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3. RECORD OF REVISION

The valid pages of this Manual are listed in the List of Effective Pages distributed with every

revision.

The table below describes the dates and reason for the different revisions of the current issue

of this manual.

00 15 Apr 2020 Supavanee T. Third Amendment of

Training Manual
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4. AMENDMENT TRANSMITTAL PAGE

To: All holders of Training Manual

Subject: Training Manual

The table below lists pages to insert and remove from the previous version of the manual.
When doing so, users should ensure not to throw away pages that have not been replaced.

Using the List of Effective Pages can help determine the correct content of the manual.

Pages to be inserted | Pages to be removed Pages to be inserted  Pages to be removed

| attest that the Hard copy in my possession has been updated according to the instructions

above

Name: Hard Copy N°: Signature:

This page shall be returned signed to Human Resource Management Department.

Director General of The Civil Aviation Authority of Thailand
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5. DISTRIBUTION LIST

N° Holder Type
Original Training Division Original Hard Copy
01 DGCA Hard Copy
02 Manager of HRD Hard Copy
N/A CAAT Employees Electronic copy at
E-document System / Intranet

Table 1 Distribution List
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6. ADMINISTRATION AND CONTROL

This section outlines the general information about administration of this manual as well as

the document control system.

6.1. Management and Control of Manual

The original hard-copy of this manual will be kept at CAAT’s Training Division under supervision
of HRD manager. All employees of CAAT may have an access to read this manual via

E-document system and intranet.

6.2. Manual Purpose and Objective

The purpose of this manual is to provide direction of CAAT’ s training policy as well as useful
information in the introduction of specific training requirements and qualification for particular

job function, and other subjects related to training administration.

6.3. Review, Revision and Approval Process

This manual is intended to be kept up to date. It should be amended periodically as required.

6.4. Dissemination and Transmission

Training Division will be responsible for dissemination and transmission of this manual.
All employees of CAAT may have an access to read this manual through E-document system

and intranet, but are not permitted for any editing.
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6.5. Change Request

Training Division will be responsible for updating and editing this manual based on an
agreement with QAD. Change request will be made through the use of internal memorandum
to Training Division who will thereby consider the request and propose for the approval of

DGCA or QAD Manager, as the case may be.
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7. DEFINITIONS & ACRONYMS

7.1.

Term

Training Manual

Training Catalogue

Training Programme

Training Plan

Course Syllabus

Definitions

Definition

refers to the document that contains the information about CAAT’ s
training policy, training-related responsibilities of stakeholders, training

requirements and qualifications, training administration and processes.

refers to the document that contains information about training
programme and course syllabus ( this document is developed in

separation with Training Manual).

refers to the document that contains information about set of required
training courses for particular job function (this document is developed in

separation with Training Manual).

refers to the document that contains information about planning period
for undergoing particular training course (this document is developed in

separation with Training Manual)

refers to the document that contains information about course’s detail
and descriptions (this document is developed in separation with Training

Manual)
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7.2. Abbreviations and Acronyms

Abbreviation or Acronym Meaning
CAAT The Civil Aviation Authority of Thailand
DG Director General
DGCA Director General of Civil Aviation Authority
FAB Financial Accounting and Budgeting Department
HRD Human Resource Management Department
HRIS Human Resource Information System
IDP Individual Development Plan
Mgr. Manager
QAD Quality Assurance Department
TN Training Division
TNA Training Needs Analysis
Issue 03 Revision: 00, 15 Apr 2020 0-18
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1. ROLES & RESPONSIBILITIES

1.1. DGCA

With respect to qualification of technical personnel, the DGCA has the overall responsibility

for the provision of qualified technical personnel to implement the CAA aviation oversight

programme. His responsibilities include:

1) Provision of adequate qualified staff to ensure the fulfilment of CAAT
requirements and international obligations.

2) Ensure that the budget submitted by HRD Department will fully support the
requirements for the qualification of the technical personnel.

3) Ensure that adequate resources are provided to all departments to fully
implement the qualification programme for all personnel.

4) Approve and fund training activities necessary to this qualification programme.

5) Negotiate and oversee national agreements and contracts with government and

commercial training vendors.

1.2. Manager and Head of Division

Managers and Heads of the Divisions of CAAT have key roles to play in employee training and
development:
1) Responsible for demonstrating a commitment to train and develop employees
in relation to the organization’s objectives.
2) Formulating individual training plans in liaison with Training Division.
3) Notifying Training Division regarding changes in training requirements, specify
new training needs not previously identified, and dismiss training resources that

no longer apply.

Issue 03 Revision: 00, 15 Apr 2020 1-3
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9)

Ensuring that employee work assigcnments and schedules allow sufficient time
for employees to fully participate in and complete training requirements
Prioritizing training needs by ensuring that employee should complete the
compulsory training programme before attending additional training programme
Determining On-the-Job-training (OJT) plan for team members.

Scheduling OJT events

Implementing the provisions of the OJT program to all members for whom
direct supervisory oversight is provided.

Assigning appropriate person to conduct OJT and coaching.

10) Recommending to Training Division those experienced employees who may be

qualified to serve as OJT trainers and providing feedback on OJT trainer
performance evaluations, including recommending removal of authorization as

an OJT trainer.

11) Ensuring that all employees aware of training and development opportunities

open to them, identify and select appropriate team members to participate in

particular training course.

12) Ensuring that those who are trained share their knowledge and learning with

others wherever possible and appropriate.

13) Strictly monitoring the recurrent training of team member, if the recurrent

training period is overdue, department managers must not allow their team
member to perform any duties related to the use of specific recurrent training

course.

When applicable, selecting appropriate and qualified team member to become °Internal

Instructor’ for teaching particular subject.
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1.3. Individual Employee

All member of CAAT’s employees are required to;

1)

2)

3)

4)

5)

6)

7)

8)

Meeting their obligations under this manual

Participating with the department manager to identify developmental needs
and to plan training activities

Making all reasonable efforts to attend training and staff development as may
be identified and agreed from time to time

Fulfilling the OJT requirements as established within the office

Attend the recurrent training courses as scheduled to keep current for their
own task

Holding the responsibility for sharing knowledge gained through training with
colleagues wherever possible and appropriate.

Participating in the feedback process to help ensure continual improvement
including feedback on the performance of the trainer

Holding responsibility to summarize training report after the completion of off-
house training, and submit report as well as a copy of certificate to Training

Division for further recordkeeping

1.4. Training Division (TN) Officers

It is the responsibility of the TN officers to oversee implementation of the CAAT’s training and

development policy. The TN officers will be responsible for the budget control for required

training to be undertaken. The TN officers will work with the Heads of TN, under supervision

of HRD manager. Key responsibilities of TN officers shall include:
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9)

Assisting department managers to identify and quantify training needs and

conducting “Training Needs Analysis’
Developing training programmes for all functions

Developing ‘Individual Development Plan’ (IDP) for all employees

Developing a corporate annual training plan & budget which supports CAAT’ s
operations and departmental objectives, and regularly reviewing this plan to
ensure that planned training is being delivered on time and that it meets the

objectives

Proceeding with training course approval and internal instructor approval
Proceeding with course equivalent approval

Facilitating with off-house and in-house training request

Arranging in-house training course and providing facilitation throughout the

course

Managing training database in HRIS portal

10) Sourcing information to develop list of prospect training providers where they

can provide courses according to CAAT training programmes

11) Seeking for collaboration with external training providers

12) Providing guidance on training policy, processes and procedures

13) Establishing and implementing knowledge sharing as part of CAAT’s KM

14) Establishing and implementing e-Learning

15) Managing individual training contract if applicable

Issue 03 Revision: 00, 15 Apr 2020 1-6
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16) Ensuring that staff who are undertaking professional qualifications are given the

appropriate support

17) Facilitating the effective evaluation of post training activities in liaison with

appropriate managers

18) Monitoring and controlling training budget
19) Updating employee’s training record
20) Performing other tasks as assigned

Central to the implementation of the policy is CAAT’ s annual training plan, which identifies
general training needs across all operations, departmental-wide training needs, and specify
how and when these are to be met. A range of development methods will be used to meet
these needs: this may include (but is not limited to) formal classroom training courses,

seminars, e-learning presentations, conferences, workshop, on-the-job training, and so forth.

