO find it too cumbersome to have all the required content
appear in one single document. It also mandates that these documents be maintained to
ensure their continued relevancy and compliance with applicable national regulations. Practices
that will assist ATOs in conforming to these standards are discussed at some length in
3.8.
Annex 19] 5.5 204 Ee|fo] Wfe & 9 A% mjwd> ATOZ} sl A= 2
U W8S S0 05 S UEe DeIR ACI B2 A A A S
S} Y 248 915 oS BAF SAEolol Gtk ATOY} o5 Hze] Hashes st
THES 380 ¥ Xﬂ/\]EM AT}

3.2.2 Appendix B to this manual details the elements of an effective quality system, a system
that requires robust policies, processes and procedures for documentation management and
record—keeping. Since shortcomings in documentation management eventually lead to poor
standardization and a diminished quality of training, Authorities should be vigilant of
weaknesses in this area by including it in their safety oversight programme.

B ouirele] B BoAl Bt /1% TS o5k A4, By L S 27 B R
=4 A" g0 dis] AA] ety 41 oA o) RS E—éﬁé Asfjstal &
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3.3 CONTENT
LHE

The content of the training and procedures manual is spelled out in general terms in Appendix
2 to Annex 1. Appendix A to this manual provides a more detailed breakdown of the content
of the manual and includes additional requirements for ATOs that are engaged in flight training
utilizing aircraft. Depending on the size, complexity and scope of the training provided by the
organization, some of the elements contained in the list can be reduced, combined or expanded
further.

S RS b HL‘”«I W82 Annex 19] F5 20 dut gol=2 2o Qit}. & ulwdo] £5 As
firelel s et s AL 900, 1S AHestel i Eﬁdé’-: she ATOZ it
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3.4 ORGANIZATION

=X

3.4.1 The training and procedures manual should be organized according to criteria relating
to the information, its importance and use. The information should be structured and sequenced
so that operational personnel can access it easily. These principles will help determine whether
to issue the manual as a single document or in separate parts. When the training and procedures
manual is organized in separate parts, it should include a master index to help readers
locate information included in more than one part. The master index should be placed
in the front of each document.

o B AR viRd e AR T84 W AR HHE 7|Eo] wet g Eofof gt FE=
CFAE AA AT 5 A= AAAR] SAE ZrofoR Btk & Yl AR} vrdo] e E o]
T/ ), SARE0] ¢ it ool b AHE A 5 XS vhAH Al Egds|of Atk

3.4.2 The manual should describe accurately the training organization’s philosophies, policies,

processes and procedures.
mwde 1 7Y Ay A, I 9 AAE AgsHA Argsfof gt

3.5 STRUCTURE
E

3.5.1 The structure of the manual should be easy to understand, appropriate for the information
documented and clearly identified through headings and other formatting devices. An
explanation of the document structure should be provided at the beginning of the document,
explaining organizational elements such as the headings, numbering scheme, main parts
of the document and other sources of coding or groupings.

o] 2= o5tz ok sk, 715E Aol Agsof star, WEHy thE Wy 7S
ol eS| A 7hssfoF gtk E41Y AR FEells w4 2o Aol Al Eo] W,
HE uj7]7], £49 F8 B 1Y B 2539 ARsY g2 27 845 AdYsfor
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3.5.2 Precise language should be used wherever possible. Terms for common items and actions
should be consistent throughout the manual and must be clear and easily understood.
T3 SR 21012 ALgaloF Tk B B 0 5ol thet Sof 4 Lolof s wWatakn
47 olsfet % glojof 2.

3.5.3 Writing style, terminology, formatting and use of graphics and symbols should be
consistent throughout the document, including the location of specific types of information
and use of units of measurement and codes.

Huel B4 §3 0 247 2= U9)o] AGS Tajel, £, UE ol 87 @ 127}
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3.5.4  The manual should contain a glossary of definitions and significant terms including
a list of acronyms and/or abbreviations. The glossary should be updated on a regular basis
to ensure access to the most recent terminology.

Wjiele Ro| BEI oo W A 2O mger 28 golS T glojof altk

3.5.5 For ease of amendment and distribution, an appropriate revision process should be
defined and set up when designing the manual.

77 9o HolE fdll, viwde AAE u HET AN 2go] gl Hal dA o of

s},

3.5.6 The training and procedures manual should comply with the requirements of the training
organization’s quality assurance practices.
=9 B EAR flwde S 7Y 4 B Y 8 ARFRE Esfiof it

3.6 VALIDATION

ol

3.6.1 The training and procedures manual should be reviewed and tested under realistic
conditions before its operational release. The validation process should include using the
critical aspects of the information contained in the manual to verify its effectiveness. Routine
interaction among groups within the organization should be included in the validation process.
= 2 AR w9 8l viFE7] A AR 20A HEEI A E ook gt
ol L mede ASsh] Sldll miwdol Z3td FEO| FAl WE ARgsfof jirt
718 oA 25 b QA A Ag =T 2l ol Edsor gk

3.6.2 A final review of the manual should ensure that all required topics have been addressed
with an appropriate level of detail for users. The final review should also confirm compliance
with safety regulations, manufacturers’ recommendations and the organization’s philosophy,
policies, procedures and processes.

Hwae] 2E HdolMe Be da FAE AREARIA A8 sEo 2 AA|5] 2 EH A=A
glsfiof gtrt. 2F AEAM= A 4, A=A 4 AR 9 7|eke] A, AH, At
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3.7 DEPLOYMENT AND FEEDBACK

e 3 s

3.7.1 The training organization should maintain and update as necessary the training and
procedures manual after its initial release. This will ensure appropriate and realistic use
of the manual, based on the current operational environment, in a way that is operationally
relevant and beneficial to the personnel for whom it is intended.
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3.7.2
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In order to gather information for updates of the manual, a formal feedback system
should be established to obtain input from principal users of the manual and other persons
who would be affected by a new or revised policy, procedure or process.

ulirelel dulolES o8 AR U S8, TAH A=y AlLwo] YR e

3.8 AMENDMENT

A
23

3.8.1
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wWa 9, o HaA, 9 1, AlzA,

JEE Astoiof 5t ol

L

AGAET EAL ARE B, AR Bl Bge] GFL WS 5 Uk ARERRY
28 wolof ghet.

The training organization should develop an effective information gathering and review
system to process information obtained from all sources relevant to the organization, such
as the Licensing Authority, safety regulators, training customers, manufacturers and equipment
vendors, as well as a distribution and revision control system.

oF g 24 Aa"E ZARd

] Eﬂoq ‘Qxﬂ Ll

Note — Manufacturers provide information on the operation, handling and maintenance of
specific equipment, aircraft and components thereof, which emphasizes the equipment or
aircraft systems and procedures under conditions that may not fully match the requirements
of the training organization, Training organizations should ensure that such information meets
their specific needs and those of the Licensing Authority,

- R RARE B ZH] glaty] W Hizo] 0o R2Fnl 0x] Htol fjd) HHE xilslo] ]
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3.8.2

the

9 718 B3 AR HE, bR

a)

b)
c)
d)

2 PR Y JHIP 7jE ¥ OEe] Wt £ 20 HiEE ofojof oi.

The training organization should also develop an information review, distribution and
revision control system to process information resulting from changes that originate within

organization. This includes changes to:

the organization’s policies, processes, procedures and practices;
7ol A2, B4, A3 2 P

respond to operating experience; =% Ao -3

0.

[€)
the scope of training provided; A|l&%H Z¢2| HY

the content of training programmes; & 2730 |-&
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e) results stemming from the installation of new equipment;
ME2E Zae] dA=RY aAH A

f)  an approval document or certificate requested by the ATO and issued by the Licensing
Authority; and
ATOZ} 87g3kaL 3] g=o] Bzt 59l A7 E= SHA

g) maintain standardization of training delivery and performance criteria.

A Aled 3 719 #2E29 74

3.8.3 The training and procedures manual should be reviewed in association with other
operational documents that form the organization’s document control system:
=91 B A v 7] 24 24 AlaglorRE A2 o el wAet AAste] HER ok
Fe.
a) on a regular basis (at least once a year); A7]Zol HE (4 1do] 3+ W)
b)  after major events such as mergers, acquisitions, rapid growth or downsizing;
P, U5, 3% 44 Bl 7T Fae 2 2 A ¥
c)  after technology changes, e.g. the introduction of new equipment;
% WA 3o Aze Aue) £
d) after changes to safety regulations; oFd Aol WA %
e)  after changes to key operational personnel (e.g. Head of Training); and
T8 29 JgAte] Wy & (o & YA

f)  after changes to the scope of training provided.

Asd 4o WHe ¥ME &

3.8.4 Permanent changes to the training and procedures manual should be communicated
through a formal amendment process. The manual should be amended or revised as necessary
to ensure that the information contained is kept up to date.
=9 2 AR viwde] g4 HAE2 AHYA 2 e Tl a5 EoF Ao miwde
FEEH JE7F AE AUo|ERES SAHAY HHE 5 ofof T

3.8.5 Distribution of amendments and revisions should have a tracking system. The tracking
system should include some form of log combined with a procedure to ensure that all
amendments are furnished promptly to all organizations or persons to whom the manual
has been issued.
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Chapter 4

QUALITY ASSURANCE (QA)
2 B3 (QA)

4.1 OBJECTIVE
E::

4.1.1 The objective of QA, as defined in Appendix 2 to Annex 1, is to ensure the achievement
of results that conform to the standards set out in the ATO’s manuals and in those requirements
and documents issued by the Licensing Authority. The effective application of QA principles
will aid the ATO in meeting all regulatory requirements.

Annex 19] F-5 20 X*JQ ake} o] QAS] Fx= ATO v W] gr=o] 2yt o
Abg} 9 BAjol] o8l Sl Fao] Fabt RRlehe® sk Aolth. QA Y] FukAel Ko
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4.1.2 Quality is an outcome of a number of processes: establishing standards; planning activities
and documenting procedures to support such activities and standards; training the personnel
involved before implementing the documented procedures; and measuring the outcomes
of the activities to ensure that they meet the standards and expected results. If any
non—conformities are found, corrective actions are taken to improve processes and procedures.
It is to be emphasized that, to be truly effective in delivering the very best possible products
and services, ATOs need to implement proactive as well as reactive processes. Appendix
B describes proactive processes and provides guidance on how to institutionalize a quality
system that incorporates QA and assists ATOs in reaching their full potential.

FAL ofg] W] Aot 50 Y, EF B EES AHs] fR BF AY % 2438
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4.1.3 The instructions and information contained in the following paragraphs provide guidance
on the QA that each ATO needs to establish in accordance with Appendix 2 to Annex 1.
U Aol 238 A -3 A= 2 ATOZF Annex 18] £.5 20 whe} =& slofof gk QA9
et AxS Al

19




Manual on the Approval of Training Organizations

Soi7lae] Solof Bet o

4.2 ELEMENTS
74 84

The following QA elements should be clearly identifiable in the training and procedures manual:
O QA 8452 &3 9 AR} vlwdo] HAE o oF g

a)

b)
c)
d)
e)

f)

g)

the organization’s training policy (for customers as well as for its own personnel);
Aol B9 4 (27 9 498 9la)

training standards; &9 ¥&
allocation of responsibility; 24¢] g
resources, organization and operational processes; A}, 27 4 9-of 1}A

procedures to ensure conformity of training with the training policy;
FUL T W) WES sl A%

procedures for identifying deviations from training policy and standards, and for taking
corrective action, as necessary; and

T8 AN 9 o Wl Ay "o uE £AS 93t Az}

the evaluation and analysis of experiences and trends concerning policy and training
standards, in order to provide feedback into the system for the continual improvement
of the quality of training.

A9 Wz et B 49 W el Brieh A ee] A4S %K om G
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43 QA AND THE QUALITY SYSTEM OF THE ATO
ATOS| QA & EX AJAH

Details on the requirements for QA and the development of an overarching quality system for
an approved training organization can be found in Appendix B.
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Chapter 5

SAFETY MANAGEMENT SYSTEM (SMS)
OFH 22| AL (SMS)

5.1 OBJECTIVE
=5

5.1.1 Annex 19 — Safety Management states that an ATO in accordance with Annex 1
that is exposed to safety risks during the provision of its services is required to implement
a safety management system acceptable to the State(s) responsible for the organization’s
approval. It is important for the Licensing Authority and ATOs to realize and understand
the applicability of SMS for ATOs: the requirement to adopt SMS practices is intended
to be restricted to only those training entities whose activities directly impact upon the
safe operation of aircraft.

Annex 19 - QFd #)= Annex 1of w2t ATOZ} AHIAE Algshe 3¢ oF 9170l a2,
718e A Aedo] Q= sig=o] sk o B AlaElE X—i &ote s g+-5kal Qi
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5.1.2 For example, ATOs either using aircraft for flight training or involved in air traffic
controller student training whereby aircraft are actually being controlled at the ATO’s privately
operated airfield would be required to institute an SMS programme. In the case of air traffic
controller student training, the SMS requirement may be satisfied if an air navigation service

provider's SMS specifically covers the training activity.
oI5 ol, ATO Glshi vlopiel 9717} A2 25l B4 718 Argalo

e Lbﬂi HHV\ Xﬂ*XH SMS7F &9 %%g Exﬂﬂ T %% o= SMS7}

5.1.3 An example of an ATO not directly posing a risk to the safe operation of aircraft
would be an ATO that provides approved flight crew training using only flight simulation
training devices. Another example would be an ATO that sends its aircraft maintenance
students to an approved maintenance organization (AMO) for some on—the—job training
as part of the syllabus. In this instance, the onus would be on the AMO to ensure that
the student’s participation in aircraft maintenance activities is captured by the AMO’s SMS.
F5719] e 2 H‘f’* = A W= A= ATOZ} vdd Algdold &1 717|9he ARE-sto]
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5.1.4

5.1.5

5.2

The
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SMS is a management system consisting of documented policies, processes and procedures
designed to manage safety risks, which integrates operations and technical systems with
the management of financial and human resources to ensure aviation safety and the safety
of the public.

SMS& ¢Hd 99 #ef S 9t 24t B4, vy 2 dAxpz FA4E we A2gow,
A B s e el A, A AL HEE P 7IE Alag] SRt

SMS and QS (if a QS is implemented beyond the Annex 1 requirement for QA) are
complementary. Therefore, it may be suitable for the two systems to be integrated under
a single “safety and quality” function if deemed appropriate by the organization.
SMSe}F QS (QS7F QAE 913t Annex 1 @ ARG vhollA] 2849 H9)e= 43 BeA ol
o], 7)o woste] o] £ AIARLR shube] b Wl FAT Vs oR FHE 4 gtk

FRAMEWORK AND REQUIRED ELEMENTS

HA e 24

framework and required elements for the implementation and maintenance of a safety

management system are contained in Appendix 2 to Annex 19. Guidance on safety management
systems is contained in Doc 9859.

oK
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5.3

5.3.1
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THE SAFETY MANAGEMENT SYSTEM OF THE ATO
ATOZ| oFH 22| A|AH

SAFETY POLICY ¢td A=

5.3.1.1  Annex 19 requires all ATOs in accordance with Annex 1 that engage in activity

which directly impacts the safe operation of aircraft to operate within a safety
management system. Doc 9859 provides very detailed guidance on the history of
aviation safety, why SMS is so important in industry’s collective effort to reduce
safety occurrences, and how to design and maintain an effective SMS.

Annex 1904 &= ¢ &g AHAQ 93-S = Annex 1o & 2E ATO=
P ] Al2E WollA SFEE=E a2ttt Doc 9859+ s Qb o) SAL SMS7E
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5.3.1.2  Safety is defined as the state in which the possibility of harm to persons or of property

damage is reduced to, and maintained at or below, an acceptable level through
a continuing process of hazard identification and safety risk management. The purpose
of an SMS is to provide the ATO with effective policies, processes and procedures
that permit it to achieve and maintain safe operations.
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5.3.1.3

5.3.1.4

QR 22| A|AE (SMS)

o #YE

she el g Aske Az oL, SMSe] B4E ATOM
£87Q) 4R, 34 W AAE ATl o LS SASII $A51) sk o e,
The way an ATO operates is affected primarily by the decisions and actions of
its management. The style of management and the approach that is taken in dealing
with operational issues will profoundly influence the employees™ beliefs, behaviours,
and even their values. Therefore, it is essential that the ATO’s senior management
take an active and genuine interest in the development and maintenance of the
organization’s SMS. That enthusiasm and commitment must be repeatedly conveyed
to all employees through the words and action of every single member of the
management team.
ATOZ} £oishe whe pelo) 274 W 2o oa) #2 992 Witk £9 B2
F W B e a0 8 wEs A 40 9
ATOS] A GA= 713e] SMSE tstal fAsk= bl 5840l 1A
70l aslth, olelst A4 ol sl ZE HUSolA] 1 EMOF afe), o=
Pe) Wo] BE pyele] Wi BEos ofRolHof Fitt.
The ATO’s safety policy needs to be developed, documented and signed off by the
accountable executive. It should be communicated and made clear to all employees.
The policy is required to state the management’s commitment to safety, all employee
responsibilities and safety accountabilities with respect to the SMS, and to identify
the key safety personnel. The policy should also reflect management’s resolve to
foster a robust safety reporting culture and should identify those conditions under
which employees will not be subjected to punishment or retribution. The development
of an SMS policy is detailed in the Safety Management Manual (SMM) (Doc 9859).
ATOS®| Qb Aalo] S¢iu|3 BA2lslo] Tt U9le] AWe wolof gk 12
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ook 2= Aldo) el ok o o] tigt W82 skl S QP "HEARE AAsliof
gheh E3F Aol A gXle] gk ohd Bl ZI3E 24T 2SS RtgslioR sh,
et AL Wals] sko] o] a2 2lg AW EL Eo]olL whz] k= gjof st}

= o=

SMSe| 7idte] disir= b el mimd (SMM) (Doc 9859)¢] AAI=]o] Slct.

5.3.2 SAFETY MANAGER ¢4 ez}

5.3.2.1

5.3.2.2

Appendix 2 to Annex 19 requires all ATOs that operate within an SMS to appoint
an individual to fulfil the duties of safety manager responsible for the implementation
and maintenance of the SMS. The scope of the safety manager’s duties should include
safety planning, safety programme implementation and the operation of the SMS.
Annex 199} §-5 20| A= s ATOZF SMSE| 283 #e]of #ejo] Rl= o B=AE
A et ok glek. ok welake] g HdHOﬂ% obd A7, obd =23 Hg
5 SMSe] £ Easjof stk

The safety manager, like the quality manager, should report directly to the head
of training. If the organizational structure is similar to the one depicted in Figure
App C-2 of Appendix C, then the safety manager should have a reporting capability
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to the accountable executive.

ARl AR wasjor gt 22 F27h
B2 Co 19 App C-20] BAME At Zow, obd |t g oA Budh
Ako| glojof e,

SAFETY MANAGEMENT SYSTEM <¢FA 3] A|AH]

SMS is a systems—based approach for organizations to effectively manage risk. The
scope of an ATO’s SMS needs to be directly commensurate with the organization’s
size and the complexity of its operations.

