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[bookmark: _Toc473814417][bookmark: _Ref483813935][bookmark: _Toc484185250]Preamble	Comment by Riveros, Jose: relating to the use and applicability of the manual
All ICAO aviation training activities leading to the delivery of a certificate of completion or achievement with an ICAO emblem or programme logo should be planned, managed, and coordinated by the GAT Office, in order to ensure the efficient, effective, and harmonized implementation of the Training Policy and the adequate response to training needs of Member States, international and regional organizations, service providers, and other partners.	Comment by Riveros, Jose: SAI
This Training and Procedures Manual (TPM) has been issued to encompass the policies, processes and instructions adopted by the ICAO Global Aviation Training Office (GAT) and provide information on the operation of the TRAINAIR PLUS Programme (TPP) for the development and delivery of training. 
This manual sets forth the objectives and principles of TPP, and details the rules, requirements and processes related to the development and delivery of ICAO-harmonized Training Packages. It also addresses the administration and oversight of TPP, including competency requirements for various training professional levels, information processes, and quality assurance.
This manual, approved by C/GAT, is applicable to all aviation development and delivering training activities provided by GAT, training organizations that are members of the TRAINAIR PLUS Programme, and training organizations issuing a certificate of completion or a certificate of achievement with an ICAO emblem or an ICAO programme logo.


[bookmark: _Toc473814418][bookmark: _Toc484185251]Table of contents
1.	General	2
1.1.	Preamble	2
1.2.	Table of contents	3
1.3.	List of Appendices	5
1.4.	Policies	5
1.5.	Instructions	5
1.6.	Processes and procedures	6
1.7.	Amendment, revision and distribution of the manual	7
1.8.	Glossary of definitions and significant terms	10
1.9.	Acronyms	10
1.10.	Description of the structure and layout of the manual	11
1.11.	The GAT Office and the TRAINAIR PLUS Programme	13
1.12.	Scope of training	14
1.13.	Procedure ‎1‑3: Training Needs Assessment	15
1.14.	GAT Organization and names of the post holders	15
1.15.	Key operational personnel	17
1.16.	GAT’s internal and external liaison procedures	17
1.17.	Policy ‎1‑1: ethics and values	18
1.18.	TPP programme principles	19
1.19.	Quality system governance model	20
2.	Staff training and qualification	20
2.1.	Personnel selection	20
2.2.	Maintenance of performance standards	20
2.3.	Procedure ‎2‑1: training of GAT personnel	20
2.4.	Procedure ‎2‑2: qualifications of instructional personnel	21
2.5.	Procedure ‎2‑3: qualifications of developers and validators	22
3.	Training plan for Client Training Programmes 	22
3.1.	Introduction	22
3.2.	Client training programmes design and development	22
3.3.	Organization and code of conduct during course delivery.	23
3.4.	Procedure ‎3‑7: Trainees’ evaluation	24
3.5.	Procedure ‎3‑8: Post training evaluation	26
3.6.	Specific aspects for the training plan by course or training programme	26
3.7.	Client training programmes reporting	27
3.8.	Procedure ‎3‑9: Control of Nonconformities, Corrective and Preventive Action Procedure	27
3.9.	Procedure ‎3‑10: Reporting data management and data warehouse	29
3.10.	Online courses	31
4.	Hosting and delivery of ICAO training	31
4.1.	General aspects	32
4.2.	Instruction ‎4‑1: client responsibilities	32
4.3.	Procedure ‎4‑1: hosting and delivery of training by TPP Members	33
4.4.	Procedure ‎4‑2: GAT TPP support in sharing STP courses	35
4.5.	Procedure ‎4‑3: hosting and delivery of training by Non TPP Members	35
4.6.	Procedure ‎4‑4: hosting and delivery of training by GAT	37
4.7.	Procedure ‎4‑5: joint delivery of ICAO curses with the ROs or other ICAO Bureaus	37
4.8.	Instruction ‎4‑2: language of delivery of the courses	38
4.9.	Policy ‎4‑1: ICAO Publications & Copyrights	39
4.10.	Instruction ‎4‑3: course working arrangements	39
4.11.	Breakdown and task identification	40
5.	Records	40
5.1.	Policy ‎5‑1: paperless office environment	40
5.2.	Scope	41
5.3.	Responsibilities	42
5.4.	Procedure ‎5‑1: control and management of documented information	42
5.5.	Instruction ‎5‑1: security of records and documents	47
5.6.	Instruction ‎5‑2: GAT’s email inboxes	47
6.	Description of the facilities and equipment	48
6.1.	General-use facilities, including offices, stores and archives, and library or reference areas	48
6.2.	Training facilities and equipment	49
6.3.	Procedure ‎6‑1: coordination of training facilities and equipment for course deliveries	49
6.4.	Instruction ‎6‑1: facilities and equipment requirements when courses are delivered in the Client´s premises	50
7.	Scholarships	51
7.1.	Policy ‎7‑1: GAT scholarship	51
7.2.	Procedure ‎7‑1: GAT scholarships for ICAO training	52
8.	Appendices	52




[bookmark: _Toc484185252]List of Appendices
Appendix A GAT Organizational Chart	53
Appendix B Revised fees for the ICAO TPP activities and other training products and services	54
Appendix C Training Services Agreement (TSA)	56
Appendix D  ICAO Assembly Resolution A38-12, Appendix D	57
Appendix E  GAT - Regional Office or ICAO Bureau Course Hosting Requirements and Responsibilities	58
Appendix F  Training Project Document – Training Prodoc	59
Appendix G  Retention of records, nature and frequency of record check	60
Appendix H  ICAO Instructors qualification process	61
Appendix I  TPP e-report	62
Appendix J  Qualification Processes for ISD Validators	63
Appendix K  Working Arrangement between GAT and TCB	64
Appendix L  Terms of Reference for the ICAO Training Board  (ITB) and	65
Appendix M  ANB-GAT-ROs roles for GSI programme	66
Appendix N  Regional Office Manual (ROM) Part 6 – Global Aviation Training Office	67
Appendix O  Cooperative Framework between GAT Office and Monitoring and Oversight,	68
Appendix P  Student Discipline	69
Appendix Q  Functions and competencies of key operational personnel	70
Appendix R  Major Duties and Responsibilities of the instructors	75
Appendix S  Working arrangement for hosting and delivery of ICAO training	79
Appendix T  Check list and administrative information for participants	80
Appendix U  GAT training facilities and equipment	81
Appendix V  ICAO Training Scholarship Programme Application Form	83
Appendix W  Description of the TPP hosting and delivering process	84
Appendix X  GAT Operating Plan	85
Appendix Y  Reporting data collection	86
Appendix Z  Specifications for Data Warehouse Refresh Process for End Users	87
Appendix AA Table of ICAO-Harmonized Training Packages	88
Appendix BB GAT certificates’ coding	90
Appendix CC Finding report	91
Appendix DD Finding Tracking Table	92
Appendix EE Pricing	93
Appendix FF Pricing Policy	94
Appendix GG Assignments for GAT TPM Content	95
[bookmark: _Toc484185253]Policies
1.17.	Policy ‎1‑1: ethics and values	18
4.9.	Policy ‎4‑1: ICAO Publications & Copyrights	39
5.1.	Policy ‎5‑1: paperless office environment	40
7.1.	Policy ‎7‑1: GAT scholarship	51
[bookmark: _Toc484185254]Instructions 
1.16.1.	Instruction ‎1‑1: GAT internal liaison between training departments	17
1.16.2.	Instruction ‎1‑2: GAT external liaisons with other ICAO Bureaux/Offices	18
3.2.1.	Instruction ‎3‑1: general considerations for GAT training design and development	22
3.3.1.	Instruction ‎3‑2: students individual responsibilities and discipline	23
3.3.6.	Instruction ‎3‑3: duration of training periods	24
4.2.	Instruction ‎4‑1: client responsibilities	32
4.8.	Instruction ‎4‑2: language of delivery of the courses	38
4.10.	Instruction ‎4‑3: course working arrangements	39
5.5.	Instruction ‎5‑1: security of records and documents	47
5.6.	Instruction ‎5‑2: GAT’s email inboxes	47
6.4.	Instruction ‎6‑1: facilities and equipment requirements when courses are delivered in the Client´s premises	50
[bookmark: _Toc484185255]Processes and procedures
1.7.1.	Procedure ‎1‑1: amendment of the TPM	7
1.7.3.1.	Procedure ‎1‑2: distribution of the TPM	9
1.13.	Procedure ‎1‑3: Training Needs Assessment	15
2.3.	Procedure ‎2‑1: training of GAT personnel	20
2.4.	Procedure ‎2‑2: qualifications of instructional personnel	21
2.5.	Procedure ‎2‑3: qualifications of developers and validators	22
3.2.2.2.	Procedure ‎3‑1: development of STPs	23
3.2.2.3.	Procedure ‎3‑2: development of ITP	23
3.2.2.4.	Procedure ‎3‑3: development of RTCE ITP	23
3.2.2.5.	Procedure ‎3‑4: validation of CTPs	23
3.3.3.	Procedure ‎3‑5: disciplinary actions to the students	24
3.3.4.	Procedure ‎3‑6: changing of instructors	24
3.4.	Procedure ‎3‑7: Trainees’ evaluation	24
3.5.	Procedure ‎3‑8: Post training evaluation	26
3.8.	Procedure ‎3‑9: Control of Nonconformities, Corrective and Preventive Action Procedure	27
3.9.	Procedure ‎3‑10: Reporting data management and data warehouse	29
3.10.2.	Procedure ‎3‑11: delivery and management of online courses	31
4.3.	Procedure ‎4‑1: hosting and delivery of training by TPP Members	33
4.4.	Procedure ‎4‑2: GAT TPP support in sharing STP courses	35
4.5.	Procedure ‎4‑3: hosting and delivery of training by Non TPP Members	35
4.6.	Procedure ‎4‑4: hosting and delivery of training by GAT	37
4.7.	Procedure ‎4‑5: joint delivery of ICAO curses with the ROs or other ICAO Bureaus	37
5.4.	Procedure ‎5‑1: control and management of documented information	42
6.3.	Procedure ‎6‑1: coordination of training facilities and equipment for course deliveries	49
7.2.	Procedure ‎7‑1: GAT scholarships for ICAO training	52
[bookmark: _Toc473814419][bookmark: _Ref483813939][bookmark: _Toc468714418][bookmark: _Toc468728841]