2. IDENTIFICATION OF EMPLOYEE’S TRAINING AND
DEVELOPMENT NEEDS
Training Needs Analysis (TNA) is a tool to help identify employee’s training and development
needs in CAAT. TNA is the first stage in the training process and involves a procedure to
determine whether training will indeed fix the competency gap which has been identified.

Three levels of analysis may include:

1) Organizational analysis: this level of analysis involves an analysis of the
organization's strategies, goals, and objectives. Organizational assessments
determine where training is needed, how it will be conducted and when. KPIs is

one of the key information that help identifying if training is necessary in order to

Issue 03 Revision: 00, 15 Apr 2020 1-7
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accomplish CAAT’s strategies, goals and objectives. The key result from this level
of analysis will be used to guide which area of training is required, determine the
target participant as well as when the training should be conducted.

Task analysis: this level of analysis is important to identify trainable competency
which may derived from various input information such as job description, job
specification, related ICAO Annex and ICAO Doc. as well as CAAT’s basic training
requirement. The key result of this analysis will be used to guide the development
of training programme for each job functions.

Individual analysis: the key input for this level of analysis is the competency gap of
individual employee which derived from performance appraisal. Performance
appraisal provide analysis of employee performance and compares it with defined
standards. The performance gap or competency gap shall be further analysed to
find out which training or which non-training solution is best to close that particular
gap. The key result of this analysis in conjunction with identified training from (1)

and (2) will be used to guide the development of IDP.

All three levels in a Training Needs Analysis are inter-related and serve in achieving an

organization’s objectives. Organizational, Task, and Individual analyses are conducted using

various data collection techniques. These three levels of analysis help measure the overall

needs of training, competencies required to perform jobs/tasks, and the cognitive abilities

required at a personal level. In a way, these three levels help focusing on individual training

needs without overlooking the organizational training big picture.

Issue 03 Revision: 00, 15 Apr 2020

UNCONTROLLED WHEN PRINT OUT

1-8




CAA T_ Training Manual

ainvunmistuwaBauiHvus:nalng

The Civil Aviation Authority of Thailand Part ]_ Training ACCOUI’]tabiUtieS

3. TRAINING BUDGETS

CAAT aims to allocate the appropriate resources to support training and development activities
identified in annual training plans. All training and development expenditure should be agreed

with the respective departments at budget review meetings, for approval by the Board of

Commissioners. The TN Officers will be responsible for identifying any potential sources of

funding for training as well as an investigating and applying for grants as appropriate.

4. TRAINING COSTS AGREEMENTS

Training an employee can entail a significant investment on the part of CAAT. Often there are
regulatory or even professional requirements to be met before an employee can work in a
position and often, the employer will pay for the training needed to meet those requirements.
If an employee quits shortly thereafter, the investment can be lost as well as the qualified

employee.

Therefore, CAAT has implemented  Training Costs Agreements’ containing ‘ Reimbursement
Clauses’ for high investment training. Such clauses typically state that the employee will repay
all or a portion of the training expenses if he or she leaves CAAT before a certain period of
time. These clauses allow for a calculation of repayment on a declining basis (i.e. the longer
an employee works within the time period for repayment, the less he or she will have to
repay). When an employee remains working in an organization long enough (i.e. longer than

the period written in the agreement), he or she does not have to repay such training costs.

5. INDIVIDUAL TRAINING EXPENSES AND REPORTING

CAAT is fully committed to the career development of all employees and are therefore willing

to meet the costs associated with necessary and identified personal study and training focused

Issue 03 Revision: 00, 15 Apr 2020 1-9
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on CAAT’ s requirements. Expenses incurred attending short term training courses, seminars,

scholarship and so forth during normal working hours, will be dealt with under CAAT normal

expense procedures.

Individual responsibilities before attending training programme may include:

1)

Initiate training request, this will be done based on what has been identified in
training programme and/or annual training plan

Submit training request to HRD/TN for further approval process, the request should
be submitted to HRD/TN at least 10 working days prior the registration deadline of
that course

If the course is subjected to be charged by training provider, employee needs to
ensure that payment is successfully processed prior the class commencement
Employee has the right to ask for the allowance in accordance with the Civil
Aviation Board of Commissions Regulation on Official Travel Expenses B.E. 2560

when assigned to attend training outside Bangkok Metropolitan Region and oversea.

Individual responsibilities after attending training course may include:

1)

Employee is required to submit training report and a copy of certificate to TN
division within 15 days after returning from off-house training for record-keeping
purpose.

Employee is required to summarize knowledge gained during the course and share
with others to promote KM (Knowledge Management) in organization. This training
report should be completed and submit to HRD/TN within 15 days after returning

from off-house training.
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3) Employee is required to settle all training-related expenses with FAB within 15 days

after returning from training.

6. IMPLEMENTATION, MONITORING AND REVIEW OF THIS
POLICY

TN Division has overall responsibility for implementing and monitoring this policy, which will

be reviewed periodically as required.

Failure to comply with the responsibilities in accordance with 1.2 and 1.3 may result in the
unsatisfactory of individual performance to be periodically evaluated for pay rise, or the

continuity as CAAT’s employee.
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1. ORGANIZATION OVERVIEW
CAAT has been reorganized from the previous Department of Civil Aviation (DCA) in October,
2015. The roles of establishing policy, regulator, operator, investigator, and search and rescue

function were separated to comply with ICAO’s standard. CAAT has become the government

entity that does not operate as a government agency or state enterprise abided by the law of

fiscal budget or other laws. It is a juristic entity with the following objectives:

1) Regulates, monitors, controls, promotes, and develops civil aviation activities in the
aspects of safety, environmental protection, air transport facilitation, air transport
economy, and other activities related to aviation to comply with the laws and

international standards.
2) Takes action according to the law governed in case of violation.

3) Promotes and develops aviation transportation network system, aviation industry,

and civil aviation activities to operate efficiently and meet international standards.

4) Be the center of services, distributes information, and promotes the aviation

activities to be able to operate and compete internationally.

Key responsibilities of CAAT are to regulate all of civil aviation activities: aircraft, aviation staff,
registration, licensing and certification. This shall include, for example, all types of registered
aircraft have to get certified by CAAT, as well as people who want to operate a business
involving aircraft have to be licensed from CAAT. After entering into aviation industry, CAAT
still have to monitor them to comply with standards from that point on. Therefore, entering

the aviation industry without meetings standards required by CAAT is not permitted.
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For the vision and management policy, a goal has been set to raise Thailand’ s civil aviation
up to the international standards by building a regulating system for safety, security, and
economy; and to develop Thai aviation industry to be able to compete effectively by the

2020.

2. TRAINING POLICY

In order to achieve CAAT’s goal and objectives, it is essential for CAAT to develop its
employees to strictly comply with required international standards. Training and development
are way of improving effectiveness of the organization. Employee training not only provides

benefits to individual, but also helping CAAT to continue running effectively.

CAAT is committed to the support of training and development for all staff. The key purpose
of training is to facilitate personal and professional development enabling individuals and
groups to achieve their full potential at work. CAAT’s training and development programmes
are designed to equip the staff with the necessary knowledge, skills and attitudes to meet the

organization’s needs in relation to its objectives.

CAAT recognize that such development is a continuing process for every employee at every
level of the organization. CAAT’ s operational success is based largely on the contribution,
commitment, and achievement of individual member of its staff. Therefore, CAAT wants to
support staff in the performance of their designated roles and to help them to fulfil their

potential during the course of their employment.