SMS Aldl 7]5k HagoR Zjwo] B4R 9 BelelEs Ttk ATOe]
SMS el 7o) 2 9 £odo] Bikwo] wrolol @ Wat Stk

Appendix 2 to Annex 19 outlines the framework of an SMS and describes the necessary
components and elements of such a system.

Annex 199] 5.5 20]X4= SMSQ] A|A NeE AEshal, Badt 4 849 A|X~H
Qo] s Argstar Stk

Doc 9859 details the design and strategies for a phased—in implementation of SMS.
Doc 98590 4= SMS®| =I5} =162 I3t 44| @ Heko] e A5 chack.
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RO

Chapter 6

FACILITIES AND EQUIPMENT

AlE S EH]|

6.1 FACILITIES

AlE

An ATO should have access to facilities appropriate to the size and scope of the intended operations

provided in an environment conducive to learning. These facilities should include:
ATO= 3ol Aget oA AlsE= S 299 2 9 ’floll WA AJdS ARg-sfiof gt
olggt AEE HES EUTITH

a)

b)

c)

general areas which consist of sufficient: 283t t}2 @452 FAH Ud 2|
- office space for ATO managerial, administrative and training staff;
ATOS] 4%, 9% ® 29 292 Slah AR g1t
-  study and examination rooms and reference/library facilities; and
o 9 AEA, /AT AA
- storage areas, including secure areas for training and personnel records;
Td 9 I 7SS I o A Y-S 23w 2 Ao

classroom areas which are suitably equipped to effectively deliver the theoretical elements
of the training programme in accordance with the training and procedures manual;

99 A o] e $d ZEagel o249l A4S ANAOR ALH: o
51
H

practical training areas which are designed and equipped to ensure the attainment of
end-state competencies. These facilities should include, whenever applicable:

FF GAY] x2S fof atEIL Y S A dg & A Y. ols A2
e EetsfoF gt

- operations, planning and briefing rooms; &%, 7%

AR R

- simulation and procedure trainer areas; A]Ed|o]Al

- suitable parking areas for aircraft used in training;
o AEEE FTIE AT A8 F=1R

- workshop and aircraft hangar facilities; and ¢4 2 g37] A A4

- parts, tools and material storage areas. F&, ¥t 9 A7 B 2|

Note — The facilities above do not consider any arrangement required by the State’s security
programme, such as screening areas for persons accessing security restricted areas,

BT - 919] A2 Sf5rS] BoF L2 TRpo) Y RE ARG e 2. ol B AF 7oy
29J3H ABHES S8 HAF A9
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6.2 TRAINING COURSEWARE AND EQUIPMENT
=28 usg 1 5 FH|

As provided for in Annex 1, an ATO needs to ensure that all courseware and equipment required
by the training programme, as specified in the training and procedures manual, are available
and in good working order. Changes to these working conditions and any temporary
“work—around” solutions should be discussed with the appropriate Authority prior to
continuing with the scheduled training.

Annex 10]]4] AAJE B} Zo], ATO= &1 9 AA} wimdol] ++8% di2 & T2 a4%=

W5 AT GE|7E ARG 7Skl A A Ao =5 sfjof fhth Ak} 279 WA W AAIF

A2 AH TS A& A B G} =ogjof gt

6.3 APPROVAL OF TRAINING DEVICES

28 77|19l ¢

6.3.1 With the rapid improvements in technology, an increasing number of simulation training
devices for training licensed personnel within the aviation industry are entering the marketplace.
Some training programmes even use web—based simulation to such an extent that full
accreditation for successful programme completion is achieved without the trainees ever
having to leave their normal place of work or, in some cases, even their residence.
7)ol WA WA RN, TS S7F TS AUS AT AlEEold £9 7|71E9 7t
ZoIT ok 2 9 mRe g A ARdolde Tesiel TRl 44 i A%
A e ATAOR B ES s oe.

6.3.2 Each training device that is intended for training, testing or checking in an approved
training programme and for which credit is being sought needs to be made available to
the applicable Licensing Authority, prior to initial use, for determination of its suitability.
SUE 9 Z2IdA 9, Ald B Aol AREEe 4 &9 71719 AR A S
7171 A AHs7l A s we gl detste] I A e B Wotof St

6.3.3 In addition to meeting the obligations of national regulations, the ATO should implement
at least the following for all training devices:

=7F 0l Bt A€o ATO= 2E &8 71715 8 Aol o3 22 ARks

Hgafof e,

a)  a routine maintenance programme to ensure that the training devices continue to function
properly and, when applicable, continue to accurately replicate any component, system
or equipment for which training, checking or testing credits are being sought; and
=™ 777 ASH R A 7 ke sk e Al &9, Ad B Al Hall ARSI
ek 414 £ BE P4 R4S Aok PHsts A §Aue ZRIY

b)  a record—keeping process for each training device to be established and maintained,
which accurately records the device’s use and lists any discrepancies with respect to
its functionality or intended performance characteristics that may impact training.
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6.3.4

6.3.5

RO
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Criteria for the qualification and training suitability of flight simulation training devices
that replicate aeroplanes and helicopters are detailed in the Manual of Criteria for the
Qualification of Flight Simulation Training Devices (Doc 9625).

AA FE7 9 AeFEHE AR vE AlEdeld 1 71719 A4 9 &9l Aol oigk
7|2 B AlEE ol &9 71719 AAE 917 wird (Doc 9625)0] AHAls] AlAI= o] Qirt.

ICAO has not published qualification criteria for simulation training devices other than
flight simulation training devices. In consequence, a Licensing Authority has the responsibility
to establish criteria for the determination of the suitability of a simulation training device,
which is not covered by the guidance of Doc 9625, for any approved training programme.
For that, the Licensing Authority would consider the training tasks proposed to be conducted
utilizing the device, the related credit sought and the capability of the device to achieve
the desired training outcome.

ICAO= v AlEdold &1 717] olef Algdold &4 71710l Higt A4 7|&2 SW3HA]
erokeh. mebA, We g2 Doc 96259] A 3Jof e o2 HE ld &Y ZRIOde
A AlEEold & 71719 S AAsh: 7IES dlior & Mdol itk ol& Hsl,
B8 = 71718 ARgstel EYE Sthe &1 A #wE ol A B 7119 Ase
st 7718 AREEH Al &1 2t dE 5 deA 2Aslor &
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Chapter 7

THIRD-PARTY PROVIDERS (OUTSOURCING)
M3 MISAt ($IE)

7.1 COURSEWARE

us 2

7.1.1 As training programme design becomes more sophisticated, an increasing number of
ATOs are outsourcing the development of courseware. This is particularly true with
competency—based programmes that require a relatively short—term increase in manpower
during the development phase.
=9 ZrIOY AAZE HF BRI ER, B ATOS] a4 o] 7idS fEsith ol=
Nk Ao A 1ol iAoz Tt ST He sele 7|6 TR FE i

7.1.2 Whether or not an ATO engages outside assistance in designing and providing courseware,
the Licensing Authority needs to hold the ATO accountable for the quality and suitability
of its courseware. The work being performed by the third—party provider should therefore
be subjected to the same QA practices that the ATO is expected to apply to its own work.
ATO9] ool mgo e AAIe} sy 7 RS WU, s T2 ATOZ} i wsahy
o) FaAnt AYEE GASES o Bask glek. vhebd, AB AFA] Slel 298 AGE ATOR
2k goll A&k A 22 QA & wefof gt

7.2 FACILITIES AND EQUIPMENT
Alg 3 FH|

7.2.1 Frequently the aviation training industry runs in cycles, during which ATOs may be
operating below capacity for long periods of time only to suddenly find themselves inundated
by demands that exceed their ability to deliver. An ATO may also need equipment for
some parts of the training which may not be economically viable to own. To mitigate the
impact of not being able to effectively respond and thus potentially lose valued customers,
ATOs frequently have standing agreements with other institutions to lease their facilities
and equipment.

3 FA QAL A AbolZo] glo, ATOZ} 538e ot W35t Zab|= ohf Sejom
TP > S HER 280t gobd S& itk ATO: E& ZAHOE nagsel U
UL 95 AU HGHIE Sk AVHORE WS S GL0 A FHHOT uAL
92 4 Qi ALE Zol] S8l ATOE: T 7| #ET A4 WAS o A4 2 gu|E
W)/ st

7.2.2 The temporary use of another organization’s facilities and equipment can present
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challenges in terms of the QA processes of the ATOs. Under these circumstances, a breakdown
in vigilance can cause serious damage to the integrity and quality of the training. To mitigate
this, ATOs should develop contingency plans in their quality manual for instances when
training levels are such that the use of another institution’s facilities and equipment is required.
O o] A W S AN HS AFESHe A ATOS] QA Ty ZwolA EHo| o
S 9lck. olelat gl A Al HAlek B0 shAle} Ao Aztet TaE & 4 9lt). ol
Ao S, ATOE B4 wlirelol] A o4& 5197 S, olol ket g21o] el woh
e 71ko) A4 9 7} A,

7.3 PERSONNEL

olad
-

7.3.1 The most frequent outsourcing practice of ATOs is the hiring of temporary instructional
personnel. It is during these times in particular that a robust quality system will protect
the integrity and quality of an ATO’s training programmes and the ATO’s reputation for
delivering quality products and services.

ATOZ} 22 s o) Bol 9418 meke ngshs Aoleh ol Sl 4ele 4 A)2do)
ATO®] 01 meI9e] 71Alet $41& B, ATOZ 2 B3] A3 AMAE AT
9f3t Aol Wag Al7lel ololAict,

7.3.2 Despite their best intentions and qualifications, temporary employees elevate the risk

of non-standardized delivery of training and of a decrease in the level of service provided
to the ATO’s clients. Detailed, documented policies, processes and procedures that are easy
to understand and uniformly applied, combined with initial indoctrination training, will
go a long way to mitigating this risk.

28] ool A2l 3k, YA Atle: ol ELesiel £ U AP 71710, K102
DA AZEE Aul20] AL gaAIe olssl] A AR AGE s BAske
A, ahg u AR HE A ST wstel olejdt $1AS Y|V BEEale,

7.3.3 Besides training its regular staff, ATOs should ensure that refresher training is implemented
on a scheduled basis for part—time or temporary instructional personnel prior to commencing
their duties after a specified period of inactivity. Re—familiarization with the organization’s
quality system and expected levels of service should be included in this training scheme.
Besides the contingency plan in para 7.2, the ATO’s quality manual should include policies,
processes and procedures for the employment of temporary instructional staff.

A At &9 olQlofl, ATO= 54 FA17] ol dF-5 A& A, AR B A
W Ee fsf dAHS St B aaS A7IES Sfjof gtk 7|whe] SA AlAE)
71 Au| 2 ol A Sk Alo] Edol| EgtEofof Bt 7.2 o] AR AE o]Qofk,
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29




Manual on the Approval of Training Organizations

8.1

8.2

8.3

a)

b)

)
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Chapter 8

RECORD-KEEPING
712

Keeping accurate and complete training records is an important aspect of complying
with the approval requirements. It is also an essential tool for the ATO to ensure the
continuity and consistency of its training, The qualifications required for training personnel
and trainees should be recorded in the record—keeping system to ensure that those
qualifications are monitored and current.

Holon U B9 V1% Pals 490 &7 ARl Rl Faw ARt £,
ol ATOZ} Eal9] 2|43} AL 7144 ok o Foat wpolrh, Ed a9l 2
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The record—keeping system of an ATO should have the following characteristics:
ATO®| 712 B AlAHe thedt 2e SAE 7hAof aht,

Completeness. The records kept by the training organization should be sufficient to
provide documentary evidence of each training action and allow the reconstruction
of the training history of each student or instructor in the organization.

HFY. & 7)ol WEshe 7152 4 EHY wAIE FAE AwstaL, 713 WY
7 EAd EE awe] £ o2 AlpAshs u FRack d,

Integrity. It is important to maintain the integrity of records, ensuring that they are
not removed or altered. A backup of the records is also necessary to ensure continuity
in case of a major disaster.

73], 71 S0] MAAL MAEA] SwE sho] 1 /HHE SRt Ho] Fas) ]2S
ulelate] wale] o] 1 A&4E st A Uashth

Accessibility. Records of both instructional personnel and trainees should be readily

accessible.
2y my 0 % FANY /1B AAE AT Hsdlok Bk

Each training organization should also establish rules for archiving personal employment
and training records that are non—active. The rules for archiving records should also
be consistent with the national requirement and the requirements contained in Appendix
2 to Annex 1, paragraph 7.3.

7 9 7|8e 52U NN AR 9 £ 7|5S ARt qF2le s sfiof gt
7159 Ak=m ) 7122 =7F 898 ARG 9 Annex 19] 55 2, 7.3 ol AAE 8.9 AR}
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9.1

9.2

a)

b)

)
d)

e)

e g=0f ot A=

Chapter 9

OVERSIGHT EXERCISED BY THE LICENSING AUTHORITY
o8] S0 ofgt U

Oversight is the responsibility of the Licensing Authority. It consists of the approval
process of an ATO and the continued surveillance of the ATO’s training delivery after
approval. The purpose of the surveillance activities is to ensure that the ATO is operating
within the terms of its approval and as described in the training and procedures manual.
It includes a review of the ATO’s QA system, its administrative, technical and training
records, as well as its operational activities. Surveillance is an ongoing function that
may also include consideration of records held by the Licensing Authority, for example,
flight test and examination results, in addition to on—site inspections, audits and other
surveillance activities.

A= H1s] g Hdolrt. ol ATOQ 59l I} ¢l & ATO9| &4 AlFof
gk 4419 gEo R THHY 4E BEe Bae ATOZ 5ol 27 sold, g3
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The main elements of the ATO activities that are subject to the Licensing Authority’s
oversight include, as applicable, the following:

Wl o 4% okl ATOO) F8 aAEe chew 2u.

staff adequacy in terms of number and qualifications;

Agle] Sot 429 A

validity of instructors’ licences, certificates, ratings and authorizations;

ke W, AAF, o5 H IS FaA

logbooks; =1

appropriate and adequate facilities for the training and for the number of students;
e 9 shy ol Agker A4

documentation process (e.g. the review and update of the training and procedures manual),
with particular emphasis on course documentation, including records of updates,
training/operations manuals, etc;

AelolE A}, £/ iwd 59 I ZAstl T4 & EA8 14 () &
W gx) ool A% @ gejo)E)

training delivery in the classroom and in simulation devices and, if applicable, flight
instruction or on—the—job training, including briefing and de—briefing;

WA AlEYold 77| EH Ad, e A, B 8 yEES EI v

(o] A
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9.4

g)
h)

i)

k)
D

m)

n)
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Soi7lae] Solof Bet o

instructor training; W3 &H

QA practices; QA

safety management system functionality; F ] A|AE] 7%

training, examination and assessment records; ¢, A|g 9 H7} 7=
evaluation and checking; H7} 4 &4

equipment serviceability ZH] Uj=2A]

aircraft registration, associated documents and maintenance records; and
F57 o5, T 24 E /A B 7E

training device qualification and approval.
2 717 A4 W )

A State may decide to delegate the approval and/or continued surveillance processes
to an RSOO set up by a group of States to achieve greater commonality and regional
integration of regulations and operating standards in a cost—effective manner. In that
case, the delegated functions should be clearly defined in the agreement document
establishing the RSOO.

=2 59 S YA g om HAE A9 A A 713 (RSO0l 91908
T 9lem, ol 4 W &9 EEY A9Y SN T54e G5k AAIE ot
o] BF f1¥E 752 RSOOE Hdsh= FAA o We&stA A2 wofof Thrh.

Note — Guidance on how a joint licensing approval and surveillance system could work within
an ESOO is contained in Doc 97534, Part B, and in Doc 9379,

ZH - RSO0 Yol 8- 7]s=3l 35 Wa] 520 W ZIR] R[Ado) gjst X3S Doc 97549 #lE
BS}F Doc 93799 #AjEo] 9],

In case where a CAA has approved a foreign ATO using the alternative approval process
described in Chapter 11, CAAs may find it desirable to rely, to a certain extent, on
the surveillance system of the baseline CAA to supplement their efforts.

117 AR =o] Sls WAl 5% B2 AREsto] o= ATOE slsks 45, CAA=
A 71% CAAS] 7HAl Al2dlol elEal o] Hletsicia ke 4 9l
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10.1

10.2
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Chapter 10

AUTHORIZED EVALUATIONS AND CHECKS CARRIED OUT BY THE ATO
ATO7t s=tish= SelEl E7t 3 3

Licensing Authorities will normally issue separate guidance on evaluation and checking
of trainees. The Licensing Authority is responsible for ensuring that appropriate procedures
are in place for the conduct of licensing and rating tests or checks. Situations where the
person giving the instruction is also responsible for evaluating the student on completion
of the instruction should be avoided. Ideally, the evaluation function for the purpose of
the issue of a licence or rating should be carried out by evaluators who are independent
from the ATO that conducts the training.

A B Gt e THAY F7E 9 FHol EE=o A3 ARl He| T=2
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At the discretion of the Licensing Authority, it may be appropriate for the ATO to designate
evaluators for the conduct of licensing and rating tests or checks in accordance with criteria
approved by the Licensing Authority. Such an arrangement should be considered only
when the ATO can demonstrate that it is capable of consistent compliance with the standards
prescribed by the Licensing Authority.

WE Ge Ao ATOZL W8l Fate] 3] 518 7% wet 98 L 57 gaE
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Chapter 11

APPROVAL OF A FOREIGN ATO
el= ATO9| &¢!

Note — For the purpose of this chapter, CAA is the Authority issuing the approval of a foreign
ATO. The baseline CAA is defined in the glossary,

Bt - o] FollA] CAA= = ATOE 5¢1& Heohe G='ojt]. 7]# CAAE= o] 7ol §95]
A,

11.1 NEED FOR APPROVAL

selo] Ee4d

There is often a need for a Licensing Authority to approve an ATO that is located outside
the national territory. This is sometimes driven by cost considerations or simply because the
national market is not sufficient to support locally certain types of specialized aviation training,
ol 71 Hlg A Ei v 2] Ao AoHow U §7o) BEskE TT TS A\Usilo]
SEA E5h7] wzol o] Foixith

11.2 APPROVAL PROCESS

A
&2l 2y

11.2.1  In principle, there is no difference between the approval of training organizations based
abroad and those based in—country. The principles and procedures that are described in
this document fully apply to foreign—based ATOs.

Ao ", A T 7| o= EH 7| 59 1F Apol= Qith 2 Ao A HA
A= @)=to] ATOout g%,

11.2.2  In practice, licensing authorities should leverage the approval and surveillance system
of the baseline CAA to supplement their own efforts. Whenever possible, CAAs are therefore
encouraged to set up jointly agreed—to procedures to minimize the likelihood of imposing
an unnecessary burden on the Licensing Authorities and industry due to the duplication
of approval activities by each concerned Authority. Such jointly agreed—to procedures may
be achieved through either an informal alternative approval process between the concerned
Authorities or by entering into a more formal bilateral approval agreement between two
or more States.