[bookmark: _Ref484183639][bookmark: _Toc484185256]Amendment, revision and distribution of the manual 
[bookmark: _Toc484185362]Procedure ‎1‑1: amendment of the TPM
TPM should be amended or revised as necessary to ensure that the information contained is kept up to date:
on a regular basis (at least once a year);
after technology changes, e.g. the introduction of new equipment; and
after major events occurred in GAT and TPP (changes in our model of operation).
Periodic annual review of the TPM manual is carried out by M/TPP or the Focal Point (FP TPM) he/she delegates to ensure the continuing suitability of the manual to the standards and to GAT's activities.
A review report is annually prepared by the M/TPP and subject to review by the C/GAT.
In addition to annual reviews additional needs to review the TPM may arise due to external and internal events.
If changes in the TPM are in less than 10 pages, the effective date (revision) of such pages are changed to the new revision number and  revision date whilst keeping unchanged – the TPM manual edition number and issue date unchanged.
If changes are in 10 pages or more in one time then a new issue of the whole TPM is made whilst changing the edition number, the issue date, the revision number, and revision date of all pages.
[bookmark: _Ref483811284]This document may be amended only as authorized by the TRAINAIR PLUS Programme Manager and does not constitute an amended document without the approval of the C/GAT. 
[bookmark: _Ref483811286]Any proposal of changes that originate from the operative of the training services shall be submitted to M/TPP for review and preparation of the TPM amendment for approval of C/GAT. 
M/TPP or whom he/she delegates is responsible for introducing changes to the manual.
At each change, the management representative shall follow Procedure ‎5‑1: control and management of documented information
In all cases M/TPP or whom he/she delegates is responsible to ensure the update of the controlled copies of the TPM.
All amendments to the TPM must be recorded in the Amendment Index in order to ensure that document is duly preserved and to maintain its accuracy and effectiveness. 
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	Responsible Officer: 	TPP TPM responsible person
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	Approved by: 	C/GAT
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Distribution list 
[bookmark: _Toc484185363]Procedure ‎1‑2: distribution of the TPM
This document may be distributed to ICAO personnel only as approved by the TRAINAIR PLUS Programme Manager or the C/GAT. The Distribution List must be amended to reflect the complete list of individuals to whom this document has been distributed.
The TPM has to be distributed internally to all staff of the GAT office in pdf format by email. Managers of GAT Units shall receive the amended version of the TPM no later than one week of its approval and shall acknowledge receipt by email.
Manager TPP keeps the original approved and signed version of the TPM. Official pdf version of the document will be available for reference by GAT staff in the TPeMS under Administrator’s user.
At the discretion of C/GAT and M/TPP, TPM uncontrolled copies may be distributed to customers, potential customers, etc. nevertheless the M/TPP shall keep a master list for distribution copies.
Any copy of the manual is not considered eligible for use unless it is stamped on cover page and the list of effective pages by the stamp “Controlled”.
A copy number (control number) is assigned to each copy of the TPM manual; this control number is used to serve the control of TPM manual distribution.
Distribution List:
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[bookmark: _Toc473814420][bookmark: _Ref483813950][bookmark: _Toc484185257]Glossary of definitions and significant terms 
When the following terms are used in this manual or other related TRAINAIR PLUS documentation, they have the following meanings:
Course Developer: A training specialist who has completed a TRAINAIR PLUS Training Developers Course (TDC) and has the proven competencies to carry out TRAINAIR PLUS procedures for preparing a training package. Further details are set forth in the TRAINAIR PLUS Training Development Guide (Doc 9941).
International Consultant: Also referred to as an Expert, an International Consultant provides specialized expertise in the development of a Standardized Training Package (STP) to the Course Development Unit (CDU) of a Civil Aviation Training Centre (CATC).
Standardized Training Package (STP): A training package produced in accordance with the ICAO Training Development Guide (Doc 9941). 
ICAO Expert Validator: A training specialist who has completed the validator qualification process and has the required competencies to conduct an ICAO TRAINAIR PLUS 3-stage evaluation of an STP from development to approval.
ICAO Instructor: A training specialist who has completed the ICAO instructor qualification process and has the responsibility to deliver a given course to trainees in accordance with the standards defined for that course.
ICAO Training Expert: A training specialist who has completed an ICAO qualification process and is certified by ICAO to conduct ICAO training activities.
[bookmark: _Toc330391011][bookmark: _Toc478046942][bookmark: _Ref483813953][bookmark: _Toc484185258]Acronyms
ADDIE 	Analysis, Design, Development, Implementation, Evaluation
ANB	Air Navigation Bureau of ICAO
ATD	Aviation Training Directory
CAA	Civil Aviation Authority 
CAP	Corrective Action Plan
CATC	Civil Aviation Training Centre
CD	Course Developer
CDU	Course Development Unit
ICAO	International Civil Aviation Organization
IQCD	ICAO Qualified Course Developer
ISD	Instructional Systems Design
FP TPM	Focal Point for the TPM
LDCs	Least Developed Countries
SARPs	Standards and Recommended Practices
STP	Standardized Training Package
TDC	Training Developers Course
TDG	TRAINAIR PLUS Training Development Guideline Doc 9941
TIC	Training Instructors Course
TMC	Training Managers Course
TPeMS	TRAINAIR PLUS electronic Management System
TPOM	TRAINAIR PLUS Operations Manual
TPM	TRAINAIR PLUS Training and Procedures Manual
TPP	TRAINAIR PLUS Programme
TPSC	TRAINAIR PLUS Steering Committee
[bookmark: _Toc473814421][bookmark: _Ref483813964][bookmark: _Toc484185259]Description of the structure and layout of the manual 
This manual has been prepared in order to support the training development and delivery activities performed by GAT. It sets the policies and procedures to develop and deliver training. This document is divided into 7 parts:
PART 1: General aspects,
contains information relating to the use and applicability of the TPM, aspects for its understanding such as description, glossary, acronyms, index of content, processes for its amendment, revision and distribution;
outlines general aspects of the GAT office and the TPP programme including vision, mission, objectives, and the scope of the authorized training as established by the ICAO Training Policy;
describes the Training Needs Assessment web-based tool developed by GAT, defines the procedure for registration, evaluation and acceptance of request for using the tool, as well as the procedure to follow for executing the TNA;
presents the organization of the GAT office and information about the qualifications, responsibilities and succession of command of management and the key operational personnel;
lists the existing GAT’s internal and external liaison procedures, and existing documents between GAT and other ICAO Bureau/Offices related with training development and delivery  which shall be considered and followed in the operation;
refers the ICAO ethics and values that all GAT staff must abide, the principles that govern the TRAINAIR PLUS Programme and the GAT quality system governance model 
PART 2: Staff training and qualification, 
contains information and procedure relating to the maintenance of performance standards of the GAT staff;
refers processes and procedures for the qualification of instructors, developers and validators, which are the main experts supporting the GAT office in development and delivery of ICAO training.
PART 3: Training plan for ICAO harmonize training programmes (client training programmes), 
Client training programmes cover each individual training programme developed and conducted by GAT, or any of the TPP Members for the customers, and consist of a training plan, a practical training syllabus and a theoretical knowledge syllabus, if applicable.
This chapter covers the approved provisions for the following components of the Training Plan for ICAO harmonize training programmes:
Evaluation of the training effectiveness including rules and processes for authorization of test, progress and mastery tests, remediation training, retest and test reports .
Post training evaluation resources, tools developed and implement by the TRAINAIR PLUS programme and the procedure to follow for conducting and submitting to GAT.
Organization and code of conduct during course delivery, discipline rules and disciplinary actions.
Definition of other aspects to include in the standard content of training plans which shall be outlined in the TPeMS course profile and in the Working Arrangements of each course. 
Processes, procedures and requirements for reporting and documentation of training deliveries. 
Reporting data management, control of nonconformities, corrective and preventive action procedure and data warehouse.
Instructions and procedures to apply for design, development and recognition of ICAO-harmonized training packages.
Information about the Learning Management Systems (LMS) used by GAT and the procedure for the delivery and management of online courses.
PART 4: Hosting and delivery of ICAO training,
sets forth the rules, instructions, procedures and requirements related to the hosting and delivery of ITP courses to both TRAINAIR PLUS (TPP) and non-TPP Members, including the statement of client responsibilities.
outlines the procedure for supporting the TPP members in the consecution and recruitment of instructors when TPP Members order other Members’ STPs.
provides instructions regarding the establishment and use of the Training Service Agreement (TSA) and Annexe(s) to the TSA called Training Project Document(s) (Training Prodoc(s)).
outlines the procedures for hosting and delivery of training by GAT alone and when is conducted  jointly with the Regional Offices or other ICAO Bureaus.
establishes the language exigencies for delivering and attending ICAO courses, including the case when the course is requested to be conducted in a different language from the language of the course.
refers the ICAO Policy ‎for Publications & Copyrights that shall be obeyed by the clients in the use of the ICAO name, emblem, documents and course material.
states the considerations for the definition of Working Arrangements for the delivery of ICAO recognized training packages.
PART 5: Records,
establishes the policy for paperless office environment, states the categorization of GAT office documents, the responsibilities over the records and the procedure for control and management of documented information.
refers the instructions regarding security of records and documents
defines the GAT email boxes, their purpose, instructions for their use and responsible owners. 
PART 6: Description of the facilities and equipment,
describes the existing facilities and equipment at ICAO HQ and TCB premises that can be used for training activities and the process to follow to request their availability and maintenance.
sets forth the minimum requirements for facilities and equipment that the client shall provide when the ICAO recognized courses are delivered in their premises. 
PART 7: Scholarship,
states the policy, terms and process for awarding scholarship to attend training courses and programmes organized by ICAO or TPP members. 
The TPM has a modular structure. Each chapter covers one topic or process and its related procedures. 
[bookmark: _Toc468714433][bookmark: _Toc468728856]The TPM has the following numbering:
Chapters (numbered with one digit, example: ‎3)
Sections (numbered with two digits, example ‎4.7)
Sub-sections (numbered with three digits, example ‎4.8.2)
Paragraphs (numbered with four digits, example ‎4.8.2.3)
Sub-paragraphs (numbered with five digits, example ‎4.8.2.3.1)
This manual is designated by its reference number (Doc XXXX-01) which is uniquely assigned to this document.
Each page of the manual carries an edition number, a revision number, last revision date, a section number, and a page number.
[bookmark: _Ref483813979][bookmark: _Toc473814422][bookmark: _Toc484185260]The GAT Office and the TRAINAIR PLUS Programme
GAT Vision
Lead Human Resources Development in aviation
GAT Mission
Establish coordinated, effective and efficient mechanisms to support the development of human resources in aviation, appealing to Member States and the industry.
GAT TPP General Objective
The GAT and its TRAINAIR PLUS Programme goal is to improve the safety and efficiency of air transport through the establishment, maintenance and monitoring of high standards of training and competency of aviation personnel on a world-wide basis and in a cost-effective manner. 
GAT TPP specific objectives
promote the implementation of an affordable competency-based approach for aviation training; 
streamline and facilitate the global implementation and the development  of the TRAINAIR PLUS methodology used in ITPs and STPs;
coordinate and supply technical support for the training of course developers;
provide quality control throughout the STP development process; and
operate an international sharing system and cooperative training network for ICAO recognized training packages.
[bookmark: _Ref483813982][bookmark: _Toc484185261]Scope of training 
The scope of ICAO training may encompass all aviation-related areas, but will mainly focus on the development of courses in areas in which ICAO has the intellectual property, such as Global Plans, Standards and Recommended Practices (SARPs), guidance material, global safety, air navigation issues, Procedures for Air Navigation Services (PANS), air transport policies, guidance material, in order to assist States, aviation industry and aviation professionals with the implementation of these provisions and the rectification of identified deficiencies.
TPP aims to train competent personnel in the aviation industry to operate, manage and maintain current and future air transport system at prescribed international standards for the following areas:
Aerodromes
Air Transport
Environment
Air Navigation Services
Flight Safety and Safety Management
Security and Facilitation
ICAO - Recognized courses
The ICAO portfolio of training packages are either developed by ICAO, TRAINAIR PLUS Members or partners. A training package comprises training material produced in accordance with a competency-based methodology, based on the Training Development Guide, Competency-based Training Methodology (Doc 9941). Each training package contains necessary instructional materials for trainees and instructors. 
Listed below are training packages that qualify for ICAO recognition:
ICAO Training Package (ITP): A competency-based training course developed by ICAO, or an RTCE in cooperation with ICAO, in compliance with ICAO Doc 9941, focusing on the implementation of ICAO SARPs and guidance material;
Standardized Training Package (STP): A competency-based training course developed by a TPP Full Member or an Associate Member for its first STP, in compliance with the ICAO Doc 9941, focusing on operational practices, using national regulations and procedures, and/or industry requirements;
Compliant Training Package (CTP): An existing course adapted to comply with ICAO Doc 9941, focusing on operational practices, using national regulations and procedures, and/or industry requirements, referencing ICAO SARPs and guidance material; and
Partnership Training Package (PTP): A training or educational programme in aviation developed within the framework of a partnership agreement with a Corporate Member or an industry partner. This package will be established or pursued when it is determined that the training activity fulfils the following criteria:
fully complies with ICAO SARPs and policies;
helps to achieve the objectives of ICAO’s aviation training programme;
complements existing ICAO aviation training activities; and
represents a significant contribution to the aviation community.
[bookmark: _Ref484087480][bookmark: _Toc484185262][bookmark: _Toc484185364]Procedure ‎1‑3: Training Needs Assessment
Needs Analysis (NA) is the orderly processes of identifying the difference that exist between actual and desired work performance, and ways to eliminate them. It becomes a Training Needs Analysis (TNA) when used more specifically to confirm the role of training to improve performance.
The International Civil Aviation Organization (ICAO) created a website for Training Needs Assessment (TNA) to help Members assess their needs for training. It is therefore intended for organizations dedicated to air transportation within ICAO Member States that want to confirm how training can help address job performance issues.
Each TNA project should address a single and well-defined problem. While more than one job can be investigated during the same TNA, it is recommended to only investigate one job at a time to avoid confusion.  Users can conduct more than one TNA with the same account.
Steps to the TNA Process:
Initiate
Prepare
Gather data
Analyze
[bookmark: _Toc473814423][bookmark: _Ref483813996][bookmark: _Toc484185263]GAT Organization and names of the post holders 
ICAO has an important role to play in ensuring that the civil aviation community and especially States have access to the pool of qualified professionals needed to support the safe, secure and sustainable development of air transport. ICAO defines training Standards and encourages States to harmonize their training programmes to enhance their aviation personnel’s capabilities to the highest possible level.
In 2013, the 38th Session of the ICAO Assembly adopted Assembly Resolution A38-12, Appendix D, to address the scope of ICAO training activities. The Assembly mandated ICAO to assist Member States in achieving and maintaining competency of aviation personnel through ICAO training programmes. 
In line with this Assembly Resolution, the ICAO Civil Aviation Training Policy was subsequently endorsed by the Council in the 202nd Session and updated on 25 May 2016 with the objective of supporting human resources development of Member States to ensure they have access to a sufficient number of qualified and competent personnel. The 39th ICAO Assembly unanimously supported the ICAO Civil Aviation Training Programme and Capacity Building in Aviation including the priorities for the next triennium.
The ICAO GAT Office, established in January 2014, is the focal point of contact for all ICAO training related activities. It is responsible for the planning, management and coordination of all ICAO aviation training activities ensuring the efficient, effective and harmonized implementation of the ICAO Training Policy.
[bookmark: _Ref479668561]GAT office manages training in an orderly sequence starting with the assessment of training organizations to evaluate the level of accomplishment with international standards; continues with the standardization of the design and development of course material in three stages: analysis, design and production, identifying training needs and permanent cycle of evaluation. 
[bookmark: _Ref480895262]As illustrated in the Appendix A, “GAT Organizational Chart”, the GAT Office comprises three units supporting all training processes: TRAINAIR PLUS Programme (TPP), Training Design and Development (TDD), and Training Assessments and Consultancy (TAC).
[bookmark: _Ref480473487]The Training Design and Development Unit (TDD) is responsible for the design of all ICAO-recognized Training Packages in compliance with the TRAINAIR PLUS Training Development Guide Competency-based Training Methodology (Doc 9941).
Responsibilities include, but are not limited to, the following:
manage the development, validation and evaluation of ICAO courses;
manage the development and validation of ITPs in collaboration with RTCEs;
manage the development and validation of the Compliant Training Packages;
manage the implementation of the Partnership Training Packages; and
manage the qualification process of ICAO qualified instructors and ISD validators.
The Training Assessment and Consultancy Unit (TAC) is responsible for managing all activities related to TRAINAIR PLUS assessment. Responsibilities include, but are not limited to, the following: 
plan and conduct assessments of CATCs using reference documents;
conduct and coordinate training needs analysis with CATCs, States and other stakeholders to ensure their compliance with ICAO requirements;
provide advice to States, aviation industry and training institutions on ICAO provisions regarding training requirements;
support CATCs in the implementation of their Corrective Action Plan(s) (CAPs) resulting from the assessments and in the development and implementation of a quality system to ensure their ability to deliver quality training; and
manage direct communication forums for the CATCs, the States and the industry through the organization of events such as workshops and global and regional symposiums. 
[bookmark: _Ref480473494]TRAINAIR PLUS Programme
TRAINAIR PLUS is a cooperative network of training organizations and industry partners working together to develop and deliver ICAO-recognized training packages. The mission of the TRAINAIR PLUS Programme is to improve safety and efficiency of air transport and establish, maintain, and monitor high standards of training and competency of aviation personnel on a worldwide basis and in a cost-effective manner. ICAO's TRAINAIR PLUS Programme promotes training collaboration for the purpose of providing safe, secure, and sustainable development of global air transport. Launched in 2010, the TRAINAIR PLUS Programme:
benefits from more than 25 years of experience and expertise from its predecessor programme, the TRAINAIR Programme, in the fields of training development and sharing, capacity building, as well as instructional delivery;
provides valuable ICAO support to its Member States and the aviation industry through the implementation of high-quality standards in civil aviation training and capacity-building; and 
assists in implementing sustainable human resources development strategies, consistent with ICAO Assembly Resolution A38-12, Appendix D, Qualified and Competent Aviation Personnel.
The list of potential candidates includes but is not limited to training arms of civil aviation authorities, airlines, airports, and maintenance organizations; private training organizations recognized by the State where they are located; and training centres involved in any specialized aviation-related safety training.
The TPP is based on three inter-related tools:
development of standardized training material; 
establishment of an international sharing mechanism of training courses; and 
creation of an international sharing network between public as well as private centres.
The TPP addresses all fields of civil aviation activities, from basic equipment and systems training supporting new implementation projects, to graduate level courses for a variety of civil aviation professionals. Member States, international and regional organizations, airlines, airports, air navigation service providers, manufacturers, training and education providers and development organizations may be part of the TPP.
[bookmark: _Toc473814424][bookmark: _Ref483814002][bookmark: _Ref448820167][bookmark: _Toc484185264]Key operational personnel 
The GAT office is managed by the C/GAT who reports to the Secretary General. As outlined in ‎1.14.6, the GAT Office comprises three units supporting all training processes: TPP, TDD and TAC. Directly involved and responsible for training development and training delivery are the TDD and the TPP units. Each member of the GAT key staff is assigned specific responsibilities as described below and may act as a focal point for the processes involved in the operation.	Comment by Riveros, Jose: Qualifications, responsibilities and succession of command of management and key operational personnel