2.1. Recruitment, Training and Quialification as a System

CAAT see the clear need for the Recruitment, Training and Qualification processes to work

together as one system, and to support CAAT staffs through their career.
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There is a distinction between each of the functions as shown below, as each part of the
process is owned by a different department, and underpinning the whole process, is the

involvement of the technical expertise to support.

Qualification

+ Owned by + Owned by + Owned by HRD
HRD/PD HRD/TN & QAD and
(Personnel (Training detailed in the
Division) and Division) and 'Inspector
detailed in detailed in this Authorization
Recruitment manual Handbook'
and Selection
Handbook

. J . J . J

Technical Expertise

Fisure 2.1: Recruitment, Training & Qualification as a System
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’
Inspector’s Growth
* Basedon e Based on e Based on Inspector
Manpower |:> Training Manual and |:> Authorization
Calculation and Training Program Handbook and

Recruitment
Planning

Recruitmentand
Selection Handbook
‘ Job Descrlptlon
‘ Handbook

Credential
Regulation

* Basic
Corporate

1 Year

* Specialized

Training

Training * On-the-job
* Basic Training

Department

Training

1-2Years

Keep Current

* Recurrent
Training

* Performing

regular

inspection

* Being
authorized
inspector
based on
requirement
in credential
regulation

Figure 2.2: Example of Inspector’s Growth

In order for the system to function, there must be clear and regular communication between
the departments, ensuring that the steps of the process are consistent with each other, and
will put the development of staff at the heart of all they do, to ensure that they are suitably

qualified to conduct robust oversight of the Thai aviation industry.

2.2. CAAT Training Programme

When CAAT recruit new officers, they must undertake a journey to become fully competent
and/or qualified personnel in order to perform specific function especially safety and security
inspection. This journey will introduce them not only to CAAT, but to the wider international
aviation environment, and will help them develop the knowledge, skills and attitude to enable
them to confidently fulfil their roles. A programme of training has been developed, using TNA
result especially in task analysis level in which the outline of training programme is solidly

constructed from various source of information such as job description, job specification, ICAO
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best practice as specified in various ICAO Docs: including ICAO Doc 8335, ICAO Doc 9760, ICAO

Doc 10070 and ICAO Doc 9734, as a baseline.

3. TYPE OF TRAINING PROGRAMME

CAAT training programme is structured into two key areas which are ‘Mandatory Training

Programme’ and ‘Additional Training Programnme’

3.1. Mandatory Training Programme

Mandatory training programme consists of several groups of mandatory training course. The

training programme may vary based on individual department as well as type of position.

Introductory Training

- Basic Corporate Training

- Basic Department Training

- Specialized Training by Function/Inspectorate Area
- On-the-job Training (OJT)

- Recurrent Training
Mandatory Training Programme Description

1) Introductory Training provides introductory knowledge for all new staff which
should be completed within 1 month after joining CAAT. This programme shall
include the following:

- CAAT Introduction conducted by HRD

- Department Introduction conducted by Department Manager
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2) Basic Corporate Training is a basic set of training courses that all CAAT
employees must attend which should be completed within 6 months after
joining CAAT. This programme consists of the following subjects;

- Employee Ethics

- Thai Aviation Laws

- General SMS & Thai SSP

- General Human Factors in Aviation

- Quality Management System

- Official Correspondence

3) Basic Department Training is a set of training courses that require all
department’s members to attend which should be completed within 1 year
after joining CAAT. Details of training subject are varied by each department’s
characteristic. Example of subjects may include ‘Department Concerned
Regulations’, ‘Concerned ICAO Annex’.

4) Specialized Training can be classified into 2 main groups as follow;

- Specialized Training by Function is a set of training course that focuses
to develop employee to be able to perform a certain function
effectively. In almost department, each division is responsible for a
particular key function. For example, TN division is responsible for
managing overall training for all CAAT’s officers, while PD division is
responsible for human resource management. Therefore, details of
training subjects are varied by divisions’ characteristic.

- Specialized Training by Inspectorate Area is a set of training course that

focuses to develop inspectorate officer to be able to perform a certain
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area of inspection. Details of training subjects are varied by type of

inspector that he/she is assigned to perform.
5) On-the-job Training (OJT) is a set of key tasks that aim to develop inspection
skills for inspectorate officer. After completion of all basic and specialized

training programmes, the inspectorate officers will be provided on-the-job

training (OJT) to enable them to handle their responsibilities independently.
The OJT is planned training conducted at a work site and evaluated by a
qualified OJT trainer/assessor. It is essential that all employees who are assigned
to perform inspecting function should undergo OJT programme as way to
develop their technical knowledge and skills necessary for them to become
productive and effective inspectors. Details of OJTs are varied by type of
inspector that he/she is assigned to perform.

6) Recurrent Training is a periodic training for existing officers. The purpose of this
training is to refresh their knowledge of required safety procedures that might
have gotten rusty and to stay up to date on possible changes to required
procedures. In CAAT, some of an inspector job functions and job tasks require
that the inspector be current in that function or task. Such currency is obtained
through recurrent training. According to ICAO Inspector Competency Building
Framework, the recurrent training also serves to refresh the inspector on
previous formal training, and to account for industry and regulatory changes.
Recurrent training frequency should be provided for each inspector every
36 months or more often if required to maintain proficiency in all assigned
inspector job tasks. The length of recurrent classroom training courses should

typically be 30% - 50% of the length for the initial course. However, inspector
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may decide to attend full- course again if there is no short-length for recurrent
course available during that period. Recurrent training on updates and changes
in the aviation industry can be achieved through participation in industry
conventions and symposiums, presentations, inspector meetings or conducting
in-house training by approved internal/external instructor as appropriate.
On top of mandatory training programme, employee who holds specific position is required to
complete specific programme that align with his/her current position. The programme can be

classified into four different level as in table 2.1.

Specific Training by Position

Remark

- Executive Programme

For DG and DDG

- Manager Programme

For department manager and acting

- Head of Division Programme

For head of division and acting

- Senior Officer Programme

For senior officer

Table 2.1: Specific Training Programme by Position

3.2. Additional Training Programme

Training is a career-long process to ensure maximum employee development in the dynamic
industry of aviation. Training is never truly completed, but it is a journey toward the mastery
of knowledge and skill. CAAT officers represent the authority and, as such, require the

continuous development of their competencies related to their respective responsibilities.
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Additional training programme is essentially required to enhance employee’ s professionality
in the area of their function. This may include soft-skill training, advanced-technical training
and so forth. However, CAAT encourages employees to complete all of the courses in
mandatory training programme prior to attend additional training programme. Details of training

subject for additional training programme may vary based on type of function as well as type

of position.

Detail of training subjects for each department and the key functions have been developed

separately from this manual. Please refer to Training Programme for more information.

4. CAAT OJT POLICY

1) Allinspectorate officers of CAAT must complete OJT in the specific job functions
and tasks for which they are responsible.

2) The OJT trainer should have advanced knowledge, skill, and experience.
The OJT assessor will be appointed by DG as well as has been approved to
conduct OJT assessment to trainees on specific tasks.

3) Each department should hold responsibility to manage OJT process, the
procedure may include:

- The managers and heads of divisions are responsible to establish OJT
plan and select appropriate person to become OJT trainer.

- OJT trainee is responsible to follow OJT plan and ensure that the tasks
he/she has performed during the OJT are recorded.

- After completion of each OJT, OJT Assessor should evaluate the

performance of trainee and sign-off the OJT Assessment form.
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- Once the trainee has completed required number of OJTs, the OJT
assessor will conduct the OJT assessment using OJT Assessment Form

and submit for the inspectorate appointment.

