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Checklist Number:                                OPS-TCCSI-402                               
Checklist Name:                   OPS - Cabin Crew Training Management            
Applicability:                                                                                           
Location:                                                 Date:                                        



	No
	Subject
	Reference
	S
	U
	N/A
	Comment

	1
	Organization and Management
	
	
	
	
	

	1.1
	Appointment & Competency of Cabin Crew Training Management Personnel
Has the operator established and formally appointed qualified personnel responsible for the management, supervision, and oversight of cabin crew training?


	ORO.GEN.210 - (c), (d)

ORO.AOC.135 -(b)(1), (c)(2)
	
	
	
	

	1.2
	Maintain Competency of Cabin Crew Training Management Personnel
Have the cabin crew training management personnel completed the relevant training as documented in operator’s documentation?  

	ORO.GEN.210 - (d)

ORO.AOC.135 - (b)(2)(i)

AMC1 ORO.GEN.200(a)(1)(iv) - (a)

	
	
	
	

	1.3
	Awareness of Duties & Responsibilities 
Is the cabin crew training management personnel able to demonstrate an awareness of his/her duties and responsibilities as documented in the operator’s manual?

	ORO.GEN.210 - (e)

ORO.AOC.135 - (b)(2)(ii), (iii), (c)(2)

	
	
	
	

	2
	Oversight and Quality Control
	
	
	
	
	

	2.1
	Training Facilities and Devices
Has the operator established and implemented oversight processes to ensure training facilities, equipment, and devices accurately represent the applicable aircraft configuration and required equipment?


	AMC1 ORO.CC.115(c) – (b) 

	
	
	
	

	2.2
	Training records System
(a) Has the operator established and implemented a system for the management, control, retention, and retrieval of training records?


	AMC1 ORO.MLR.115

ORO.GEN.210 – (d) 

ORO.GEN.110 – (e)

ORO.GEN.220 – (a), (b)

	
	
	
	

	
	(b) Were all records accessible whenever needed within a reasonable time?


	AMC1 ORO.GEN.220 – (a)

ORO.MLR.115 – (d) 

	
	
	
	

	
	(c) Were all records organized to ensure traceability, retrievability and remain legible throughout the required retention period?


	ORO.GEN.220

AMC1 ORO.GEN.220 – (a), (b)

	
	
	
	

	
	(d) Did the records stored in a manner ensuring protection from damage, alteration and theft?


	ORO.GEN.220 

AMC1 ORO.GEN.220 – (c)

	
	
	
	

	
	(e) Did the computer system have at least one backup system and include safeguards against unauthorized access to data?


	AMC1 ORO.GEN.220 – (c), (d) 

	
	
	
	

	
	(f) Were all training, checking, and qualification records being updated, monitored and maintained?


	ORO.CC.215 – (b)(1), (2)

ORO.MLR.115 – (d) 
	
	
	
	

	
	(g) Was there a means for preventive measures to ensure cabin crew will not be assigned to duties when record was expired or invalid?


	ORO.CC.110 – (a)(3)
	
	
	
	

	2.3
	SEP and First AID Instructor/Evaluator
(a) What was the selection and appointment process?
(b) What was the qualification required? 
(c) What was the training required? 
(d) Were the applicable training elements for the instructor/evaluator completed?
(e) Did they receive recurrent training and checking?
(f) How to maintain their required competencies and standardization, qualifications and recency?
(g) Did their required training, checking and qualification records being maintained?
Note: Sampling SEP and First AID Instructor/Evaluator Training Record
	ORO.MLR.115 – (c)

CC.TRC.300

CC.TRC.305

ORO.GEN.210 - (d)

	
	
	
	

	2.4
	Cabin Crew CRM Instructor
(a) What was the selection and appointment process?
(b) What was the qualification required? 
(c) What was the training required?
(d) Were the applicable training elements for the instructor/evaluator completed?
(e) Did they conduct at least 2 CRM training events in any 12-month period?
(f) Were they assessed within the last 12 months of the 3-year validity period?
(g) Did they complete CRM instructor refresher training within the 3-year validity period?
(h) Did their required training, checking and qualification records being maintained?

Note: Sampling Cabin Crew CRM Instructor Training Record
	AMC3 ORO.CC.115(e) - (b), (c), (d), (e)

ORO.GEN.210 - (d)

ORO.MLR.115 – (c)

	
	
	
	

	3
	Document Control 
	
	
	
	
	

	3.1
	(a) Document Control Process
I. Has the operator established a documented process for document control?

(b) Document Control
I. Has the cabin crew training function identified and maintained a list of controlled documents relevant to cabin crew training?

II. Are controlled documents distributed and accessible in their most up-to-date versions to relevant personnel?

	ORO.GEN.200 – (a)(1)(v)

AMC1 ORO.GEN.200(a)(1)(v) – (b) 

ORO.MLR.100(a)

AMC1 ORO.MLR.100(a)


ORO.AOC.150
	
	
	
	 

	3.2
	Training Materials (including lesson plan, examination, etc.) 
(a) Were all training materials established and maintained according to the training programme and syllabus?
(b) Were all training materials reviewed and updated to ensure they cover required topics with the relevant targets to be achieved?
(c) Were the exam and assessment tools established to cover all required contents for checking to ensure adequate level of competencies?

 
	



	ORO.CC.115

Appendix 2 to Part CC

	
	
	
	 




S = Satisfied (compliance with regulatory requirements and adherence to operations manual (OM))
U = Unsatisfied (non-compliance with regulatory requirements and/or non-adherence to the OM)
N/A = Not Applicable (not applicable to the area of inspection)
Comment = Description (details of compliance, non-compliance or other information)

		Inspector Name:………………………………………………………………….………
		                      (………………………………….………..……………………….….)
		Position:…………………………………………….…………………………………………
Completed on:…………………………………………………………………………….
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