Description of the functions and competencies of key operational personnel is outlined in Appendix Q.
[bookmark: _Toc478047099]Major duties and responsibilities of the instructors is outlined in Appendix R and the process for their qualification in the Section ‎2.4, “Procedure ‎2‑1: training of GAT personnel”.
[bookmark: _Toc478047012]Expected results for the key personnel and all the GAT staff are stablished annually and presented in the GAT Operating Plan, Appendix X.
[bookmark: _Ref480472374][bookmark: _Ref483814012][bookmark: _Toc473814427][bookmark: _Toc484185265]GAT’s internal and external liaison procedures 
[bookmark: _Toc484185351]Instruction ‎1‑1: GAT internal liaison between training departments 
TDD Unit is in charge of the development of the courses and the TPP Unit of their delivery. Detail of the responsibilities of TDD and TPP are outlined in sub-sections ‎1.14.7 and ‎1.14.9 respectively. 	Comment by Riveros, Jose: Check furter the TPP responsibilities
TDD is responsible for the development of Materials. Once approved by TDD and the corresponding technical sections at ICAO, Manager TDD will forward the final Materials to Manager TPP. Manager TPP will contact the focal point for the corresponding course to upload the final Materials in the TPeMS. 
[bookmark: _Toc484185352]Instruction ‎1‑2: GAT external liaisons with other ICAO Bureaux/Offices
Coordination frameworks addressing operational activities, specific needs, training projects, or training products, such as the Universal Safety Oversight Audit Programme (USOAP) Computer-based Training and Aviation Security Training Centres (ASTCs), should be established between the GAT Office, Bureaux and Regional Offices, in conformance with the Training Policy.	Comment by Riveros, Jose: SAI
Correspondingly, the following liaison documents between GAT and other ICAO Bureau/Offices related with training development and delivery has been approved and shall be followed:
Working Arrangement between GAT and TCB for Customized Solutions to Member States in Support of Technical Assistance and Technical Cooperation projects with training components (Appendix K).
Terms of Reference for the ICAO Training Board  (ITB) and  ICAO Training Working Group (ITWG) (Appendix L).
ANB-GAT-ROs roles for GSI programme (Appendix M).
Regional Office Manual (ROM) Part 6 – Global Aviation Training Office (Appendix N)
Cooperative Framework between GAT Office and Monitoring and Oversight, Air Navigation Bureau (MO/ANB) on the Management of the USOAP-CBT (Appendix O)
[bookmark: _Toc473814426][bookmark: _Ref483814024][bookmark: _Toc473814433][bookmark: _Toc481068072][bookmark: _Toc484185266][bookmark: _Toc484185347]Policy ‎1‑1: ethics and values
The ICAO Framework on Ethics was adopted by the Council (as Annex 1 to the Service Code) at its 193rd Session with an effective date of 1 January 2012. The goal of the framework is "to provide standards leading to a fully operational ethics function within ICAO that is designed to ensure an understanding by all staff members of minimum acceptable standards of behaviour."
The ICAO Service Code (including Annex 1) constitutes the primary legal basis for the Framework, and aims to ensure the clear communication of ICAO's ethical values to all staff members, describing both their rights and obligations under the Framework. 
The ICAO Standards of Conduct at the Appendix to Staff Rule 101.1 (formally known as PI/1.4) set out the key principles and values by which all staff members must abide. These are based upon the 2001 ICSC Standards of Conduct . The latest July 2013 ICSC Standards have no substantive differences.http://intranet.icao.lan/osg/Ethics/Documents/ICSC Standards of Conduct 2013.pdf
The Procedures in Relation to the ICAO Framework on Ethics are detailed at PI/1.6 (Personnel Instructions). ICAO Core Values and Principles, further information and ethics related documents are located in the following page of the ICAO Intranet: http://intranet.icao.lan/osg/Ethics/Pages/Overview.aspx 
[bookmark: _Ref483814026][bookmark: _Toc484185267]TPP programme principles 
In line with the above referred ICAO Policy for ethics and values, the TPP and related activities are governed by the following principles: cooperation, timeliness, quality, value recognition, professionalism, accountability, transparency fairness, consistency and cost recovery.
Cooperation: The TPP is a cooperative system that seeks to benefit as many CATCs as possible through the sharing and transfer of knowledge and technical expertise throughout the aviation community on a worldwide basis.
Timeliness: The TPP delivers timely, relevant information and training to its Members at all times.
Quality: Internal quality control and quality assurance processes are established and implemented by the GAT Office to the systematic and objective delivery of all products of the TPP and enhance customer satisfaction.
Value recognition: While new cost-recovery mechanisms have been introduced, the Programme offers value to Members by providing courses that are material dependent and fully validated by skilled, competent expert validators.
 Professionalism: TRAINAIR PLUS activities, including delivering training courses, developing STPs and performing assessments, are conducted by appropriately qualified experts.
Accountability: TRAINAIR PLUS Members are accountable for the quality of the course material they offer to other Members under the supervision of the GAT Office. While the new STP development system is structured to be more autonomous, Members must ensure that their STPs are current, in order to remain in good standing.
Transparency: All methodological aspects of the Programme, including the assessment process, are available to interested CATCs and parties; however, individual assessment results are kept confidential between ICAO, the assessed CATC and the CAA of the concerned State.
Fairness: The TPP promotes fairness in all aspects of its activities, from evaluation of facilities during the Associate Membership assessment process, to the sharing of STPs available through the TRAINAIR PLUS Library.
Consistency: TRAINAIR PLUS assessments are conducted in a consistent and objective manner through the training and approval of assessors, the provision of guidance material contained in this manual, and the application of internal quality control processes. While individual Members are responsible for updating their STPs, the Programme reserves the right to eliminate STPs that are not current. Although the owner retains the rights to the course material, the course will no longer be considered an STP.
Cost recovery: The TPP is operated on a cost-recovery basis, with all technical support costs covered by Members.
[bookmark: _Ref483814031][bookmark: _Toc484185268]Quality system governance model
Quality policy 
GAT Office provides products and services that exceed the requirements and expectations of the customers to support the human resources development strategies established by Member States and aviation community and will actively pursue quality improvements through : 
continually improving the effectiveness of the quality management system
documenting and measuring quality objectives and targets through internal audit and GAT Management Review Board
providing human resource development product and services in accordance with the requirements of the customers
promoting awareness of quality principles and practices and their importance among GAT personnel
[bookmark: _Toc484185269]Staff training and qualification 
[bookmark: _Ref483814045][bookmark: _Toc468714434][bookmark: _Toc468728857][bookmark: _Toc473814434][bookmark: _Ref479769108][bookmark: _Ref479769137][bookmark: _Toc484185270]Personnel selection	Comment by Riveros, Jose: MTPP
[bookmark: _Ref483814056][bookmark: _Toc484185271]Maintenance of performance standards
In accordance with the Administrative Instructions on the ICAO Learning and Development Programme and related Implementation Arrangements and Procedures approved by the Secretary General (http://intranet.icao.lan/HRB/Pages/PolicyStrategy_others.aspx), Bureaus/Offices shall submit their priority training  needs/plans  to ADB to facilitate the preparation and approval processes for the annual Organization-wide training plan.
In accordance with ICAO Staff Regulation 4.43, the Organization is required to encourage staff development and facilitate the acquisition of new skills and competencies, as well as updated knowledge, required to perform critical  tasks  linked to the objectives of the Organization.  
[bookmark: _Ref481159585][bookmark: _Toc484185272][bookmark: _Toc484185365]Procedure ‎2‑1: training of GAT personnel
Staff Rule 104.39 stipulates that all staff are to set a minimum target of five days for training and learning per year.
Each year, through their own PACE report starting from 2015, C/GAT and Manager of Units are to be held accountable:  
for themselves,  to meet the five-day training target, which shall include relevant management development training; and 
for ensuring that the staff under their supervision have met the minimum 5-day target for training. 
Consequently, for planning purposes, all supervisors and staff are to be requested to clearly identify their development needs and related training requirements for the year in the planning phase (Part A) of their PACE report.
The five-day training target should be met using a variety of in-person and on-line options available to staff, taking into account cost-effectiveness and availability of funds.
At the end of the year, compliance reports will be prepared, by Bureau/Office, and by individual staff for review by management.
Preparation and submission of training plans
Bureaus/Offices shall compile their respective training requests (listed in priority order)  in a comprehensive training plan (on the template provided by ADB for this purpose), reflecting the specific training required to meet their organizational/programme needs, as well as the individual learning/development needs discussed with their staff.
Bureaus/Offices shall submit their priority training needs/plans to ADB in the last quarter of each year preceding the year of scheduled implementation, by the deadline date communicated each year. The plan shall include, inter alia, specific information on the learning objectives/business needs, the number of participants, recommended supplier(s), location(s), date(s), and estimated costs of training.
[bookmark: _Toc473814435][bookmark: _Ref480895674][bookmark: _Ref480895686][bookmark: _Ref483491143][bookmark: _Ref483814074][bookmark: _Toc484185273][bookmark: _Toc484185366]Procedure ‎2‑2: qualifications of instructional personnel 
All ITPs and R-ITPs have to be delivered by ICAO qualified instructors. The number of instructors required for each delivery and the corresponding number of trainees are outlined in the course profile in the TPeMS or the Working Arrangement of each course.
The TDD Unit is responsible for the selection and qualification of instructors for the delivery of ITPs and R-ITPs. The process and the general requirements for becoming ICAO qualified instructor are stablished and detailed in the ICAO Instructor qualification process (Appendix H). 
Up to date version of the qualification process document and the online application to become qualified instructor is located in the following webpage: http://apps.icao.int/gatapps/instructorApp/. 
The selection and training of applicants is conducted by the GAT Office in coordination with the relevant Bureaux responsible for the area addressed by the instructor qualifications in order to validate subject-matter expertise of the applicant.
Bureaux and Regional Offices should coordinate with the GAT Office for the training and qualification of their staff and consultants supporting ICAO's training programme.
The GAT Office manages the qualification, currency and records of all ICAO-qualified instructors using the TPeMS.
Qualification and currency of instructors for delivery of STPs, CTPs and PTPs shall be handled by the training centers proprietaries of the Training Packages.
[bookmark: _Toc473814436]Initial and recurrent training programmes 	Comment by Riveros, Jose: paragraph 6.4 of Appendix 2 to Annex 1:	The training organization shall ensure that all instructional personnel receive initial and continuation training appropriate to their assigned tasks and responsibilities. The training programme established by the training organization shall include training in knowledge and skills related to human performance. including awareness training with respect to their responsibilities within the ATO’s system governance processes
Initial and recurrent training for keeping the currency of ICAO qualified instructors is responsibility of the instructors themselves in the case they are not part of the GAT staff. 
For instructors that are part of the GAT staff considerations referred in the above section ‎2.1 will apply.
[bookmark: _Toc473814438]Procedures for proficiency checks and upgrade training for instructors and their upgrade to lead and senior instructors is established in the document: “ICAO Instructors qualification process” (Appendix H) which could be downloaded from the following website: https://www4.icao.int/tpems/InstructorApplication/Create .
[bookmark: _Ref483814081]The coding for definition of the reference number for the GAT certificates (instructors, validators, assessors and participants to the courses) are defined in Appendix BB.
[bookmark: _Ref484099083][bookmark: _Toc484185274][bookmark: _Toc484185367]Procedure ‎2‑3: qualifications of developers and validators 
Procedures for qualification, proficiency checks and upgrade training for candidates to become developers and their upgrade to CATC validators and ICAO validators is established in the documents: “Qualification Process for CATC ISD Validators” and “Qualification Process for ICAO ISD Validators”  (Appendix J) which is available in the following link: http://www.icao.int/training/Pages/TPP-Validator-Qualification.aspx  
The coding for definition of the reference number for the GAT certificates (instructors, validators, assessors and participants to the courses) are defined in Appendix BB.
[bookmark: _Toc481068073][bookmark: _Ref483300429][bookmark: _Ref483399753][bookmark: _Toc484185275]Training plan for Client Training Programmes 	Comment by Riveros, Jose: Client training programmes cover each individual training programme conducted by the training organization for its customers and consist of a training plan, a practical training syllabus and a theoretical knowledge syllabus, if applicable, as described in 3.1, 3.2 and 3.3
Details of the initial and recurrent training programmes for all personnel as required by paragraph 6.4 of Appendix 2 to Annex 1, including awareness training with respect to their responsibilities within the ATO’s system governance processes (see Appendices B and D for details on QS and SMS respectively)
[bookmark: _Ref480472362][bookmark: _Toc473814439][bookmark: _Ref464199946][bookmark: _Toc468714439][bookmark: _Toc468728862][bookmark: _Toc484185276]Introduction
TPP’s training programme follows competency-based training methodologies. The cornerstone to TPP´s training programme is a detailed and accurate job/task analysis. It is from that analysis that the critical competency elements and units are derived, which are then subjected to instructional systems design (ISD) methodologies. 
As part of this  process every training program is covered in a detailed training plan to achieve the training objective. The training plans are entered into the TPeMS as part of the development process of the ICAO recognized training packages. 
STPs constitute the core of the TPP sharing mechanism to enhance the standardization and reduce the cost of training in technical and operational fields. TPP Members can purchase and implement other Members’ STPs. Owners of STPs will be financially rewarded for each implementation of their STP. Since this approach is standardized among all Members, an STP produced by one Member can be used by any other Member with minor adaptations. ICAO facilitates the sharing of STPs via the Themes.
The following common standard provisions of the Training Plan will apply for all ICAO harmonized training courses:
[bookmark: _Ref483816760][bookmark: _Ref480472366][bookmark: _Ref483814093][bookmark: _Toc484185277]Client training programmes design and development 
[bookmark: _Toc484185353]Instruction ‎3‑1: general considerations for GAT training design and development
Instructional Systems Design (ISD) methodologies in the development and delivery of ICAO training activities are applied to ensure all processes of analysis, design, development, implementation, and evaluation of training courses. 	Comment by Riveros, Jose: training programme design and development, including the need for programme validation and review in accordance with Chapter 3, 3.6 and 3.8 of this manual, as well as the outsourcing of training programme development to third-party providers in accordance with Chapter 8 of this manual
The design and development of ICAO training courses should be addressed by TDD, as a joint effort between Subject Matter Experts (SMEs) from Bureaux and Regional Offices, and training specialists from the GAT Office and training organizations.
According to the ICAO Training Policy, the application of Instructional Systems Design (ISD) methodologies in the development and delivery of ICAO training activities is essential to ensure that all processes of analysis, design, development, implementation, and evaluation of training courses are appropriately addressed. A detailed application of ISD is contained in ICAO Doc 9941 and supported by the Training Developers Course (TDC) managed by the GAT Office.	Comment by Riveros, Jose: SAI
ICAO-harmonized training packages should be developed by course developers who have successfully completed the ICAO TDC or an educational programme addressing the design and development of competency-based training acceptable to the GAT Office. In addition, all courses should be validated by qualified validators according to procedures established by the GAT Office.	Comment by Riveros, Jose: SAI
GAT TDD Unit shall manage the qualifications and currency of course developers and validators participating in the development of all harmonized training packages, in addition to the assignment of those working on ITPs developed by ICAO.
Courses developed or recognized by ICAO should comply with the ICAO methodology detailed in Doc 9941. These courses, named ICAO-harmonized training packages, are classified in the following four categories that complement each other:
ICAO Training Packages (ITPs) developed by ICAO or Regional Training Centres of Excellence (RTCEs) in cooperation with ICAO;
Standardized Training Package (STPs) developed by TRAINAIR PLUS Members;
Compliant Training Packages (CTPs) developed by TRAINAIR PLUS Members;
Partnership Training Packages (PTPs) developed by an ICAO partner such as an international organization, a university, etc.
Processes
All details and processes related with the development and recognition of the ICAO-harmonized training packages are established in the Secretariat Administrative Instructions on the Implementation of the ICAO Civil Aviation Training Policy and the TPOM.	Comment by Riveros, Jose: TDD
[bookmark: _Toc484185368]Procedure ‎3‑1: development of STPs
As per the TPOM Chapter 5: Standardized Training Packages (STPs)
[bookmark: _Toc484185369]Procedure ‎3‑2: development of ITP
As per the TPOM Chapter 6: Guidelines for ICAO Training Package (ITP) development and validation, 
[bookmark: _Toc484185370]Procedure ‎3‑3: development of RTCE ITP
As per the TPOM Chapter 6: Guidelines for ICAO Training Package (ITP) development and validation, 
[bookmark: _Toc484185371]Procedure ‎3‑4: validation of CTPs
As per the TPOM Chapter 7: Guidelines for Compliant Training Package (CTP) recognition
[bookmark: _Ref483814105][bookmark: _Ref481677681][bookmark: _Ref481677538][bookmark: _Toc484185278]Organization and code of conduct during course delivery.
[bookmark: _Ref484099656][bookmark: _Toc484185354][bookmark: _Ref481677684]Instruction ‎3‑2: students individual responsibilities and discipline
The student discipline is one of the main factors to ensure the high standards of training in the organization. Before being enrolled the student shall be made aware of the provisions related in Appendix P, “Student Discipline” which must obey when attending the course.
[bookmark: _Ref481677633][bookmark: _Ref481677573][bookmark: _Toc484185372]Procedure ‎3‑5: disciplinary actions to the students
The organization shall have the right to take any disciplinary action against a student who violates the rules and regulations. He/she shall be subject to disciplinary measures including suspension or termination of the training.
In any case of violation of rules and/or regulations, Manager TPP and the instructor proceed over a disciplinary consultation that takes into consideration the nature of the violation and accordingly the application of the following escalated of disciplinary actions:
First step of disciplinary action is verbal warning to the student.
Second step of disciplinary action is a short-term suspension of a student.
Third step of disciplinary action is termination of the training of a student.
All disciplinary actions taken against a student shall be recorded in the student’s file.
In case of short term suspension, the maximum days a student is suspended is one fifth consecutive days of the duration of the course.
A severe violation (for example involving alcohol and drugs) will necessitate going directly to the third step of disciplinary action without having to go through the leaner steps.
[bookmark: 2.1.4.2_Alcohol]Trainee must be advised in writing of any intention to suspend or terminate his training. Details of a student’s suspension shall be recorded in the trainee training file. 
[bookmark: _Toc484185373]Procedure ‎3‑6: changing of instructors
In case of incapacity of the selected instructor, the TPP Manager shall select another qualified instructors.
Changes of instructors has to be approved by M/TPP and shall be accomplished only under exceptional basis and due to events of force majeure duly justified and documented.
Change of instructor could be considered only for courses with duration of two weeks or more, an in any case no more than one instructor per week of duration of the course.
[bookmark: _Toc484185355]Instruction ‎3‑3: duration of training periods
Duration of the class-hours should be 45 min with a maximum optimum number of 8 class hours per day divided into two periods separated by one clock-hour lunch. Maximum number of class-hours per week shall be 40.
[bookmark: _Ref484099283][bookmark: _Ref484099818][bookmark: _Toc484185279][bookmark: _Toc484185374]Procedure ‎3‑7: Trainees’ evaluation
The GAT Office is responsible for conducting an evaluating of training effectiveness that includes the four levels: reaction, learning, behaviour, and results or impact. A summary of the results of these evaluations should be included in the yearly statistical report to the Council. Other Bureaux and Regional Offices may have access to information required for their programmes and presentations.	Comment by Riveros, Jose: SAI
Regular and mid-term progress test are organised. This procedure is intended to check and verify the student capability in maintaining the appropriate level of understanding and competency in order to reach with success the end  of the course.
[bookmark: _Ref480286868]Trainees must attend minimum XX% of all the classes and get an average score of 80% or more to pass the course. Correspondingly,  trainees who successfully pass the course will be granted a certificate of successful completion of the course and certificates of attendance will be issued for participants who fail and attended minimum XX% of all the classes. 
The certificates will be generated automatically by the TPeMS with the signature of the accountable manager of the training centre and C/GAT. These certificates will have a unique identifier to allow adequate identification and follow-up of trainees.
The coding for definition of the reference number for the GAT certificates (instructors, validators, assessors and participants to the courses) are defined in Appendix BB.
[bookmark: _Ref479667661]Cheating
Cheating is considered one serious case of violation of the students individual responsibilities and discipline stated in the Instruction ‎3‑2.
Should a student cheat during the tests, he/she will be asked to leave the training course and the corresponding disciplinary actions contemplated in Procedure ‎3‑5 shall be applied. 
The instructors must  keep  the content  of the tests  confidential. Should an instructor communicate the answers to students, he/she will be cancelled the instructor certificate and excluded from the roster.
Authorization of tests
In situations where the participant does not attend one day of the course, the instructor shall make up the missing module(s) by briefing the participant on the key issues of the module(s) missed and offering to take de corresponding test(s) before the end of the course.
To authorise this remedial action, the reasons for non-attendance to the course shall be duly justified and documented by the trainee. 
Correction of unsatisfactory progress is carried out as per considerations in the TDG paragraph 6.2.
Remediation training before retest and re-writing knowledge tests
Should a student fail to obtain the required  pass mark in a test (as indicated  in paragraph ‎3.4.3), the  instructor must  discuss  the result  with Manager TPP, taking into account that it is the responsibility of the course instructors to ensure that each  student  is given  sufficient  assistance in order to learn  and understand  the subject matter  taught. It is their aim to ensure that additional training requirements  are identified  and fulfilled  in order to allow the trainee to maximise potential.
Remedial training shall be provided to a trainee. Any end-of-module test undergone after remedial training shall match the training objective of the module and present different test items than the initial test. The second  chance examination  (if applicable)  will be done within  a 7 days period .
Any test undergone after remedial training shall match the training objective of the corresponding training and present different test items than the initial test.
A trainee who attends the course but fails one of the end-of-module tests even after remedial training and testing shall be provided with a certificate of attendance of the course.
Test reports and records
The standard TPP e-report has to be completed by the instructor and in the case of two instructors delivering the course, by the lead instructor. More information and guidance for its completion is specified directly in the e-report (Appendix I).
Recording of the e-reports is accomplished as contemplated in Procedure ‎5‑1: control and management of documented information
Skill progress checks and skill tests;
Procedures and guidance for skill progress checks and skill tests, including procedures for knowledge test preparation, types of questions and assessments shall follow the instructions contained in paragraphs 5.5, 5.6, 7.6 and Annex 6 of the TDG Document 9941.	Comment by Riveros, Jose: TDD
Knowledge progress tests and knowledge tests
Procedures and guidance for knowledge progress tests and knowledge tests, including procedures for knowledge test preparation, types of questions and assessments, and standards required for a pass shall follow the instructions contained in paragraphs 5.5, 5.6, 7.6 and Annex 6 of the TDG Document 9941.	Comment by Riveros, Jose: TDD
Question analysis and review and issuing replacement exams
Procedures and guidance for question analysis and review and for issuing replacement exams (applicable to knowledge tests)shall follow the instructions contained in paragraphs 5.5, 5.6, 7.6 and Annex 6 of the TDG Document 9941.	Comment by Riveros, Jose: TDD
[bookmark: _Ref484078616][bookmark: _Toc484185280][bookmark: _Toc484185375]Procedure ‎3‑8: Post training evaluation
[bookmark: _Ref483814114][bookmark: _Toc473814428][bookmark: _Ref478653352][bookmark: _Toc481068074][bookmark: _Toc473814442][bookmark: _Toc484185281]Specific aspects for the training plan by course or training programme 
Besides the general aspects of the training plan for client training programmes related in this Chapter ‎3, specific aspects for the training plan by course or training programme are outlined in the TPeMS course profile and in the Working Arrangements of each course, including among others, the following aspects:
The aim of the course in the form of a statement of what the student is expected to be able to do as a result of the training, the level of performance and the training constraints to be observed
Training programme / course´s syllabus
Pre-entry requirements
Training curricula, including:
theoretical training (knowledge)
practical training (skills)
training in the domain of Human Factors (attitudes)
monitoring of the training process, including assessment and examination activities.
[bookmark: _Ref483814124][bookmark: _Toc484185282]Client training programmes reporting
E-reports  
The Electronic Report contains all information to be reported upon delivery of the ICAO harmonized training courses.
The instructor(s) will upload a final copy of the e-report in the TPEMS. The e-report is sent to the responsible focal point in TDD and TPP for its analysis and record, as follow:
TPP Unit focal point for statistical data of operation of the TRAINAIR PLUS system, quality control of the delivery of the course by GAT and the TPP members.
TDD Unit for feedback regarding the content of course material and instructors evaluation.
Information about how to fill the e-report is indicated directly in the document (Appendix I).
Other training reports
[bookmark: _Ref483814131][bookmark: _Toc484185283][bookmark: _Toc484185376]Procedure ‎3‑9: Control of Nonconformities, Corrective and Preventive Action Procedure
Purpose
The purpose of this procedure is to establish the methods for controlling nonconforming processes and products, to eliminate the causes of nonconformities and quality issues, and to prevent their recurrence through corrective and preventive actions.
Scope
This procedure shall apply to all activities, processes and procedures within GAT Office.  
Responsibilities
M/TPP or TPM FP are the primary position responsible for the implementation of this procedure and for the management of Nonconformity Reports (NCRs), Corrective Action Requests (CARs) and Preventive Action Requests (PARs), including their timely and effective follow-up and resolution.
M/TPP or TPM FP are responsible for entering, managing and maintaining NCRs, CARs and PARs in Finding Tracking Table (FTT/Appendix DD).
M/TPP or TPM FP are responsible for ensuring that all GAT staff have access to FTT to follow the progress of all recorded NCRs/CARs/PARs, if required.
Initiation of finding
Findings are initiated:
by M/TPP, TPM FP or internal auditors (initiator), in order to identify any specific requirement that has not been met, including, deviations from established procedures, processes or any other condition or nonconformity that affects the quality of the products and services delivered by GAT Office through the internal audit or
[bookmark: _Ref483903224]by GAT staff who detect nonconformity cases in their daily operation or
by the customer feedback such as questionnaires, feedbacks and surveys
When findings are detected through the internal audit, the internal auditor initiates the finding by generating finding report (Appendix CC) and sends the report to M/TPP or TPM FP.
When findings are detected in the daily operation, the initiator sends an email to gatqms@icao.int describing the specific concern and providing as much detail as necessary to clearly illustrate the nonconformity. 
M/TPP or TPM FP review the finding from different sources and obtains additional information required from the initiator or other personnel involved. After the review, M/TPP or TPM FP confirm the finding reports from the internal auditors or generates the finding reports when the findings are received from GAT staff or customer feedbacks and transfers entries in the finding reports to FTT and informs related staff of the finding by sending the finding report. 
CARs/PARs 
M/TPP or TPM FP send the Finding Report to the relevant staff and discusses it with them for acceptance.
The relevant staff determine the corrective action (CA) or preventive action (PA) to be taken to resolve the finding and expected implementation due date. The relevant staff send the determined actions and the expected date to M/TPP or TPM FP.
M/TPP or TPM FP update FTT with the information sent by the relevant staff on condition that the corrective or preventive action is addressing the root cause of the finding and the expected date is appropriate.
In the event that the review finds CA or PA is not necessary for the finding suggested by the action under ‎3.8.4.1.2 of this procedure, M/TPP or TPM FP send an email response to the initiator explaining the reasons for not pursuing the CAR/PAR. M/TPP or TPM FP then update the FTT by entering “No CA or PA is applicable at this time”. 
If at any time the initiator feels that the concern has not been fully or properly addressed, he/she may forward the issue to the next higher authority for action.
Follow-up of the effectiveness of the corrective and/or preventive actions taken
The Plan, Do, Check, Act methodology is used within GAT Office, to implement the CA or PA and verify its effectiveness by :
establishing the new or revised procedure to achieve required results (Plan);
implementing the required procedure (Do);
monitoring and measuring processes against the revised or new procedure (Check); and
taking actions to continually improve procedure performance (Act).
When the CA or PA is completed, the relevant staff informs M/TPP or TPM FP of the completion by sending the finding report with the actual completion date.
M/TPP or TPM FP review if the completed CA or PA is proper to remedy the finding. 
If the review determines that the action has been effective and has addressed the root causes of the finding, M/TPP or TPM FP update FTT as follows;
enter actual completion date 
enter “Satisfactory” in the verification results filed 
records comments in the “Comment” field
enter review dates in the corresponding fields
If the review reveals that the action taken has not been effective, M/TPP or TPM FP update FTT as follows;
leave the “Verification results” and “Comment” fields blank, until the effectiveness of the action is confirmed
change the “Status” of the current entry to “Open.
If the verification result is satisfactory, M/TPP or TPM FP report the CA or PA to C/GAT for the approval to close the CAR or PAR and upon the approval, M/TPP or TPM FP close the CAR or PAR by entering “Close” in Status field of FTT.
[bookmark: _Ref483814141][bookmark: _Toc484185284][bookmark: _Toc484185377]Procedure ‎3‑10: Reporting data management and data warehouse 
The GAT office operational action plan defines the KPIs for each year and training activity report is produced each month to enable the GAT to understand the level of achievement of the training activity and to optimize the training operations. This procedure defines the steps to follow in order to produce a report of training activity on a monthly basis.
Data collection
The table in Appendix Y defines the required information for the data collection. In this part the aim is to know what data is needed, where to find the data and who is the focal point for the category of data looked for.
The collection of the data regarding assessment, membership and course development of the previous month is done every 2nd week of the current month.
The collection of the data regarding course deliveries and trainees is performed throughout the month as soon as the information is available in TPeMS.
Data Processing
For the data processing, the reference document is the latest version of the excel sheet renamed GATTraining  which is the Training Tracking Table and the  software used is Excel  and VLOOKUP. 
Step One: 
Refer to the course delivery and trainees data sources;
Fill information regarding the course deliveries in the GATTraining by using Excel VLOOKUP.
 By using VLOOKUP and REFCOURSE sheet, enter Course code to generate the course category, course title and originator.
By using VLOOKUP and REFCATC  sheet, enter the Buyer code to generate the buyer name and the Buyer country;
By using VLOOKUP and REFINSTRUCTOR sheet, enter the Instructor code to generate the Instructor´s name.
The fill data has to be VLOOKUP except : Year, Month, Date, Number of trainees  will be done manually.
Make geographical distribution by assigning the number of trainees to the country they come from except ICAO Staff who are assign to ICAO HQs.  
Domestic means the trainees from the Buyer Country
ITP Trainees has to be distributed as Domestic and Outside of the Buyer Country
STP, CTP, and PTP trainees are all considered as Domestic.   
	GATTraining (1)