Manager & Heads of Officer or OJT Trainee

Divisions

Training Division

« Establish OJT Plan + Follow the OJT « Ensuring to record

+ Select appropriate Plan the OJT of
OJT trainer « Acknowledge the employee into

« Coordinate OJT Assessment computer-based
between OJT form system
trainer & OJT  Storing record
assessor evidence (i.e. copy

of OJT record)
L y, . J . J

Fisure 2.3: Stakeholders in OJT Process

Level of OJT Training

Level | - Knowledge

This level of OJT training requires trainees to gain knowledge associated with a
specific job task. This knowledge may contain rules, guidance, procedure and
standards. Level | OJT is typically involve a reviewing all reference material
applicable to each job task. The level | training may be satisfied through
classroom training, meeting, workshop or other delivery methods that provide
the opportunity for the trainee to achieve the objectives of level I.

Level Il - Understanding

This level of training usually involves observation of the performance of specific

job tasks to achieve a level of understanding. This level of OJT training typically
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involves the trainee observing and/ or assisting OJT trainer in the performance
of those specific job tasks for which the trainee will be held accountable. After
completion of specific job task, the OJT trainer will determine if trainee
understands the task and whether or not they are ready to proceed to the next

level of OJT.

Level lll - Performance

This level of training involves the application of knowledge and skills that OJT
trainee has learned in order to perform specific job tasks. Typically, at this level,
trainee is required to perform the job task under the observation and
supervision of a qualified OJT trainer. Upon completion of each OJT, trainer
shall discuss and make recommendation to trainee of any requirements for
improvement and indicate feedback/comments in trainee’s OJT record. When
trainee has successfully completed level lll, the OJT trainer shall certify that the
trainee is competent to perform a specific job task without direct supervision

and/or assistance from another inspector.

Deliver the OJT

In order to conduct effective OJT, the delivery may include such activities as:

- Establishing a training environment;

- Developing rapport with trainee;

- Stating learning objectives and expected outcome of performance;
- Assessing trainee’s existing knowledge and skills in specific tasks;

- Providing explanations on how to perform such tasks;

- Checking out for trainee’s understanding;
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- Demonstrating tasks;

- Allowing sufficient time for trainee to practice task;
- Motivating trainee to learn;

- Reviewing and summarizing information;

- Providing feedback and evaluating trainee’s performance;

- Validating that training is successful and OJT is completed.

OJT Record

Individual officer is responsible to initial record-keeping of their OJT activities through the use
of OJT record form and OJT assessment form. The record and assessment may include;

- The task performed

- The date that OJT was completed

- Result and comment of the trainee has successfully achieved the

objectives with OJT trainer(s) and assessor signatures

After completion of all required OJTs, the assessor shall conduct the OJT assessment. The
trainee is required to make a copy of OJT record and assessment forms and submit the original

for the applicant and issuance of credential card.

5. CAREER DEVELOPMENT

Ideally, career development holds out the possibility of growing critical skills within the
organization and provides growth opportunity for individual employee which brings a great
benefit for improving ability to attract good people and possibly retain them. Possible career

growth in CAAT can be classified into vertical and network growth.
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5.1. Vertical Career Growth

The vertical career growth is an upward move along the career ladder in corporate chain.

Usually, this growth involves with financial gain and promotion.

Manager

Head of Division

Senior Officer

Officer

Ficure 2.4: Vertical Career Growth

5.2. Network Career Growth

Network career growth focuses on horizontal career development. Employee shall have a
chance to learn new things along the way and gain more experience in different fields. The

network growth will provide broad learning and create intellectual value for employee.

APD Manager HRD Manager FAB Manager

Figure 2.5: Example of Network Career Growth of HRD Manager

Figure 2.4 shows that HRD manager can move horizontally through job transfer to, for example
FAB manager or APD manager. This path focuses to develop variety of knowledge and skill

rather than staying in the same role.
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1. TRAINING MANAGEMENT PROCESS

1.1. Training Manual Development

CAAT Training Manual is a document that contains the information about CAAT’ s training policy,
training-related responsibilities of stakeholders, training programme, training administration and

processes. Figure 3.1 indicates the process for Training Manual development.

1) TN gather all relevant information to create and develop training manual.
2) Draft training manual procedure is developed

3) Initial review draft training manual is carried out by HRD manager

4) Draft training manual is prepared to DGCA through QAD for format checking

5) Training manual is approved by DGCA

Process : Training Manual Development Process

3. Draft TN 7. Distribute

TH Manual
-

1.Design 2. Gather M !
HRD/TN 6‘3>ﬁ content layout information EITR
HRD Magr. 4. Initial

Yes

QAD

Figure 3.1: Training Manual Development Process
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1.2. Training Needs Analysis

Training and development help strengthening the skills that employees need to improve. All CAAT’s
employees at each function and level shall be trained in order to ensure that they are having
sufficient knowledge, skills and abilities to perform their tasks effectively as well as aware of their

responsibilities and accountabilities.

Training Division is responsible to conduct a training needs analysis. The result of training needs

analysis shall be put together to establish training programme, IDP and annual training plan.

JD, JS,

« Organization

« Training

Interview Result, Analysis Programme
ICAO Annex, « Tasks Analysis . IDP
ICAO Doc., « Individual Analysis « Training Plan
Training Manual,
Competency
Gap, KPIs
\ J \. J . y

Fisure 3.2: Training Needs Analysis System

Input: Input data for ‘Training Needs Analysis’ of CAAT basically derives from:

1) CAAT’s Qualifications & Training Requirements for Inspector under the Regulation on
Qualification, Appointment, Authorization and the Supervision of Aviation Inspector,
B.E. 2561.

2) ICAO’ s requirements: provides information about the training courses that

inspectorate officers should attend to comply with ICAO’s standard.
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3) Other related international standards (i.e. EASA, FAA)

4) Job description and job specification that provide information about required
knowledge and skills to perform certain functions

5) Performance appraisal report

6) Organizational KPIs that relates with training

Process: The training needs analysis shall be carried into 3 level of analysis;

1) Organizational analysis: this process involves study of organization’s vision, mission,
strategies, core competencies and KPIs

2) Tasks analysis: this process involves study of job analysis which defines and describes
in detail, the tasks and sub-tasks that the employee will perform and specify the
knowledge type that characterize a job or task

3) Individual analysis: this process involves performance feedback derived from

performance appraisal that addresses the competency gap of each individual

Process : Training Needs Analysis Process

Sub Process 1 - Tasks Analysis

1 2 3 4 5

Gather . Collect list of - Draft training
Interview X Classify
» > rogramme
HRDITN @ . re\evarjt stakeholders SETII training type e
information courses

l 6
HRD Mgr. Review
Training

Programme

10
Rgvi_se Final training
— training programme Stop for next
HRD/TN programme level of analysis
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Process : Training Needs Analysis Process
Sub Process 2 - Individual Analysis

1 2
Conduct Summarize
HRD/HS ®% performance » v
appraiszl gaps
3 6 7 8
P Establish IDP
Prepzre IDP I Report » Stop for next
LR course level of analysis
Y L ——
4
Conduct IDP to dose
Employee e
Mgr. Review IDP
Process : Training Needs Analysis Process
Sub Process 3 — Organization Analysis
1 2
Develop org. Distribute
APD strategy & KPIs *| strategy & KPIs
¥ 3 5
Anal FUSs Use oth
HRD/TN drab:gavaZ‘EKDIs r;:‘::g? n:zthed!;r
7 11
Determi 5 N ] Establish TNA Distribute THA
traln\ngr r:::r:.lerse I II‘IE’-\\."ve’-"I‘aarr:zj:l',lasis pet I rr‘e:c:t W
HRD Magr.
DGCA

Fieure 3.3: Training Needs Analysis Process
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Output: At the end of ‘Training Needs Analysis’, TN shall have;

1) TNA Report

2) The result of organization and task analysis provide information about required
training for particular job function which is important for the development of
‘training programmes’

3) The result of individual analysis identifies the competency gaps which shall be used
in conjunction with training programmes for the development of IDP and training

plan respectively

1.3. Training Plan Development

Training plan is the document containing the outlines of overall training courses that will be carried
out across organization in particular period year. The process is indicated in figure 3.3
1) Employee should prepare IDP based on information from training programme and
competency gaps analysis to identify required training courses needed for each
employee in particular period
2) TN will use the information in IDP as an input for annual training plan development
3) Develop draft annual training plan and classifying into in-house and off-house training
4) Initial review of CAAT annual training plan is carried out by HRD manager
5) Annual training plan will be approved by DGCA
6) After approval, TN will announce training plan to all departments and groups
7) TN is responsible to arrange training according to annual training plan

8) Individual is responsible to attend training according to plan
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Process : Training Plan Development Process

B
1

Acknowledge
@—0 Prepare IDP Training Plan
Dept.