AA =, Hs F=e FE RES S fl8f 7Ie CAAY SRk A AlAgE -85ttt
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11.3 ALTERNATIVE APPROVAL PROCESS
Chyl sl a2

11.3.1  The alternative approval process aims at developing efficiencies by reducing the regulatory
burden while expanding training capabilities for affected Authorities and States.
g 0l HE 9 A RS 2ol Bel 32 U BhE g Y SEe Sgwony
e NS SRR Ith

11.3.2  The main objective of the approach is to streamline the foreign ATO approval process
and remove duplications of the approval/acceptance of the baseline CAA approval if certain
conditions are met. This process will improve compliance with regulatory requirements for
the training of licensed personnel, and require ATOs to demonstrate continued compliance
and a common understanding of the differences between the regulations of the Licensing
Authorities involved. In this context, Authorities may consider, if appropriate, aligning their
approval and licencing requirements with the baseline CAA regulations or aligning their
approval and licencing requirements within a region, where applicable, prior to establishing
an alternative approval process.
of Aol = Bt o= ATO 59l S 1hassial o4 £30] SE5HH 7| CAAY
SR/ A7 FES Aot Aolth o] AL W ax&pe] THe Q3 4 a7 AR
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11.3.3  The Licensing Authorities and training organizations should conduct the foreign ATO
approval activities in accordance with the procedures defined within the alternative approach
process in Appendices F, G, H and 1.

He] gt = 718e F5 F G He O Sl oAl A 2 WiolA g olE Aol Releles
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11.3.4  The process defined for this alternative approach may be used as the basis for developing
the implementation procedures for a bilateral agreement.
o) Ul HHS 9i) HolEl B AE BelS ol AE WS At o] 722 A1ed

% 9lek.
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Appendix A
CONTENT OF THE TRAINING AND PROCEDURES MANUAL

=3 5 Ex} ofirol LHE

This appendix supplements the information in Appendix 2 to Annex 1. Part [ of this appendix
covers the content requirements for the training and procedures manual of all ATOs. Part II
deals with the additional content requirements for ATOs that provide flight training utilizing
aircraft.

2 752 Annex 19] 7.5 29| 3l AHE Hegth & H59 9E 12 Hs ATOS &4
WS SIeh e T AR Rt BhE 2k $0|E ARgsle] ulY Bue AT
ATOZ Siat 37b42) g a7 A o,

(w2

Part | — Content requirements for all ATOs
OIE 1 - B2E ATOE %ot LIE 27 Al

The training and procedures manual should include the elements in paragraphs 1 to 8 of this
appendix as far as they are appropriate to the type of training to be provided.

Td 2 AR viRd2 & F59 1A 8879 8455 Eedstolof 5, o]l AlvHe &1
ol Aedsor ot

1. GENERAL

o
=5l

1.1  Preamble relating to the use and applicability of the manual.
uhrede] Abg 9 Ag4T P AR

1.2 Table of contents. Zx}

1.3 Amendment, revision and distribution of the manual:
el 4, 718 R ez
a)  procedures for amendment; 4=% A}
b)  record of amendments page; 4% Ho]z]9] 7=
c) distribution list; and vjxZ ==

d)  list of effective pages. & #Ho]x]9] &=

1.4 Glossary of definitions and significant terms, including a list of acronyms and/or abbreviations.
ool 9 Zery BES wyd Yook £ golo B2
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1.5

1.6

1.7

1.8

1.9

a)

b)

a)
b)
c)
d)
e)

g)

h)

a)
b)

)

d)

= 8l 24 ool L

Description of the structure and layout of the manual, including:
Uhee 23S wiwdel 72 3 s ol gt 4%

the various parts and sections, as well as their contents and use; and
2 whEeh g W wel U 9 A8

the paragraph numbering system.
2t Ao| We of7)7] A

Description of the scope of training authorized under the organization’s terms of approval.
719l sl 24 stoll 37k ] Hel A

Organization (chart of the ATO’s management organization — see examples in Appendix
C) and the names of the post holders.
717 (ATOS] o] 7l7he] A4E - 22 Cof o] 22) U daajel o)

Qualifications, responsibilities and succession of command of management and key
operational personnel, including but not limited to:
A, A9l Bl e Ao A T8 LR taS TEE 5 Ak

accountable executive; Hg 4

head of training; & M IA}

instructional services manager; 1% AJH|A T2}

quality manager; &% #2|#}

maintenance manager, if applicable; Q& A] %] B4 Tz}

safety manager, if applicable;d Q@ A] ¢Fd #=|#}

instructors; and .3

evaluators, including those with examiner functions, and auditors.
A 715 712 B 8 A

Policies dealing with: o}t -8 AlFS o= A3

the training organization’s objectives, including ethics and values;

a7l 9 7S Eekt 29 Jlpe) BE

the selection of ATO personnel and the maintenance of their qualifications;

ATO Agio] A% 9 AA| $4

the training programme design and development, including the need for programme
validation and review in accordance with Chapter 3, 3.6 and 3.8 of this manual, as
well as the outsourcing of training programme development to third—party providers
in accordance with Chapter 8 of this manual;

2 wiwde] 3%, 3.0 ¥ 3.8 mE ZrId a4y HEE A% e, a9 2
w840 WE 9 meawe] A3 Aol tiE 5% U £9 229
AA BN

the evaluation, selection and maintenance of training material and devices;

29 A2 9 77)9) Bk AE 2 1w
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e)

g)

=H 7|l Selol gt e

the maintenance of the training facilities and equipment;
T A B A {4 B

the development and maintenance of a quality system governance model (see Appendix B);
and
4 AlaE 29 B A 9§71 (BF 8 Hx)

the development and maintenance of a culture focused on safety in the workplace,
including, when applicable, implementation of a safety management system governance
model (see Chapter 5).

obd o) A28 9o mEo] Hee Tk AR oHo] 24
RN

ok
=~

o

=] A

5}

1.10 Description of the facilities and equipment available, including:

2.1

2.2

2.3

a)

b)

)

s ERG hg A R Aule 4y

general—use facilities, including offices, stores and archives, and library or reference
areas);
ARAL A% @l Z) W EAT B BTAR A T duk A A4

N

the number and size of classrooms, including installed equipment; and
Az E Au)E 233 mAle] 49} F7|

the type and number of training devices, including their location if other than at the
main training site.
2 Az Zo] fAsHA g2 BE 2T, &4 71719 /% 9 A

STAFF TRAINING
xlel o

Identification of persons or positions responsible for the maintenance of the standards
and performance criteria of the training, and for ensuring the competency of personnel.
Felo] ®23} 5o 7128 SAIGHL lEle] L wAshe AL 71 o1g ma 13| gl

Details of the procedures to validate the qualifications and determine the competency of
instructional personnel as required by paragraph 6.3 of Appendix 2 to Annex 1.
AL GRS Annex 19] B8 2, 638o] 4 875t me] S AR AN B

Details of the initial and recurrent training programmes for all personnel as required by
paragraph 6.4 of Appendix A. Content of the training and procedures manual App A-3
Appendix 2 to Annex 1, including awareness training with respect to their responsibilities
within the ATO’s system governance processes (see Appendix B and Chapter 5 for details
on QS and SMS respectively).

5 A9 6.4 HoA 2% e QS 9t 27] W B4 w50 A g ATOS] Al2H)
£ 34 el SHelo] B U TR U Amox 12 9 2 22 % 47 ohirle
Ylg App A-3 (QS % SMSo] ot Al ARRE Zhzt 22 Bot 5% a)

. =

38




Appendix A. CONTENT OF

2
|_

TRAINING AND PROCEDURES MANUAL

HE
‘3< X ool g

k=3
=

2.4 Procedures for proficiency checks and upgrade training.
SUE 44 9 Yasel= e AR

3. CLIENT TRAINING PROGRAMMES
12 F@ mEa

Client training programmes cover each individual training programme conducted by the training
organization for its customers and consist of a training plan, a practical training syllabus and
a theoretical knowledge syllabus, if applicable, as described in 3.1, 3.2 and 3.3.

27 B E2IRE DAL 98] T spe] Adshe Y B Z2aRe Eesiu, 31, 3.2
W 330 Fal AL, A Aehws @ o2 4 Azhwa Fom T4l otk

3.1 TRAINING PLAN
s e

3.1.1 The aim of the course in the form of a statement of what the student is expected
to be able to do as a result of the training, the level of performance and the training constraints
to be observed.

g0 HiEe o] £H9 Aitr & ¢ = A, 9 E 5 E E58foF & &9 Ao
et Meo] FAoe= FHAEH
3.1.2 Pre—entry requirements, including (as applicable):

S ZFS AR A o AR G A):
a) minimum age; & AH
b)  education or qualification requirements; W& E= 22 Q7 AR}
¢)  medical requirements; and 9J&% QA

d)  linguistic requirements. ¢1o]& &7

3.1.3 Credits for previous knowledge, experience or other qualifications, which should be
obtained from the Licensing Authority before the training commences.
29 Az A e gRomRe wolol sk ol A4, 4F Ei 449 A

| 7AREd:

a) theoretical training (knowledge); o]& & (%]4])

ol

3.14 Training curricula, including: o2& =33t

b)  practical training (skills); 2% &H (7]%)

¢) training in the domain of Human Factors; 2I7F Q@4 oojo] &

Note — Guidance material to design training programmes on human performance can be found
in the Human Factors Training Manual (Doc 9683).
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Bt - ol o) oiet Z G A F A 7 24t FE v (Doc 9683)°) AAIEO] U5

d)
e)

A%

=

b)

)

d)

e)

a)

b)

c)

d)

assessment and examinations; and F7} U A]g

monitoring of the training process, including assessment and examination activities.
F7F 9 A e XS 1 e o

Training policies in terms of: th2 ARG o] gt T A2:
restrictions regarding the duration of training periods for students and instructors; and
S weke 9Rk =1 717F HE AleF

if applicable, minimum rest periods. @ Q A] 24 F4] 7|7t

Procedures for the conduct of student evaluation, including the:
2 Z3F5F A .l:]7]—__4 X%;(]_

procedures for conditions to meet before tests;

W Zrolol & AL Slg AA

procedures for remediation training before retest and procedures for re—writing knowledge
tests;

AMAE A A e AR B A 2 A4 AR Hab

test reports and records; A]¢ Hil 9 7|=

procedures for skill progress checks and skill tests;

7l Ad HH 2 7ls A EAR
procedures for knowledge progress tests and knowledge tests, including procedures for
knowledge test preparation, types of questions and assessments, and standards required
for a pass; and

]M Al ZH|E 93 AxE Z5sE #]4] #
3, 23 FA0| Zagt #+

)

A B A4 Al e dal 24| 8 71

procedures for question analysis and review and for issuing replacement exams (applicable
to knowledge tests).
A 24 2 AHE, 223 AR A dEe fe dak (4] Al A8 7hs)

._.

olicy and procedures regarding training effectiveness, including:
I I

o
H~l

coordination procedures between training services;
T AB|x He] 24 A}

requirements for reporting and documentation;
B39 BASE S T AR

internal feedback system for detecting training deficiencies;
2 A& BAE S U HEe KA

interim performance or competency standards at various stages of training to ensure
standardization;
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e)

g)
h)

)

3.2 SYLLABI FOR NON-COMPETENCY-BASED TRAINING PROGRAMMES

3.2.1
3.2.1.1

3.2.1.2

3.2.1.3

3.2.1.4

3.2.1.5

3.2.1.6

3.2.2

HE
Gl ‘3< X ool g

k=3
=

2252 J7 59 2 AN YA FUE E SR BE
individual student duties; 7Jd sH 4
procedures to correct unsatisfactory progress; St 72 WA Hxp

procedures for changing instructors; W@ wA| A2}

maximum number of instructor changes per student; and
sl o Ho) 2w WA A%

procedures for suspending a student from training,.
o] =9 FAE 9T dF

AL 7|4 =3 IZIEHo| AlBHHA

Practical training syllabus {g Z&

BIEIITEN

A statement of how the course will be divided into phases, indicating how the phases
will be arranged to ensure completion in the most suitable learning sequence and
that exercises will be repeated at the proper frequency.

ZF SAZE 7P Addt ok Aol Sl SdEE=S ke HlE R, 1Al s Aol
At F7|2 HEEHEAE FAe 3 DA o w2t whHRl el Higt 7.

The syllabus hours for each phase and for groups of lessons within each phase
and when progress tests are to be conducted.
ZF A YellA B A Al Al 2 TA B ok a5 §IRE Ak AL

A statement of the interim competency standards required before progressing from
one phase of training to the next. It includes minimum experience requirements
and satisfactory exercise completion before undertaking the next phase.

A9 v SAR AAE7] A 875 dA wdE 28 AE. ol te B
S A, Ha AR 8T AR W FEY A4S 995 ua A wg,

Requirements for instructional methods, particularly with respect to adherence to
syllabi and training specifications.

Aepes 9 £ 749 ol Se] UUE TS WL 9T 27 AR
Instruction for the conduct and documentation of all progress checks.

2E AW 4he) 43 % BASE 9% AL,

Instruction, where applicable, given to all examining staff regarding the conduct
of examinations and tests.

AT A AlAT HAES] AT} wEdt BE A gdoA Folxl AL

Theoretical knowledge syllabus o]Z XJ4] 4l2fE]A

The syllabus for theoretical knowledge instruction should be structured generally as in 3.2 of

this appendix but with a training specification and objective for each subject.
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o

o
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3.3 Syllabus for competency-based training programmes
SHr J|dt 23 T2 0| MatHA

3.3.1 Modern training programmes should be competency—based.
Aol T8 Z2ae S s]uto|ojof Fit).

332 Competency—based training programmes are based upon a training needs analysis to
define the competencies required to perform a job, an activity or a task. Such programmes
use an integrated approach in which the training in the underlying knowledge to perform
a task is followed by practice of the task so that the trainee acquires the competencies
and the underlying knowledge, skills and attitudes related to the task in a more effective
way. At the end of the course, trainees must demonstrate that they have acquired the
competencies necessary to perform a task and met the performance criteria identified for

the job.

SHE 7N o ZRIOWES o5, @5 E= AFE ke o 243 sdEE YT
T LS Sk E4o] Hagh o) rHeit) s ZEIOHE A4 3o HAagk 7%
XV‘Oﬂ g3l AFE Folste] o] ARt BHE sHEe 7|2 A4, Ve 4 HEE
Soles ghrh I mpx|uf REoA, THAAES AT o] Zad sHEel dFE

HE‘} T 7S SEUSAE T Tk
333 As a result, the syllabus is structured as a single document that is organized around

milestones and subdivided into modules containing a training objective and the same
information as in 3.2.1, but applied to both the theoretical knowledge and practical training
delivered by the module.

ueps], Ao as dAF s 245 Y & HAT 3219 e ARE LFchs HER
AlESHE shel EA R LA Eolof i, BEE o] A4 W Ag £ KR AgHrh

4. TESTS AND CHECKS CONDUCTED BY THE ATO FOR THE ISSUANCE OF A
LICENCE OR A RATING

S| = S22 a2 Il ATO7t +35k= AR & Y

When a State has authorized an ATO to conduct the testing required for the issuance of a
licence or rating in accordance with the training and procedures manual, the manual should
include:

A 0 A% i el whe ATOZ} Ws) Bl 53o) we] Wad AP AAsES S}
SR A9, UL the AYS Eshor ek

d

a)  the name(s) of the personnel with testing authority and the scope of the authority;
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A A A1 e olF W Azke) Y9
b)  the role and duties of the authorized personnel; &7}% olQo] o3t 9 o]t

c) if the school has been given authority to appoint personnel to conduct the testing required
for the issuance of a licence or rating, the minimum requirements for appointment
as well as the selection and appointment procedure; and
stavh ws] ®i sho] ek 9191 WA AY Aol ARE 29E 49, A¥E
93t A Q7 AR W Awtal x) A

d)  the applicable requirements established by the Licensing Authority, such as:
oheT e Wsl W] Sue A8 b Ay ARk

—  the procedures to be followed in the conduct of checks and tests; and
47 W AIE AlolA welor 3 Al

—  the methods for completion and retention of testing records as required by the
Licensing Authority.
wa) o] ojs) aE g2 AlF Z1Se] 94 W 4

5. RECORDS
715
Procedures regarding: th23} s Hx}:
a) attendance records; &4 7|E2H
b)  student training records; Y T 7| 2H

c)  staff training and qualification records; Z¢ &8 9 27 7|21

d)  persons responsible for checking records and student personal logs;
715 2l HAE 7hRl Y 9 oA Yl 2

e) nature and frequency of record checks; 7|2 Aol &2 9 34

f)  standardization of record entries; 7|2 ¢lglo] T3}

g)  personal log entries; and 7}¢] 71 3=

h)  security of records and documents. 7]= 2 FA9o] Hot

6. SAFETY MANAGEMENT SYSTEM (IF APPLICABLE)
oFd 2| Al2F (2R A)

The requirement to adopt SMS practices is intended to be restricted to only those training entities
whose activities directly impact on the safe operation of aircraft. Should that requirement apply
to the ATO, the training and procedures manual, as stated in paragraph 1.9 of this appendix,
must address the ATO’s SMS by reference to a separate manual or including the SMS practices
in the training and procedures manual.

SMS | =flof digh 848 ARk 7] ¢Hd 3l A 932 F= 852 she &9 7|8
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ATO®] SMSe|l H AR 3ho] ujirele LierL SMS 2el2 £
s},

m}i i

7. QUALITY ASSURANCE (QA)
2 EZ (Qp)

Provide a brief description of the QA practices, as required by paragraph 4 of Appendix 2 to
Annex 1, by reference to a separate quality manual or including the QA practices in the training
and procedures manual (refer to Appendix B, paragraph 9).

Annex 19] = 2, 4 doA g5 ti= QA o 9] 7heht A¥E = A3sto] #4 Minds
AL QA TEE & 9 AR} g ZFAAE gtk (RE B 94 Hx)

8. APPENDICES
oz
As required: thg AFS EZGH
a) sample progress test forms; A& A HAE F4
b)  sample logs, test reports and records; and A= 271, A|3 HuA % 7=

c) a copy of the approved training organization’s approval document.
S8 F9 71wl S BAS AR
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Part Il — Additional content for flight training organizations (utilizing aircraft)

MhE 2 - [ B I (2] ALR)S SIt A7HEOl LR

The training and procedures manual for ATOs that provide flight training utilizing aircraft should

include additional elements to those indicated in Part I, as contained in paragraphs 9 to 12

of this appendix.
G375 Agstel wA EAL AT ATOS 93 £ 0 A7 whirele B 22| 9o
ule

12 A7 Aol AlAld d=, 3}

9.