	O:\GAT\GAT QMS\Training data management



Step Two:
Update course development portfolio in the GATTraining Tracking Table according to the information received by TDD Unit; and 
Load the GATTraining Tracking Table in the ICAO Data Warehouse by following  the process of refreshing and loading the GAT Training data. 
	Loading the GAT Training data. (2)

	directory \\icaohq.icao.lan\fileroot\ICAO-COMMON\Shared\ATB\SSISData\IGAT




Appendix Z “Specifications for Data Warehouse Refresh Process for End Users” describes the process of refreshing and loading the GAT Training data in the Data Warehouse for end users.
Data analyzing
For the data analyzing the reference documents are Training Activity (session) and Training Activity (trainees) Excel sheets and the Software used is Excel – PowerPivot  
24 hours after the loading of the GATTraining in the ICAO Data Warehouse,  refresh the data contained in the Training Activity (session) and Training Activity (trainees) Excel sheets by following the steps to refresh data in PowerPivot.
	Training Activity (session) and Training Activity (trainees) Excel sheets  / Steps to refresh data in PowerPivot  (3)

	O:\GAT\GAT QMS\Training data management


Monthly report production
The reference document has to be the latest published monthly report located in O:\GAT\GAT QMS\Monthly Reports and the Software used is PowerPoint – Excel.
The production of the previous training activity report  is done every third week of the current month.
Step One: Update the latest published monthly report by using the information received by TAC/TPO Units, TDD Unit and the data and graphs contained in  the Training Activity (session) and Training Activity (trainees) Excel sheets.
	Latest published monthly report (4)

	Latest published monthly report: O:\GAT\GAT QMS\Monthly Reports



Step Two: Submit to the TPO supervisor review and validation.
Records management
For the record keeping, upload the monthly report and the e-Reports in the GAT Share files and in the e-TPM Website.
In the GAT Share files:
For the monthly report, upload here: O:\GAT\GAT QMS\Monthly Reports 
For the e-Reports, upload here: O:\GAT\GAT QMS\e-reports
[bookmark: _Toc481068076][bookmark: _Ref483816777][bookmark: _Toc484185285]Online courses
Learning Management System (LMS)
Although the aim is to make online courses available through TPEMS, currently, ICAO Online courses are delivered through three different Learning Management System (LMS) platforms. 
The catalogue of ICAO Online courses are available through the Search Course Tool in GAT Training Catalogue site: http://www.icao.int/training/Pages/Training-Catalogue.aspx.
ICAO offers online courses on the following areas: USOAP, Air Transport, Training Instructors Course (TIC) and Safety Management.
[bookmark: _Ref481160007][bookmark: _Toc484185378]Procedure ‎3‑11: delivery and management of online courses
Any participant interested in following an online course should purchase it through the ICAO ONLINE STORE (https://store1.icao.int/index.php/training.html?p=1). 
Once the course is paid, ICAO Sales Section sends an email to ICAO’S Online Courses’ Focal Point who will get in contact with the participant by email to provide the log in details to the course. 
As soon as the participant logs in, the materials of the course are made available and the course is delivered through its corresponding LMS. 
The participants’ registration details, qualification records and certificates is made and saved through the LMS. 
Said information will only be available to the Focal Point of the course, who needs a username and password to enter into the LMS which makes the information confidential and secured. 
[bookmark: _Toc484185286]Hosting and delivery of ICAO training
This chapter sets forth the rules, procedures and requirements related to the hosting and delivery of ITP courses to both TRAINAIR PLUS (TPP) and non-TPP Members, “the Client”.
[bookmark: _Ref483816792][bookmark: _Toc484185287]General aspects
To ensure consistency in the implementation of training activities and in line with training industry best practices, ICAO developed a web-based suite of applications, the TRAINAIR PLUS Electronic Management System (TPeMS), to serve as the ICAO delivery platform for all ITP, STP, and CTP courses. The delivery of PTP courses will be jointly managed by the ICAO partner and the GAT Office. 	Comment by Riveros, Jose: SAI
The TPeMS is accessible to all TRAINAIR PLUS Members, in addition to all ICAO staff and consultants involved in training activities managed by the GAT Office.
The GAT Office is responsible for the planning and scheduling of all ITP courses, including coordination with training centres, host States and organizations, assignment of qualified instructors, preparation of training materials, and coordination of logistics. STPs and CTPs are scheduled by the course owner or the host training organization. 
[bookmark: _Ref478653458][bookmark: _Toc468714429][bookmark: _Toc468728852][bookmark: _Toc484185288][bookmark: _Toc484185356]Instruction ‎4‑1: client responsibilities
The Client for hosting and delivery of ICAO training will be responsible for the following activities, including but not limited to:
[bookmark: _Ref469058786][bookmark: _Toc476224320]Promotion.
Conducting communication and promotion for the ITPs courses. 
Dispatch course orientation information to trainees (including list of preferred hotels and taxi services)
[bookmark: _Toc476224321]Venue
[bookmark: _Toc468714430][bookmark: _Toc468728853]The venue of the course is to be proposed by the Client. Unless otherwise agreed, the Client has to provide suitable facilities and training equipment for the delivery of the course, ensuring the compliance and provision of all requirements related in Section ‎6.4.
[bookmark: _Toc476224322]Personnel
Assigning administrative, technical and operational counterpart personnel necessary to support training activities to be conducted by the instructor.
Providing staff to assist in the administration of the course (registration, delivery of documents, participants’ information, printing of course materials, etc.);
Assigning one official to act as a focal point during the coordination and execution of the training.
[bookmark: _Toc476224323][bookmark: _Ref478996746]On-site coordination
Provide on-site administrative support to assist in the administration of the course (delivery of documents, on-site coordination with trainees, printing). Coordinating and providing all logistics, facilities, and venues at the duty station, participation of the trainees, and other on-site activities needed for the delivery of the course.
Ground transportation for the course delivery will need to be provided by the Client, which includes airport transfers upon arrival and departure, and daily transport to/from hotel and training location, as well as free air travel, or other transportation within the country, to the instructor, as necessary for the performance of their duties. 
[bookmark: _Ref476057739]Providing any security permissions and authorizations necessary to access the venue and work site(s) required for the delivery of the training.
Providing security to ensure a safe and secure event. 
Providing technical assistance and administrative support, as needed by the instructor, including the capability to scan documents for forwarding to the ICAO Global Aviation Training (GAT) Office.
The Client will be responsible for any other facilitation arrangements that need to be made by the instructor in the performance of her/his duties.
Providing food and beverages for refreshment breaks (desirable).
Providing sufficient clerical support on the following:
trainee records, including trainee test results of all end-of-module tests;
end-of-module and course opinion questionnaires; 
instructor records, including instructor evaluation reports; and
course material reproduction needs.
[bookmark: _Ref476057752]Facilitating all visa requirements necessary by the instructor in the performance of her/his duties and assisting participants in obtaining their visas to enter the country (provision of visa and invitation letters).
[bookmark: _Ref481159854][bookmark: _Toc484185289][bookmark: _Toc484185379]Procedure ‎4‑1: hosting and delivery of training by TPP Members
[bookmark: _Ref480961167]Responsibilities of the TRAINAIR PLUS Programme (TPP) of ICAO. 
ICAO TPP will be responsible for the supervision of the ITPs course(s), including:
coordination with the Client or ICAO Regional Office (RO) for registration and implementation;
coordination of the qualified instructor’s availability;
maintenance of an updated roster of ICAO-qualified instructors for the ITP course(s);
dispatch to the Client or RO, binders, notebooks, pens and USB flash drives with the course material for instructors and trainees. Trainees, instructors and training centers must be knowledgeable and obey the ICAO copyright terms outlined in Section ‎4.9 “Policy ‎4‑1: ICAO Publications & Copyrights”.
administrative and financial arrangements. Fees for GAT services and courses are calculated using the pricing table in Appendix EE and follow the Pricing Policy outlined in Appendix FF;
coordination of the final report;
process invoicing to TPP Members and payments to instructors, if required;
provision of the list of qualified instructors;
issuance of ICAO/TPP Member course certificates; and
[bookmark: _Ref480961371]if required by the TPP Member, hiring of the instructor for delivery of the course. In this case, a budget will be prepared and the instructor will be contracted upon reception of funds by TPP.
[bookmark: _Toc480556866]TPP Members’ specific terms and responsibilities for delivery of courses
In addition to the responsibilities outlined in paragraph ‎4.2, a TPP Member will be responsible for the following activities, including but not limited to:
creating the TPeMS training session and registering participants;
[bookmark: _Ref469039676]upon registration for the ITP Course, ICAO will invoice the TPP Member the fee per participant established for the corresponding course as per the column “Hosted by a TPP Member” of the  Appendix B “Revised fees for the International Civil Aviation Organization’s (ICAO) TRAINAIR PLUS Programme (TPP) activities and other training products and services”;  
this fee covers costs related to the activities outlined in subsection ‎4.3.1, as well as the ICAO administration of the course.
[bookmark: _Ref469040810]the TPP Member will determine the final fee per participant, while taking into consideration the costs indicated in paragraph ‎4.3.2.2, other costs related with accomplishment of activities outlined in paragraph ‎4.2 and, if required, paragraph  ‎4.3.1.10.
collecting attendance fees and transferring agreed fees to ICAO;
the TPP Member will ensure all participants are invoiced and payments are collected prior to the start date of the course. The TPP Member will confirm registration of each participant once the registration fee has been duly received; 
[bookmark: _Ref469140983]issuing a contract for the instructor to deliver the course and ensuring the instructor is duly paid for his/her course delivery services, travel, and daily subsistence allowance, according to United Nations regulations. The table below provides a summary of costs related to the instructional delivery of the course. 
	Category
	Unit
	Total

	Fees for instructor(s)
	US$450 per day(1) 
	TBD

	Air Ticket (round-trip)
	TBD
	TBD

	Daily Subsistence Allowance (DSA) (Information to be provided by GAT)
	DSA for instructional delivery plus travel time.
	TBD