2 3 7 9
Develop draft Announce Implement
HRD{TN Gather IDF Training Plan fraining Flan training Flan ‘]:
Head of TN
HRD Mgr.
DGCA

Figure 3.4: Training Plan Development Process

1.4. Training Arrangement Process

Training Division is responsible for arranging in-house training course according to approved training

plan, as well as additional request (i.e. ad-hoc training) from department and/or from management.

1.4.1  In-house Training Arrangement (initiated by TN)

Basically, TN is responsible to conduct in-house training courses that listed in ‘Basic Corporate

Programme’ as well as the subject that central to HRD. Process shall include;

1) TN creates in-house training request with estimate budget, signed by HRD manager and

send to FAB for budget validation
2) Final approval of in-house training request is made by DGCA

3) TN shall create course information in HRIS portal
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4) TN is responsible for overall training arrangement

5) After completion of the course, TN is responsible to issue certificate to all participants

according to evaluation’s criteria
6) TN shall update training record and keep copy of certificate in HRIS portal

7) Individual employee is responsible to file their own original certificate

Process : In-house Training Arrangement Process (Initiated by TN)

7 9 11
Arrange ¢ - _
Dept. paricipants Attend training Filing cerfificate
b 3 3
] 8 10 12
Initiate training . . .
HRD/TN request form Aﬂmmgammg . »“-rra:%i 'l;:mmu »| lssue cerfficate . Upda'ut;gr:mng
HRD Mgr.
FAB
DGCA

Ficure 3.5: In-house Training Arrangement Process (Initiated by TN)

1.4.2  In-house Training Arrangement (initiated by Department)
Some in-house training course may be initiated by department/group. Process shall include;

1) Accountable staff from department/group is responsible to contact training provider or

instructor for course details, quotation and agreement
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9)

Accountable staff from department/group initiates in- house training request with

estimate budget, signed by manager and send to HRD/TN

TN officer is responsible to validate request information as well as support documents

and send to HRD manager for initial approval

The request will be sent to FAB for purchasing & budget validation
Final approval of in-house training request is made by DGCA

TN shall create course information in HRIS portal

TN in cooperation with accountable staff from department are responsible for overall

training arrangement

After completion of the course, TN is responsible to issue certificate to all participants

according to evaluation’s criteria

TN shall update training record and keep copy of certificate in HRIS portal

10) Individual employee is responsible to file their own original certificate
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Process : In-house Training Arrangement Process (Initiated by Department)

Dept.

HRD/TN

HRD Magr.

FAB

DGCA

11

Filing certificate

10 12

Issue certificate  ——p{

Update training
record

Figure 3.6: In-house Training Arrangement Process (Initiated by Department)

Off-house Training Process

Training Division is responsible for facilitating off-house training course according to approved training

plan, as well as additional request (i.e. ad-hoc training) from department.

1) Employee from each department/ group is responsible to initiate off- house training

budget, language proficiency) and training plan.
Initial approval is made by HRD manager
The request will be sent to FAB for expense validation

Final approval of the request is made by DGCA

completion of the course

request to TN with budget estimation and support documents

TN shall validate necessary criteria based on Training Manual (i.e. mandatory course,

Employee is required to submit training report and certificate to TN within 15 days after

Issue 03 Revision: 00, 15 Apr 2020

UNCONTROLLED WHEN PRINT OUT

3-10



ArdinnumsOuwagounduussnalnu
The Givil Aviation Authority of Thailand

Training Manual

Part 3: Training Administration

7) TN is responsible to keep copy of certificate and update training record in HRIS portal

8) Training report shall be sent to HRD manager and DGCA for acknowledgement and update

KM

Process : Off-house Training Arrangement Process

@_. Contact TO for
course details
Dept.

HRD/TN

HRD Mgr.

FAB

DGCA

1 8 9 10

Initiate training " - Submittraining
request form Registertotraining |— Aftend training [y report & certificate

11

v

Validate
& check
doc.

Update training

record

Yes
5
Initial A
validation
Yes
6

Budget & No
purchase
validation

Yes

7
Final N
approval
es

Y

Fieure 3.7: Off-house Trainine Arrangement Process

1.5. Training Catalogue Development Process

Training catalogue is the document containing the information such as training programme of all

departments and course syllabus. The process of training catalogue development is;

1)

TN conduct training needs analysis and summarize training programme for each
department unit

Each department/group is responsible for developing course syllabus based on
subjects listed in training programme

TN collects and verifies course syllabus
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4) TN establishes e-Training Catalogue

5) e-Training Catalogue is approved by HRD manager

Process : Training Catalog Development Process

1 & 5 7

Develop training
HRD/TN @_'. Conduct TNA —>

HRD Magr. Prepare course syllabus
based on training
programme

Collect & verify Develop e-

course syllabus training catalogue [ Distribute catalogue E

Yes

6

No

Review &
DGCA approve

Yes

Figure 3.8: Training Catalogue Development Process

2. PERSONNEL

2.1. Training Instructor Approval

The Training Division is responsible for qualifying external or internal instructors based upon

following criteria:

2.1.1  Internal Instructor Approval Process

1) In order to become qualified internal instructor, employee should have qualifications
as follow;

- Having subject matter knowledge in relation to the training course. Subject

matter expertise may be in term of their work experiences, knowledge

demonstrated, and/or certification.
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- Having completed “ Train the Trainer” course, and/ or having teaching
experience at least 30 hours.
2) Create request with proof of support documents (e.¢. resume, related training
certificate) and submit to TN for validation
3) TN validate request and proceed for approval

4) The final approval is made by DGCA

This level of approval is applied to the theory-based training subject only, knowledge regarding to
work procedures, related manuals and regulations can be gained through Knowledge Management

(KM) sharing session within department.

2.1.2  External Instructor Approval Process

Often times, CAAT will invite expert from external to deliver either theoretical or OJT training. The

criteria for approval as follow;

1) TN shall consider the qualification of external instructor based on subject matter
knowledge in relation to the training course as well as teaching experience.

2) Approval of external instructor shall be carried out together with in-house training
request process

3) TN validate request and proceed for approval

4) The final approval is made by DGCA

2.2.  OJT Personnel Approval

2.2.1  OJT Trainer Approval Process

1) In order to become OJT trainer, employee should have qualifications as follow;

3-13
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- Being senior inspector or senior personnel or an expert with subject matter
knowledge and inspection experience in relation to the OJT scope

2) OJT trainer is nominated by department manager based on above qualifications

2.2.2  OJT Assessor Approval Process

1) In order to become OJT Assessor, employee should have qualifications as follow;
- Having subject matter knowledge with 2 years of inspection experience or
have other appropriate qualifications and experiences

2) Department manager requests DGCA for the appointment with the support
documents on qualifications through HRD/HS for validation

3) HRD/HS validates request and proceed for approval

4) The final approval is made by DGCA

3. TRAINING PROVIDER SELECTION & EVALUATION

3.1. Training Provider Selection

Training Division is responsible for selecting appropriate training provider or training institute for
particular training courses. Choosing the right training provider involves much more than scanning a
series of price lists. The choice will depend on a wide range of factors such as value for money,
quality, reliability and service. To weigh up the importance of these different factors will be based

on CAAT’s priorities and strategy. The key criteria used for Training provider selection may include;

1) Specialty training course: different training providers may have different specialty
in the area of training. For example, Eurocontrol is one of the training providers
that is strong in Air Navigation Service (ANS) area.