9.1

9.2

9.3

I A EAIRE A0l #7124 ¢ 848 Z3tsfjof it

FLIGHT TRAINING — GENERAL

et o
[ B2 - el

Qualifications, responsibilities and succession of command of management and key
operational personnel (in addition to paragraph 1.8 of this appendix), including but not
limited to:

A4, A3 B2 Ao 57 8 F8 LA (2 R2o| 1830 7). e S EaH
Y

-
-

a)  chief flight instructor; and 44} H]3j

al
b)  chief ground instructor. =4 XA W

Policies and procedures (in addition to paragraph 1.9 of this appendix) dealing with:
oS tFe A 9 HA (2 259 1.9 Hof| F7tste])

a) approval of flights; v]3) %<l

b)  responsibilities of the pilot—-in-command; 7]%2] 24¢]

c) flight planning procedures — general; H|3§ #AZ Az} - At

d)  carriage of passengers; £ 44

e)  operational control system; -3} A|o] A|AH]

f)  reporting of safety hazards, incidents and accidents (see Chapter 5 for more details);
b AF, AP 9 AR B (RRAIEE AR 5 A 3hx)

g)  duty periods and flight time limitations for flying staff members and students; and
H3Y a9 9 shge fIRt i ZIxE B oHsy ARt ARt

h)  minimum rest periods for flying staff members and students.
H3d a9 gl shde fIRt i FA 7%

Description of the facilities and equipment available (in addition to paragraph 1.10 of
this appendix), including:
o2 EZFehes Ald 9 7RE ] A BE 110 "ol F7psto])

a) flight simulation training devices and training aircraft;
v AlEdglold & 717 9 & &7
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b)  maintenance facilities and apron parking areas for training aircraft;
T F371E A% Al AE H ojloj=d 7] F3t

c)  computer—based classrooms; and 73 7]¥F wAl

d)  dispatch control and briefing areas. ibd 4] @ Hgjg 2

10. AIRCRAFT OPERATING INFORMATION

g3y 2 =

10.1 Certification and operating limitations. SHA 2 23} 34

10.2  Aircraft handling, including: th2-& =35t 37| 22k
a)  performance limitations; 423 3+
b) use of checklists; HAAE AL
c) standard operating procedures; and ¥%& & A}

d)  aircraft maintenance procedures. 3}37] Au| A2}

10.3 Instructions for aircraft loading and securing of load.
F7 = BA 9 1S A AA

10.4  Fuelling procedures. & A=}

10.5 Emergency procedures. H]A} A=}

11. ROUTES
Z=

11.1 Performance criteria, e.g. take—off, en—route and landing.
3 7|E 9 ol&, & 5 4 #=E
11.2  Flight planning procedures including: t}-2-
a) fuel and oil requirements; & 2 &
b) minimum safe altitudes; Z|4& ¢Fd 1%

¢)  planning for contingencies (e.g. emergency or diversion scenarios); and
T o] Atefel] hulgt Alg (o v Ee AR AUE Q)

d)  navigation equipment. 33§ #H]

11.3 Weather minima for all instructional training flights during day, night, VFR and IFR
operations.
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ZF2h ofzh VFR 9@ IFR &3 % nE &9 vy

OIA
m{o

91

b

A 74 2.

Fot

11.4 Weather minima for all student training flights at various stages of training.
zlo ofz] Aol RE S Y MRS 3 Ha o4 2

11.5 Training routes and practice areas. £ ZF= 4 A5 A

12. FLIGHT TRAINING PLAN
HlsY =21 A2

12.1 Training curricula (in addition to paragraph 3.1.4 of this appendix), including, as applicable,
the:

ST A9 thee me A ANBY (2 22o) 314 Fo| F4sho)
a) flying curriculum (single—engine); 8|3 A& (g ollA)
b)  flying curriculum (multi—engine); v]3) A=Z&EFH (T Az
c)  theoretical knowledge curriculum; and o]&% 4] AzEFH

d)  flight simulation training curriculum. B3 A& olA & #2&FH

12.2 The general arrangements of daily and weekly programmes for flying training, ground
training and flight simulation training.
v 9, A & B R AlEEeld SR et 4E

RS

%
1B
I

ER BRI

oo

=
T

12.3  Training policies (in addition to paragraph 3.1.5 of this appendix) in terms of:
oholl oigh &9 FF (B £= 3.1.5 Hef 7
a) weather constraints; Y4 A3t

b)  maximum student training times for flight, theoretical knowledge and flight simulation
training, per day/week/month;

A/F/E A, o2 XA W g ABdold TALS 3 Zrf A

B

o

M

AR

Hd'

c)  restrictions in respect of training periods for students;
HE= H% &9 7IxE B4 Alg

d)  duration of training flights at various stages; o]z ©@Ao|A & vy 7|7t

e) maximum individual student flying hours in any day or night period;
T30 B oopzke] Fo A sy wd Azt

f)  maximum number of individual student training flights in any day or night period;
and
7 9 ogte] AP S ¥ w|ge] FH Sl

g)  minimum rest periods between training periods.
=2 A% 2 Ha 74 A
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Appendix B
QUALITY ASSURANCE AND THE QUALITY SYSTEM OF THE ATO

ATOS| B3 HZ U B AlAH

1. QUALITY POLICY AND STRATEGY

1.1

1.2

IT

=]

o Y e

The ATO needs to describe how it performs the organization and management of its
training operations in order to ensure it operates in conformity with the training and
procedures manual and as approved by the licensing authority. A formal, written quality
policy should be prepared, establishing a commitment by the accountable executive of
the training organization to achieving and maintaining the highest possible standards of
training. The quality policy should reflect the achievement of, and continued compliance
with, relevant parts of Appendix 2 to Annex 1, together with all applicable national regulations
and any additional standards specified by the ATO.

ATO: 39 £99) 22 W pe2 T2l W 82 vhirele] 2, o3 W8] g +el
7oz oA S| A WAt olek. B4 AW FA o] Fulxo], Habol
U EES GAST ASIIE BU /1B 9 999 9XB Hof Folof Atk E4
AW Annex 1 $2 29 Bl B, Hg /153 RE Sk 4 B ATOZL SHF 7452)
EEo] BT A5H 24 ofE uredsop Btk

The accountable executive of the training organization will have the overall responsibility
for the standard of quality including the frequency, format and structure of the internal
management review and analysis activities and may delegate to a quality manager the
responsibility described in paragraph 2 of this appendix. Depending on the size and scope
of the organization and the requirements of the Licensing Authority, the accountable executive
and quality manager may interact in different ways as illustrated in the organizational
charts in Appendix C.

T 7o) T U U B AE 9 B4 BE) 5, FY U 72E wPd £
o] BE A0S AT 9lon, B 52 2 Hol AW Aelg A7 o= TelHolA Siolat
S Slek. 7] Fme w9l W e wto] A Aol wrek, Hh QT 4 HelAs
22 Col 2Aze] BAE 2 olg) 7K WHoR 25T & ok

2. QUALITY MANAGER

2 H2Ix}

2.1

The primary role of the quality manager is to verify, by monitoring activities in the field
of training, that the standards as established by the ATO and any additional requirements
of the Licensing Authority are being carried out properly.
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2.2

2.3

2.4

3.1

ATOS| 2 23 & F2 A2"

£ Ueio) 20 UL £ gaolie) BEE DUPORM ATO} YT Lk w
929 271 0 Ao] A8l FUELA Selstt A

The quality manager should be responsible for ensuring that the quality system is properly
documented, implemented, maintained and continuously reviewed and improved (see
paragraph 17 of this appendix).

£ Bl B4 A2l 4] BAS, 48, 54 9 ASH0% AENT AHHES
g #Qlo] Stk (& HE9] 174 =)

The quality manager should: &2 #2jA}= of2a) -2 AQlo| glct:

a) report directly to the head of training (see Note); and
A ARl A A B (Far Fx)

b)  have unencumbered access to all parts of the ATO.
ATO9] RE Huo] H2 A

Note — When the head of training is not the accountable executive, reporting mechanisms
should be instituted to ensure that the accountable executive is aware of all issues impacting
the quality of the training services being provided by the atfected ATO (see example 2 in
Appendix C).
#3228 A7) 99 9 I B, WG AT} Aghe REY 94 394 7 5
Afgpof jsf g5k 9lgo] o 7 QlEE SR= Hi ZJYE PREooF Fit). (RE 09 9 2 FF)

The quality manager should be responsible for ensuring that personnel training related

to the quality system is conducted.

4 @A 4 AL"H #AHE i E-Ho] YEES o o Aol gl

QUALITY ASSURANCE (QA)
=3 2BF (QA)

The term QA is frequently misunderstood to mean the testing and checking of products
and services. Organizations that only do checking and testing activities are merely applying
“quality control” measures, which are designed to catch product and service defects but
not necessarily prevent them. For example, an ATO that administers exams at the end
of the training syllabus, only to discover that a large proportion of the students have
failed to meet the required standard, has only identified a deficiency in expected results.
The implication could be that there is a problem with the training programme or the
instructor or even the student selection criteria. In this instance the ATO has no idea
what the real problem is or what to do about it. Quality control, by itself, provides limited
value without the suite of complementary activities that comprise QA.

Qhhe ol A3 ANAE ATk Fdols Eo2 42 42 sonk 44 L AW
DS ot 7S EA wET WS 8oy, ol A4S A8l A3 Wste

=
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3.2

3.3

3.4

a)

b)
c)
d)

e)

=H 7|l Selol gt e

Bh= Floluh PABhe A2 2 otk ofE Sol, 7|Te] e SPYSo] B4 EZEo|
ek Folt A% Wash] 919 £ 349 nut Sae] A £ Aol 2 7
dsiol 2 oln g selap] gigiolrt. ot 9 L1d wi PRV R

7o) ATO: A% BAF FS1917] B ofmA] ok sH=A]
nEr) 54 el QAR T4sHs aivle] A B giol AA0= orgE ZPIE Al

QA, on the other hand, attempts to improve and stabilize the training process and to
identify and avoid, or at least minimize, issues that lead to problems in the first place.
It continuously verifies that standards are adhered to throughout the training process by
introducing various checkpoints and controls. It further introduces a system of audits to
ensure that documented policies, processes and procedures are consistently followed. It
is the “assurance” part of quality management.

i QA= 119 1A A% 7iAskaL kg stste st ol ZAI7F 2 4 e ARt
stesia it ol Slsiools ol QA ofe L0129 54 s i
sl 34 ) B0 248 Sk Ea A AAHE Eelelo] £AsHE A, 3
nl 14;(],7} A& oz oYL L= 3t} o]Zo] ZA e|o] “WZE" HHo|r)

A QA plan for an ATO should encompass well-designed and documented policies, processes
and procedures for at least the following activities:
ATOE % QAE Hol= vt 22 E5S st & aoteal EAsH Z4, 344 9
AAE sE9tsfoF gtk

monitor training services and process controls;

59 Aulzst 3y pelo B

monitor assessment and testing methods; H7} @ A]§ HhHo] w2t

monitor personnel qualifications and training; 7§¢19] #74 W & 2+

monitor training devices and equipment qualification, calibration and functionality, as

applicable;

AT A5 2 A7l A 44, ZHH 2 715 B

A

conduct internal and external audits; Y& 2 23 ZFA} A3

develop, implement and monitor corrective and preventive actions and associated
reporting systems (see paragraph 8 of this appendix); and
T W oo geat A Ha Alage) v, A8 gl phE

utilize appropriate statistical analysis to identify and respond appropriately to trends.
2AE Aol Hde) ool dake BAE Bael A8

An effective QA plan will aid significantly in the ATO’s compliance with requirements,
its conformity with the standards and the adequacy of its training activities. To take the
ATO’s performance to a higher level requires a structure that ensures that the combined
QA effort of the employees reaches its full potential.
A& QA Alge: ATO a7 AR &, Eolld] = 9 &7 B9 Aedel St
£89 Zr ATOY| 588 wr} 58 202 L27] AHHE 12l

H10) o] EFHES ol F2E RTT.
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3.5

4.

4.1

4.2

4.3

ATOS| 2 23 & F2 A2"

Note — Annex 1 requires ATOs only to establish and implement QA policies, processes and
procedures acceptable to the Licensing Authority granting the approval, which ensures that
training and instructional practices comply with all relevant requirements,

ZHT - Annex 19JA1= ATOZ) W3] 7)7o] 42012 8F & Ql= QA F 7% 1@ HAE 53
A gl Qotoly, o= FE W g gHEo] M mf# Q7 RIFRS 2EFEE 517 9Fto]r)

QA plans by themselves are subject to breakdowns in human performance and therefore
are in need of robust organizational structures that underpin the QA efforts of individuals.
It is for this reason that ATOs and States should embrace the quality system governance
model described in this appendix.

QA AE T AR At falo] AFEL F 4 AOBE 2 A1) QA 1R Fshe
Zelg 24 27 Basit ol ATOS) sjgsto] & Jiso] Awsl 24 A28 £
2Elg 4-8ajof Bl olfolct.

QUALITY SYSTEM FOR THE ATO
ATOZ 9Igt ZX AlAE

A quality system is the aggregate of all the organization’s activities, plans, policies, processes,
procedures, resources, incentives and infrastructure working in unison towards a total quality
management approach. It requires an organizational construct complete with policies, processes,
procedures and resources that underpins a commitment to achieve excellence in product
and service delivery through the implementation of best practices in quality management.
EZZ AA"HL Eok o] Z2] I 4 ALELE 7o) nE I AFE A A, Az
A2l QUEE W Qlaeke] Wekolt). ol XTe] B4 welg Agstel nEU AE
WA AS AT oNE TSk 44, 34 W elow yEE 2449l T2
-3k

An ATO that supports its QA plan with a well-designed, implemented and maintained
quality system structure should be able to easily and repeatedly achieve results that exceed
both the requirements of the applicable national regulations and the expectations of the
ATO’s clients.

QA A2LE % AT, 45| {5l B A7 FE8 Ak ATOE 48 Fhst
=71 A 9 ATO 2A9] 7] X5 xilel= Z3kE 41 gz o 2 ThAJSE 4= 9lojof sich

The basic attributes of an effective quality system should include, but are not necessarily
limited to:
aadel 4 A" 72 A4S g 2HE 5 Tk
a)  a managerial structure that facilitates and encourages clear and unencumbered access
to the decision makers (Appendix C provides some examples);

ol ARVAL AREL BEHS A5 Sk 2gsHE we) 2
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5.1

b)

)

d)

e)

=H 7|l Selol gt e

an overarching company commitment to achieving excellence in the delivery of training
services, rather than meeting minimum requirements;

Mo a7 AR BE0| ofl 9t 9 ANAZ BEUL o F2 ke o)
quality policies, processes and procedures that are well-designed, consistently applied
and subject to formalized review and refinement processes;

2N AEHer ARE JE} W Aol oo & Q= FH AA, B
2 A%

an employee training plan that instils and promotes best practices in quality management
efforts;
4 e =g FHao) AHE Fedhs Y &9 A

an organizational risk profile and corresponding risk management plan, which together
provide a comprehensive list of hazards that are tied to the ATO’s activities and establish
mitigating measures to effectively manage those risks which threaten the achievement
of desired standards of performance; and
7182} A e ool "i-ssh= o el A2
FeAol 558 ATk, o 5 Hael 94
A Ee Yu

& ATO @53t gald Sl
e Ee Aade R B

a strategic review of policies and procedures which measures the organization’s current
assumptions, objectives and plans by applying a relevance test matched to evolving
trends in the industry or changes occurring within the ATO.

AA Y Motst= FF £ ATO oA dojue= Hste] gte B AES 283t
71389 FA o=, B Y AgS SAske A P ZakY] AAAR] A&

ORGANIZATIONAL RISK PROFILE
7l2e| 2 g

a)
b)

An organizational risk profile is an inventory of identified hazards and threats that present
risks which are likely to prevent conformity with the required standards of performance.
This “threat to quality” list is normally arrived at by first establishing a directory of those
activities that routinely take place in order to deliver and administer a training programme.
Once complete, the activity directory is then expanded to identify the hazards and threats
associated with each individual activity. Some examples of routine activities that should
be examined during this process are:

7139] 91 W& Z4 73 0 B A 7sAdel %1% A= Al 03}% el
9% R 9 9ol WaAele of Bl it 9Y” BEe Tl x2aY o
westr] Sl 4 em dojus BFo 55 7Y ZAolth o]Zlo] ¢4 E] , 2E
50| 4 7 SE e AE % HES AlEe A8l A o] I F 2AREofof
o A BEe AR A5 v A

selection and training of staff; Z]¥9] Y& L &7

training programme development, validation and review;
£ m2age) A, okl 0 PE
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5.2

)

d)

e)

g)
h)

ATOS EH 23 5L ZH A"

development and maintenance of training courseware;
T s g A B A e

administrative staff duties in support of the training programme, the instructors and
evaluators, and the students;

9 meIg, a0 S A9S 9% WY age AL

delivery of training; & Ag

record—keeping; 7|= 4]

assessment and examination processes; and 7} W A]¥ 1A

client and Licensing Authority feedback. 117§ @ W3] ©f=to] mj=u

The risks identified through this exercise should not be limited to just those which currently
exist but should also include those potential risks that could arise from a change to existing
circumstances or conditions.

oleal WAHE So BIE ABL AGR Ao FakEolHE o Hu, 71E A B 2719
W3} Al dojd 4= Sl AR AR7HAl Z3teloF gt

-

6. RISK MANAGEMENT PLAN
eI 22| A<=

6.1

6.2

6.3

6.4

A risk management plan is designed to mitigate the identified risks, real or potential, which
were derived from the organizational risk profile exercise. The plan’s objective is not to
eliminate risk so much as it is to effectively manage risk by putting in place risk controlling

measures.
A e A" AR Ae Zdoto] 2jldE e Fash] sl dAE Aoz, 7w
A W&ol gk A5l 710 a5 AlZe] Sxes A H PHE ARste] Al

agHoR et ot

A well-developed and implemented risk management plan will substantially aid in accurately
scoping out the depth and frequency of planned QA-related activities.

T e HeE 918 Bl AT AR QA B o] Zoje} MES Holah sle
Y =gl @ Aol

The plan should be subject to the management review process outlined in paragraph 4.3
f) of this appendix.
A w220l 43 o] AuE W) AR B AHof A,

The current risk management plan should be readily accessible to all employees so that
it can be accurately followed and open to comment for improvement.

A e Bl AFe Be Aol AT 7hesies sho] EEES s, e fIvt
A Wes g
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=H 7|l Selol gt e

7. COHERENCE MATRIX
Uz oA

7.1

7.2

7.3

7.4

8.1

a)

b)

A coherence matrix, sometimes known as a correspondence matrix, is a very powerful
addition to the ATO’s compliance efforts. It is a detailed, tabulated document that lists
all the applicable regulatory requirements imposed on the ATO. Beside each listed provision
there should be at least two descriptive elements that identify:
5 Ay mER AR Al A “HEEV“‘ ATO9] =of &3t =go] Hrh ol
ATOo| 73l B 28 7hset 112 8 AFds 5591kt AAaL 1HEsE ZA{olt H=old
4 olelel thae Flshe Aol F A9 7ls 847F Slojof gt

the existing processes that are designed to ensure continuous compliance with that

specific regulatory rule or standard; and

54 3 Ee EE0l ASHoR Fgetes Johd 7E A

the individual managerial position responsible for the effective implementation of each

process.
7} 3pAo] HEAY He AU 744 A we] A

The coherence matrix should indicate the most recently completed and next intended audits
designed to validate the functionality of each of the identified processes. Any recent audit
findings should be listed in the matrix or referred to as being documented in a separate
“register of findings”.