	
	DSA for weekend days (2)
	TBD



(1) Days of instructional delivery plus two days of preparation/reporting will be required. 
(2) In cases when duration of the course is more than one week, or the course is split by a weekend.
[bookmark: _Ref476236320]As mentioned in paragraph ‎4.3.1.10, if required by the TPP Member, ICAO can hire the instructor for delivery of the course. In this case, the same summary of cost outlined in ‎4.3.2.7 will apply, plus 12% overhead to the salary of the instructor to cover recruitment administrative charges.
[bookmark: _Ref476236323]ICAO will contract the instructor to deliver the course and ensure the instructor is duly paid for his/her course delivery services, travel, and daily subsistence allowance, according to the United Nations regulations provided by ICAO. GAT will calculate the corresponding budget and invoice the Client.
The Client shall transfer in advance to ICAO’s GAT Office c/o TRAINAIR PLUS Programme the necessary funds to cover the recruitment of the instructor(s) as per paragraphs ‎4.3.2.7, ‎4.3.2.8 and ‎4.3.2.9. 
[bookmark: _Ref483922908][bookmark: _Toc476224332][bookmark: _Ref473726100][bookmark: _Toc476224331]Especial arrangements between GAT and TPP Members
In the case that a TPP member requires specific services not included in the TPOM or waived from its terms, they have to be agreed between the parties and stablished under a Training Service Agreement (TSA) and Annexe(s) to the TSA called Training Project Document(s) (Training Prodoc(s)).
The TSA will contain the terms and conditions for the provision of the training services by GAT and the Training Prodoc(s) the detailed description of the specific training services to be provided.
Those documents shall be duly signed by the Accountable Manager of the TPP Member and the Secretary General of ICAO.  The general template of the TSA and the Training Prodoc(s) are referred to in  Appendix C and Appendix F respectively.
[bookmark: _Ref484098502][bookmark: _Toc484185290][bookmark: _Toc484185380]Procedure ‎4‑2: GAT TPP support in sharing STP courses
When TPP Members order other Members’ STPs, GAT can support the training centers in the consecution, recruitment and mission of the instructor(s) to deliver the courses.
For that purpose interested TPP Member shall request GAT the corresponding support.
GAT will provide budget and invoice for the transfer of funds to GAT to cover the cost of mission and recruitment of the instructor as per the costing related in ‎4.3.2.7 and ‎4.3.2.8.
The Client shall transfer in advance to ICAO’s GAT Office c/o TRAINAIR PLUS Programme the corresponding funds.
ICAO will contract the instructor to deliver the course and ensure the instructor is duly paid for his/her course delivery services, travel, and daily subsistence allowance, according to the United Nations regulations provided by ICAO. GAT will calculate the corresponding budget and invoice the Client.
[bookmark: _Ref481159814][bookmark: _Toc484185291][bookmark: _Toc484185381]Procedure ‎4‑3: hosting and delivery of training by Non TPP Members
[bookmark: _Ref480961758]Responsibilities of the TRAINAIR PLUS Programme (TPP) of ICAO. 
ICAO TPP will be responsible for the supervision of the ITPs course(s), including:
coordination with the Client or ICAO Regional Office (RO) for registration and implementation;
administrative and financial arrangements;
process the registrations to the course;
provide the Client with the corresponding budget and invoice for the delivery of the training covering all activities and services outlined in the present Sub-section ‎4.5.1;
[bookmark: _Ref469139673][bookmark: _Ref469063603]maintenance of an updated roster of ICAO-qualified instructors for the ITP course(s);
coordination of the qualified instructor’s availability;
provide the training and instructor’ services on a turnkey basis to deliver the courses, including:
[bookmark: _Ref469041023]hiring of the instructor for delivery of the course upon reception of funds by TPP. 
all costs of professional fees, transport and per diem.
supervision of instructor.
coordination and cost of instructor’s mission.
ICAO will contract the instructor to deliver the course and ensure the instructor is duly paid for his/her course delivery services, travel, and daily subsistence allowance, according to the United Nations regulations provided by ICAO; and
provide an electronic version of the course material to the trainees and instructor(s) for the delivery of the course(s);
dispatch to the Client or RO, binders, notebooks, pens and USB flash drives with the course material for instructors and trainees. Trainees, instructors and training centers must be knowledgeable and obey the ICAO copyright terms outlined in Section ‎4.9 “Policy ‎4‑1: ICAO Publications & Copyrights”.
issue the ICAO course certificates to the trainees;
coordination of the final report;
Non TPP Members’ specific terms and responsibilities for delivery of courses
In addition to the responsibilities outlined in paragraph ‎4.2, the Client must comply with the following terms, including but not limited to:
When the ITPs are hosted and delivered by non-TPP Members, the course fee per participant will be applied according to the cost related in columns “Hosted by ICAO” of the Appendix B “Revised fees for the ICAO TPP activities and other training products and services”. 
This fee covers costs related to the activities outlined in subsection ‎4.5.1, as well as the ICAO administration of the course. The Client shall transfer in advance to ICAO’s GAT Office c/o TRAINAIR PLUS Programme the necessary funds as per the budget and invoice to be provided by GAT.
The funds will be transferred to the following ICAO account:
Pay to:	//CC000305101
Royal Bank of Canada
Ste. Catherine and Stanley Branch
Montréal, Quebec, Canada
H3B 1H7
Bank Code:	003
Transit Code:	05101
Swift Code:	ROYCCAT2
For credit to:	400-416-4
The funds and activities for these training services shall be administered according to applicable ICAO regulations, rules, directives, procedures and practices. 
[bookmark: _Ref483923261]To access and receive GAT training services, entities not members of the TRAINAIR PLUS Programme shall sign a Training Service Agreement (TSA) with ICAO, which contains the terms and conditions for the provision of the training services by GAT (Appendix C– TSA). 
[bookmark: _Ref483923264]A detailed description of the specific training services to provide will be set out in Annexe(s) to the TSA called Training Project Document(s) (Training Prodoc(s)). The Training Prodoc(s) have to be agreed and signed by the Accountable Manager of the requesting Entity and the Secretary General of ICAO. The general template of the Training Prodoc is referred to in Appendix F.
[bookmark: _Ref478991674]Agreement of the Terms
The Client shall expresses its agreement with the corresponding above terms of hosting and delivery of courses. Provision of training services can be discontinued at any time by either parties giving notice by letter. All expenses incurred by ICAO as of the date of the discontinuation notice have to be invoiced to the Client.
[bookmark: _Ref481159873][bookmark: _Toc484185292][bookmark: _Toc484185382]Procedure ‎4‑4: hosting and delivery of training by GAT
[bookmark: _Ref476235538]When the ITPs are hosted and delivered by ICAO, the course fee per participant will be applied according to the cost related in columns “Hosted by ICAO” of the Appendix B. 
To implement the courses, a minimum of 10 students registered is required. The maximum number of student per course is outlined in the corresponding ICAO Course Profile or Course Working Arrangement. 
Once students confirm their participation to the course, the Check list and administrative information for participants referred in Appendix T shall be sent to them.
[bookmark: _Ref481159972][bookmark: _Ref480450678][bookmark: _Toc484185293][bookmark: _Toc484185383]Procedure ‎4‑5: joint delivery of ICAO curses with the ROs or other ICAO Bureaus
Two cases are contemplated for the join delivery of GSI curses with the ICAO RO or Bureaus: 
Public open course (POC) to be paid by individual participants:
GAT and the ICAO RO or Bureaus will define jointly the venue and date of delivery.
GAT will create the training session in the TPeMS for hosting and delivering of the course, selecting the most suitable instructor(s) from the GAT roster of qualified instructors.
Course fee per student will be applied according to the cost related in columns “Hosted by ICAO” of the Appendix B. 
Upon reaching the minimum number of registered student for the delivery of the course (10), GAT office will invoice and receive the funds from the participants.
Once received the total of the funds from the minimum required number of participants, GAT will process through TCB the contract of the instructor(s) for the delivery of the course.
Promotion and delivery activities will be handle jointly between GAT – ICAO RO or Bureau as per the course hosting requirements and responsibilities considered in Appendix E
Assistance project´s course (APC): Courses supported by funds or donors under specific assistance projects. 
GAT and the RO will define jointly the venue and date of delivery.
GAT will create the training session in the TPeMS for hosting and delivering of the course, selecting the most suitable instructor(s) from the GAT roster of qualified instructors.
The RO or ICAO Bureau will inform the number and names of the participants to the course. GAT will provide the RO or ICAO Bureau with a link to send to the participants to submit their online registration request.
Course fee per student will be applied according to the cost related in columns “Hosted by a TPP Member” of the Appendix B.
In case that the instructor(s) have to be recruited by GAT, the following summary of costs related to the instructional delivery of the course will apply. 
	Category
	Unit
	Total

	Fees for instructor(s)
	US$450 per day(1) 
	TBD

	Administrative charge
	12% overhead for the salary of the instructor to cover recruitment administrative charges.

	Air Ticket (round-trip)
	TBD
	TBD

	Daily Subsistence Allowance (DSA) (Information to be provided by GAT)
	DSA rate for instructional delivery plus travel time.
	TBD

	
	DSA rate for weekend days (2)
	TBD



(1) Days of instructional delivery plus two days of preparation/reporting will be required. 
(2) In cases when duration of the course is more than one week, or the course is split by a weekend.
GAT will calculate and send to the ICAO RO/Bureau, the budget for the recruitment and mission of the instructor(s) as per the above table, including the total cost of course fee for the number of participants confirmed. 
Upon transfer of the budgeted funds to ICAO’s GAT Office c/o TRAINAIR PLUS Programme, GAT will process the contract of the instructor(s) with TCB ensuring they are duly paid for their course delivery services, travel, and daily subsistence allowance, according to United Nations regulations.
Activities for course promotion and delivery will be handle jointly between GAT – ICAO RO or Bureau as per the course hosting requirements and responsibilities outlined in Appendix E
[bookmark: _Ref483816834][bookmark: _Toc484185294][bookmark: _Toc484185357]Instruction ‎4‑2: language of delivery of the courses
All the courses have to be delivered in the language they are developed and by ICAO qualified instructors with excellent reading, writing, listening and speaking skills in the language of the course (Appendix H).  Participants are required also to read, write, speak, and understand the language of course.
[bookmark: _Ref480450697]In the event that the Client requests that the course to be delivered in a language different from the language of the course material, GAT may agree, subject to the availability of instructors with proficiency in the second language requested, on one of the following two delivering options: 
Offer the delivery of the course in the language of the course material, supporting the participants translating the terms to the second language of delivery requested.
Offer the delivery of the course in the second language of delivery requested using the course material in its original language.
[bookmark: _Ref480450716]For both cases the following language requirements for instructor(s) and participants will apply:
[bookmark: _Ref480450727]The qualified instructor shall have excellent reading, writing, listening and speaking skills in the second language of delivery requested.
Shall the course require the appointment of more than one instructor, it would suffice that one of the qualified instructors complies with the language exigencies mentioned.
The participants should have appropriate reading and writing skills in the language of the course material  in order to follow the material and duly complete the tests of the course.
[bookmark: _Ref483490764][bookmark: _Ref483490786][bookmark: _Ref483490866][bookmark: _Toc484185295][bookmark: _Toc484185348]Policy ‎4‑1: ICAO Publications & Copyrights
ICAO Policy on Publications approved by the Council on 13 November 2015 (c-dec 206/6) refers to any material, saleable and non-saleable, issued by the Organization, in printed or electronic form, bearing ICAO’s logo. 
It also refers to photocopies of such material, sound recordings, posters, audio-visual productions, as well as electronic material. In order to preserve the authenticity, accuracy, and integrity of ICAO Publications and to protect their successful commercial distribution, ICAO will retain, claim and enforce all the rights under the applicable copyright laws, regulations and conventions. 
ICAO will provide the instructors and students with the materials for the courses. ICAO Publications related to the courses will be made accessible to the Instructors and only for the purpose of delivering of the course. Students who wish to access to said publications may purchase materials in electronic format on the ICAO online store https://store1.icao.int/.
[bookmark: _Toc468714443][bookmark: _Toc468728866][bookmark: _Toc476224334]The course material and its copyright are the property of ICAO. Any reproduction, distribution or communication of the material and/or courses shall be prohibited unless expressly authorized by ICAO.
Every effort should be made to ensure that the intellectual property of ICAO is protected and no harm to ICAO's reputation should result from aviation training activities provided by a third party using ICAO's name or emblem. The use of ICAO's name and emblem should be in full conformity with ICAO policies and procedures concerning its use.
The Secretariat should report all suspected cases of abuse of the ICAO emblem to the Legal Bureau.
[bookmark: _Ref483816858][bookmark: _Toc484185296][bookmark: _Toc484185358]Instruction ‎4‑3: course working arrangements
Specific details, requirements and conditions to comply by both TRAINAIR PLUS (TPP) Members and non TPP members for the hosting and delivery of the ICAO recognized training packages are established in the working arrangement document of the corresponding course.
For the case of hosting and delivery of training for non TPP member clients, the Working Arrangement of the course will be an appendix to the Training Prodoc established for the delivery of the training.
For TPP members the course working arrangement is part of the course information in the TPeMS.
A template of the working arrangement for hosting and delivery of training is outlined in Appendix S.
[bookmark: _Toc484185297]Breakdown and task identification
Breakdown, task identification, flow chart, checklist and forms for delivery of training is outlined in the Appendix W, Description of the TPP hosting and delivering process.
[bookmark: _Toc481068075][bookmark: _Toc484185298]Records	Comment by Riveros, Jose: Por favor adiciona una propuesta de politica para archivo de documentos en el disco duro.

[bookmark: _Ref483816868][bookmark: _Toc484185299][bookmark: _Toc484185349]Policy ‎5‑1: paperless office environment
TPP’s effort to deliver training in a paperless environment results in its commitment to reduce the use of paper in the courses (forms and material) by means of digitalizing as much as possible the information. 
All documents of reference shall be projected in a screen throughout the course when needed in order to teach participants to seek and use information available in the data bases and avoid providing manuals in paper that may become obsolete. 
Section ‎6.4 facilities and equipment requirements for delivery of ICAO harmonized training packages considers the necessary configuration of the classroom and equipment for a suitable paperless delivering of courses.
In order to achieve an ICAO paperless environment for the Organization[footnoteRef:2], the management of the training deliveries is centralised in TPEMS.  [2:  In “UN Strengthening and Reform” (Decision No. 2011/9), the Secretary-General directed the United Nations to move toward a “paperless” office environment by 2015.] 

Once the application to host a course is submitted through TPEMS, all documentation regarding the course (courseware, invoices, shipment notices, participant registrations, certificates, communications and course material) is made available through the TPeMS. 
Course evaluation surveys for participants are also available paperless through the TPeMS. 
All current records generated in the day-to-day TPP’s training functions which are not considered ICAO’S Records, are kept in and managed by TPP. Therefore, all information relating to training, accounting, financial, personnel, purchasing, statistical, and other working data will be recorded through TPEMS, managed and retained as per the Procedure ‎5‑1: control and management of documented information.
[bookmark: _Ref483816872][bookmark: _Toc484185300]Scope
The Procedure ‎5‑1: control and management of documented information, applies to the internal and external documented information that may impact the quality of products and services.
GAT Office documented information is categorized into 3 groups as depicted in the below diagram.
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In GAT Office, documented information is referred to :
Tier 1: Documented information needed to be maintained for the purpose of establishing a TPM. These include but are not limited to :
TPM
This procedure
Documents referred in the Chapter ‎8 “Appendices of the TPM” 
Tier 2: Documented information maintained for the purpose of communicating the information necessary to operate GAT Office. These include but are not limited to :
Process document (task lists, flow charts, forms)
Work instructions
ICAO Harmonized Training Course Material
Tier 3: Documented information needed to be retained for the purpose of providing evidence of result achieved (records) : These include but are not limited to :
Non-conformity reports
Corrective/preventive actions
Customer feedbacks and evaluation data
Records of ICAO Harmonized Course development
Records of ICAO Harmonized Course delivery
E-reports, monthly reports, council reports, yearly reports
Documented information categorized above need to be controlled in accordance with the Procedure ‎5‑1: control and management of documented information.
[bookmark: _Ref483816877][bookmark: _Toc484185301]Responsibilities
C/GAT and Unit Managers
Identify and approve need for new documented information and revision
Review the needs of new documented information and revision
Approve the draft documented information
Define the security level of documented information
Define the retention period of documented information
Process owner 
Identify need for new documented information or revision
Draft new documented information or revision
Upload and manage documented information to ETPM (Electronic Training and Procedures Manual) and TPeMS (TRAINAIR PLUS Electronic Management System)
Maintain master list of TPM documents
Conduct regular documented information review
Correct minor grammar or spelling errors in the documented information
Manage backup of quality management documented information
Dispose of the obsolete documented information
Staff Members 
Suggest input to TPM documents
[bookmark: _Ref481747908][bookmark: _Ref481075656][bookmark: _Ref481133534][bookmark: _Toc484185302][bookmark: _Toc484185384]Procedure ‎5‑1: control and management of documented information 
This procedure defines the scope of documented information in GAT Office and describes mechanism for creating, updating and controlling the documented information.
[bookmark: _Ref483578084]Creating and revising of documents
GAT staff may suggest and request a new document development or revision. 
The initial suggestion and/or request shall be forwarded to Unit Managers for review in discussion with the process owners to decide if new or revised document is necessary. When the review result is negative, the process is terminated.
When Unit Managers agree to develop or revise the document, the process owner drafts the new document or revision then receives approval from C/GAT or Unit Managers prior to release.
Authority for the approval of new document and revision is as stipulated as follow:
	Categories
	Officer who approves

	Tier 1 documentation
	C/GAT
(Prior to the approval, approval of M/TPP is required)

	Tier 2 documentation
	Unit Managers

	Minor changes 
(simple grammar or spelling error)
	Process owner



If necessary, C/GAT and Unit Managers determine the security level of document which defines the scope of accessible staff to the information and document retention period.
If the draft is not approved, the relevant officer sends the draft back to the process owner who originated the draft with an explanation of the necessary changes for the approval.
If the draft is approved, C/GAT or Unit Manager notifies the process owner of the approval of the document.
In the case of the TPM document which is under the responsibility of M/TPP, as stated in ‎1.7.1.7 and ‎1.7.1.8 any proposal of changes shall be submitted to M/TPP for review and preparation of the TPM amendment for approval of C/GAT.
M/TPP assigns a reference code to the approved document to ensure that each document is uniquely identified and easily found. 
Reference code is divided in 2 parts: Document identifier – Sequential Number. The identifiers are generated and changed by M/TPP. 
Creating and revising of records
Most of records are generated electronically by ETPM and TPeMS simultaneously with the actual works.
When records are produced in document format without assistance of computerized application, the Sub-section ‎5.4.2 is applied to the record creation and revision.
When it is necessary to change the electronically stored data, the person with such needs receives the approval from M/TPP for the data in ETPM and TPeMS.
Electronic Training and Procedures Manual (ETPM)
All the documents and records related to development and delivery of training are managed and stored by ETPM and TPeMS.
Delegated by M/TPP focal point (FP) for the ETPM uploads electronic file format of approved documented information to ETPM library.
When a security level is assigned to a documented information, FP ETPM restricts the information accessibility by selecting accessible individual users or user group in the user management menu of ETPM.
Upon uploading of a new or revised document to ETPM library, M/TPP notifies ETPM users by e-mail of the availability of the document.
ETPM user needs identification and password to log in which requires membership application which is approved by M/TPP after review.
[bookmark: _Ref483816959]TRAINAIR PLUS Electronic Management System (TPeMS)
Training course material and training development and delivery records are stored and managed by TPeMS.
Process owners upload and manage documents and records in TPeMS.
When a security level is assigned to a documented information, relevant process owner restricts the information accessibility by selecting accessible individual users or user group in the user management menu of TPeMS.
TPeMS user needs identification and password to log in which requires membership application which is approved by TPeMS administrator after review.
Documented information review
Process owner and M/TPP or FP ETPM conduct regular documented information review at least once annually or during periods of significant organizational change to ensure currency with requirements and continuous improvement in the provision of an effective system to meet the business needs.
The review process includes consideration of the following:
suitability and relevance to GAT operation;
effectiveness in achieving desired outcomes, in particular where non-conformance or corrective action is required (Section ‎3.8);
compliance with the requirements of this document;
effectiveness of protection from unauthorized editing.
Master copy document management
GAT Office maintains only electronic master copies.
FP ETPM and process owners electronically manage the master copies of every documents in ETPM and TPeMS. 
FP ETPM generates and maintains the master list of TPM documents and generates and maintains training course catalogue to replace in the master list.
Master copies of TPM documented information are backed up in the hard drive O:\GAT\GAT TPM.
When the electronic master copies are reprinted, they need to be printed on both sides of the paper.
Document properties
Controlled document is required to display the following document properties:
The cover page of document contains document title, reference code, revision record, number of attached pages and if required, effective date, approved personnel, distribution list and disclaimer. The cover page is not mandatory requirement of the controlled document.
The header on the each page of document should contain document title, revision record and page number.
The footer on the each page of document can contain the disclaimer, if required.
External documents
External documents (i.e., documents from sources outside GAT Office) are controlled based on this procedure, when they are considered to be information assets of value. These documents must be clearly identified and accessible when needed. It is the preference that all external documents be in electronic format so that they may be controlled on ETPM or TPeMS.
Obsolete documents
FP ETPM and the process owners ensure that all controlled documents in use within GAT Office are current and up-to-date and that obsolete documents are removed from all points of use and archived appropriately.
Document retention period is decided by C/GAT and Unit Manager as described in the following  table :
	Categories
	Officer who approves