2) Should have training courses that match or exceed the training needs of CAAT

employees.
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3) Able to provide qualified and competent instructors.

4) Having appropriate facilities and equipment to support training courses. For
example, classroom areas, workshop areas, simulation and training courseware
should be in good conditions.

5) Pre-assessment may be carried on prior to select training provider

Recommendation for potential training providers shall include;

Manufacturer’ s training providers or institutions (i.e. Airbus, Boeing), or those

recognized by the manufacturers.

- Recognized international training organizations (such as Eurocontrol, ENAC, SAA, IATA,
JAATO, KOICA).

- Instructors of the operators and organization certified or licensed by other States.

- Approved Training Organization (ATOs) from other states.

- Training organizations listed in TRAINAIR PLUS member

- According to ICAO Doc. 8335, it is not desirable for CAAT inspectorate personnel to

acquire training from an operator or organization under CAAT inspectional jurisdiction

in order to avoid bias, except for the case when CAAT has experienced the limitation

of training resource, this also needs to be under DGCA’s approval.

3.2. Training Provider Evaluation

A system for evaluation of training provider and their performance is a key process and important
to support an effective training of CAAT. Performance of training providers need to be closely

monitored to ensure the quality of training delivery. The evaluation process shall include;
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1) Preparation of evaluation rating sheet
2) Measure of performance based on the parameters defines in evaluation rating sheet.
The measurement of performance shall be carried out by the following person(s);
- Randomly by trainee(s) during the attendance of the course
- By accountable manager and/or head of training division through evaluation
site-visit
3) Evaluator shall submit the evaluation rating sheet to TN for further analysis
4) TN officer is responsible for analyse the measurement scoring and issue report with
recommendation depending on the performance rating result
5) Unsatisfactory performance of each training provider should be taken into

consideration for further training provider selection

4. TRAINING COURSE EQUIVALENT

CAAT training programme provides information about required training for employees in particular
functions. The subject area listed in training programme may have different name initiated by
different training providers. TN officer is responsible for checking the course content for equivalency.

Course syllabus is the source of information used for course equivalency. The process shall include;

Pre-training: prior to send CAAT employee to attend training course that may have course title

different from the course listed in training programme, TN officer should;

1) TN officer will check the similarity between CAAT course syllabus and the course
outline of the training course based on;
a. Course objectives

b. Course contents/topics
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c. Teaching method
d. Duration of the course
2) TN officer may need to consult with subject matter expert(s) and/or course
developer to confirm the similarity of the course
3) TN will proceed the training request with remark for course equivalent approval

4) The final approval is made by DGCA

Previous training: TN is responsible for record keeping for all training records of CAAT employees
including the previous records in the past experience. The title of training course listed in
certificate/record sheet may have name differently from the course listed in training programme, TN

officer should;

1) TN officer will check the similarity between CAAT course syllabus and the course
outline of the training course based on;
a. Course objectives
b. Course contents/topics
c. Teaching method
d. Duration of the course
2) TN officer may need to consult with subject matter expert(s) and/or course
developer to confirm the similarity of the course
3) If the course can be equivalent, TN will input record in the HRIS portal under the
name listed in CAAT training programme
4) If the course cannot be equivalent, TN will create the new course in HRIS portal

and record it accordingly
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CAAT is on process to develop the ‘Alternative Training Index’ to quickly identify the equivalence

training courses.

5. TRAINING FACILITIES

In order to fully support training for all staff, CAAT provides rooms for lecture and workshop training

for in-house training, as well as necessary equipment for example;

- microphone

- speakers

- projector

- whiteboard

- flip-chart

- course materials

- computer for trainer
In case when there is no room available in CAAT’ s property, TN will arrange for place outside the
premise, such as hotel function room or external training room to facilitate for in-house training

arrangement.

6. TRAINING EVALUATION

6.1. Level of Training Evaluation

Training evaluation data shows if knowledge or skills are gained, performance is replicated on the
job, and the performance leads to organizational improvement. Kirkpatrick's Four-Level Training
Evaluation Model is widely used to analyse the effectiveness and impact of training. The four levels

of post-training evaluation shall include;
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1) Level 1: Reaction
This level measures how trainees reacted to the training for example how they feel about
the instructor, the topic, the material, its presentation, the venue and overall service. It's
important to measure reaction as it helps to illustrate how well the training was received
by the audience. It also helps training organization improves the training for future
trainees. This level of evaluation is usually completed at the end of training session using
guestionnaire survey.

2) Level 2: Learning
This level measures what trainees have learned or how much their knowledge has
increased as a result of the training. Usually, when the training session is planned, it is
started with a list of specific learning objectives which should be the starting point for
this level 2 measurement. It is important to measure this, because knowing what trainees
are learning and what they aren't will help training organization improve future training.
This level of evaluation is usually conducted through various kind of test, assigcnment or
examination.

3) Level 3: Behaviour
This level measures how trainees apply the information into their real job based on the
training they received. It is essential that trainees should transfer knowledge into their
work for better job performance. Therefore, this level 3 post-training evaluation measures
against job performance objectives. This level of evaluation is usually conducted 3-6
months after trainees completed the training.

4) Level 4: Result
At this level, it aims to analyse the final results of the training. This includes outcomes

that individual or organization have determined to be good for business, good for the
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employees, or good for the bottom line. Therefore, this level of evaluation measures

against operational performance.

. Objectives l. ( Training Effects ).
0 LEVEL 4 Results

| Ny
i Organization’s ﬂbJEr.twes * Operational Effects :
o '1- wn ey ,.1' :
K @ LEVEL 3 Behaviour
lob Performance Objectives +  Job Performance Effects
k Q LEVEL2  Learning
Training Objectives P +  Learning Effects ;

A AL ¥ ¢

: Desired Reactions Clhjlzr.twes =  Trainees' Reactions Effects

Fisure 3.9: L evel of Training Evaluation and Effects

6.2. Examination Arrangement and Control
For in-house training course that requires examination, the process shall include the following;

Initial exam process:
1) Instructor prepares exam question(s)
2) TN officer will facilitate to prepare copy of exam and answer sheets
3) TN officer will facilitate to oversee the examination
4) TN officer collects the answer sheets and give to instructor
5) Instructor is responsible to grading the examination and provide result back to TN

6) TN informs the exam result to all participants
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Retest process:
1) The failed participants can request for retest within 15 working days after an
announcement of the first exam result
2) TN shall facilitate and prepare the room for retest
3) Instructor is responsible to grading the retest exam and provide the result back
to TN
4) TN summarizes the examination score and attendant report

5) Certification shall be issued for the passed trainees only
Examination control:

1) The examination rules shall be communicated before the exam starts

2) Only those items authorized for use in the examination are to be on the desk,
mobile phone will be kept in front of the room away from the examinees.

3) Instructor(s) and TN officers shall oversee the examinees during the exam

4) If cheating is caught, instructor or TN officer has the right to suspend the

examination and report to DGCA for disciplinary action.

6.3. Certificate Issuing

After completion of in-house training course, TN is responsible for issuing certificates for attendees.

There are two different types of certificate to be issued based on the assessment criteria.
Certificate of Participation
This type of certificate will be issued in case that there is no exam for the course.

Trainees who participate in the class > 80% will be eligible to receive this type of

certificate.
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Certificate of Achievement

This type of certificate will be issued in case there is an exam involved in that
particular course. Trainees who are eligible to receive this type of certificate must (a)
attend the class > 80%, and (b) pass the exam or assignment with minimum

requirement as evidenced in course syllabus.