Q1zhy WjEY AL Zhzte] SolEl B0 7S Eaks g 2o, el theo R A
A AAE FEABOF ek 2T A AiHs sl EY A VR EAY HE] A £E

£ A3k ofof: B},

The coherence matrix is developed and managed by the quality manager and is subject
to the management review process outlined in paragraph 4.3 f) of this appendix.
Ao WERAE ZFo] Qe TRt ol U HejEn, 2 585 43 f) Hof
ArE d2 HE Bge AAHF gk

The current coherence matrix should be readily accessible to all employees so that it can
be accurately followed and open to comment for improvement.

Ao AT WEYAL WE Mol FA AT AP Bhof HEE] EeEHT AHL
et A drofof it

CORRECTIVE AND PREVENTIVE ACTION REPORTS
2% U ol 25 =0

QA plans should include a well-structured reporting system to ensure that suggestions
by ATO personnel for both corrective and preventive actions are recorded and promptly
addressed. Paragraph 3.3 f) of this appendix identifies this as a necessary component of QA.
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8.2

8.3

9.1

9.2

ATOS| 2 23 & F2 A2"

wgtstel ATO 219 54 9 oy 2ol digt Algto]

QA Agle 2 TAE B3 A2HE XY
st B R20] 33 ) HolAl QAY W Q4RA ofF

24 /1% 0 HEAES Hob
shelgtey,

After an analysis of the reports submitted, the reporting system should specify who is
required to rectify a discrepancy and/or non—conformity in each particular case and the
procedure to be followed if corrective action is not completed within an appropriate timescale.
Just as important, the reporting system should identify who is required to investigate and
act upon any report identifying measures that could prevent a non—conformity from occurring,
w10) B4o] AT T, B A2HE 77te] A9olx 7k BAE W vl ARRS 44
Z ]x] :LE] A ZFoo] HAsE A|7F Yo 9]-&,:37\] orore HH——] 2= AA 5| ofF -a]—r,]-
W W AAYS o} 2AS A selslop ohul, AlolA st BAlE e 4
Sl Wiol oigh ®atof whet of-3-sfjof gt

O

Corrective and preventive action reports should be able to be submitted anonymously,
if individuals so choose, to maximize the opportunity for open and effective reporting,.
AL ARl Bl 71315 HjEkslr] Qs 44 9 ol s Hals oo AlEwojof
Fhe.

Note — Since corrective and preventive action reports, in this instance, represent suggestions
for improvement in conformity levels and deal with quality issues, this reporting system and
Its processes should be managed by the quality manager,

xl_z

- of Fe, Y Y oY BE Bl Fi FEY NUS U ARG enln, Y EAE

b of Hil AAE W7 3pEe #E gejApe) Sjs el E ook gl

QUALITY-RELATED DOCUMENTATION

2N 71 22

a)
b)
c)
d)
e)

Relevant documentation includes parts of the training and procedures manual which may
be included in a separate quality manual.

T £A%e &1 9 A irde] EE EZotsfof s, ol =0 FA vl ok
A~ o]q

T U

In addition, the relevant documentation should include the following:
3t B ZA3telE v ARRe] EgEofof gt

description of the organization; 7|3o] gt 4

quality policy and strategy; &2 A2 9 7k

glossary; 803

organizational risk profile; 7|42 93 W&

risk management plan; ¢g 2] A&
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=21 7| 2te] S0lof Bt O

f)  coherence matrix; YA TjEZA

g)  procedures and reporting system for corrective and preventive actions;
G4 9 o B 95 AAe BT AAY

h)  specified training standards; E74 £¥ F&

i) assignment of duties and responsibilities in relation to the QA or quality system; and
QA E: #d A2uT pais odrel dolo) B

j)  training procedures related to the quality system to ensure regulatory compliance.
T2 55 AT 4 A2 e = 2

0. The QA audit programme documentation should reflect:
QA A} ZR19 BASH: 08 ARRS whdaol gk

a)  the schedule of the monitoring process; ¥z 7490 UA

b) audit procedures; ZFA}F HX}

¢)  reporting procedures; X1l A2}

d)  procedures for follow—up and corrective actions; &< % 3 23S 93t dAx}
e) the recording system; and 7|= A|AHE]

f)  document control. FA EA

10. QA AUDIT PROGRAMME
QA ZAL =2

The QA audit programme should include all planned and systematic actions necessary to provide
confidence that every training activity is being conducted in accordance with all applicable
requirements, standards and procedures.

QA A ZRIOHE ®E T &5l A8 7hstt 87 A, 5 9 Ao 9 s es
Sl SIS AFels o Wad AYHT AAHA BE 2AS Egeof Bk

11. QUALITY INSPECTION
=2 M

11.1 A quality inspection is an activity in support of QA and quality audits (see paragraph
12). The primary purpose of a quality inspection is to review a document or observe
a particular event, action, etc., in order to verify whether established training procedures
and requirements were followed during the conduct of the inspection and whether the
required standard was achieved.
F20 7K QA B B2 7o) 2% SEolnt (124 2. B4 440 38 2L ANs
At B A A0k AT AR F4- ool B4 Bao] B4 oRE s 98
BAE ARsAY 54 A7, #E 5 Bl Aol
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11.2

a)
b)
c)
d)

ATOS| 2 23 & F2 A2"

Examples of typical subject areas for quality inspections are:
2 AAY] AR F=A G99 o= v Ak
actual training sessions; AA| & 7|7t
maintenance, if applicable; @& A] §x] B
technical standards; and 7]& *&

training standards. &% ¥&

12. QUALITY AUDITS

=2 M

12.1

12.2

a)

b)
)
d)

12.3

a)
b)
c)
d)

e)

An audit is a systematic and independent comparison between the way in which training
is being conducted and the way in which it should be conducted according to the published
training procedures.

e eto] AlREls W ZuEl S Aol ket SElojof sh W Alolo] Aol
=g2el ulawolct,

Audits should include at least the following quality procedures and processes:

AR Zad oo #24 dxel By makalol gk
a description of the scope of the audit, which should be explained to the personnel
to be audited:;

S W Qlglo)A AmEolof g Akl el
planning and preparation; AZ LU ZFH]
gathering and recording evidence; and 749 4% 9 7|2

analysis of the evidence. 72| 4

The various techniques that make up an effective audit are:
el S AT Rl 7lsee v Aok
a review of published documents; %% FA49] HE
interviews or discussions with personnel; Atje} ¢lg|H E= EE
the examination of an adequate sample of records; 7]|=2] g3t AMZ XA}

the witnessing of the activities which make up the training; and
+de Hsh= &5 dF

the preservation of documents and the recording of observations.
BAS BE 9 P AR 72
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13.

13.1

13.2

14.

14.1

14.2

14.3

14.4

=H 7|l Selol gt e

AUDITORS
A

The ATO should decide, depending on the complexity of the organization and the training
being conducted, whether to make use of a dedicated audit team or a single auditor. In
any event, the auditor or audit team should have relevant training and/or operational experience.
ATOE 7|9k} {355t = Sele] Babeol weh haje) i 7hAle] 94 of38 Zsjo}
St A EE 2AREE dle) glo] B B 9 29 F@ol glolof wel.

The responsibilities of the auditors should be clearly defined in the relevant documentation.
el Aol el walol] Wetel Aol glojof whtt.

AUDITOR’S INDEPENDENCE
UMl S

Auditors should not have any day—to—day involvement in the area of the operation or
maintenance activity that is to be audited.
WAL A el 29 EE 84 e B WMoz HolstolAt o e,

An ATO may, in addition to using the services of full-time dedicated personnel belonging
to a separate quality department, undertake the monitoring of specific areas or activities
through the use of part—time auditors. An ATO whose structure and size does not justify
the establishment of full-time auditors may undertake the audit function using part—time
personnel from within its own organization or from an external source under the terms
of an agreement acceptable to the Licensing Authority.

ATO: W& F9 P A0 43 FAU] AU AE A3l taf AAE FAE 183 57
Hof X BEL PEsof Stk T2 W FuA HAY PAE 18T 5 gl ATOE W3
gte] o ofdl /g W) EL RERY NS RG] FAE T S YUk

In all cases the ATO should develop suitable procedures to ensure that persons directly
responsible for the activities to be audited are not selected as part of the auditing team.
Where external auditors are used, it is essential that any external specialist has some familiarity
with the type of activity conducted by the ATO.

£ 450 ATOR 24} g 250 23 Aglo] Qi lelo] AAbEe) Az HuEx
FEE Hgket AAE Uelo Feh. olR AL A Al BE o3 AR} ATOS| BE
$9S Uy 4T 9l Ao| Fasit

The QA audit programme of the ATO should identify the persons within the organization
who have the experience, responsibility and authority to:

ATO9 QA A ==L 7|3 WollM otk 22 Aol 49, Ad 2 d97F
Qe AHsfof gt

fr
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ATOS EH 23 5L ZH A"

a)  perform quality inspections and audits as part of ongoing QA;

A8 2ol QA AR ZA TERQ AA} HALE 223

b)  identify and record concerns or findings and the evidence necessary to substantiate

such concerns or findings;
WAA B 2y}, 2§ HAAF Be AdE fSohe dl 2agt
s

ol\

7

il

st

¢) initiate or recommend solutions to concerns or findings through designated reporting

channels;
AFE B IS Fa TAAF = A Ot 2 AZlstA Y 4T

d)  verify the implementation of solutions within specific and reasonable timescales; and

Beal ARE Z17E felA sARe] Bee 2y

e) report directly to the quality manager. &2 Te|xlolA AH Bl

15.

15.1

15.2

15.3

AUDIT SCHEDULING
AL 2 A=

A QA audit programme should include a defined audit schedule and a periodic review
cycle. The schedule should be flexible and allow unscheduled audits when negative trends
are identified. The quality manager should schedule follow—up audits when necessary to
verify that a corrective action resulting from a finding was carried out and that it is effective.
QA 74t Z2IGe HoE 74k U W 27149 AR Aol2 mPsiof ek U
G5 Aol BAHel Aol SelE tt 54 Qo] gl wAE SRt B4 B
Aol W2 54 2A7F paEel BRAde] WY Bask 9w T4 A AL
Aok gk,

An ATO should establish a schedule of audits to be completed during a specific calendar
period. This schedule should be influenced by the organizational risk profile and be reflected
in both the risk management plan and the coherence matrix documents. As a minimum,
all aspects of the training should be reviewed within a period of twelve months in accordance
with the audit programme.
ATOR 5% 7I7F % Buof ol 7H4F U4& esjof ahek. o] AL 71wel 918 ol
g v, 99 Tl A9 9 Uy UlEL s BA RE0) wgEolof 3tk Hagow,
gelo] mE opire A Zaoaglo] ek 12 /98] 717 volX AEEojo} g,

When an ATO defines the audit schedule, it should take into account significant changes
to the management, organization, training or technologies, as well as changes to the standards
and requirements as discussed in paragraph 4.3 f) of this appendix.

ATOZ} AE 9AE Ao o, ¥, 713, &9 B 7o SUd Mote &8, & 759
4.3 ) dol AAE d2 #E 9 87 Ao WkE efsfof it
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16.

16.1

16.2

16.3

16.4

=H 7|l Selol gt e

MONITORING AND CORRECTIVE ACTION

A
2 9 A XX

a)
b)
c)

The aim of monitoring within the quality system is primarily to investigate and judge
its effectiveness and thereby ensure that defined policy and training standards are continuously
complied with. Monitoring and corrective action functions fall under the responsibilities
of the quality manager. Monitoring activity is based upon:
A ALEH YoA e BRe 2 ag84e AL ddshs ZoR, Hojd A
W Ee mEo] %Mo RRHES dof toh B BEL 0 Al 72w
quality inspections; &9 HA}
quality audits; and 1&Z9] 7FA}

corrective and preventive action reports and subsequent follow—up.
R R L IR

Any non-conformity identified as a result of monitoring should be communicated by the
quality manager to the manager responsible for taking corrective action or, if appropriate, to
the head of training or, when circumstances warrant, to the accountable executive. Such
non—conformity should be recorded for the purpose of further investigation in order to
determine the cause and to enable the recommendation of an appropriate corrective action.
P ATk sholE WE NakER] g Alhe B2 BelAst 24 2xe] YL A
Pl i W Al B AR} AFelstolof sjul, 4ol sletelu, T lYTE o
S olth. REEA o AR 91918 WSl AAe 4 248 2] $ig 271

/S BAOR 7| E|ojo} T,

The QA audit programme should include procedures to ensure that corrective and preventive
actions are developed in response to findings. Personnel implementing these procedures
should monitor such actions to ensure that they have been completed and verify their
effectiveness. Organizational responsibility and accountability for the implementation of
corrective action resides with the department where the finding was identified. The accountable
executive will have the ultimate responsibility for ensuring, through the quality manager,
that the corrective action has re—established conformity with the standard required by the
ATO and any additional requirements established by the Licensing Authority or the ATO.
QA AL Z2aWe 74 B o 2271 Ao whef WEEES st AAE Z3sfof
gtk o] AAE A8she YU did =X sl 1 aa/do] ASEHUeS Slsfok gtk
T 2219 A8 floll slie Ayt ERlE FAel sk A 78] Felof} ool
HY 49 2 RS 8l o 227F ATO a4 #2523 We] G B ATOo| 23]
THE F7HA a4 ARl fete s Aadsfof gt

e

As part of its quality system, the ATO should identify internal and external customers
and monitor their satisfaction by measurement and analysis of feedback.

FA AAHY AR EA, ATO= W oF 2ASS ERlshal, Hums S4sta Ao =4
TS E o gt
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17. CONTINUOUS IMPROVEMENT PROCESS
XEAel 7 2k

17.1

17.2

17.3

17.4

a)
b)
c)
d)
e)

As stated in 2.2 of this appendix, the quality manager should be responsible for the review
and continuous improvement of the established quality system’s policies, processes and
procedures. The following tools, on which the quality manager relies, are essential to the
continuous improvement process:
2 Rse) 220] PAR Y, B Bl +UE Aawel 32, 34 0 A7) Pl
24201 Ao Fejo] k. B WelAp} olEeh e EFEE A%Hel AX THYol

2% Folth

organizational risk profile; 7]3%2] 3 W&

risk management plan; 9|3 2] A=

coherence matrix; YIA] WjEZ A

corrective and preventive action reports; and 44 W oy} 22| Hil

inspection and audit reports. FAF W ZFA}F HL

These tools and processes are interrelated and help define the continuous improvement
efforts of the organization. For example, any corrective or preventive action report could
identify a deficiency or an opportunity for improvement. As outlined in 8.2 of this appendix,
the quality manager would then be required to ensure the identified issue was addressed
and corrective action effectively implemented. The same would be true if the issue was
identified during an inspection or audit.

o5 Eet IS A A AL, 7] AL A ke Foths H Ewe
Fth dE 201, Be 4 Ee oY 24 Rils A4 = 7N 718E 91A & &
7559 8200 AAE Bie} o, 3 HeRke 2l EAIF OPEV\]F—’ T AP avpEoR
HEE s dfjof gith ol= A e AA 5 2AI7F EIEHS W= vpRbrhA] ol

The effective implementation of change and the subsequent validation that the change
did indeed result in the desired outcome are critical to the continuous improvement process.
Simply introducing a well-meaning suggestion for improvement into the organization without
carefully managing that change could have undesirable consequences. It is therefore incumbent
upon the quality manager to responsibly introduce, monitor and validate improvement
efforts.

wste] B8Q) 483 Z|gE Anel Walsh WAEILA] that SIS H&Hel 7
Il Blolnt. x| 7| S H1T AlbThe skl HskE Al4s] wEshA] &
b F2 AYE B2 7 Aok WA, F2 B A k8e skl ek Eeld
SF7F e

A simplistic but effective process to use in managing continuous improvement is known

as the plan—do—check—act, or PDCA, approach, which is illustrated in Figure App B—1
and described below:
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o Check -
N . FSba|
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Figure App B-1. The plan - do - check - act approach
2! App B-1. Aj2l-Ast-MA-siEs FH2H

a) Plan. Map out the implementation of the recommended change, identifying at least:
AE. HOIT TS A2 H0Ist0 FHE wale] MRS Aty
1) the people who will be affected by the change;
Hal| FYS U= AEE
2) the required quality control measures necessary to mitigate risk; and

O|&- = O|s I o TIA =X ni
fle 4AES flofl Qs T+ FH &2 Y

3) the desired outcome and its intended consequences.
Jl0E= 2 2 o= F

b) Do. Execute the implementation plan once all affected groups have accepted the proposal

and understand their role in ensuring its success.
Al 2= 243 JHO| HMets 2oE0|1 452 flet des Oy o &8 A

od

Jtob

o AlsH
= =20
c) Check. Apply sufficient quality control “stage” checks throughout the implementation phase
to ensure any unintended deviations in the execution are identified and addressed without
delay.
. 4d & ATofX| k2 Hallt 2RIE ZA| SHETE HE9 2 HAWM F=¢t 22 &2
ANE M8

[}

d) Act. Analyse the results and take appropriate action as necessary.
.I

a
: yse the results and take appropria
S, ZNS 2okl LS MY XAS 3
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18.

18.1

ATOS| 2 23 & F2 A2"

MANAGEMENT REVIEW AND ANALYSIS
Bajo] ZE Y £

Management should accomplish a comprehensive, systematic and documented review and
analysis of the quality system, training policies and procedures and should consider:
PelAe B AsH, FA 48 9 A de) F3HHolL AAHln BAE A=e}
w42 dlfoF st th AR ALEsljof Tt
a)  the results of quality inspections, audits and any other indicators;
£ A4, A 8 BE JlE mRo) A

b)  the overall effectiveness of the management organization in achieving stated objectives;
and
TAE FEE FA00 o] He Ve dAE maeA

c)  the correction of trends and, where applicable, the prevention of future non—conformities.
A= B T 8 B HAA =LA o7

Note — Paragraph 4.3 of this appendix identifies the basic attributes which require review
and analysis,

FT - 2 B2 43 Hoiji AHES HiJo] o5} 7] EXo Rk 9k

18.2 Conclusions and recommendations made as a result of the review and analysis should

19.

19.1

be submitted to the responsible manager, in writing, for action. The responsible manager
should be an individual who has the authority to resolve relevant issues and take action.
The head of training should decide on the frequency, format and structure of meetings
for internal review and analysis, in coordination with the accountable executive, if different,
because the accountable executive has the overall responsibility for the quality system
including the frequency, format and structure of the internal management review and analysis
activities (see 1.2 of this appendix)

2 w4 959 W, ﬁga ) el A9 e 3171 wolch, (& 229 1,

RECORDS
1=

Accurate, complete and readily accessible records documenting the result of the QA audit
programme should be maintained by the ATO. Records are essential data to enable an
ATO to analyse and determine the root causes of non-conformity so that areas of
non—compliance can be identified and subsequently addressed.