	Tier 1 documentation
	C/GAT

	Tier 2 documentation
	C/GAT

	Tier 3 documentation
	Unit Managers



If a copy of an obsolete electronic document needs to be maintained, it is moved to “Archives” under GAT TPM folder in the O:\ drive. Only FP TPM and M/TPP have access to the Archives, ensuring that staff members do not access and use the obsolete document unintentionally.
Obsolete hardcopies should be disposed of using normal business practices (e.g. recycling, shredding, etc.)
[bookmark: _Toc473814443]Materials
Course materials are updated by the owner of the course. Instructors of the course may incorporate any comments or suggestions to update or amend the materials in the e-report and be further assessed by the TDD Department. Course materials are available through the TPeMS.
Evaluations
Instructor, validators and focal points will upload in the TPeMS the evaluation of the courses and materials (e-reports), which will be analysed by TDD.
Attendance records
Attendance records of participants are saved in the information of the corresponding delivery of a course in TPEMS as well as in the e-report provided to TDD after the course. 
[bookmark: _Toc473814444]Student training records 
Student training records are saved in the information of the corresponding delivery of a course in TPEMS as well as in the e-report provided to TDD after the course.
[bookmark: _Toc473814445]Staff training and qualification records
Staff training and qualification records for instructors, developers and validators are saved in the information of the corresponding delivery of a course in TPEMS as well as in the e-report provided to TDD after the course.
For TPP training expert, this data is integrated directly by the TPeMS into their  corresponding electronic file.
For GAT staff, qualification and training records are kept by the officer in charge in the front office for follow up and support compliance of Staff Rule 104.39 and the yearly staff training plan (Procedure ‎2‑1: training of GAT personnel)
[bookmark: _Toc473814446]Persons responsible for checking records and student personal logs
The focal point assigned to a particular course will be responsible for checking the records and student personal logs. 
[bookmark: _Toc473814447]Nature and frequency of record checks
All active records are accessible until they are sent into Archives. Retention of records, nature and frequency of record check shall be accomplish as per the Appendix G.
[bookmark: _Toc473814448]Standardization of record entries TPEMS
[bookmark: _Toc473814449]Invoices uploaded in TPeMS should be named with the number of the invoice and the concept.
Materials uploaded in TPeMS should be named Instructor Material or Student Material as it may correspond.
Certificates generated in TPeMS are numbered correlatively automatically. The coding for definition of the reference number for the GAT certificates (instructors, validators, assessors and participants to the courses) are defined in Appendix BB.
E-reports uploaded in TPeMS should be named with the name of the course and the date of the delivery.
Any other document uploaded in the TPeMS should be identified with the name of the course and the delivery for ease of reference. 
Personal log entries 
[bookmark: _Toc473814450]Online course participants are provided automatically with log in details upon confirmation of their registration to the course (Procedure ‎3‑11: delivery and management of online courses). 
Classroom participants can access the Course platform through the link provided to register into the course. Once registered, they will be provided with log in details to access the materials of the course.
ICAO’s Record Management System (RMS)
According to the Records Management- General Secretariat Standards and Procedures (Doc No. SSP-16-RP-001) ICAO’s Record Management System (RMS), ensures that ICAO’S Records (namely, all information made or received by the Organization in pursuance of legal obligations or in the transaction of business) are digitally stored and available on line by means of the appointment of a file record number that enables its tracking in the system. 
For the purposes of TPP, IOMs, ICAO State Letters, Training Services Agreements and PRODOCS, amongst any other official documentation, would be considered ICAO’s Records and are required to be saved in the RMS. 
Administrative Instructions on Records Management dated 30 April 2014 establishes that ICAO’s Records need to be digitalized and the paper originals may be disposed after a period of six (6) months to reduce administrative overhead. The purpose of retaining originals for six (6) months is to ensure that they are available in case of quality review issues when there is a need to repeat the process of digitalization.
Records Management relates to the creation, use and maintenance of current records while Archives deals with the preservation and maintenance of non-current records that are permanently preserved for their administrative, legal, historical and informational value.
Doc No SSP-16-RP-002 on Records Management- Archives establishes that as a general rule, Central Registry files are deposited with Archives Unit (ARC) by the Registry and Telecommunications Unit (RTU) 5 years after their closure and in accordance with instructions provided by Archives Unit (ARC). All files transferred must bear a retention date and instructions concerning microfilming where applicable. Files submitted for destruction will be inspected by the Supervisor of the Archives Unit (S/ARC) to ensure that no important documentation is inadvertently destroyed.
[bookmark: _Ref483816985][bookmark: _Toc484185303][bookmark: _Toc484185359]Instruction ‎5‑1: security of records and documents
A focal point is appointed for each course in the TPP’s course portfolio. The focal point is responsible for coordinating the course deliveries and has access to all information regarding the course, including the information regarding the participants (personal information and qualification records) which is used exclusively for the purposes of the course such as the generation of the certificates that are issued through the TPEMS. 
TPEMS can only be accessed by registered individuals by means of an specific user and password in order to secure the content and access of the information uploaded in TPEMS. 
[bookmark: _Ref483816998][bookmark: _Toc484185304][bookmark: _Toc484185360]Instruction ‎5‑2: GAT’s email inboxes
Only persons previously authorised by Chief GAT can access GAT Inboxes. The following are the authorize email inboxes:
Global Aviation Training inbox (GlobalAviationTraining@icao.int): 
any official emails to TRAINAIR PLUS Members, specifically to heads of training organizations or Government and DGCA Officials must be sent out from the GAT Inbox. 
Any official emails to TRAINAIR PLUS Members, specifically to heads of training organizations, or Government and DGCA Officials, must be sent out from the GAT Inbox (GlobalAviationTraining@icao.int). In this regard, please ensure that the content of emails are prepared and approved before they are sent to the GAT Front Office for dissemination.
No outgoing emails from any GAT Inboxes other than the globalaviationtraining@icao.int  address will be allowed without the prior consent of C/GAT.
TRAINAIR PLUS (TRAINAIR@icao.int) and Aviation Training (AviationTraining@icao.int) inboxes: 
all communications regarding TPP training courses are made through the TRAINAIR (TRAINAIR@icao.int) and Aviation Training (AviationTraining@icao.int) inboxes and re-directed to the respective appropriate Officer or GS coordinator. Answer to those communications by the Officers or GS staff will be sent through their own professional email.
Any incoming emails to the TRAINAIR Inbox (TRAINAIR@icao.int) must be dispatched to the appropriate Officer or GS coordinator. Replies to emails received in the TRAINAIR Inbox must originate from email addresses of Officers or GS staff, and not from the TRAINAIR Inbox. 
No emails can be dispatched from the TRAINAIR Inbox. This inbox is intended to receive requests from TPP Members or parties interested in receiving TPP services and/or information only.
Auditor e-training inbox (ETraining@icao.int): 
Correspondence with participants in e-learning will be made by the focal point through the Auditor etraining@icao.int inbox and re-directed, if required, to the respective addressee.
Answer to those communications by the focal point will be sent through their own professional inbox.
[bookmark: _Toc473814432][bookmark: _Toc481068077][bookmark: _Toc484185305]Description of the facilities and equipment
[bookmark: _Ref483817094][bookmark: _Toc484185306]General-use facilities, including offices, stores and archives, and library or reference areas
GAT Office is located on the following address (GAT Offices’ building):
700 Rue de la Gauchetiere Ouest
Montreal, Quebec
Canada H3B 4L1
25th floor
GAT is entitled to use the facilities of the ICAO Head Quarters’ building located in:
999 Robert-Bourassa Boulevard
Montreal, Quebec
Canada H3C 5H7
The facilities are designed, constructed and equipped in accordance with the Canadian civil, health, sanitary and fire codes.
The GAT Offices’ building facilities accommodate, among others, the following:
C/GAT, TPP, TDD and TAC offices
Administration/ Secretaries/ Archiving.
Meeting rooms.
Kitchen 
The ICAO Head Quarters’ building accommodates , among others, the following:
Classrooms
Cafeteria
Library
Instructors room
ITC.
Events Department.
[bookmark: _Ref483817103][bookmark: _Toc484185307]Training facilities and equipment
All the Classrooms are adequately air-conditioned, ventilated and lighted with neon and spot lights. 
Storage equipment and secured computers, assure a degree of confidentiality, protection from fire and water, security, and sufficient storage.
All information regarding the number and size of classrooms, including training equipment is contained in Appendix U “GAT training facilities and equipment”.
[bookmark: _Ref483817108][bookmark: _Toc484185308][bookmark: _Toc484185385]Procedure ‎6‑1: coordination of training facilities and equipment for course deliveries
The Training Assistants have to coordinate with the Events Department and the ITC Department in order to make sure that the training facilities and equipment are properly maintained. Events Department is in charge of the facilities and can be reached at Events@icao.int. 
In order to book a room we use the eMeets Room Booking in the Book-a-room page in ICAO’s intranet (http://intranet.icao.lan/adb/CSG/CS/BookARoom/improvedVersion-bookaroom.htm). Once the booking request is accepted the Events Department will provide assistance regarding the display of the room.
All necessary equipment such as beamers, boards, projection screens, monitors etc. not available in the rooms may be requested to ICT to be supplied for the training deliveries by means of a Service Desk call through ICAO’s intranet: https://servicedesk.icao.lan/HomePage.do?SkipNV2Filter=true . 
[bookmark: _Toc473814430][bookmark: _Ref478654210]The GAT Offices’ building facilities also accommodates several meeting rooms that may be used for training purposes, mainly the conference room 25048/25049, Procurement’s Meeting Room and the called Smart Room. These meeting rooms shall be booked by making a request directly to Ms Claudia Mendoza (Administrative Assistant to TCB) via email (CMendoza@icao.int).
[bookmark: _Ref478650491][bookmark: _Ref478714322][bookmark: _Toc476224313]Maintenance of the training facilities and equipment: 
The ICT Department is responsible for the equipment and technology connections in the facilities and can be reached by means of a Service Desk call through ICAO’s intranet in the link related above.
[bookmark: _Ref483818510][bookmark: _Ref483920278][bookmark: _Ref483923640][bookmark: _Ref483926813][bookmark: _Toc484185309][bookmark: _Toc484185361]Instruction ‎6‑1: facilities and equipment requirements when courses are delivered in the Client´s premises
The Working Arrangements’ document of each ICAO recognise course identifies the specific requirements in terms of equipment, systems, synthetic devices, software, simulators, distribution of the classroom, etc. required for the delivery of the course.
In addition to those specific requirements, the facilities to deliver the courses shall comply with the following common minimum requirements: 
Classrooms
The Client shall provide furnished and properly equipped classrooms and training facilities. The classroom size shall be adequate and comfortably accommodates the trainees and instructor with the appropriate number of desks. 
The classroom lighting and window coverings shall be adjustable so that projected audio-visual aids may easily be viewed from all trainee positions in the classroom. 
Sufficient illumination for trainees to take notes shall be available when the lighting is reduced for projecting slides or overheads.
The insulation, heating, ventilation and air-conditioning system of the primary classroom and meeting rooms shall provide a comfortable training and learning environment at all times.
The classroom shall have standardized electrical installations for the use of computer and projection equipment (with sufficient outlets).
The Client shall ensure that the classroom is equipped with all necessary audio-visual equipment (projectors, computers, speakers, communications system, etc.), including as a minimum:
two audio-visual equipment capable of displaying all electronic documents, and presentations that are part of the course material; 
two projection surfaces appropriate for the classroom facility with the minimum height of the screen to provide appropriate visibility to the most distant viewer. Surfaces shall be centred in front of the participant s; and
electronic pointer
two flip charts
set of flip chart markers.
Trainee Desks
The trainee desks shall be large enough to accommodate the trainee materials used during the course. A minimum desk size of 160 centimetres by 80 centimetres is recommended. All furniture shall be of good quality.
Seating in the classroom shall have sufficient padding to allow trainees to be comfortably seated for extended periods of time (i.e. 2 to 3 hours).
Each trainee’s desk shall be equipped with individual laptop or computer. The Client would need to provide each participant with a computer or otherwise require them to bring their own.
Instructor Offices
Office space for the instructor(s) shall be provided in close proximity to the primary classroom. The office shall be large enough to accommodate the instructor workstation, bookcases and files. 
The instructor shall be provided with their own desk and sufficient work space to allow her/him to prepare course materials. The workstation shall be equipped with a computer capable of displaying all electronic documents and graphics that are part of the course materials. 
The computer shall have internet and email access. The instructor shall also have access to telephone, printing, a good quality high speed photocopy machine and scanner and translation of documents, if necessary.
Trainee accommodations
The Client shall provide information concerning on-site hostel or hotel accommodations within close proximity to the venue, and reasonably priced. If an on-site hostel or hotel is not available, the Client shall provide local transportation, or suitable public transportation shall be available.
A cafeteria or catering service shall be available at the venue or be easily accessible to the venue for coffee/tea and lunch breaks. 
[bookmark: _Toc481068078][bookmark: _Toc484185310]Scholarships
[bookmark: _Ref483817145][bookmark: _Toc484185311][bookmark: _Toc484185350]Policy ‎7‑1: GAT scholarship 
The objective of the ICAO GAT Training Scholarship Programme is to assist Member States having difficulties in developing their safety or security oversight capabilities or implementing ICAO Programmes. 
This Programme will support Member States by enabling their nominated staff to attend training courses and programmes organized by ICAO or training organizations, provided they have fulfilled the following criteria:
priority for granting a training scholarship will be given to Least-Developed Countries (United Nations Conference on Trade and Development list) and Member States with significant safety or security oversight shortcomings, such as a significant safety or security concern (SSCs or SSeCs) identified by the ICAO Universal Safety Oversight Audit Programme (USOAP) or Universal Security Audit Programme, and ICAO USOAP results with less than 60% Effective Implementation (EI);
the applicants to ICAO GAT scholarship must be employed by a civil aviation authority (CAA), government organization in the aviation field related to the training activity, a Regional Safety Oversight Organization (RSOO), Regional Accident or Incident Investigation Organization (RAIO), Airport or Cooperative Development of Operational Safety and Continuing Airworthiness Programmes (COSCAPs);
the application must be supported by an official recommendation letter from a Senior Manager, such as a Director General of a CAA, an Executive Director of a RSOO or a RAIO, or the Head of an Aviation Organization;
the course should be directly related to the human resources needs of a Member State. 
The training scholarship will apply to course tuition fees only and may cover these fees partially or fully. Furthermore, other costs, such as transportation, accommodations, daily subsistence allowance, and medical travel insurance, shall be borne by the applicant or the employer.
[bookmark: _Ref481057853]A reserve fund has been established to support Member States in building their capacities through training. Scholarships will be allocated from the reserve fund, subject to availability of funding. Trainees originating from States with EI rates below 60% will be eligible for scholarships, provided they meet the following criteria:
Further to paragraph ‎7.1.4 a reserve fund for the GAT Office has been established to ensure its continuity, cover contingencies or any potential upfront cost for activities, such as course development costs, and support Member States with level of EI below 60% through scholarships for training courses conducted by the GAT Office or TPP Members. Pricing for ICAO training activities includes a provision for the reserve fund.	Comment by Riveros, Jose: PP
the number of scholarships granted annually will depend on the funding available in the reserve fund, and will be processed on a first-come, first-serve basis. 
A State will be able to nominate two scholarship candidates yearly;
[bookmark: _Ref483817150][bookmark: _Toc484185312][bookmark: _Toc484185386]Procedure ‎7‑1: GAT scholarships for ICAO training
Applications for the ICAO Training Scholarship Programme should be submitted, using the application form related in Appendix V, to the appropriate Regional Office for screening and coordination with the Global Aviation Training Office and the relevant Bureau at ICAO Headquarters in Montréal. 
the application must be supported by an official recommendation letter from a Senior Manager, such as a Director General of a CAA, an Executive Director of a RSOO or a RAIO, or the Head of an Aviation Organization; 
all applications will be submitted to and reviewed by the ICAO Regional Office overseeing the State of nationality of the nominee, and approved by the Chief, Global Aviation Training; 
the final decision for the training scholarship shall remain at the discretion of C/GAT.
[bookmark: _Toc481068079][bookmark: _Ref483400502][bookmark: _Ref483400511][bookmark: _Toc468714428][bookmark: _Toc468728851][bookmark: _Toc484185313]Appendices
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[bookmark: _Toc478741625][bookmark: _Ref478973650][bookmark: _Ref482953647][bookmark: _Ref481740555][bookmark: _Toc484185314][bookmark: _Ref482953652]Appendix A
GAT Organizational Chart
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[bookmark: _Toc478741626][bookmark: _Ref478974046][bookmark: _Ref478974074][bookmark: _Ref479234477][bookmark: _Ref480964858][bookmark: _Toc484185315][bookmark: _Ref480964869]Appendix B
Revised fees for the ICAO TPP activities and other training products and services

FEES FOR TRAINAIR PLUS Training Competency Development COURSES 	Comment by Riveros, Jose: TPOM chapter 9
	Course
	Hosted by ICAO
	Hosted by a TPP Member

	Training Developers Course (TDC)
	$1 500
	$500

	Online instructional Techniques (TIC Part 1) in English Only
	$500
	Not Applicable for online course

	Training Instructors Course (TIC Part 2) in English only
	$1 000
	$400

	Training Instructors Course in Spanish and French
	$1 500
	$600

	Training Managers Course (TMC)
	$1 600
	$650

	Validating Competency-based Training (VCT)*
	$1 600
	$650

	Post-training Evaluation (PTE)
	$1 600
	$650


*Course fee is waived for ICAO ISD validators who attend the VCT course.

STANDARDIZED TRAINING PACKAGE (STP) COST MATRIX
Fees per use
The TPP administrative fee will be dropped and the STP exchange fee will therefore only include the amount provided to the originator of the STP.
Shared fees for the provider CATC
2017 Applicable Fees: in 2017, the TPP administrative fee will be dropped and the STP exchange fee will therefore only include the amount provided to the originator of the STP.
	STP Duration / number of deliveries
	Full
	Associate

	
	Government
	Private
	Government
	Private

	1 week duration / 1 delivery
	$1 500
	$2 250
	$2 250
	$3 500

	2 weeks duration / 1 delivery
	$2 000
	$2 875
	$2 875
	$4 000

	3 weeks duration / 1 delivery
	$2 500
	$3 500
	$3 500
	$4 750

	4 weeks + duration / 1 delivery
	$3 000
	$4 125
	$4 125
	$5 500


For each subsequent delivery, 50% of the applicable fee is charged.
Fees for each additional implementation represent 50 per cent of the standard fee. To benefit from this fee, all additional purchases must be submitted in one request.
Fees for Other ICAO Courses
	Course
	Hosted by ICAO
	Hosted by a TPP Member

	Government Safety Inspectors (GSI) Air Operator certification – 3 weeks (two instructors)
	$5 400
	$900

	GSI Personnel Licensing – 3 weeks (two instructors)
	$5 400
	$900

	GSI Airworthiness – 3 weeks (two instructors)
	$5 400
	$900

	European Co-ordination Centre for Aviation Incident Reporting System (ECCAIRS) Technical – 1 week
	$1 600
	$650

	ECCAIRS End User – 1 week
	$1 600
	$650

	Dangerous Goods Technical Instructions – 1 week
	$1 600
	$650

	Control of the authenticity and validity of travel documents at airport borders – 4 days
	Budget submitted upon request
	$450





[bookmark: _Ref478974110][bookmark: _Toc484185316]Appendix C
Training Services Agreement (TSA)


[bookmark: _Toc484185317]Appendix D 
ICAO Assembly Resolution A38-12, Appendix D



[bookmark: _Ref479236239][bookmark: _Toc484185318]Appendix E 
GAT - Regional Office or ICAO Bureau Course Hosting Requirements and Responsibilities

The following table sets forth the distribution of responsibilities when the courses are delivered by GAT in collaboration with other ICAO Bureau or Regional Office:

	Category
	Action
	GAT
	RO

	Promotion
	Conduct regional promotion of the course (i.e. State Letter, email campaigns, website, etc.)
	