7. RECORD-KEEPING POLICY

Individual training record shall be maintained as evidence of training delivery and assessment of
competence. CAAT employees’ training record shall be maintained centrally in HRIS portal by

Training Division. Record-keeping process shall be described below;

7.1. Record-keeping Process for Off-house Training

1) After completion of off-house training course, employee should submit training report
together with a copy of certificate to TN within 15 days. Original certificate should be
kept by employee.

2) After receiving training report and a copy of certificate, TN shall scan the documents
and update training record in HRIS portal within 15 days.

3) TN should ensure that the training records of employees are complete, up-to-date,
and retain in the safe place.

4) The record keeper will be responsible for control of these records.

7.2. Record-keeping Process for In-house Training

1) After completion of in-house training course, TN shall issue the certificate to those

employees who successfully completed the course.
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2) The original certificate shall be distributed to employees.

3) The scanned copy of certificate should be uploaded in HRIS portal for record keeping
purpose within 30 days after the completion of the course.

4) TN should ensure that the training records of employees are complete, up-to-date,
and retain in the safe place.

5) The record keeper will be responsible for control of these records.

7.3. Record-keeping Process for OJT Training

1) After completion of each OJT, employee should have OJT record signed by OJT
trainer and OJT trainee. The original record shall be kept by trainee.

2) After completion of required no. of OJT, trainee is responsible to compile and submit
copy of all OJT records and the OJT assessment form to TN

3) After receiving copy of OJT record forms and the OJT assessment form, TN shall scan
the documents and update OJT training record in HRIS portal within 15 days.

4) TN should ensure that the training records of employees are complete, up-to-date,
and retain in the safe place.

5) The record keeper will be responsible for control of these records.
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1. TRAINING ORGANIZATION EVALUATION FORM: FOR TRAINEE

dnviumsOuwaiSoundvus:nalny
The Civil Aviation Authority of Thalland

wuutssduan fuflneusy dvsudidrsuntlneusy

Training Organization Evaluation Form: For Trainee

Training Organization Name: Country:
Hosntfineusu Usziwe
Training Date: From: To:

Juildhfumstinevsn | sandudl feiud

Name of Training Course:

Sovdngnsiineusu

Trainee’s Name Department:
Fofidriunisineusu ]

#3ufl 1 Training Organization (TO) Evaluation AsUsufiuaandhiilneusy

Evaluation Rate of TO szAuUNan1TUszlluanITUHnouTy

Topics Strongly Agree | Agree | Neutral | Disagree | Strongly Disagree
wadensuszdiu Wiughwagasts | wiuds | Wunens | Teiiudas | ladiudassdnds | VA
5 4 3 2 1
1. Course syllabus/description was clearly stated
swazdus/Aiefursndnansimaszyetiadnigy
2. Registration process was convenient
asamulouiinudznnn
3. Timeliness response from TO support staff
syprasAnda/meuauaraad wihiaminaus
Wuluaghasnia
4. Availability of training facilities during class
pamianvatTanaUnsalsywhamsisoy
5. Course content/presentation was well organized
msdaieuiionmingas / mathaueiinsinmsiia
6.  The duration of the course was appropriate
SytzIAaMmaAngAsiANmINZEY
7. Instructor has sufficient knowledge and skill in the
delivered subject
Inensdieriuasinududasiaeu
8. Instructor was well prepared
Anennsias eudaunuatie
9. Instruction was clear and understandable
FuurtitlunsSeudnau wavausadilaliie
10. | was well engaged during the training session
i fumstineusudidausandueafsswhamsiineusy
11. Classroom and the set up was well comfortable
YouFuuuazmsdaniouanuiildsunnuamnauiained
12, The location of TO was easy accessed through public transport
Pt neusidhfishedessuurudeasty
13. TO provided list of nearby accommodation (Foreign TO)
aotufinevsudamaemsiiintndifes
(nsdlanthiEinaususaszine)
14. This training course has met my overall expectation
wi”ﬂqmi'ﬁmiamummmw%v’ia@’lfﬁ'ﬁ'umi?lﬂaU'im
15.  This training course will be beneficial to my job
wingasiintndulselonidedidrsunidinousy
HRD-TN-113 Rev.01
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#7ufl 2 Understanding and knowledge Evaluation msuszidlusyduanus ansdnle

Evaluation Rate szAuUnNaNIUTZIY

Topics Excellent Good Fair Poor Very Poor
Wadonisu szl wnfiga umn drunans tiag flaudiga
5 4 3 2 i

1. Knowledge of the topic BEFORE taking this course
o eadldludest nau msousa

2. Knowledge of the topic AFTER taking this course
g ewdlsluod vis mssusudiodluldl
msufiaau

#7uft 3 Apply knowledge Evaluation asUssfiuszaunsihesdanuille

Evaluation Rate szAunaniUszily

Topics Excellent Good Fair Poor Very Poor
Fdanisuseidu wnfiga 1N drunan tiog Haudiga
5 4 3 2 1

1. Able to apply knowledge from this course to perform in
my work
ansmhasdmuinldFuluusygndlilumsufiaauld

2 Able to dlose my competency gap / improve my competency gap
aanselgariveEsInu / Nennaussnueominls

3. Able to share knowledge from this course to others

aansmhasdmui s euns/ienanld

Suggestions doiauonuzduY

Trainee’s Signature Date
audugidhiunisfineusy Tufl

HRD-TN-113 Rev.01
Effective Date: 9-Apr-2020 Page 2 of 2
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2. POST TRAINING EVALUATION FORM FOR TRAINEE
(IN-HOUSE TRAINING)

CAAT/

dninumstusagourwssnalny POt Training Evaluation Form for Trainee (In-house Training)

The Civil Aviation Authority of Thalland

wuvUszdiunasnisiineusy dmivgidniunisiinevsu In-house

e e LI L T T T

Date Jufiilaguss Place aa"uftngusy

General Information #ufl 1 fayavialuzssfpauunasuniy

1. Gender Lwgl O Male e 0 Female wdi

2. Age 9 2030 years old 20307 _131-40 years old 31 - 409 _| Above 40 years old 41 ¥5uly
3. Department fa/ngu Division ng4

Training Evaluation @il 2 sedunisysadiuna Gidvenas / dugandl seezaen / fumnd arudile /dwnmhesdanusluis)

Evaluation Rate TgdiunanisuTzdiu

Topics Excellent | Good Fair Poor Very Poor
WrfansUsadu wnfiga | wn | Yrunes o Houfign
5 4 3 2 1

Instructor s¥AuaImRInaloadnenns

1. Instructor has suffident knowdedge and skillin the delivered subject
IngnnsiimwiuaginveluSoiaou

2. Instructor clearly explained course content
Py
Anennsanniaaemaniavilagaia

3. Instructor can link the course content
aadnalaadovilunafaausy

4. The completion of course content
farwasudauwsadaniluarsiinausy

Facilities szAuaAswaladuaaudl sEazaan

1. The convenience and suitability of the training room
aanuilau suiiin minga uagdazaanaung

2. Availability of training facilities during class
auwiumesiangUa salsewlnaTSeu

3. The duration of the course was appropriate
'isamaw‘umwéﬂgmiﬁmwmmwm

Understanding and knowledge s¥dua1uli Audile

1. Knowledge of the topic BEFORE taking this course
a3 anadilaludesi] Aoy asausu

2. Knowledge of the topic AETER taking this course
A arwdilehuded vds mssvsudiehlvidlunsuf ihem

Apply knowledge sedumihosinamiluld

1. Able to apply knowdedge from this course to perform in my work
aunsothesdaruilasu i segndlunsu fiRnuld

2. Able to close my competency gap / improve my corpetency gap
dnnetagasdausauy / Wannaussausysm i

3. Able to share knowledge from this course to others
anansahasdnuilumeuns/dremanlsd

1. Satisfaction for this training &sfivinufiswalaluniiaousun s
2. Recommendation for next training Faiausuugiaanihludnuinsiinausalulanasall
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3. PRE-ASSESSMENT FOR COURSES AND TRAINING PROVIDERS FORM:
FOR TRAINING DIVISION