ATO= QA 74} 2 713)e] ATke geteln, st QA A 7hsshes RAlstslo]
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19.2 Records should be retained at least for the period that may be mandated by national

requirements. In the absence of such requirements, a period of three years is recommended.
The relevant records include:
NEe Tk o Ao FYE 717 B2k HEElolof Bk 2ela 740l glow, 3de)
7|17ko] FHET W 7|5 v ZAT

a) audit schedules; ZrA}F &A

b)  quality inspection and audit reports; &2 ZHAF 2 ZFA} H 1A

c) responses to findings; ZAx}tef| st tf-2-

d)  corrective and preventive action reports; =% 2 o} Z2] KA

e) follow—up and closure reports; and <& 2 27 K14

f)  management review and analysis reports. Te] HE W HA B4

20. QA RESPONSIBILITY FOR SATELLITE ATOs
214 ATO2| QA MR

20.1 An ATO may decide to subcontract certain training activities to external organizations
subject to the approval of the Licensing Authority.

ATO= 93] g=¢] 37t 3ol < F 7o dF &3 55 A5 5+ ok

20.2 The ultimate responsibility for the training provided by the satellite ATO always remains
with the ATO. A written agreement should exist between the ATO and the satellite ATO
clearly defining the training services to be provided and the level of quality to be assured.
The satellite ATO’s activities relevant to the agreement should be included in the ATO’s
QA audit programme.

4 ATOo| ofsff =l ol tigt T =221 MY 4 ATO A&Kdnh Alsd &4
AMu|s gl S8 22 ATO 94 ATO ol WAl £A =2 o= ofof o). ool
HHE YA ATO9 &5 ATOS QA A Z=Idof z9tE|ofof it

20.3 The ATO should ensure that the satellite ATO has the necessary authorization/approval
when required and commands the resources and competence to undertake the task.
ATO: $14 ATOZ Bagh A2/5elo] 9o, J9s 9% 49 § 495S 483
& =S sjof g,
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ATOS| 2 23 & F2 A2"

21. QA TRAINING
QA =

21.1

a)
b)
c)
d)
e)

As outlined in 4.3 d) of this appendix, appropriate and thorough training is essential to
optimize quality in every organization. To achieve this, the ATO should ensure that all
staff members understand the objectives as laid out in the quality manual, to a level relevant
to their duties, including:
B R=20] 43 d)of] AAH d=2, st St T BE 7|HoA F4E s
Y mAolck. ol 2] YoM, ATOE BE 90| 4 vhirale] AAE fh oS
A IR mRE oldistal dFE AstES sfof g

the concept of QA and associated systems; QA9] 7jg W HH A|AE

quality management; &2 32

the quality manual; &3 wjFd

inspections and audit techniques; and A} W ZFA} 7<%

reporting and recording. R 9 7]=

20.2 Time and resources should be allocated to provide appropriate levels of QA training to

20.3

every employee.
= A go)7) QA Bele] AWT S AT Pl A% D A= g Eolof gk,

QA courses are available from the various national or international standards institutions,
and an ATO should consider whether to offer such courses to those likely to be involved
in the management or supervision of QA processes. Organizations with sufficient
appropriately qualified staff should consider the possibility of providing in—house training.
QA & e =71 Be =4 FF 7|8 s AleE 4= 3den, ATO= QA 49
W B dEol WA QoA o|Heh B o] Als= sfiof Ttk AAE 2 Ao
SEE 7S WR EH9 Ay 7S aLdsof gt
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Appendix C

ORGANIZATIONAL STRUCTURE OF THE ATO
ATOS| =7 4=

1. ROLE OF THE COURSE DEVELOPERS
Hg TRl g

An ATO needs course developers for courseware development to conduct the training needs
analysis, develop the training material and evaluate the training material during the course validation
delivery. As such, course developers are highly specialized personnel who may be contracted
from an outside organization to develop courseware as described in Chapter 7, 7.1. Normally
course developers belong to a separate component of the organization reporting to the head
of training. That component is not represented in the following organizational charts.
ATO: 39 A2 BAS Sajsha, £d 422 sk 314 984 24 3 29 422 B7kp)
o) ;e Ty AL 9la BY LA WA Sk ujebd, By AR TR ARl
Qlefoz T4 110 7145 T8 AR S g8 o 7o e Aok 2ue 4 gtk Aow
Y A T Bl Hashe Zjpe] BelE BAjd] aswErt S RAL thee] 24w
el Q1A ek,

2. EXAMPLES OF ORGANIZATION CHARTS
ZE|9| of

The following organizational charts are by no means exhaustive and do not pretend to meet
all operational requirements. They are provided only to assist training organizations in developing
and maintaining an organizational structure that is consistent with the needs of an effective
quality system governance model.

ohe o] ZAEL ghg 28 ohn BE 99 4 AT ARE $50%) ghch ol v &8 He
22 A2 2o mdel BaKel s 24 PEE AUSIT SA5H: o glo] el /1B o
Hagoz AEr,
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Appendix C. ORGANIZATIONAL STRUCTURE OF THE ATO
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Figure App C-1. Example of a very small generic training organization
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7Y e
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Safety Manager(if required)
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a2l App C-1. Ol-x Xte Old}

Instructional Services Manager
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CiCI ol
=5 HH
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7| ebH 22| Xt 7|y 2 22Xt
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Figure App C-2. Example of a small/medium (complex) generic training organization

gl App C-2.

S (28) Yt 2 (3 of

This example depicts a training organization that is part of a much larger company, which
oversees it as a business unit.

AT de S shtel FAR Belske Eok 2 IAke] 4R}l 1 7] dis) A9tk
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Head of Training

(Accountable Executive)
= MRt (S 2AR)

Safety Manager Quality Manager
OFH 2t2|Xt Z3 22Xt
Quality

Training Standards

EHEE

Performance Audits
EE A A

Sales and Marketing
TojoEAE

Instructional Flight Operations Maintenance(AMO) i M Centre Support
Services Manager Manager Manager |nin;em§nager Manager
2 Ml 2t Hls 2 Biex} o] (AMO) E2/Rt el NEEH

Chief Flight Dispatchand . . Client Support
RSy Operational Control Maintenance Control ClientAccounts Sarviass
Ay HI w2t LAY Y EHA gHlSxlA a4 /2 e LIPS
Chief Maintenance Flight Recordsand Elementary Work Payand Employee Support
Instructor Document Control and Servicing Compensation Services
sl pmi) HI® 7|12 % =M EHA ES=RSl P {ES X % 24 IE ZI K|/ AfH|A

Figure App C-3. Example of a large (complex) multi-faceted training organization
a3 App C-3. CHY (5)) CHHA =3 2|29 of

This ATO has an AMO certificate for maintenance of aircraft. The AMO may also be involved
in on—the—job training for the aircraft maintenance students. In this instance, the ATO has an
SMS programme covering both aircraft flight operations and maintenance activities.

o] ATO= &&71 AHlE A% AMO AA52 7HA]aL ity AMO+= #5771 AH| stE= fIet
Aol 238 4 ek o] B%, ATO= @371 vld &9 3 v &5 BFE off2& SMS
m2aUe Bas
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Appendix D

ALTERNATIVE MEANS OF COMPLIANCE
| 7 E

1. APPLICABILITY

1.1

1.2

1.3

Mg 754

Each Licensing Authority attempts to develop rules and standards of conduct in close
harmonization with ICAQ’s Standards and Recommended Practices (SARPs) in so far
as they are consistent with national interests. Article 1 of the Convention recognizes the
sovereignty of the State while Article 38 makes provisions for the filing of differences
when circumstances so warrant.

Zf ds] =2 8 2 222 [CAOY 223t F44E #e (SARPs)E #-8sto] 7719
il Fgst=s Tiste il gtk gofe] 1-oA = sid=9] Fd& s, 388 A=
g2l weh Aol Agsh] ARt A= Alseth

Another obligation of Contracting States is the need to establish and maintain a national
safety oversight programme designed to ensure civil aviation standards are upheld. This
obligation requires the Authority to effectively manage risk in those parts of the civil aviation
industry that fall within its jurisdiction. It is with the risk management process that applicants
wishing to seek approval for new training methodologies need to become most familiar.
AloF=ro] g o= VI FF BES A7) 8 AAE 571 oHd A 2RO
A-SIAL FASk= Zlolth o] o= W=o] e ¢l e WXt &5 AAS] Aol EAsk=
AelS antd o s sk 2ot o= AR 7HE At Mz &1 W2 oigt
S7FHE FobaLAt sk 91 e AT AE 2ol gk

Besides employing best practices in risk management, civil aviation authorities need to
be assured that changes to the regulatory status quo are supported by data which provide
irrefutable evidence that the proposed change represents an improvement to existing practices
and demonstrated outcomes. In other words, applicants requesting approval for new
approaches to training should be prepared to put their proposal through a rigorous testing
process, such as a proof—of—concept trial.

A weloA 2Z o] HeElE =dshe A o, vixt &% F=2 e WAl At
Wbt 71E9) HeE JiAdskaL I AE 5“:‘0}‘; glolEof s A ¥H= Sl Hart
Atk HA] Hall, o] A HEwe] gt ede 8A5ke A= Wl e9o] id 51
Aol 22 AT Al S F3l %H]OHOﬁ Q= Zlojth

Note — Provisions for new approaches regarding evidence—based training programmes are
provided in Doc 95868 and in the Manual of Evidence—based Training (Doc 9995).

il - 3A 7jer g8 Z2 I PelE ME2S FH2HL Y5t 782 Doc 98687 57 7)Hh FE
(Doc 9995)9) A 5e] QU
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2. PROOF-OF-CONCEPT TRIALS
e B A=

2.1

2.2

2.3

Many Licensing Authorities are adopting approval processes which incorporate varyingly
complex proof—of—concept trials as a means of validating potential modifications to their
regulatory framework. They commence this exercise by subjecting each new idea or issue
to a formal risk assessment process. This is particularly true when evaluating concepts
that are relatively new, such as employing competency—based approaches to training,.
W W) wake] Bake Y 2 RS 6 14 AAE ARA O Rk el
EFAIE 50 BHE ek ek 0|52 27te] AR ofojrjo] Ei A FAH]
48 Az ol EFAZNE Bk ol SAR AN H2EL Tao] wdsts A 2ol
My e AL BT ge e 2,

In addition to demonstrating an improvement to existing practices and outcomes, as described
in 1.3 of this appendix, another important feature of any particular proposal for change
is being able to demonstrate that the end—state or outcome is in the public’s interest.
71&2] w3 Aol digt e Ssks A olQlof, & F59] 1.3o] dH diz, "
o3t BE EA 20l9] }2 2Q3l 7|52 2E A B A} 33o] TAANS ZwEh
4 Qlofo gk Aolth,

Note — Provision has been made in Annex 1 for some reduction in the experience requirements
for the issue of certain licences and ratings, provided that the Licensing Authority has determined
the existence of at least equivalent levels of competencies to those originally prescribed. In
these instances, Licensing Authorities will likely require an evaluative process similar to that
described in this appendix,

R - Annex 194f= 55 Hel ¥ ‘o’:‘?;l digof] gjsl Fg 25+ AJ3)o] 24F 9} 14Fo] vREolHon
ofie WE GFo] P P SEE £ HolE FEAop Febi HYS Ft, of ool

a)

b)

)

HE W G B PR H%wg/ A B2 B 9S8 E Aol

It stands to reason, therefore, that the ability to successfully obtain approval for a new
training approach is dependent upon the applicant’s proposal undergoing a thorough
“proof—of—concept” trial which is able to consistently demonstrate that the proposal meets
all of the following objectives:

webA], 2e 9 gl tisl] e er 590 W Zlo] thed] s Hato] Fitefof
Fhe S = Qs AlRe] g i S Aol 7[Rk AlRbAlo] T 9le2 Frdaith

it maintains an equivalent or reduced exposure to risk;
EESAY 2wt guo] Rt mEe fAT
it results in improvements in efficiencies or existing outcomes; and
T84 Ee 7€ 2] MAHLR olojxit.
it continues to meet the public’s interest as intended in the applicable regulations and

their associated standards.
AH oz gl ol Rasior stul, ol A% Hsd 14 2 Bl

Hel

ol AR
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3. REGULATORY CONSIDERATIONS
Y 2 8 A

States have implemented differing organizational structures in the design of their civil aviation
authorities, which will greatly influence the approach necessary for gaining approval. As an example,
a proposal to adopt new training methodologies into existing airline training programmes will
require a carefully orchestrated process designed to meet both licensing and operational suitability
requirements. Often these two oversight domains, licensing and operations, are managed
independently by Authorities due to their distinct specialization requirements. Both the applicant
and the Authority, therefore, need to be respectful of these considerations in charting out a
plan to adequately assess the impact of the proposal on both domains.

ShSe A=e] N7 A W) AAo] ohe 24 7S A8 ghoul, ok o) Bas
el et = niRith dlE S04, 7159 I &1 22O 28 &1 S =Sk

AR We W ook AA AT ARF REE BESE AAE ok AUy B4e waw
s ik 712, W) U 290 T /bK) A el gl o8] ByAo delsiy), 1 ol gt
o]0 F3 Bak 0T AR wholch. uebAl, T G °ﬂ ot AlQtA el Gare AW W)

A3l AdE AESfRel lo] AR} = BF o7t i ARgde] digh £Fo] Bas)iH

Note — Guidance on meeting licensing and operational requirements is provided in Doc 9568
and in Doc 9995),

Bz - e WY 2 AR gigt X% Doc 9868 ¥ Doc 99959 A= 0] A4,

4. APPLICANT CONSIDERATIONS
LIERE 18] Afet

4.1  Since CAAs are frequently approached by stakeholders to provide “relief” or “exemptions”
from specific regulatory provisions, it becomes incumbent upon the applicant seeking approval
to make it easy for the Licensing Authority to discriminate its proposal from those less
substantiated requests that are frequently submitted for consideration.

CAAE A4 ofal] QAo o] B4 el tist "4 ®ve "HATE & wong,
S A} k= A ARE WE] G0l dFo] B fAS R S AA 7L HES

o
% Q=S sof ek,

4.2 To that end, if the applicant wishes to ensure that its proposal will meet the objectives
outlined in 2.3 of this appendix, the following steps should be undertaken prior to making
a formal application for approval:
webA], AAR7E 2 F50] 2.30] AAE Fixol| Ffstes AMAE Ak, 52
e FAAQ A st7] Aol vk 9AZE o] FofAof Fit
a) identify the end—state objectives of the proposal;
S99 2% 2Ao] el

filo

b)  quantify the improvement in efficiencies/outcomes being sought;
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Zasls m8A/AT] A4 Ate] 4s
determine the current regulatory impediments to achieving the desired improvements;
7IdE = WAde 2] fIgt AR Al A Aol 273

d)  identify the overriding hazards of the intended proposal and develop a thorough risk

e)

g)

4.3

profile;

O3k ARkl Al Y] Fel 9 ehdst 1 W& i

define the risk controlling measures in the form of a risk management plan that must
be implemented and validated during the proof-of-concept trial;

Me 578 Al 5 A& glEofof & 99 v Alge] FAoA 2 7 e o
A9l

establish data collection and analysis procedures for the trial; and

ABe I8 A= 24 8 24 43 49

determine if the proposed change will continue to serve the public’s interest.
Al H37E gFo] whijo] A&AHom Hst=A 24

With all these factors addressed, the applicant needs to devise a detailed draft
proof—of—concept plan for consideration by the Authority.

o] BE 845S ANTOREMN, AR = E=o] e 4= =S AAIG 7id S A
v Bash gk

o

5. IDENTIFYING RISK

o
T

5.1

5.2

5.3

I ol

A risk profile is an objective evaluation of potential risk, developed by making reasonable
assumptions tied to both known conditions and uncertainties. It represents a critical step
in the development of an effective risk management programme.

A e HAAQA A Ak Hrtz, g2l 24 W ST BRI Bt 7ol
ofsl] ZHE . o= AMAQl A we] ZrIaY At Fad dAE AT

There are several ways to determine a risk profile. But in all instances the objective is
the same: to develop a dynamic tool that enables the effective management of those risks
which threaten desired outcomes.

o1F U AR 9 7hA) Wil ik T, BE A9olMe] B Ttk o Anle
sl alE SiEe] ReHdQ) YIS Y AEHA =TS Awe] gstolch

The risk profile usually is initiated by evaluating all the processes that define a work effort.
In other words, it is an exercise that begins with identifying all the major activities that
an entity is required to carry out in order to produce or deliver a product or a service.
For example, it might be all the activities that a commercial air operator or an ATO
would undertake in order to successfully design, deliver and administer a new training
programme, In this instance, each activity must be identified along with all the associated
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6.1

6.2

ol T E4 2

—T oH

potential hazards. The next step is to determine what risk each of the hazards poses.
A W& 7l =8 BUS st B S 7o 2N ARED ofA] e, o]=
GAATE AE e AH|IAE A = TS| Y6l sk ¢ a3t BE 8 S-S
sRelgo. 2 A BEolt). djE Sol, ol AR WE 94 B ATOZ} N2e T2
ZRaRg 43HoR 72, QE U L5 8 atks mE BEY 4 ook o] A4,
Zzte) BEe wE PR AAH P T GAFolof wrf. o B Z7te] 91
247} F& 99e AHalE Aol

Note 1 — Traditional risk assessment (RA) methodologies are somewhat different in that they
require risk scenarios to be developed for each identified hazard The risks attached to the
hazard are then subjected to an evaluation process which includes determining the cost/benetit
factors of the activity posing the risk, Ultimately, this leads to the realization of the overall
impact of the risks on the affected organization and the identification of means to control
those risks, This methodology is detailed in Chapters 2 and 5 of Doc 9859,

T 1 - HEH 7 H7} (RA) BHENKIE 7120] SholE 9IF a4F dEe7] L5 N 2IF
Alefe] e} ZjErE]ofof gt} P15 49 FEE FFS FF dF P/or v]E/0]9) 29/ dYE
K= G IS AHOE T AR, ofi et 7] HapEl $I3H0) o] YRS QIXjoke A
&5k PI5S EAef= e 2Fel e ojoj¥ir) o] B Doc 98599] 28} 58l AAE O Yl
Note 2 — A traditional RA is a valued tool in determining whether or not to proceed with
the proof—of—concept trial, and, if so, under what conditions, Unless a real risk to safety
1s identified during the risk profile exercise, conducting a formal safety REA is unnecessary,
B 2 - JEH RAL WY 59 A=) 2o JYE AU ofHE Ao A gl Eqtol,
28 F-p- o] Z7lo)4 dfof SRAIE dYeloF i) OkElo] gk A £iF1o] £1F Wil tier g
5 FoIEA) o= §F FAH oM RA 32 BHRdr)

MANAGING RISKS

28 22|

Risk management is the process of identifying hazards and their associated risks, assessing
their implications, deciding on a course of mitigating action and evaluating the results.
The simplified approach to managing risk begins with the completion of a risk profile
as described in paragraph 5 of this appendix.