	

	Course logistics
	Additional to the activities contemplated in paragraph ‎4.5.1 of the TPM, GAT will be responsible for the following:
Correspond with potential and registered trainees
Dispatch course orientation information to trainees (including list of preferred hotels and taxi services to be provided by the RO to GAT)
Dispatch badges and name plates to ROs
	



	

	Facility requirements
	As per section ‎6.4 of the TPM
	
	

	Qualified instructors
	In case that the instructors shall be contracted by GAT for the delivery of the course, the following activities will be carried out:
Select the instructor(s) for the delivery of the course.
Process instructor contract and travel arrangements including tickets and daily subsistence allowance (DSA).
Section ‎2.4 outlines details about ICAO instructors.
	
	

	On-site coordination
	As per section ‎4.2 of the TPM.
Arrange for morning and afternoon coffee breaks for the duration of the course. Prior to the delivery of the course, provide GAT with a quote from a local supplier for the coffee breaks. Cost will be covered by GAT. 
Arrange transportation of the instructor from the hotel to the RO on a daily basis. Quote from a local supplier to be provided to GAT prior to the delivery. Cost will be covered by GAT.
	
	

	Visa support
	As per paragraph  ‎4.2.4.9
	
	




[bookmark: _Toc478741627][bookmark: _Ref478742580][bookmark: _Ref478973711][bookmark: _Ref478974189][bookmark: _Ref478974288][bookmark: _Ref478742558][bookmark: _Ref479240297][bookmark: _Toc484185319]Appendix F 
Training Project Document – Training Prodoc


[bookmark: _Ref479772340][bookmark: _Ref479772422][bookmark: _Toc484185320]Appendix G 
Retention of records, nature and frequency of record check
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ICAO Instructors qualification process
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TPP e-report
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Qualification Processes for ISD Validators
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Working Arrangement between GAT and TCB 
for Customized Solutions to Member States in Support of Technical Assistance and Technical Cooperation projects with training components
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Terms of Reference for the ICAO Training Board  (ITB) and  
ICAO Training Working Group (ITWG)
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ANB-GAT-ROs roles for GSI programme	
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Regional Office Manual (ROM) Part 6 – Global Aviation Training Office
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Cooperative Framework between GAT Office and Monitoring and Oversight, 
Air Navigation Bureau (MO/ANB) on the Management of the USOAP-CBT


[bookmark: _Ref481593727][bookmark: _Toc484185329][bookmark: _Ref480278451]Appendix P 
Student Discipline

The student discipline is one of the main factors to ensure the high standards of training in the organization. Before contracting and before being enrolled the student shall be made aware of the provisions of this section.
1. [bookmark: 2.1.4.1_Student_Obligations]Student Obligations
0.1. [bookmark: 2.1.4.1.1_Each_student_has_the_responsib]Each student has the responsibility to be fully acquainted and to comply with the provisions of the Student Discipline document.
0.2. [bookmark: 2.1.4.1.2_If_a_student_displays_an_irres]If a student displays an irresponsible attitude or demonstrates a clear and distinct lack of aptitude or any other behaviour not consistent with the qualities required, suspension from training may be considered.
0.3. [bookmark: 2.1.4.1.3_In_particular,_termination_of_]In particular, termination of training is likely in the event of:
A deliberate and unjustifiable breach of the Student Discipline rules.
Repeated failure to comply with the provisions of the Student Discipline rules
[bookmark: Any_behaviour_or_attitude_that_endangers]Any behavior or attitude that endangers safety
[bookmark: Where_the_student_has_not_made_satisfact]Where the student has not made satisfactory progress
0.4. [bookmark: 2.1.4.1.4_Accepts_the_following_rules:]Accepts the following rules:
Follows the ground and flight syllabuses.
Complies with organization and authorities’ regulations.
Proceed under the supervision of the instructor.
Respect all the staff and instructors of the organizations.
Refers any problems to his instructor.
Student shall be required to pay for any damages resulting from an accident or incident which occurs during an unauthorized training or any unsupervised activity.
1. [bookmark: 2.1.4.2_Disciplinary_Actions]Alcohol
[bookmark: No_pilot_shall_in_an_ATO_Flight_Training]No student shall be accepted in a class if he/she has consumed any alcohol within eight hours of course start.
1. [bookmark: 2.1.4.3_Drugs]Drugs
[bookmark: Recreational_drug_use_is_not_compatible_]Recreational drug use is not compatible with aviation safety and any student found to be indulging in such drug use is liable to immediate suspension from training.
[bookmark: 2.1.4.4_Reporting_and_Documentation]

[bookmark: _Ref480894360][bookmark: _Ref480894352][bookmark: _Toc484185330]Appendix Q 
Functions and competencies of key operational personnel

Accountable executive 
Mr Meshesha Belayneh, Chief, Global Aviation Training (GAT)
Function 1
Function 2 
Function 3 
Competencies
TRAINAIR PLUS Programme Manager 	Comment by Riveros, Jose: Head of training
Mr Diego Martinez, 
The responsibilities and duties of TRAINAIR PLUS Programme Manager are as stated below :
Function 1 
Lead, supervise and manage the global implementation of the TRAINAIR PLUS programme, achieving results such as:
Administrate the resources associated with TRAINAIR PLUS Programme activities in order to ensure adherence to the objectives and Training Policy of the organization; 
Provide technical direction and leadership in the development and implementation of the activities of the TRAINAIR PLUS Unit; plan and supervise the work of the unit’s staff; and prepare the work programme and planning in accordance with existing policies and decisions; 
Develop and maintain guidance and follow-up on ICAO's methodological approaches for planning and implementation of training programmes for the high level qualification of aviation professionals; 
Direct  the overall successful implementation of the TRAINAIR PLUS Programme in line with TRAINAIR PLUS programme principles and objectives with the aim of establishing and maintaining an ICAO world-wide cooperative network of training centres demonstrating the highest possible standards of training;
Develop and implement the TRAINAIR PLUS Programme business plan, budget and Key Performance Indicators (KPIs) in line with the sustainability of the Programme and implement strategies to increase the TRAINAIR PLUS membership, as well as to increase services to existing members.
Function 2 
Lead, supervise and manage the implementation of the TRAINAIR PLUS membership process including assessment activities and STP development and oversee the effectiveness of support and services to the TRAINAIR PLUS members, achieving results such as:
Supervise membership applications to ensure completeness of incoming documents and coordinate the development and implementation of communication strategies intended for current members and potential new members as approved by ANB senior management;
Direct the design and development of publications such as newsletters, leaflets and brochures; coordinate the design and production of communication documents with designers, photographers and printers and monitor work in progress;
Update TRAINAIR PLUS methodological tools for members and develop procedures and practices for standardization and harmonization of  ICAO training activities for members and applicants; 
Administrate the TRAINAIR PLUS electronic Management System (TPeMS) and the STP virtual Library including the validation of the STPs produced by the CATCs and manage and update the TRAINAIR PLUS Website and databases including the new platform for the TPeMS;
Act as “Faculty Manager” for ICAO TRAINAIR PLUS courses and validate TRAINAIR PLUS course materials;
Act as “Faculty Manager” and main Subject Matter Expert for the development and amendment of ICAO Doc 9941 to reflect operational needs, new trends and technological developments; 
Ensure that Training Courses are delivered on a regular basis to provide the necessary training to civil aviation training centres on the design and development of high quality ICAO recognized training packages. 
Function 3 
Execute and control the execution of International events and training programmes, achieving results such as:
Ensure that ICAO Courses for developers, instructors and managers are delivered on a regular basis to provide the necessary training to civil aviation training centres on the competencies and high quality standards for aviation training; 
Supervise the organisation of TRAINAIR PLUS Regional and Global Symposia with the host organization, lecturers, moderators and logistics and the coordination with the host organization, their staff and their resources (logistics, organization, planning…);
Coordinate the execution of training activities with other Sections and Units within ICAO and with the corresponding States/Organizations, to ensure smooth implementation and facilitate all actions related to the training activities;
Perform assignments as TRAINAIR PLUS Manager and associated tasks with TDD and TAC training activities as required;
Supervise the implementation and recognition of Training Organizations and Regional Training Centres within the scope of the ICAO Training Policy;
Advise and cooperate with the States in identifying and formulating requests for technical assistance in the implementation of ICAO docs 9841 and 9941.
Function 4 
Lead, supervise and manage the work and staff of the Unit, achieving results such as: 
Establish, monitor and report on performance and work plans for Unit staff, ensuring appropriate distribution of workload, and ensure appropriate liaison between TRAINAIR PLUS and ICAO Senior Management, and those responsible for relations with States, Civil Aviation Authorities and within ICAO;
Direct the development and implementation of the Quality Management System for the TRAINAIR PLUS Programme, implementing reliable Quality Control and Quality Assurance processes for TRAINAIR PLUS; 
Provide guidelines to TRAINAIR PLUS staff, define quality procedures in conjunction with TRAINAIR PLUS staff, supervise the development of TRAINAIR PLUS quality documentation and manage the development and implementation of goals, objectives, policies, procedures and systems pertaining to Quality Assurance and Quality Control;
Provide strategic planning for the development and expansion of the TRAINAIR PLUS Programme and organize and manage assigned resources to provide timely and effective service delivery and oversight, financial management, planning, systems and budgetary controls, revenue and expenditure monitoring;
Develop operational plans for the Unit and supervise, monitor and report on their implementation, and define work strategies to ensure comprehensive operations service provision to the Organization; 
Implement continuous improvement to ensure the staff’s service orientation.
Function 5 
Serve as Secretary of the TRAINAIR PLUS Steering Committee (TPSC), achieving results such as: 
Provide guidance for TPSC members on ICAO training policies, procedures and methodologies;
Develop meeting documentation which facilitates effective technical discussions including working papers, presentations and reports;
Communicate and coordinate with TPSC members and other ICAO sections and technical bodies;
Provide comprehensive analysis of problems raised by States, civil aviation training centres and international aviation organizations in the field of training needs, instructional design, learning and performance processes and recommendations for appropriate solutions.
Competencies:
Advanced abilities in Aviation Management with emphasis on planning and management experience in civil aviation training centres at senior levels;
Ability to act as an Advisor to Senior National Training Officials in the establishment of effective training programmes using modern training techniques;	
Knowledge of the job structure of the air transport industry, the task contents of relevant jobs and the training programmes;
Ability to manage aviation training including human resources planning and training evaluation;
Extensive familiarity with civil aviation organization and methods and with the establishment of overall staffing and training requirements for support administration and operation of aeronautical facilities;
Ability to plan, manage, coordinate and supervise aviation training programmes;
Ability to recognize key issues, recommend solutions to problems related to policy or practice and oversee their implementation and bring to completion defined projects;
Ability to plan and develop work plans and make effective use of staff resources;
Ability to use personal computers and contemporary software to keep abreast of available technology;
Comprehensive project management skills, including ability to manage multiple projects, prioritize and organize effectively and pay close attention to detail;
Capacity to demonstrate financial awareness, control costs and produce financial results;
Ability to translate vision to results by developing strategies, gaining support and consistently driving for quality improvement;
Ability to develop new ideas and improve existing processes;
Ability to set clear goals, prioritize, anticipate problems or risks and use time effectively;
Capacity to proactively represent the programme in all social and diplomatic functions;
Ability to convey ideas clearly and concisely and achieve “buy-in” for project goals and objectives.
Training Design and Development Manager	Comment by Riveros, Jose: Instructional services manager
Ms Huang Jie (Annie), 
The responsibilities and duties of TDD Manager are the following :
Function 1 
[bookmark: _Toc478047013]Provide technical support for the development of TRAINAIR PLUS Standardized Training Packages (STPs):
[bookmark: _Toc478047014]Review applications submitted by TPP members to ensure the validity of their request and consistency with TPP objectives;
[bookmark: _Toc478047015]Ensure there is no overlap with other STPs;
[bookmark: _Toc478047016]Follow up on all steps and stages for compliance with TPP procedures; and
[bookmark: _Toc478047017]Follow up with STP validators to ensure quality control of the STP development with all submitted documentation before granting the full membership or registering the STP. 
[bookmark: _Toc478047018][bookmark: _Toc478047019]Function 2 
[bookmark: _Toc478047020]Support TPP courses delivery and conduct quality assurance processes through systematic evaluation of reports submitted by instructors, analysis of evaluation reports submitted by learners, generation of Training Quality Management reports and preparation of revisions of TPP courses (if required).
[bookmark: _Toc478047021][bookmark: _Toc478047022]Function 3 
[bookmark: _Toc478047023]Coordinate with ICT to ensure recurrent updates of web-based applications of the Programme and website including management, monitoring and operation of the TRAINAIR PLUS electronic Management System (TPeMS).
[bookmark: _Toc478047024]Function 4 
Develop and implement the requirements of ICAO’s TRAINAIR PLUS Programme for the qualification of instructors including procedures for standardization and recurrent training;
[bookmark: _Toc478047025]Qualifications: 
[bookmark: _Toc478047026][bookmark: _Toc478047027]Extensive experience with progressive responsibility in training institutions as instructor, developer and manager;
[bookmark: _Toc478047028]Recognized training qualifications with extensive practical experience at a recognized aviation training institute;
[bookmark: _Toc478047029]Considerable experience in the preparation of detailed course materials essential, preferably as a team leader of a group using the TRAINAIR PLUS methodology or as a course developer;
[bookmark: _Toc478047030]Experience in the preparation of a wide range of training aids and their effective incorporation into a training programme, as well as experience in computer applications in the preparation of course material, including word processing and graphics presentation applications is also essential;
[bookmark: _Toc478047031]Experience as instructor in aviation-related fields and knowledge of the job structure of the air transport industry, the task content of the relevant jobs and the training programme to achieve this contents, on the job, practical and operational training techniques;
[bookmark: _Toc478047032]Experience in planning training programmes for airport management staff and in developing training materials and guidance.
[bookmark: _Toc478047033]

[bookmark: _Ref480895397][bookmark: _Toc484185331]Appendix R 
Major Duties and Responsibilities of the instructors

Function 1, prepare the training environment: 
The competent instructor should ensure that the training environment provides for effective learning.  The training environment includes facilities, equipment, and instructional materials. 
Ensures adequate facilities and equipment:
Ensures the facilities are scheduled and adequate to meet the learning outcomes objectives.
Ensures that the physical environment and space are suitable for learning.
Ensures environment and conditions exist for the training objectives.
Ensures that the equipment is suitable, adequate and serviceable.
Function 2. Manage the trainee:
The competent instructor should ensure that training is appropriate to the trainees and their needs.
Understands Trainees:
Identifies and demonstrates awareness of trainee characteristics (experience, language, culture).
Addresses learning needs.
Demonstrates awareness of learning styles.
Adapts when authorized instructional materials and methods to learners needs.
Coaches trainees:
Demonstrates awareness of any measurable indicators of trainee readiness for training (as far as possible).
Is flexible and supportive to trainee performance and needs.
Generates a cooperative relationship with trainees.
Develops and sustains trainee motivation on the subject.
Use of an effective training strategy:
Quickly evaluates the average level of the audience and revises the training strategy.
Encourages participation in discussions.
Asks questions of the entire group.
Targets questions to individuals.
Asks questions at a variety of levels.
Function 3: Conduct TPP Courses to ICAO TRAINAIR PLUS standards.
The competent instructor must demonstrate a variety of instructional methods as required for the training.
Establish and maintain credibility:
Demonstrates an exemplary role model’s behaviour (meaning the behaviours expected in the technical role being trained, according to the competencies and related Knowledge, Skills and Attitude (KSAs).
Demonstrates respect for organizational specific characteristics (SOPs, dress codes, appearance, acceptable personal conduct, etc.).
Complies with established ethical and legal standards.
Establishes and maintains an atmosphere of mutual respect.
Demonstrate effective presentation skills:
Stimulates and sustains trainee’s interest.
Sequences and paces training materials appropriately.
Uses the voice effectively.
Uses eye contact effectively.
Uses gestures, silence and body movement effectively.
Uses training aids effectively.
Demonstrates effective questioning skills.
Provides positive feedback, responds to participant questions, enhances delivery by incorporating relevant experiences and/or examples.
Presents an effective introduction, states the objective(s), presents a plan, provides clear explanation for various steps, delivers an effective summary.
Demonstrates effective instruction and facilitation:
Communicates effectively both verbally and non-verbally. 
Listens actively and reads non-verbal messages correctly.
Asks appropriate questions to encourage learning or to confirm understanding.
Provides opportunities for trainees to ask questions, handles incorrect responses positively.
Uses a variety of questions (factual, leading, rhetorical, problem-solving), employs various questioning techniques, manages classroom participation.
Keeps student discussions relevant to the lesson by starting, concluding, monitoring, and controlling discussions.
Answers questions, correctly and adequately.
Generates content by questioning, redirecting, balancing participation, etc.
Keeps discussions focused on the key issues.
Demonstrates organization by confirming understanding, paraphrasing, summarizing, etc.; links training activities, summarize key points and relate the activity to the training objectives.
Uses communication techniques adequately (listens, does not interrupt counterpart, clarity in interventions, avoids generating conflict).
States clear objectives and clarifies roles for the training or evaluation being undertaken.
Creates and sustains realism:
Ensures realism in the choice of scenario administered and examples shared.
Maintains a realistic and consistent approach in the conduct of the scenario and exercises.
Relates content to practical cases and professional experience.
Provides clarification and feedback.
Manages time:
Allocates time appropriately to activities.
Adjusts time spent on activities to ensure that objectives are met.
Implements contingency plans for situations where activities must be eliminated, reduced or replaced.
Function 4: Perform trainee assessment:
The competent instructor must assess the trainee appropriately, objectively and correctly.
Employs appropriate assessment methods:
Selects events and activities through which to observe trainee’s performance.
Clarifies assessment process and rules with trainee.
Communicates to trainees the criteria against which their performance will be assessed.
Monitors trainee’s performance during the training session:
Observes behaviours.
Interprets observed behaviours and comments correctly.
Allows trainee to self-correct in a timely manner.
Identifies individual differences in learning styles and adjusts the training strategy when possible.
Makes objective assessments:
Compares trainee’s performance outcomes to defined objectives.
Applies performance standards fairly and consistently.
Observes and encourages self-assessment of performance against performance standards.
Confidently makes decision on outcome of the task.
Provides understandable and actionable feedback:
Ensures applicant fully comprehends the assessment.
Applies appropriate corrective actions.
Uses facilitation techniques where appropriate.
Provides positive reinforcement.
Encourages mutual support.
Develops and seeks agreement on any plan for improvement or remediation.
Produces training and performance reports:
Keeps appropriate and adequate training and performance records.
Reports clearly and accurately on trainee’s performance using only observed behaviours reflecting knowledge, skills and attitudes.
Follows up corrective actions.
Reports recognized training opportunities within the training system for the purpose of process improvement.
Respects confidentiality.
Function 5: Perform course evaluation:
The competent instructor should evaluate the effectiveness of the training system.
Evaluates the effectiveness of a course or phase of a course:
Evaluates trainee’s feedback on the training process.
Evaluates trainee’s mastery of end-of-course objectives.
Evaluates the effect of facilities on trainee performance.
Evaluates the effect of equipment on trainee performance.
Evaluates the effect of training materials on trainee performance.
Evaluates the effect of the management of the training programme on trainee performance.
Reports information on course evaluation:
Identifies strengths and/or weaknesses of the training course.
Identifies barriers to the transfer of learning.
Makes recommendations for improvements to course design, content, exercises, etc.
Makes recommendations for improvements to course documentation.
Makes recommendations for improvements to training media and facilities.
Shares information with other instructors and management.
Function 6: Continuously improve performance:
The competent instructor should demonstrate a positive and proactive attitude to improve his/her performance.
Self-evaluates the effectiveness of his/her own performance as an instructor:
Evaluates his/her own communication skills.
Evaluates his/her own presentation skills.
Evaluates his/her own facilitation skills.
Evaluates his/her own use of training media.
Evaluates his/her own use of instructional materials.
Evaluates his/her own assessment of trainees.
Evaluates his/her own performance as an instructor and learns from the results.
Evaluates effectiveness:
Encourages and welcomes feedback on his/her own performance as an instructor.
Actively seeks feedback on the training course from trainees and peers.
Sustains personal development:
Maintains required qualifications.
Strives to increase and updates relevant knowledge and skills.
Demonstrates continuous improvement of instructor competencies.

