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1.0 INTRODUCTION TO TRAINING PROGRAM

This training manual contains the policies and procedures the Company uses to determine its
training requirements and to develop its training program. The training program ensures

and submitting revisions to the FAA for approval
requirements for the Company and employees ar

program consists of t basic components:

The director of training is responsible

ompany's training program. Any‘c@ s to the training program will be
S—

*

2.0 BACKGROUNDC )

Persons performing maj i ing inspections), preventive maintenance and alteration

be trained accordin

separate areas of

ollowing staffing categories:
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The Company further breaks down the training requirements for each staffing categor

training consistent with all regulatory requirements.

3.0 TRAINING NEEDS ASSESSMENT $
The Company's needs assessment is a two-part process that determines
w O!

1. Overall Repair Station Needs. $

To determine its overall training requirements, the Director of Training and th nagers of

each technical area must

osition and tasks assigned. If it is determined that an

evaluates
the training program when:

a.

Identification of Training Neéﬁ'g"
' raining needs through:

" The Company should

. Changes to Repair Station Work Scope.

OQ Whenever the Company is planning to change its facilities, equipment or scope of work as
C) reflected in its OpSpecs or capability list it will

REV FAA 1 DOCH: 6 of 6
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c. Annual Training Program Review.

An annual review of the training program will

make any changes that are required\te

ensure

NOTE: The repair station should set forth its method

2. Individual Needs Assessment.

The Company has established

qualifications against

The supervisor and the Training Department determi

the individual receives the
necessary training in the appropriate timefram

4.0 COURSE DEFINITION v/

1. An Area of Study will be

courses/lessons or other requirements.

to accomplish assigned maintenance or

ks"properly.

Q? All Courses/Lessons shall be recorded by developing the following information as

necessary to capture the required knowledge or skill.

°
L]
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The information required by this Section shall be developed

from outside sources

reiuired by

5.0 SELECTION OF TRAINING METHODS AND SO

Using the information developed during the course definition phase,

V)
pra

ompany will

1. Training Methods. ¢

The material to be presented, the level of personn
available will be used to

completing the information required b
of any particular method can be

\J
2. Traj iSources.

available for training will be

conducted by an

outside vendor,

The audit may include an observation of training, a review of
and a review o

REV FAA 1 DOCH: 8 of 8
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criticality of the training and the ability of the repair station to assess the information imparted.
NOTE: The repair station should set forth its method of tracking audits.

3. Training Instructors.

Instructors shall be qualified based upon

\SO
6.0 TRAINING DOCUMENTATION

The director of training is responsible for

summary or a

7.0 MEASUREMENT OF TRAIN FFECTIVENESS

The training department will

work with the

employee's performance. This could include

to establish a
determining

8. EVISION PROCESS
] ocess for submitting changes is described in the Company's QCM.

%‘OTE: Alternatively, if the repair station wishes this training program to stand on its own, it may
OQ escribe the method for changing this approved program in this section.
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9.0 WORK PERFORMED FOR PART 121, 125, 129, AND PART 135
OPERATORS

The Company performs work for 14 CFR parts 121, 125, 129 and 135 Operators. Individual
Operator training requirements

performing maintenance (including

.\Q‘Q
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This trainincI; iroiram document contains the iolicies and irocedures the Comi)any uses to

The Company is responsible for

an employee’s training needs in

The Company controls this document according to the procedures for document and revw

control described in its QCM. A copy of this document and all revisions are provided t
IR " Coroany' ainng program oghpet
of the following basic components:

SECTION 1. BACKGROUND
The Company has an established trainin

with aff regulatory requirements. All of the information
iertainini to the current trainini records is%' ble forb

SECTION 2. TRAINING NEEDS ASS SMT

the knowledge and skill an employee must have to

do not require
The Company

will provide training to employees:
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such as...

a. Identification of Capability Deficiencies. b@
The Company may identify individual capability deficiencies through: &\

reviewed to

b. Changes to Repair Station Work Scope.

uipment or scope of work as

Whenever the Company is planning to change its facilitie
reflected in its OpS ility list, the manager m

self-evaluation (required by 14 CFR part
anges in training needs are required.

2. Individual Needs Assessment.

employee or transfers an employee to a new task

Whenever the Company hires a ne

assignment,

to determine if any

training is required to
SECTION 3. COURSE D

The manager (or te

While definin
appropriate: %Ql

staff delegated by the manager) will outline

course or lesson, the following information should be documented, as

REV FAA 1 DOCH: 6 of 6
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Documentation associated with any training accepted or given by the repair station

rovided on an initial and

recurrent basis as required to

SECTION 4. TRAINING METHODS AND SOURCES 0&

The Company will use all training sources and methods available to provide employe

SECTION 5. TRAINING DOCUMENTATION
The manager will ensure training records are

maintained for as long as an individual

to update an empldyee’s training record must be approved by
\

SECTION 6. REVISION PROCE @

The process for submitting ch s to the training program for FAA approval is described in
The Company’s RSM. C)\

NOTE: Alternatively if t @pair station wishes this training program to stand on its own, it may
anging this approved program in this section.

describe the methodﬁ
SECTION 7. WO& RFORMED FOR PARTS 121, 125, 129, AND PART 135 OPERATORS

The Compa s not perform work for
Before the Company would perform

REV FAA 1 DOCH: 7 of 7
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This handbook is subject to FAA review if it is used in the business operation but it
is not required to be submitted as part of the training procedure - delete this note
after review.