Sl Tl 917 e BRE RS ek, 1 JTE Wrlelwl, AT 2A A
B7F 15 AAst= ol ¥ dElske d dedtE o] WS 2 F59 5
AN T2 9E U Hte] o= Az

Once the identified risks have been assessed, a weighted factor is applied to each risk
activity in terms of the potential impact of the risk, the likelihood of its occurrence and
the long—term consequences to the organization. This exercise results in the creation of
a prioritization list which will help in the development of a risk management plan.
SRl Aol H7HE, 7 847t AE Y] A FFe=A 4 1 Eaol A8H=t,
ol I TA TsAT AVIHLR V|| vAe AE AR
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6.3

6.4

6.5

7.1

7.2

=H 7|l Selol gt e

The identification of effective controlling measures to mitigate each risk and how to best
employ them becomes the basis by which a risk management plan is developed and
documented.

7 e AUAYIE EAAR BA 29 1 0] A 29 el UE gl 90
e Aol JgEA EAS = b 7271 "ok

Implementation of a risk management plan is a dynamic process, supported by documented
procedures which are coordinated by a responsible member of the risk management team.
Throughout its implementation those procedures and their results are subjected to constant
review and refinement, as are the original assumptions that were made in determining
the risk profile.
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The overall objective is to be able to create a risk management process that permits the
proof—of—concept trial to proceed under safe conditions.

Fa49] B bdE 22004 Adel] A Y 58 RS sl8shs o B Be
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PARTNERING FOR RESULTS
ZuE ozt

There is measurable added—value by partnering the efforts of the Authority and of industry
in reaching sustainable improvements to current regulatory frameworks. The mutual challenge
is to arrive at a common understanding of how the proposed trial’s objective represents
a valued return on investment since both parties will be committing resources to the endeavour.
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In order to promote an efficient and effective national transportation system, a CAA is
constantly trying to balance the trial’s objective with the need to create a safe operating
environment. Implementing best practices in risk management becomes its ultimate target.
Hence, an organization that methodically scopes out the proposed trial in the manner
suggested in this appendix has a much higher probability of realizing a common understanding
with the CAA of the importance and advantage of proceeding.
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Appendix E

APPROVING AUTHORITY TRAINING REQUIREMENTS
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NEW AND EMERGING DIFFERENCES IN TRAINING
Z0fMe] Mg ChFER= X10]

More than at any other time in recent history, civil aviation training has been undergoing
some innovative and exciting changes. These are changes brought about and, to some
extent, made necessary by rapid advancements in technology, by improved methodologies
in training programme and courseware design, and by the need to realize significant increases
in safety levels through training that is more job—focused. These dynamic realities gave
rise to the establishment of ICAO’s Flight Crew Licensing and Training Panel (FCLTP)
in 2003. The FCLTP is just one example of the aviation community’s appreciation of
the evolution of its industry and of the need to modernize and make relevant internationally
accepted training standards.
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Rapidly introduced improvements in simulation fidelity have, in many instances, outpaced
our ability to embrace the full potential of simulation within the training environment.
Only a few years ago, many respected training professionals were arguing that a seamless
transfer of learned skills from a highly simulated training environment to the actual work
environment was not likely to happen. The need for significant remediation once the graduates
of a training programme entered the workplace was expected to be a common occurrence.
This particular concern was a driving force in the FCLTP’s final recommendations for
the multi—crew pilot licence (MPL) to include the need to complete twelve take—offs and
landings on the actual type—rated aeroplane prior to the holder exercising the privileges
of that licence. In this instance, although global MPL training is still in development,
the fear of systemic skill transfer issues for MPL holders has not materialized.
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1.3

1.4

1.5
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Along with the increased use of simulation, there have been significant improvements in
course design and programme delivery. Instructional systems design (ISD) methodologies
involving the analyse, design, develop, implement and evaluate (ADDIE) framework for
new training programmes are now in frequent use. This approach to perfecting course
design is described in Part I, Chapter 2 of PANS-TRG.
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Recent changes to ICAO Standards and Recommended Practices have recognized
competency—based training programmes as an alternative way to gain civil aviation
occupational qualifications. The advanced qualification programme (AQP) used extensively
in North America has components that are focused on the achievement of specifically
targeted competencies. The same could be claimed by alternative training and qualification
programmes (ATQP) used by some air operators in other continents. But in so far as
being singularly focused on the achievement of benchmarked competency elements, a properly
ISD—developed MPL training programme is by far the most notable example in civil aviation
training at this time (see Doc 9868 for details).

ICAO &= 9 74 29| #Z HANA sde 7N & =2 4]
27| fIg A Yo ANl Slek Solol FHLIeHA g s 25 A4 220
(AQP)2 54 549 %% IAo 25o] w3 qlrt th&

T 9 A4 235 (ATQP)o] AREH L Qlet. v, MIA P E &9 Qo] 46
28& WE A2 SD7F 7t MPL &9 == Jdio® A vixt g5 EHoA 7H
Feezl welot (RRAIZE AR Doc 9868 ).

éﬁ:
iia
= n%
_>L rlo
o =
oA
m1m o
= okt
=
ok o
>
bas q
2 0r o o

To complete the suite of large changes, systems—based governance models have now been
universally accepted as an essential requirement for the effective management of risk. Risks
that can undermine the quality and safety of training are mitigated through the implementation
of effective system—based governance models. Both quality systems and safety management
systems are detailed in Appendix B and Chapter 5 respectively.
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2. NATIONAL REGULATORY REVIEW
=7t 78 ZE

2.1

2.2

2.3

a)

b)

)

Recent changes to internationally accepted standards and supporting documentation should
trigger a review by Licensing Authorities of existing national regulatory frameworks in
the following domains:
SAMoR ARE BET Bl BAlo] T WAL LT} 2L el Fze] W} 74
AA A et He| g0 HEE of7|gith
qualifying standards for simulation devices and their expanded use for training credits;
AgEold 717 9 FHE 97 ST Aol tig A4 2o
system—based governance requirements for approved training organizations; and
SUE 9 Ve AT A" T &9 e AR

competency—based training programmes. <:HE 7|9 & T2 7

An International Working Group (IWG) was established in March 2006 by the Royal
Aeronautical Society’s Flight Simulation Group to review and expand upon existing technical
criteria detailed in Doc 9625. The IWG decided to also establish simulation fidelity levels
required to support specific training tasks for each pilot licence, qualification or rating.
This activity led to the promulgation of new criteria for aeroplane training devices in
Volume [ of the fourth edition of the manual in 2015. The criteria for helicopter flight
simulation training devices (FSTDs) were published in Volume II of Doc 9625. These volumes
should be reviewed by Licensing Authorities to ensure their national rules are consistent
with the much expanded ICAO criteria.
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Although many Authorities already require that safety management programmes be instituted
by their major air operators, some may not have implemented that requirement for ATOs.
The requirement for ATOs to adopt a safety management system (SMS) governance model
applies to only those ATOs engaged in specific activities that directly pose a risk to the
safe operation of aircraft.

vl B2 g0l F8 FAPE b de] ZRIOS BRI S 895k Jloy, U=
ATOZ 9Jah s @7 ARFS #8314 k1 gith ATOO tfah ok el A28 (SMS)
& O] Q] a7 AR 719 b el ARl flRlo] He 54 Esel ¥
ATOTF 2-gH )

77




Manual on the Approval of Training Organizations

2.4

2.5
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Note 1 — An example of an activity “directly” posing a risk to the sate operation of aircraft
would be an ATO that conducts flight training utilizing an aircraft during a portion of the
training syllabus,

ZF7 | - 3}37] oFF 23)of “XF x| 02" oJFlo] gl SREo] o T plX 2 o)H &)z §lars] =
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Note 2 — An example of an ATO not directly posing a risk to the safe operation of aircraft
would be an ATO that sends its aircraft maintenance students to an approved maintenance
organization (AMO) for some on—the—job training as part of the training syllabus, In this
instance, the onus would be on the AMO to ensure that the student’s participation in aircraft
maintenance activities is captured by the AMO’s SMS.

B 2- 547 942Gl FHIOR IS FA| G ATOY e el Y] U §3 ER2
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Appendix 2 to Annex 1 requires ATOs to adopt QA processes acceptable to the Licensing
Authority. Appendix B to this document provides expanded guidance on how to maximize
the effectiveness of an ATO’s QA efforts through the implementation of a quality system
governance model. However, it should be expected that all ATOs may not have the resources
or the expertise to implement the quality system model as suggested in Appendix B. What
is important to understand is that each ATO is required by Annex 1 to implement QA
policies, procedures and practices “which ensure that training and instructional practices
comply with all relevant requirements.” Appendix B is intended only to provide a very
effective way of achieving such an objective.
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Internationally accepted practices with respect to competency—based training programmes
conducted by ATOs are described in Doc 9868. Doc 9868 covers the technical aspects
of both programme design and delivery for the MPL, air traffic management personnel
and aircraft maintenance personnel training and will expand this coverage to additional
categories of aviation personnel in the future. Authorities need to intuitively understand
the significant differences between competency—based training methodologies and the
traditional training programmes with which they have been most familiar up to now.
ATO] o} o]fojX= wd= vk &4 =8y HHE AR F8Y= &5
Doc 98680]] A|AJ=|o] Qltt. Doc 9868 MPLS- 9t 213 HAe} Ad, 35 % g
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2.6 The three domains of change mentioned in 2.1 of this appendix suggest that a review
of national regulatory structures for aviation training is in order, but they also point to
a need to review internal qualification training for inspectorate and enforcement CAA
personnel to ensure that they are ready to provide an effective safety oversight programme.
B nmol 0o Al Wate] Al 7bA Gele BF BAS o7 Bk 4 T2 HEA
SIS Yo lont AL B AR Pesh CAA Q1S 918 Ul A4 FRE Amsiol
EA] o A mRIBE AFSA T Bast LS AH,

Note — The Manual on the Competencies of Civil Aviation Safety Inspectors (Doc 10070),
contains guidance on the qualifications of the inspectors, including qualifying experience and
Initial, continuation, requalification and advanced training,

Rz - v7F FE R ZARE] EE Y (Doc 10070)904= F8 ¥ 7], A% Mool ¥
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3. LICENSING AUTHORITY TRAINING
ofs) T2 B3

While it is recognized that several Authorities already have made some adjustments to their internal
training scheme for their personnel, additional guidance is needed. In light of recent changes
to international standards and accepted practices, the following subject areas should be covered
in qualification training for inspectors and enforcement personnel, as appropriate for their duties:
An o HUS ok i EY ATS A 2T Qout FrhHel A o] Basit 24
2odukA oz ZolE o tiet 2ol Helks Fetsto], 7ot delste] ARt 9 R
S o3t A7 BElo] g 2L ool chojAol g,

a)  Use of simulation in training, to include: t}2-& 333 o] AlEF 0|42 A&

Ry

- Doc 9625, Volumes I and II; Doc 9625, 1, 24

K

o
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—  applicable national regulations and standards for simulation; and
Aol dof A8 7hset =7k 44 9 #E

—  device technical qualification versus device suitability for a training programme.
o Z2IWS A 717 e A4 o 717 A9

b)  Quality assurance programmes: &% HZ Tz

- process approach to achieving objectives; and 2% A4S ¢

ot

g AT

—  attributes of effective quality assurance practices.
FHERET I R

¢)  Safety management programmes: ¢F4 e T2
- process approach to achieving objectives; 3% ZAS 93t A HL
—  non-—punitive reporting cultures; and H| ZFHZAQl Wi E3}

- attributes of effective safety management. & 3}#Q] ot 2|9 &4
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d)  System—based governance models, to include:
o2 Zoeh AlAE 7HE & =Yl
- “governance’, the term’s definition and objectives;
‘997, o] gojo] Ao W Ex

il O »

- design and effective application of organizational structures; and
27 7zo A7 W EIAA 4§
- Appendix B to this manual and Chapter 5.
2 miwdel 5 B 9 5%
e)  Competency—based training, to include Doc 9868, Amendment 5.
Doc 9868, =4 Ak} 5% maHdt 4d% i £
f)  Alternative means of compliance, to include:
Uhe= 298 diAl = U
- definition of the term “alternative” means of compliance (as opposed to “alternate”
means of compliance) — see glossary;
AT = ol golo] Ao (AT E4 e R HdeR) - g Hx
- paragraph 3.1 of Appendix 2 to Annex 1; and
Annex 19] 2= 2, 3.14

-  Appendices D and F to this manual. & wj7zde] 2= D 4 F

4. DEVELOPMENT AND MAINTENANCE OF APPROVAL STANDARDS

52 BFO| JHH 3 /Al

4.1  Licensing Authorities will need to recognize the changes outlined in 2.1 of this appendix
and determine if current national approval standards for ATOs still serve their needs.
This is particularly important when evaluating the:

] B 2 F50] 210 A9E WIS AAE Fart qlom, ATOE fIgt A =7}
59l #29) WRAS AFol Atk ol 1SS Wyl u S8 Faalt)
a)  application of instructional systems design methodologies in programme design;
Za2Id Ao ws Ala" A EEY] A8
b)  use of differing levels of simulation in training programmes;
T Z2IOH| Aoltt =8 AlEdold AR
¢) use of learning management systems for tracking student progress; and
shSel WA A% AL g sk Tl Asue] ALE

d)  performance criteria and continuous assessment practices in competency—based training
programmes.
Sl Z)w e meagelde] 44 71& 2 A4A9l W7t B

42 Authorities also must recognize the need to establish rigorous proof—of-concept
methodologies that provide irrefutable evidence to support any approval of an “alternative
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means of compliance”, as provided for in Appendix 2 to Annex 1. The basis for such
an approval should be focused upon the proposal’s outcomes being sustainable and repeatable.

Appendix D details one effective approach for introducing new training methodologies
in a risk-managed environment.
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Appendix F

ALTERNATIVE APPROVAL PROCESS OF A FOREIGN ATO
o= ATO2| x| 52! 2

(Chapter 11, 11,3 refers)
(113 11.3 F=)

Note — For the purpose of this appendix, CAA is the authority issuing the approval of a
toreign ATO. The baseline CAA is defined in the glossary.,

B - 2 HEoE CAN} 95 ATO 5912 Wl 55202 FHHG 7)F CAAL £l o
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FOREIGN ATO APPROVAL
o= ATO2| &¢!

The process for a foreign ATO approval is based on a phased gate approach with a defined
set of criteria. The process provides assurance that the foreign ATO approval is fully compliant
with national regulations while leveraging to the maximum extent possible an existing
approval (baseline approval). The concept of the alternative approval process and phased
gate approach are illustrated in Figures F-1 and F-2 respectively.
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2. PROCESS PHASES AND GATES

2.1

2.2

X2| £l U B

In principle the process phases mirror the normal phases required for a full approval and
provide a streamlined set of requirements limited to those areas of the national requirements
which differ from the baseline CAA approval.

HA o7 A A= AT A0S 2R Gut SAE whgsiH, 71% CAA $13k= oE
@7k a7 Aol oo wyE ddel FeE /7 AL ATk

There are five phases which an applicant has to follow in this process to obtain a foreign—based
ATO approval:
9= ATO %<1 9la] A7} wefof sk bl g7} Sl

a)  In the Pre-Application Phase, the training organization requests the alternative approval

process and the CAA determines if its national regulations will support such process.
A A dAA s, E- 71l tiA 5 IS AL, CAAE s Bo] =7t
Tl warshs A A4t
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2.3

b)

)

d)

e)

o= ATOS| LN &2 2y

The Application Phase includes a gap analysis regarding the approval of a training
organization between the baseline CAA regulation and the national regulation, conducted
by the training organization, that identifies any significant differences, which must be
addressed to ensure compliance with the national regulations.

43 BAGAE £ 7180l SO BRI sl CAA 43 37} 9 749l Aol
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The Document Evaluation Phase determines if the eligibility requirements are met; this
phase is a complete review of the application.

M5 AR AL B2 a7 ARbe] 5 ojRg AR o] Bl AHo| st
AR AR7L o] 2oj2t,

The Inspection and Demonstration Phase requires the CAA to complete the validation
(or inspection) of the different components of the approval, and extends to the training
programme and FSTD equipment.

A B 59 dAA = CAAZE $R19 b8 4 845
Zzd 5l FSTD Al 7bA] 2-g-Ft).

The Certification Phase is the final step and results in the issuance of the required
certification and required approvals to include the training and procedures manual,
the FSTD qualification and the approval for the use of the FSTD.

S Wle AT ez A SRt SAAE WA, ol
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The phased gate approach requires specific (gate) criteria that must be met before proceeding
to the next phase of the approval process.
A HaHe S0l 7o) tre dA R sty A EA () 7
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CONCEPT OVERVIEW

Question/Statement

g

7

Key Actlon !

Foreign individual/operator needs |Establish if baseline CAA's ATO

Foreign ATO

Approval Needed

(cm:z:}htJ

Gap Analysis

OR
Insignificant
OR

Significant

Apply for alternative
approval process

training and foreign CAA requires
ATO approval

may meet an alternative approval
process via Doc 9841, Chapter 11

Will foreign CAA consider an ATO
approval under the ICAO
alternative approval process?

Establish if baseline and foreign
CAAs will collaborate to support
an alternative approval process

The ATO determines if there are
gaps between the baseline and
foreign regulatory requirements for
ATO approval

Follow Doc 9841 guidelines to
establish differences and address
such differences

Are gaps significant to warrant
supplemental conditions?

Develop proposal to address
gaps through supplemental
conditions

Is ATO approval by the alternative
approval process viable?

Apply for alternative approval
process based on Doc 9841,

Chapter 11

Figure App F-1. Concept overview of the alternative approval process
J% App F-1. Ol 59 2P82| JHE R
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3. PHASE 1: PRE-APPLICATION

3.1

3.2

3.3

3.4

3.5

3.6

3.6.1

1Bl M- A

This phase starts when an ATO wishes to provide training for an individual or operator
under a foreign ATO approval.

o] @Al= ATOZ} o= ATO 591 stofl 7HQl E= F3ARE 3t TS Algstal sk Aol
At

The training organization must first establish if the foreign ATO approval can be achieved
through the alternative process by leveraging an existing ATO approval, preferably that
of the State where the training organization is located. However, one approval by another
State should be equally acceptable. That State CAA becomes the baseline CAA. The ATO
should be capable of complying with all the procedures and guidelines associated with
the alternative process, and also satisfy the ATO requirements of the CAA.