[bookmark: _Ref480964446][bookmark: _Toc484185332]Appendix S 
Working arrangement for hosting and delivery of ICAO training
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Check list and administrative information for participants
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GAT training facilities and equipment

The ICAO Head Quarters’ building accommodates several meeting rooms some of which facilities and equipment when courses are scheduled can be used as classrooms. TPP uses mainly the following meeting rooms to deliver training:
Rooms C/D and A/B in the First Floor (Conference Center);
Room 7 A/B on the Third Floor (Conference Center);
Room 15.70 A/B on the Fifteen Floor (Office Tower).

[image: ]
[image: ]

The GAT Offices’ building facilities also accommodates several meeting rooms that may be used for training purposes, mainly the conference room 25048/25049, Procurement’s Meeting Room and the called Smart Room.
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ICAO Training Scholarship Programme
Application Form

	Applicant

	First Name:
	

	Surname (Family Name)
	

	Member State
	

	Civil Aviation Authority, RSOO, RAIO or Government Aviation Organization
	

	Position title
	

	Telephone
	

	Cellular
	

	Email
	

	Fax
	

	Mailing address


	

	Course title for which you are seeking a training scholarship 
	

	Course venue and dates
	

	Reason for interest in course
	

	Application supported by Director General of Civil Aviation Authority, Executive Director of RSOO or RAIO (as applicable), or Director of Government Aviation Organization

	Name
	

	Position
	

	Organization
	

	Email
	

	Telephone
	

	Please attach a current curriculum vitae (résumé)
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Description of the TPP hosting and delivering process
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GAT Operating Plan
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Reporting data collection 
	Category
	Unit in Charge
	Information
	Source
	Contribution if needed

	Assessment
	TAC / TPO
Unit
	Assessment and reassessment
	Tracking table from TAC
	Validated by Herve and Elena

	TPP membership
	
	Membership status
	Tracking table from TPO
	Validated by Tammy

	Course development
	TDD Unit
	RTCE ITP
	TPeMS, GAT Course catalogue
	Validated by Annie

	
	
	ICAO  ITP
	TPeMS, GAT Course catalogue
	Validated by Bonnie

	
	
	PTP and CTP
	TPeMS
	Validated by Annie

	
	
	STP
	TPeMS, GAT Course catalogue
	Validated by James

	Course delivery and trainees
	TPO Section
	Online
	Numbers from TPO
	Validated by Sara

	
	
	ITPs
	e-reports and TPeMS
	Instructors

	
	
	STPs
	TPeMS
	CATCs Focal Point

	
	
	GSI
	TPeMS
	Validated by Elena

	
	
	FIATA
	Information from TPO
	Validated by Elena

	
	
	ECCAIRS
	TPeMS
	Validated by Elena

	
	
	ICAO-ACI courses
	Information from TPO
	Validated by Mekki/ Tammy


[bookmark: _Ref483489562][bookmark: _Toc484185339][bookmark: _Ref483489605]Appendix Z 
Specifications for Data Warehouse Refresh Process for End Users



[bookmark: _Toc484185340]Appendix AA
Table of ICAO-Harmonized Training Packages

	

FEATURES
	TRAINING PACKAGES

	
	ITP
	ITP
	STP
	CTP
	PTP

	
	
ICAO Training Package (ITP)
	ICAO Training Package developed by a Regional Training Centre of Excellence (RTCE)
	
Standardized Training Package (STP)
	
Compliant Training Package (CTP)
	
Partnership Training Package (PTP)

	
Course developed by
	
ICAO
	
RTCE
	Trainair Plus Programme (TPP) Full Member (or Associate, first STP)
	TPP Associate, Full, RTCE and Corporate Member
	ICAO’s Global Aviation Training Office (GAT) and partner

	
Framework of development
	
ICAO internal process
	
ICAO-RTCE MOU and Annexes
	TRAINAIR PLUS Operations Manual (TPOM)
	
TPOM
	Cooperation and/or partnership agreement

	Course development methodology
	ICAO Doc 9941 or equivalent
	ICAO Doc 9941 or equivalent
	ICAO Doc 9941
	ICAO Doc 9941 or equivalent
	ICAO Doc 9941 or equivalent

	
Source of content
	ICAO Standards and Recommended Practices (SARPs), guidance material and programmes
	
ICAO SARPs, guidance material and programmes
	
STP owner material (regulations, procedures)
	CTP owner course material in relation to ICAO SARPs and guidance material
	Partner course material in combination with ICAO provisions

	Subject Matter Experts (SMEs)
	ICAO-qualified SMEs
	ICAO-qualified SMEs
	TPP Member SMEs
	Course owner SMEs
	ICAO and/or partner SMEs

	Validation of the methodology
	ICAO-qualified validators
	ICAO-qualified validators
	ICAO-qualified validators
	ICAO-qualified validators
	ICAO-qualified validators

	Validation of course content
	ICAO technical officers or qualified SMEs
	ICAO technical officers or qualified SMEs
	STP owner
	ICAO technical officers or ICAO-qualified SMEs
	ICAO technical officers or ICAO- qualified SMEs

	Approval
	ICAO (GAT)
	ICAO (GAT)
	ICAO (GAT)
	ICAO (GAT)
	Based on a collaborative framework with ICAO

	Ownership (IP)
	ICAO
	ICAO and RTCEs
	TPP Member
	CTP owner
	ICAO and partner

	Delivery (includes scheduling, registration, assignment of instructors, coordination, operation, etc.)
	
ICAO 
	
RTCE
	Associate and Full TPP Members using the TRAINAIR PLUS Electronic Management System (TPeMS)
	
CTP owner
	
Based on a collaborative framework with ICAO

	Course evaluation
	ICAO
	RTCE
	STP owner
	CTP owner
	Based on a collaborative framework with ICAO

	
Course sharing
	
Bilateral agreements
	
Bilateral agreements
	Shared between Associate and Full TPP Members
	
Not shared
	
Not shared

	Logos on certificates
	ICAO emblem with TPP logo
	ICAO TPP logo and RTCE logo
	ICAO TPP logo and logo of STP owner
	ICAO TPP logo and logo of CTP owner
	ICAO TPP logo and logo of the partner

	Fees for course purchase
	Determined by ICAO
	Collaboration framework with ICAO
	Based on TPP STP library matrix
	Not applicable
	Not applicable

	Fees per participant
	Determined by ICAO
	Based on a collaborative framework with ICAO
	Determined by STP owner or purchaser
	Determined by CTP owner
	Based on a collaborative framework with ICAO

	
Revenue sharing mechanism
	
ICAO internal process
	Based on a collaborative framework with ICAO (25/75)
	Based on TPP STP library matrix
	Based on a collaborative framework with ICAO
	Based on a collaborative framework with ICAO








— END —
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GAT certificates’ coding
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Finding report
[image: ]


Finding Report (Sample)

	Report Number
	
	
	Reporter
	M/TPP
	C/GAT

	
	
	
	
	
	

	 Date
	Reporter
	Finding category

	
	
	☒ Major NC   
☐ Minor NC 
☐ Observation

	Related standard 
(if applicable)
	

	Finding description
	

	Required action
	

	Corrective Action / Preventive Action

	

	Expected date
	
	Person Responsible for corrective action
	
Name                                    Date

	Action completed
	
	Person Responsible for corrective action
	
Name                                    Date



- END-
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Finding Tracking Table


[image: ]

	Findings
	Report Number
	
	
	

	
	Report date
	
	
	

	
	Reporter
	
	
	

	
	Finding category
	Major NC   ☐   
Minor NC ☐   
Observation  ☐
	
	

	
	Related standard
	
	
	

	
	Finding description
	
	
	

	
	Required action
	
	
	

	
	Corrective/preventive action
	
	
	

	
	Person responsible
	
	
	

	
	Expected date
	
	
	

	Follow-up
	Actual Completion Date
	
	
	

	
	Verification result
	Satisfactory   ☐   
Unsatisfactory ☐   
	
	

	
	Comment
	
	
	

	
	Dates
	
	
	

	
	Status
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Pricing
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Pricing Policy
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Assignments for GAT TPM Content



	
	Content
	Respons
	TPM section

	PART 1: General aspects,
	
	

	
	information relating to the use and applicability of the TPM, aspects for its understanding such as description, glossary, acronyms, index of content, and processes for its amendment, revision and distribution;
	Jose
	‎1.1, ‎1.7, ‎1.8, 
‎1.9, ‎1.10

	
	general aspects of the GAT office and the TPP programme including vision, mission, objectives, and the scope of the authorized training as established by the ICAO Training Policy;
	Mekki 
	‎1.11, ‎1.12 

	
	describes the Training Needs Assessment web-based tool developed by GAT, defines the procedure for registration, evaluation and acceptance of request for using the tool, as well as the procedure to follow for executing the TNA
	Jose
	‎1.13

	
	the organization of the GAT office and information about the qualifications, responsibilities and succession of command of management and the key operational personnel;
	Sylvie
	‎1.14, ‎1.15

	
	existing GAT’s internal and external liaison procedures, and existing documents between GAT and other ICAO Bureau/Offices related with training development and delivery  which shall be considered and followed in the operation;
	Mekki
	‎1.16

	
	ICAO ethics and values that all GAT staff must abide, the principles that govern the TRAINAIR PLUS Programme and the GAT quality system governance model 
	Jose
	‎1.17, ‎1.18, ‎1.19

	PART 2: Staff training and qualification,
	
	

	
	information and procedure relating to the maintenance of performance standards of the GAT staff;
	Rasha
	‎2.1, ‎2.2, ‎2.3

	
	processes and procedures for the qualification of instructors, developers and validators, which are the main experts supporting the GAT office in development and delivery of ICAO training.
	TDD
	‎2.4, ‎2.5

	PART 3: Training plan for ICAO harmonize training programmes (client training programmes),
	
	

	
	Instructions and procedures to apply for design, development and recognition of ICAO-harmonized training packages.
	TDD
	‎3.1, ‎3.2

	
	Organization and code of conduct during course delivery, discipline rules and disciplinary actions.
	Jose
	‎3.3

	
	Evaluation of the training effectiveness including rules and processes for authorization of test, progress and mastery tests, remediation training, retest and test reports .
	TDD
	‎3.2

	
	Post training evaluation resources, tools developed and implemented by the TRAINAIR PLUS programme and the procedure to follow for conducting and submitting to GAT.
	TDD
	‎3.5

	
	Definition of other aspects to include in the standard content of training plans which shall be defined and outlined in the TPeMS course profile and in the Working Arrangements of each course.
	TDD
	‎3.6

	
	Processes, procedures and requirements for reporting and documentation of training deliveries.
	TDD
	‎3.7

	
	Control of Nonconformities, Corrective and Preventive Action Procedure
	Jose
	‎3.8

	
	Reporting data management and data warehouse.
	Mekki
	‎3.9

	
	Information about different Learning Management Systems (LMS) used by GAT and the procedure for the delivery and management of online courses.
	Elena
	‎3.10

	PART 4: Hosting and delivery of ICAO training,
	
	

	
	rules, instructions, procedures and requirements related to the hosting and delivery of ITP courses to both TRAINAIR PLUS (TPP) and non-TPP Members, including the statement of client responsibilities.
	Jose
	‎4.1, ‎4.2, ‎4.3,
‎4.5

	
	procedure for supporting the TPP members in the consecution and recruitment of instructors when TPP Members order other Members’ STPs.
	Jose

	‎4.4

	
	instructions regarding the establishment and use of the Training Service Agreement (TSA) and Annexe(s) to the TSA called Training Project Document(s) (Training Prodoc(s)).
	Jose
	‎4.3.3, ‎4.5.2.5
‎4.5.2.6

	
	procedures for hosting and delivery of training by GAT alone and when is conducted  jointly with the Regional Offices or other ICAO Bureaus.
	Jose
	‎4.6, ‎4.7

	
	language exigencies for delivering and attending ICAO courses, including the case when the course is requested to be conducted in a different language from the language of the course.
	Jose
	‎4.8

	
	ICAO Policy ‎for Publications & Copyrights that shall be obeyed by the clients in the use of the ICAO name, emblem, documents and course material.
	Elena
	‎4.9

	
	considerations for the definition of Working Arrangements for the delivery of ICAO recognized training packages.
	Jose
	‎4.10

	 PART 5: Records,
	
	

	
	Policy for paperless office environment, categorization of GAT office documents, responsibilities over the records and procedure for control and management of documented information.
	Elena
	‎5.1, ‎5.2, ‎5.3, ‎5.4

	
	instructions regarding security of records and documents
	Elena
	‎5.4.5, ‎5.5

	
	GAT email boxes, their purpose, instructions for their use and responsible owners. 
	Cynthia 
	‎5.6

	PART 6: Description of the facilities and equipment,
	
	

	
	existing facilities and equipment at ICAO HQ and TCB premises that can be used for training activities and the process to follow to request their availability and maintenance.
	Cynthia
	‎6.1, ‎6.2, ‎6.3

	
	minimum requirements for facilities and equipment that the client shall provide when the ICAO recognized courses are delivered in their premises. 
	Jose
	‎6.4

	PART 7: Scholarship 
	
	

	
	policy, terms and process for awarding scholarship to attend training courses and programmes organized by ICAO or TPP members. 
	Jose
	‎7.1, ‎7.2
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Regular Capacity Maximum
Floor Name AKA Neutal Setup. Capacity Equipment

Conference Centre

CRA 20 Hollow Square Projector, Screen, Whiteboard
15t CRE 20 Hollow Square. Projector, Screen, Whiteboard
CRC 15 U-Shape Projector, Screen, Whiteboard
1st CRD 15 U-Shape Projector, Screen, Whiteboard
= CRC/D 30U Shape Projector, screen Whiteboard
1st CRE 15 Hollow Square Projector, Screen, Whiteboard
1st R3 Roberto Kobeh Chamber 253 Projector, Screen, Whiteboard
3rd RS %0 90 +a few chairs along the wall  Interpretation, 2 Projectors, 2 Screens
3rd R6 Morocco Room 50 50 +a few blue chairs along the wa Interpretation, 1 Projector, 1 Screen
R7A 25 U-Shape Projector, Screen
CR7B 25 Hollow square. Projector, Screen
Delegates Lounge 780 Stand!
ath CR1/2 Assembly Hall (Full open) 916 Interpretation
ath R1 Assembly Hall 458 Interpretation
ath R2 Assembly Hall 458 Interpretation
ath cRaA Pigeon Holes
ath CR4B 15 (blue chairs) 25 classroom style w/blue chairs  Projector, Screen
ath Foyer 800 Standing
Sth CRSA Office desk setup w/sofa L-shape desk w/2 chairs Computer, Phone
Sth RSB 12 Hollow Square 16 (blue chairs only) Projector, Screen
Office Tower
ath MR410  VCRoom 12 Video Conferencing
ath MR 430 14 Auto-Projection, Screen
6th MR6.10  ICT Classroom 20 Computers, Screen, projector
7th MR.7.50 18 Orange rolling chairs Electronic Whiteboard

8th MR 8.35 20 Electronic Whiteboard, 32' TV(w/DVD/CD)

MR 15.70 A/B 25 + & few chairs around the walls_Non-Projection, Screen
MR 15.70 C 20 ‘Auto-Projection, Screen

15t
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OFFICE TOWER

Meeting Room Location Capacity

MR 4.30 4.30 14
MR 7.50 7.50 12
MR 8.35 8.35 20
MR 15.70A/B 15.70 A/B 25
MR 15.70C 15.70C 20
esenteares oo on 12
ICT Class Room 6.10.67 12

Equipment
Projection Screen 7027
White Board 7059

White Board

7051
Projection Screen

2 Screen Monitors 5130
Projection Screen 7023
Video Conferencing 5078

Computers

Screen Monitor 8248

Phone Photo

CONFERENCE CENTRE

Please remember that
form 253 must be
submitted to CSG before
booking any space in the
Conference Centre.
Instructions regarding
conference services and
procedures, including the
required form 253, can
be found in the CSG
intranet page here.

Use eMeets Room Booking

To book any other Office Tower

room, on how to book a Office Tower room,

please contact the respective Bureau.

To watch the video tutorial

CLICK HERE

eMeets User Guide

CLICK HERE
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