<
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1.0 Training Standards and Staffing Categories

Persons performing tasks that affect

or the following staffing categories:

requirements for each staffing cate Qsed

The Company further breaks down the trainin
on

methods to assess an individual's ski
job function to determine training requirements. A

Training standards shall include but are not limited to:

the required knowledge or skill:

REV FAA 1 DOCH: 50f 14
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be administered if it is determined that an employee does not ||| G

3.0 Instructors

Instructors shall be qualified based upon

the course
description. The information on courses and lessons from outside sources will

4.0 Knowledge and Skill Standards

The training supervisor and the managers of each technical area mus
I - dcfned job posion

ction:

v

5.0 Training Program Review"\ ,

continuously evaluate its overa
training program when:

(: O Copyright © JnF Specialties, LLC. All rights reserved worldwide. www .jnfspecialties.com/about-us/copyright/
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6.0 Training Record

The suiervisor and the trainincl; deiartment determine _

Each electronic report include

individual training records for as long as

7.0 Course/ Lesson Review

The training department will reqularl

coordinate

quality department to ensure

the training supervisorusyprovided

to resolve any
discrepancies. %
8.0 Employee Performance \

During the course design, the Company shall
ﬁ This could include

The training department will

the employee was capable o

9.0 Measuring Training Effectiveness

rocess control metrics be used to

Statistical

10.0 Procedures,QQ
10.1 The First,Dasy for the New Employee
IS responsibie t1or

introducing-the’new employee to the organization and operation, including security precautions

that are not restricted within Company.
explains the operations

pway and questions must

by emphasizing the

control of processes throughout

REV FAA 1 DOCH: 7 of 14
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10.2 Basics

A substantial portion of the training of fabrication and inspection personnel must

What is the meaning of What distinguishes

their work relates to it all.

These criteria require

that enables a person to have

extreme case where

This program deals only with
10.3 On-the-Job Training

Written specifications or verbal instructions that apply

reduce them to

countermand them. The Operator must be

meet the requirements. The Operator

behind the decision

In the event that a specification does no

g of 14
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that is engineered to include

how well the work is being done.
In the two latter cases, the Operator must Q‘

*

to cause serious e Operator \
)

must be trained to

determine its conformance. During traisipng, the

he,structed on

Operator must

how to

11.0 Qualification / Certification \@
11.1 Qualification

A test procedure that establishes an Operator’s
to quality a
trainee for certification.

11.2 Certification .

Each individual satisfactoril and qualification tests may be certified b

Skill Levels . @

Copyright © JnF Specialties, LLC. All rights reserved worldwide. www jnfspecialties.com/about-us/copyright/
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JOB POSITION / TRAINING NEEDS

position
name

position
name

position
name

position
name

position
name

position
name

etc...

G

R

N\

|*

A

\
S

N\

ur Logo

Copyright © JnF Specialties, LLC. All rights reserved worldwide. www.jnfspecialties.com/about-us/copyright/

Form Rev: Orig

(Your Company Name)

Orig

FAA
Cert#
XXXXXXXX

DOCH#:

Your Procedure #

10 of 14




QO

This document may not be disclosed or reproduced in whole or in part without prior written permission from a representative of the Company
with the authority to grant such permission.

EMPLOYEE SKILL LEVEL ASSESSMENT

=
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I
. 2
AP\
A5

©
.

QO

4

N
N7

Your Logo

Copyright © JnF Specialties, LLC. All rights reserved worldwide. www .jnfspecialties.com/about-us/copyright/

Form Rev: Orig

(Your Company Name)

REV
Orig

FAA
Cert#
XXXXXXXX

DOCH#:

Your Procedure #

11of 14




This document may not be disclosed or reproduced in whole or in part without prior written permission from a representative of the Company
with the authority to grant such permission.

INSTRUCTOR EVALUATION

Question Answer
Is the instructor best suited for

Should the instructor use

For on-the-job-training, does the instructor use

Is the instructor thoroughly familiar with .

Is the instructor capable of

Does the instructor have

Does the instructor hav
Does the instructor have

Q)
Add questions héréxd tailor evaluation. .