Pre-Assessment for Courses and Training Providers Form:

ddnvumsOuwaBoundvussnalny

For Training Division
IS L ar I ar 2 < asr A
wuuUszdivanUuiineusuuazwanga sneuannsineusu dmsunadilneusu

Training Provider Name: Country:
Wnga UuEnousy Uszine
Training Date: From: To:

FYR S ) FYR o o o

Juidhiumstineusu NNIUN fIun

Evaluator’s Name
Fouosduziliv

Evaluation Date
W e A
Aundszidiu

Section 1: To evaluate the reliability and acceptability of training provider
nsUszfiuaudLTelionarnsteNFUTsda i uRnausy
Is training provider categorized under one of the following lists? aniifineusuegmeldsenisfsnarmiela
1. Manufacturer’s training providers or institutions, or those recognized by the manufacturers

2. Recognized international training organizations

3. Training organizations listed in TRAINAIR PLUS member

[ Yes, please specify (usmszyde)
If No, What kind of training provider it is? (nlaildsignisfianana Tusadenusziamvesaaiuflneusudnuans)
O Instructors of the operators and organization certified or licensed by other States.
O Approved Training Organization (ATOs) from other states.

O Approved Training Organization (ATOs) from CAAT.
O Other, Please specify.

Section 2: To evaluate the overall quality of Training Providers nMsuUsziiuganinlagsivasanduiineusy
Rating Scores 5 = strongly agree, 4 = agree, 3 = neutral, 2 = disagree, 1 = strongly disagree, N/A = Not available
Wiwsgedaals Wiushy  Wunans liiudhs  lddiwaeead it

Training Provider Evaluation miuszfluastuiineuss 5 4 3 2 1 N/A

2.1 Information of course is well available on Training Provider’s website
sy avdngnsuamuuiuladunsanihflneu sy

2.2 Course syllabus/description was clearly stated
F1eaziBen/Meiutevangnsiinsssung NaaaY

2.3 Duration of training course is appropriate
srpznaINsTainousidm ey

2.4 Timeliness response from Training Provider staffs
sgpgna IRl s e W usun e mifisahdneusudhlvagunag

2.5 Training Provider staffs are keen for service and well communicated.
wmthiidailineusudieaunseiedefulunsifuing uasiinnsdoansiia

2.6 Training Provider provides reasonable training fee
gontifinousuauasiand Finousupgmsneesl

2.7 Training Provider can provide internal training at customer’s site
danth/Ehoussanssaliintsdefinau suneludiuiiva sgnéils

2.8 Training Provider present good management system
aonth/inausuuamiessuumsuimsdanisiia

2.9 Training courses will be beneficial to CAAT function
ydngnsinousuilaifiuselonidonsding
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CAAT/
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The Civil Aviation Authority of Thalland

Section 3: Result for Pre-Assessment for Courses and Training Providers

uansUsEliuantuneusHuasnanansieudan1sinausy

|:| Average score for Training Provider Evaluation azuuuadonisussduanifineus

[ 1.00 - 1.79 means Not Good to provide training at all
yneds 1if llenslddefinausu
[0 1.80 - 2.59 means Not quite good to provide training
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[ 3.40 - 4.19 means Good to provide training
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[ 4.20 - 5.00 means Very Good to provide training
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1. OJT RECORD FORM

CAA T 4 OJT Record

ddnviumsOuwadoundvus:inaAlny
The Civil Aviation Authority of Thalland

(To be Completed by OTT Trainer after every OTT)

Section I: Trainee’s Information

Name: Surname:

Employee ID:

Department: Division:

Type of Inspector:

O ASI
OPEL-... QOPS-.. JAIR-... OANS-... JAGA- ..

OAVSEC

Date of OJT: OFirst OIT OExtra OJT

OSecond OIT

Time of OJT For AVSEC):
O Third OIT

Location (s) of OJT:

Section IT: Scope of OJT Task

Task (s) performed as during the OJT

Section ITI: OJT Trainer Evaluation

Basic Background and Knowledge of the Task (s

o Identify laws and regulations associated with the task; 1123456789 10

* Define key terms and conditions to accomplish the task; 1l2l3lalslel7zlals] 10

e Describe how the outcome of the task is documented;
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How the Task (s) were performed

e How appropriate materials are used to accomplish the task: | 1
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e Interactions among other CAAT personnel required I 1

to accomplish the task;

e Coordination with operator required to accomplish the task: | 1 | 2 | 3 | 4 | 5 | 6 | 7 | 8 | 9 | 10 |

e Knowledge to complete the task proficiently; | 1

e Complete steps in the proper order; | 1

T o o]
T ] ]

If the overall points are less than 50, extra OJT for the same task is required.

Remarks to Trainee

(Signature of OJT Trainer)
Dates.... b B

(Date of Evaluation)
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2. OJT ASSESSMENT FORM

CAAT/

ddnviunsOuwasoulHvus=inaAlny
The Civil Aviation Authority of Thailand

OJT Assessment Form

(Tobe completed at the completion of the required number of 0J Ts)

Section 1
Name: Department:
Type of Inspector:
O ASI O Assessment
OPEL-.... OQOPS-.... OAIR-.... OANS-... OAGA -
O Reassessment
O AVSEC
OJT Assessor:

Basic Background and Knowledge of the Task (s)

Identify appropriate materials associated with the task;
Define key terms and definitions associated with the task;
Describe how the task is documented;

Explain the Task Outcome (s).

Acceptable O
Acceptable O
Acceptable O

Acceptable O

Unacceptable O
Unacceptable 0
Unacceptable O

Unacceptable O

How the Task (s) were performed

The sequences of steps to accomplish the task;

How appropriate materials are used to accomplish the task;
Interactions among other the CAA personnel required to
accomplish the task;

Coordination with operator required to accomplish the task;
Knowledge to complete the task proficiently;

Complete all steps necessary to accurately complete the task;
Complete steps in the proper order (as applicable);

Perform the task without assistance;

Perform the task in a timely manner without undue hesitation.

Acceptable O

Acceptable O

Acceptable O
Acceptable O
Acceptable O
Acceptable O
Acceptable O
Acceptable

Acceptable O

Unacceptable

Unacceptable O

Unacceptable O
Unacceptable O
Unacceptable O
Unacceptable O
Unacceptable O
Unacceptable O

Unacceptable O
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Section 2

This evaluation is to ensure that inspector has a good understanding and knowledge to perform the
following activities:

Evaluated Items Grades

1.Impartiality and objectivity in carrying out his tasks;

2. Behavior skills

O Initiative
O Tact

O Openness
O Patience
O Flexibility
O Leadership

. Ability to apply relevant laws and regulations and CAAT

procedures, and to analyse and determine the compliance

. Communication skills
O Efficiently interact with auditees and team

O Convey clear messages

O Participate or lead the team

[0 Lead opening and closing meeting

5. Decision making skills (Judgment)

6. Time and priorities managements skills

7. Drafting report and reporting skills

Grades should state:
0 Trainee does not have the capability to perform the task and needs additional OJT
2 Trainee is capable of performing the task with supervision
4 Trainee can satisfactorily to perform the task with supervision
5 Trainee is highly capable to perform the task without supervision
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Section 3

Overall Evaluation
O satisfactory / recommend the appointment

O unsatisfactory / require further OJT and reassessment

Actions required for further improvement.

Limitations (if applicable identify job tasks)

Section 4
Other Remarks
Assessor OJT Trainee
G s S S S ) e |
(Signature of OJT Assessor) (Signature of OJT Trainee)
Date ......... foeeeanennd N Date .......... feeeeneans L
(Date of Evaluation) (Date of Acknowledgment of the Evaluation)
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