I AIe] ik 749 71 ATO 5918 ol il sk Ssjel o ATO
10 HRE b LA Sleier vk Tk, T18 A71S] SIE BRe A
=7} CAAZ} 71—1: CAAZ} == Zloltk. ATO= thA g e Ke dajeh Ao Faed
g ofof sk, CAASl ATO 8+ ARYE FEsfof it

Once it has been determined that the alternative approval process is allowed, the CAA
should coordinate with the baseline CAA to explore collaboration.
A 591 749 5ol AAEH, CAAL 7|2 CAAd| FRE aHs|of 3}

Upon request from the training organization the CAA contacts the baseline CAA to establish
if the baseline CAA will collaborate and support the ATO approval. When collaboration
is established between the baseline CAA and CAAs, the training organization will be required
to provide a regulatory gap analysis between the CAA and baseline CAA’s ATO requirements.
3 7|To2RHE QAL dEe & CAAL 7]& CAAo| deksto] 7]& CAAZF ATO 4219
gt A B Hx Tk oS BRIgit: 7] CAASE CAA ZF |= BAVE +=HHd, &+
7182 CAA9 7] CAAS] ATO 87 AR} 7Ho] 414 Aol &£4& AlssfioF ot

The areas to be reviewed should include all of the areas required for ATO approval to
include organization, training programmes and training delivery, training and procedures
manual, personnel, facilities, records, quality system and safety management system (f

required).
HEEooF & Fof= ATO $¢e fl8l 845 2 AFFS Egsof st o= 7]
Td Z=09 9 g9 AdY, 9 9 Ax vind, /\Vq, 715, 4 Alag 9 okA t}‘ﬂ

A2 (2 A]) Solt},
Gate 1: Criteria 32 1: 7]&

The CAA contacts the baseline CAA to determine the level of support, if any, which
may be extended by the baseline CAA, and this may be through a memorandum of
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understanding or other suitable arrangements.

CAAE 7]1% CAA9 dtsto] A =& 2As)oF slv, ol 7|+ CAAZF BT + Sle
e bk T2al of I el A e 7IE At WS T olFold = Atk

Note — An important element with the use of the alternative approval process is the option
for the CAA and baseline CAA to reach an agreement to collaborate on the overall oversight
of the training organization operations, The additional tasks imposed on the baseline CAA
are minimal and, for the most part, the additional tasks should be limited to administrative
actions,

FAL - R 591 TGO AREo)A] 223 Q45 CAAS) 7] CAAZ] 28 7 259 A9 Z50)
bieh Fejol] ofF 7+ YeF SRE 5ot Tl CAAY FilE FIFR0] Yt FAgkolr, gl
A9l gt Py ERof FEkEolof Fh

3.6.2  The CAA notifies the foreign ATO of the acceptance or denial to proceed with the
alternative approval process.

CAAE diAl 54 I Adle sl &4 oAFE o= ATOO| SEg.

4. PHASE 2: APPLICATION
2 Tl M

4.1  The application process for each State may vary and the training organization should
consult with the CAA to establish the specific procedures to be followed to meet the
regulatory requirement for ATO approval. In principle the application using the alternative
process mirrors that of a normal ATO application with the exception that the CAA accepts
the baseline CAA approvals and limits its level of involvement to those areas that are
identified in the applicant’s gap analysis and submitted as a supplement to the application.
2 Uekel A3 B ThE 4 9lon B3 /BE ATO 49l A 74 R Akl
WEs 5% A5 +9sb7] Sla) CAAS ALojstelol Ttk AR H 0w YA HAS A
A2 CAA7E 71 CAA 59l IAskal, ARARS] Aol ZAJoflA] PAEo] A1 A ] Het
Az AlEE g 2ok o +ES AlRlshe S AlYstale Rkl ATO A%
U= Al el

4.2 The applicant should, to the extent possible, demonstrate through a compliance matrix
how all of the foreign ATO requirements are met.
NAAE 7Ps3h BE 92 ATO 27 ARge] REHES sk 24 7|8k B9 Z8slob
gttt

43  Gate 2: Criteria && 2! 7|&

431 The applicant completes the gap analysis: the training organization establishes if there
are gaps between the CAA regulations and the baseline CAA regulations regarding the
requirements for ATO approval.
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ABAT} Ao] B4 HAIRE T4 7|2He ATO 5912 $I5F 8.7 AR} phiste] CAA 747}
71 CAA 74

432 The gap analysis is completed to the extent that would allow the applicant to perform

Annex 1 and relevant Annex 6 training activities (MPL, type rating, etc.) as appropriate.
ARA7} Annex 13 24l Annex 6 &% 85 (MPL, % 53 %4 £ $33 5 9
B Ajo] HAjo] ghgsn,

433 The applicant submits an application which includes a full analysis of how compliance

with the CAA’s ATO requirements are met through the recognition of the baseline approval
with an additional supplement as applicable. The application should be complete, i.e., the
baseline approval documentation plus a supplement as applicable.

ARAE CAAS] ATO 27 Aol of 8 HawiAo] that F53t H40] ZFhe ARNES
AEste], 5 ol #7190 BE Ao} W /1E 59 AHS T oot

434  The CAA and the baseline CAA finalize the memorandum of understanding or other

5.

5.1

5.2

suitable arrangement, as applicable, based on the output from the gap analysis.
CAAS} 71 CAAL o] 24j2) Zzjoll 27alo] oa) 2tA] T 7]e} Zgkel WS vl elaicy

PHASE 3: APPLICATION EVALUATION
3 Tl A "ot

This phase differs from the normal ATO approval process in that the evaluation is
accomplished by the CAA without going on-site, through a desktop assessment of the
application and acceptance that the baseline CAA approval allows that a significant portion
of the application evaluation is already met. This phase provides for the ability to maximize
the recognition of the work completed by the baseline CAA and thus gives the CAA the
opportunity to better utilize its resources and complete the approval process in an effective
and efficient manner.

o] ©Al= H77F dA W flo] CAAC] o8 2ais = vt ATO 591 3= th=
Uit 521 L AAME AESIL 71 CAA 510l A1 7] et Fio] S55%5=
SelezH o]Fofint. o] WA= 7I& CAAY I+ <

A=, waks CAAZF LS 2 2y

AT 5 S Tk,

e

For the training organization, this phase supports the better utilization of its own resources
and provides efficiencies by leveraging its existing approvals. Accordingly, to ensure a
successful application, training organizations should have followed in Phase 2 a methodical
and comprehensive process to complete the application, which should include submission
of the following:

™ 7|HolAlE, o] GATE BAg A H 28 o
aa/dS Al wEbA, AEA R AR AsiA
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Appendix F. ALTERNATIVE APPROVAL PROCESS OF A FOREIGN ATO
2= ATOS| oAl 21 2

PO sto] A= 3fof gtk ol= the AV Ales EATL

a)  a compliance matrix showing how the training organization complies with the regulatory
requirements of the CAA and the regulatory requirements of the baseline CAA (based
on the gap analysis already carried out);
9 7)3o] CAAS] 1A a7 Al 7] CAAS] 14 8 AIS =8t Ui
o] i 24 7|9k (o] SaE Ao] Mo TAT

b) a document containing any supplemental conditions and/or a rationale explaining how
the training organization meets the national requirements regarding the approval of
a training organization which differ from the requirements of the baseline CAA;
TH 70| 7|= CAAY] a5 ARYk= oh2 &1 78 5l BeIsto] =7k 8 ARk
Faols BHS Auels RE Q243 A2 Ew BA

¢)  the training and procedures manual, or equivalent;
=d B HA vlRd B giAdllE

d)  the quality management system manual, or equivalent;
=4 #e] A2d wiwd B giAdlE

e) the safety management system manual, or equivalent, if applicable;
28 A e AlaE milwd Be g =

f)  the training programme course syllabus relating to the programmes required under
the scope of the approval being applied for;
AFEH 58 Helo] A 84Es 2O e o I Al

g)  the list of instructors and evaluators, together with supporting documentation; and
ayk g Frbk g, A AR 29

h)  the FSTD qualification certificates.
FSTD A4 =g A]

5.3 Gate 3: Key Elements &% 3: 8 Q45

5.3.1 The CAA completes the evaluation in accordance with the guidance provided in this
manual.

CAAE & dviwdol AAE ARl met H7HE vhyelei.

5.3.2 If the evaluation is satisfactory, the CAA should consider establishing a set of terms
(memorandum of understanding or equivalent) with the baseline CAA with regard to providing
a collaborative role in support of the ATO approval.
F7toll FatEH, CAA= ATO 522 913t Fgnt wisto] 7| CAAY A =1 (Fsf
ZtA B dAR)S SgsfoF gtk

5.3.3 Consideration or guidance regarding training record, graduation certificate and other
applicable forms.
9 715, 29 294 © JlE 48 s Pl BaE 1 2 A,
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6. PHASE 4: DEMONSTRATION AND VALIDATION WITH, IF APPLICABLE, INSPECTION

6.1

6.2

6.2.1

6.2.2

4 E0f TR A TAl| 75 U sl

This phase is the demonstration and validation and is a combination of a desktop validation
and, if applicable, an on-site inspection. In view of the use of the alternative process
to approve a foreign ATO, this phase provides the opportunity for the CAA to determine
the extent of required on—site inspection, if any. CAAs are encouraged to limit the on—site
inspection to those areas that are identified in the gap analysis and would require an
inspection so as to leverage work already accomplished by the baseline CAA.

o] tAl= ASH ElolH MF HEQ e Al FF AR o|Fo] Atk &= ATOE 5¢lsk=
A wg o] ARga Bk, o] Tl A= CAAZF B8 Al dF 2AL 5% AHSES
Sh= Zlolth. CAAZF zpo] ZAo A Bl Gl et T AN 4S8t s, 7|
CAAS o3l ¢l A 2kflo] o]Fofd &= QA== 2AE 835HA Hrh

Gate 4: Key Elements % 4: $9 Q45

Desktop evaluation and validation of the ATO application: this could be through a
multi-media demonstration or presentation of how requirements are met.
ATO AA9) A% AE 9 2l: ol 27 A 35 who] dis) Hejurjo] i g
£9 o] oAk,

Supplemental requirements are compliant: this includes training programme elements
(with focus on the specific CAA requirements), as applicable:
HelHel 27 ARl 258! AT 49, ol A TeY 248 Tt (574 CAA
Qo A 23S B

a)  (Optional) FSTD evaluation limited to user approval.

(He) g7 59102 A3he FSTD %7t

b)  Instructor qualifications meet requirements.

W3 Aol 87 NG H

c)  Managerial personnel. < <l€

d)  Record keeping. 7|2 e

e) Exemptions and deviations, if any. @ Q A] HA| 2 HA

f)  Designation of evaluators (at discretion). H7}e] XA (YJ&)

g)  (Optional) on—site audit or inspection limited to those areas that necessitate an on-—site

Visit.
(A=) &4 2-Fo] Q3

i<}
Ol
M

(]
e
2
ok

N

R AR AT

ol
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Appendix F. ALTERNATIVE APPROVAL PROCESS OF A FOREIGN ATO
2= ATOS| oAl 21 2

7. PHASE 5: CERTIFICATION
5t FBM uR

7.1  When the alternative process is applied, the baseline CAA should focus on the key elements
that comprise its oversight of the ATO, e.g. the organization, the training programme(s),
courseware, instructors and evaluators, FSTD equipment, record keeping, the quality
assurance and, if applicable, the safety management system.

Al ol AAE w, 7IE CAA= ATOQ] AL (G 713, &9 Z2a9, s 7
w5l g7, FSTD A, 715 e, 348 B e A o e Alagom 44
T2 g0 23S SHEof Tk

7.2 The CAA should establish appropriate procedures to ensure continued validity of the ATO
approval certificate obtained through the alternative approval process. These procedures
may include establishing:

CAA= HiA $9 = F3f &2 ATO ¢ 1«1 A& RS sl AT A=
FHsjoF gtk o] Haks tee 29T 7
a)  Obligations for the foreign ATO to report surveillance—relevant information, such as

reporting enforcement activities taken by the baseline CAA which may affect the approval
certificate.

SAAl FakE v 4= e 71 CAA| e =3 x]= 3 Eaat 22 ATO9] A
Tl AR Ha o,

b) A process for taking appropriate measures in relation to baseline CAA enforcement
activities, such as limitation, suspension or revocation of the baseline CAA approval
certificate, and for taking appropriate follow—up action.

715 CAA 5QUA 9 ARt AR T wx]e} 22 7 CAAS] 3l &gy} whsto] 21 4%h
232 Fskn AU AF 2AF AP 9% 3.

7.3 The CAA should also establish the process for the continuing approval of the training
programme, instructors, evaluators and FSTDs. The CAA should consider a process that
allows for the approval to be maintained as long as the baseline CAA approval is current.
CAAE= &9 ==, wy, g7kt 3 FSTDE| #4281 52l §1% W2 = sfioF gk
CAAL 712 CAA %0lo] G589 59l0] A%H 02 9AE 4 YwS sl HYS Tefsiob
2.

7.4  Gate 5: Key Elements &2 5. £9 945

7.4.1 The CAA completes its internal process for the approval of the ATO through the alternative
approval process.
CAAE A =<l = S8l ATOY Sels AT WF S vixioh

7.4.2 The CAA issues the applicable ATO approval document(s) which identifies the scope

of the approval.
CAAE 5% WSS &elsks 48 7 ATO 58 AFE dgstth
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7.4.3 The CAA notifies the baseline CAA of the successful completion of the approval process.
CAAE 71 CAAS &4l AAprt 4o Eyas SHlth

ICAO DOC 9841 — FOREIGN ATO APPROVAL

ATO ALTERNATIVE APPROVAL PROCESS PHASE GATES
=P >

Requirements / AAP Meets Conformance Compliance Continued
Spedification Eligibility Requirements Oversight

/,-‘
Kickoff GTE a G;te the GTE Phase 4 Gaste “QQ\Q%“

Pre-Application Application Evaluation Validation Certification

v

Phase 1: Requirements specifications
+ Baseline State approval and regulatory gap analysis

» Phase 2: Alternative approval process (AAP) eligibility
+ CAAreview ofacceptability and concurrence of baseline CAA approval
» Phase 3: CAA evaluation of applicant’s submission
+ Organization provides compliance matrix based on CAA and baseline CAA regulatory requirements

+ Organization provides supplemental conditions and rationale forany differences in requirements
Phase 4: Validation

+ CAA conducts off-site validation of the submission and accepts baseline CAA validation where
appropriate; limited on-site inspection for areas identified in the gap analysis requiring an inspection

» Phase 5: Certification

+ CAAissues ATO approval based on the alternative approval process

v

Figure App F-2. ATO alternative approval process phase gates
32 App F-2. ATO CHX| 591 2pd oy 22
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Appendix G
RECOGNITION/APPROVAL OF THE TRAINING PROGRAMMES

£21 maaHo| QIF/A0l

Note — For the purpose of this appendix, CAA is the authority issuing the approval of a
foreign ATO. The baseline CAA is defined in the glossary,

B3t - E FENAE, CAAZF G5 ATOS] S¢IA1E HoR= B¢l 7] CAAL &ofFo) g5l

0] o

AR T

The CAA is encouraged to recognize the baseline CAA training curriculum and courseware
with reasonable supplemental or additional requirements of the CAA. Gaps identified between
the CAA’s requirements and the baseline CAA’s approved training curriculum should be
appropriately addressed.

CAAL CAA®] B weh Bt 27} a7 Al ) /1% CAA §2 72293 1%
e AAehES Fich CAAS) 8 Ak 7% CAAS] Sel8l £91 Azlad 110 soid
Aoli= Ha| 7|SEolof T,

The CAA should not require changes made to the training programme that forms the
approval basis, unless there are significant differences between the CAA’s requirements
and the baseline CAA’s requirements.

CAAE: CAA®] 8.7 AR} 712 CAA®] 87 A 7t Fofet Aol7t i o %919) 7%
olf= ¥l I HAS asiAs ¢k Hrh

i
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Appendix H

PROCESS FOR RECOGNIZING INSTRUCTORS AND EVALUATORS
w5l Hopael ol kg

Note — For the purpose of this appendix, CAA is the authority issuing the approval of a
foreign ATO. The baseline CAA is defined in the glossary,

B3t - E FENAE, CAAZF G5 ATOS] S¢IA1E HoR= B¢l 7] CAAL &ofFo) g5l

0] O

AR T

Instructor and evaluator qualifications granted under the baseline CAA’s regulatory requirements
are encouraged to be recognized with reasonable supplemental or additional requirements of
the CAA. The CAA should consider authorizing the instructor or evaluator based on the baseline
CAA qualifications together with additional training on the CAA regulations, training programme
and administrative procedures. The instructor and evaluator authorization issued by the CAA
should be limited to training and evaluation at the ATO. The CAA should provide the necessary
evaluator designations to conduct assessments on its behalf.

71% CAAY] 54 a7 AR off srofdl wyt 9 H7h A4 CAA9] EHgslh 1

8 ARl o8l AP HES Stk CAAE CAA A izt #7149 &4, &4 E 13” g
B Aol A 71 CAA Aol ZAR wt = F7Rte] $¢le a=isjof gtk CAAZL st
TP Bk 5918 ATOOAS] B2 Bolel Fabslofof itk CAAL 7|7k tlAl BrhS el
o weg BARE Agsjor d.
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Appendix |

PROCESS FOR RECOGNIZING THE FSTD QUALIFICATION
FSTD xHH eI 2pd

Note — For the purpose of this appendix, CAA is the authority issuing the approval of an
FSTD located in another State, The baseline CAA is defined in the glossary,

FiT - 2 FEAE CAAT} TRE 570 Qh= FSTDY] 50I41E BHlBRE G719 7] CAA= Sl 8o
Yool %2,

1. FSTD QUALIFICATION
FSTD X%

States should consider recognizing and accepting a device qualification that is already granted

by the baseline CAA, or by another State, where the qualified device already meets the relevant

criteria of Doc 9625 or an equivalent regulatory standard that already is aligned with the criteria

of Doc 9625; with minimal supplemental requirements, if any.

=7Fa2 71 CAA T U2 =7ko] 2J3ff ofn] Foi%l 7]7] AAL] A 9 =
o] A% §a3t 7]7]%= Doc 9625 = Doc 96259] 7|0 &, T 1o A-3-5)
wgstolof shu, Wa A M40 B 87 AL Hgah

2. USE OF AN FSTD IN AN APPROVED TRAINING PROGRAMME
S0IEl 23 T2 IZM0f|AQ] FSTDS| A2

2.1 In order to receive training credit for the use of an FSTD, the device must be part of
the training organization’s or operator’s approved curriculum and be qualified.
FSTDO] Ale3t THaisl TS oAy e, 7177} 58 7|3 T afmale] £ols
Aol @] Qiololof alul, falof whet.

2.2 The FSTD must also be evaluated for each manoeuvre, procedure, or crew member function
to be trained, and approved for the operator’s use.
FSTD= 7t 71, A3t = EE oo & 57 716 H oA AM-S I8l 5=
7} wotof ity

2.3 When an operator requests the use of a training centre’s FSTDs the CAA continues to
be responsible for determining that the operator’s application conforms to the appropriate
regulations, policies, and procedures.

FEAE &9 AlE 9] FSTD AME= 84T wf, CAA= &5AHe] Al o] A1det 1174, A
5 Ao Bafsh=A] AR A& Aol Utk
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