@ Form Rev: Orig
C)O Your Logo
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OUTSIDE VENDOR AUDIT
Question Answer
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INTRODUCTION TO TRAINING PROGRAM

This training program document contains the policies and procedures (Your Co) uses to \6
determine its training requirements and to develop

procedures for (Your Co) to identify its training needs

onents:

SECTION K. BACKGROUND

Persons pe ing fabrication, maintenance (i ing i [ reventive maintenance
and alterati

separate areas of study

such as:
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0
Your Co Jurt!er !rea!s down the training requirements for

unction to determine training requirements.

all regulatory require

All of the information iertainincl; to the current reiair station training records i36a| ble for
SECTION 2. TRAINING NEEDS ASSESSMENT
iYour Coi s needs assessment is a two-iart irocess that determmesh

1. Overall Needs Assessment.

To determine its overall training requirements, the Trainin rtment and the managers of

each technical area must

if it Is determined that an
employee does not

revise the training

program when:

but not limited to:

ntification of the Training Needs Assessments.

Co) may identify additional training needs through:
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The Accountable Manager, Chief Inspector, Quality Assurance Manager and/or the designee \6

The accountable manager, uality Assurance Manager and/or the

will also be responsible for

by changing

work assignment. &
b. Changes to Repair Station Work Scope. 6®
Whenever (Your Co) is planning to change its facilities, equipment or. e of work as reflected

in its OpSpecs or capability, the Accountable Manager, Chief
Manager and/or the designee must

ctor, Quality Assurance

[ trammv s are required.
c. Annual Training Program Review.

An annual review of the training program

analyze its job position duty anditask assignments, |

to ensure employees are capable of

2. Individual Needs(As

Whenever (Your: hires a new employee or transfers an employee to a task assignment, an
assessment
or use a formal written examination,
is required to

at that time to ensure employees skill and qualifications are

, an assessment will be

documented by letter and training will
be suggested.

iYour Coi will measure the effectiveness of trainini; bi _
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an evaluation during the actual

using (Your form). Only those items being evaluated wil

Employees being assigned to new tasks wil

be provided. The nat|

O

SECTION 3. COURSE DEFINITION QQJ

The Accountable Manager, Chief Inspector, Quality Assurance Manager or the designee
wil N ¢ on he rosuls o

b
training needs assessment. @

0)’'s work scope

An area of study will

define the initial

and recurrent requirements for
information that supports,

who lacks demonstrated knowledge
an as been provided the information ngcCessary to accomplish assigned fabrication,
maintenance or defining the course or lesson, the following
information will be documented, as appro

this section shall
includes trainin
will be evaluated to

Indoctrination Training

Indoctrination training will
ut not limited to the following courses:
PROPRIETARY INFORMATION Form Rev: Ori
PAGE 8 of 17 Date Printed: FVne




Your Logo Your Company Name Training Program

FAA Repair Station #: XXXXXXXX Rev: Orig

O
Initial Technical Training $

Your Co) hires only technicians

Recurrent Training
Recurrent Training ma

Remedial Training ?\

If during employee evaluations or the normal ¢ougse of events, an employee’s performance is

or

6\
SECTION 4. SELECT@OF TRAINING METHODS AND
SOURCES -

Using the information develgped during the course definition phase, (Your Co) will

material to be
presenteqd; |

but not limited to;

he information required by Section 3 will be developed for

repair stations,
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Training Instructors or subject matter ex

certification. §

SECTION 5. TRAINING DOCUMENTATION \\

The Quality Assurance Manager will ensure training records are

The records include

and for two years thereaf

employee’s training record

Your Co) will maintain a hard co

copies of training records

Assurance office.

coordinate

the training department

on an annual basis as described in

OQ or determining whether the course

was capable of performing
assigned tasks.

Copyright © JnF Specialties, LLC. All rights reserved worldwide. www .jnfspecialties.com/about-us/copyright/

PROPRIETARY INFORMATION Form Rev: Ori
PAGE 10 of 17 Date Printed: e




Your Logo Your Company Name Training Program

FAA Repair Station #: XXXXXXXX Rev: Orig

SECTION 7. REVISION PROCESS

The Chief Inspector will

year.

In the event a revision is determined to be

roval of the trainin

page.
The FAA CHDO will

Manual holders of paper copies will
be responsible fo
revisions page
and returning
showing the holder has

)
SECTION 8. WORK ORMED FOR PART 121, 125, 129,
AND PART 135 OPE ORS

(Your Co) may perform wo IQ;P 14 CFR parts 91, 121, 125, 129, and 135 operators. Individual
operator training requirem@nts (initial, recurrent, or specialized) areh

®

whner requirements.

SECT, 9. WORK PERFORMED BY INTERIM
MAINTENANCE EMPLOYEES

eriods of heavy workload, (Your Co) ma

anager will coordinate with
during the individual’s needs assessment and

to conduct the needs

assessment and ensure
will be provided to

any temporary employees.
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A training file will be established for each temporary employee. This file will be maintained for
two years after that employee’s last employment period. 6@ i
\>
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EMPLOYEE TRAINING SUMMARY FORM
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¥ NP,
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<

ater name of employee and title or position held
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