FORM I
TRAINING CLASS WITNESS
ASSESSMENT CHECK SHEET


THIS CHECKLIST IS TO BE UPLOADED AS AN ATTACHMENT TO THE ASSOCIATED
OVERSIGHT ASSESSMENT EVENT RECORDED IN OASIS.

	TPAB Name and Contact Name:
	     

	Witnessed TP Name and Address:
	     

	Witnessed TP Approved Course being Evaluated:
	     

	Assessment Date(s):
	Day(s)/Month/Year

	OP Assessor Names and Roles:      
	First Name, Last Name
Assessment Team Role, Organization's Name

	Conclusions, Remarks, OFIs, Recommendations, and Number of NCRs           

NOTE:  A nonconformity cannot be  

             documented as an OFI (reference  

             9104-002, definition section).
	As applicable, identify number of OFIs; list all OFIs.

	Submitted by:
	First Name, Last Name

	Date Submitted:
	Day/Month/Year


Instructions for Completing Check Sheet:

This check sheet shall be used for approved aviation, space, and defense auditor training class witness assessments. 

Status Assessment Results:

Document assessment results within the table as follows:
· Conforming (C) - The process records/evidence demonstrate effective implementation; process assessed and 
found acceptable.  

· Nonconforming (NC) - The process records/evidence were assessed, and a nonconformity was identified.  

· Not Evaluated (NE) - The question was not evaluated; include justification in the “Assessment Evidence/Comments” column (e.g., outside assessment scope).  
· Not Applicable (NA) - The question is not applicable; record objective evidence in the “Assessment Evidence/Comments” column.
Assessment Evidence / Comments: 

Include appropriate detail in the “Assessment Evidence/Comments” column to support the assessment results (e.g., information associated to the process assessed and records reviewed, NCR number, OFI).

Additional questions may be added, as deemed appropriate.  

NOTE:  9104-002 check sheets are available on the International Aerospace Quality Group (IAQG) website.

	Item
	Question
	Reference(s)

(Standard and Clause Number)
	Assessment Results

(C, NC, NE, NA)
	Assessment Evidence / Comments

	General Training Course Requirements

	1. 
	Is the number of students in accordance with requirements?
	9104-003: 6.1
	 FORMDROPDOWN 

	     

	
	If not, has the class size variance been approved by the respective Training Provider Approval Body (TPAB)?
	
	 FORMDROPDOWN 

	     

	2. 
	Are attendees required to be in attendance for the full duration of the course?
	9104-003: 6.1
	 FORMDROPDOWN 

	     

	
	Where the attendee fails to be in attendance for the full duration, does the Training Provider (TP) ensure this is reflected in the attendee’s continual and final evaluations?
	
	 FORMDROPDOWN 

	     

	3. 
	Is the course presented during consecutive days, unless otherwise authorized by the TPAB?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	4. 
	Is the total course time in accordance with the minimum requirements for the course type and TPAB approved?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	5. 
	If the course is given through interpreters, is this time increased, as required, to meet the learning objectives?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	6. 
	Are meals, breaks, or other free time excluded from the calculation of course duration?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	7. 
	For “Aerospace Industry Specific” courses, is at least 30% of the total course time used for workshop, case studies, role-playing, and/or actual auditing?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	8. 
	For “Aerospace Quality Management System (AQMS) Standard Auditor and Foundation” courses, is at least 50% of the total course time used for such activities?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	9. 
	Is failure to participate in such activities documented by the TP in the attendee’s continual and final evaluations?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	10. 
	Is the TP approved course materials, including case studies, used for delivery of the course?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	11. 
	When attendees participate in actual audit situations, is transit time to and from the audit site, and delay time excluded from the calculation of course duration?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	12. 
	Is at least one instructor actively involved in the instruction and evaluation for the full length of the course?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	
	If additional resource people or trainee instructors are used for specific subjects or activities, does the lead instructor remain responsible for the entire course offering?
	
	 FORMDROPDOWN 

	     

	
	Is the instructor present, during the entire exam, to assure good examination practice?
	
	 FORMDROPDOWN 

	     

	13. 
	Does the instructor demonstrate effective management of the course, including attention to time schedule, course content, requirements of the standard, instructor conduct, and other course requirements?
	9104-003: 6.2
	 FORMDROPDOWN 

	     

	14. 
	Has the TP provided the students with a description of the course format, student responsibilities, how the student will be evaluated, and the basis for each type of evaluation early in the course presentation?
	9104-003: 6.3
	 FORMDROPDOWN 

	     


	15. 
	Does the TP provide a copy of all approved course materials to each student? 
	9104-003: 6.3
	 FORMDROPDOWN 

	     

	16. 
	Does each student have a copy of the applicable AQMS standard?
	9104-003: 6.3
	 FORMDROPDOWN 

	     

	17. 
	Does the TP ensure that suitable facilities for training are provided, including classroom, audio-visual, and other training equipment and facilities for associated team activities?
	9104-003: 6.5
	 FORMDROPDOWN 

	     

	18. 
	Does the instructor measure each student’s achievement of all learning objectives through a combination of continual evaluation and written examination?
	9104-003: 6.6
	 FORMDROPDOWN 

	     

	19. 
	Is strict adherence to the written exam time limit maintained?
	9104-003: 6.7
	 FORMDROPDOWN 

	     

	20. 
	Are the only reference materials allowed during the examination copies of the applicable AQMS standard, the course notes provided by the TP and any personal notes made by the attendee during the course?
	9104-003: 6.7
	 FORMDROPDOWN 

	     

	21. 
	Is the approved examination kept secure and confidential?
	9104-003: 6.7
	 FORMDROPDOWN 

	     

	22. 
	Does the instructor complete a continual evaluation document for each student at the end of each day? 
	9104-003: 6.8
	 FORMDROPDOWN 

	     

	23. 
	If necessary, are students informed privately and in a timely manner of the instructor's observations on weak points, including opportunities to improve?
	9104-003: 6.8
	 FORMDROPDOWN 

	     

	24. 
	If the course is given through interpreters, do the interpreters provide impartial, knowledgeable, and accurate translations of course materials and examinations?
	9104-003: 6.9
	 FORMDROPDOWN 

	     

	25. 
	Does the TP have adequate controls in place to ensure the integrity of the course content is not compromised?
	9104-003: 6.13
	 FORMDROPDOWN 

	     

	Instructor Qualification

	26. 
	Did all instructors demonstrate suitable competence throughout the duration of the course? 
	9104-003: 6.4
	 FORMDROPDOWN 

	     

	27. 
	Do instructors for the “AQMS Standard Auditor and Foundation” courses have the required auditing competencies and industry experience, including current auditing experience in the country and culture in which the course is conducted?
	9104-003: 6.4
	 FORMDROPDOWN 

	     

	28. 
	If at least one instructor does not have such experience, is another person included on the instruction team to provide information and advice to the instructors?
	9104-003: 6.4
	 FORMDROPDOWN 

	     

	IAQG Other Party Management Team (OPMT) Sanctioned Training

	29. 
	Where the IAQG Other Party Management Team (OPMT) has sanctioned and approved a training course, have all the IAQG OPMT requirements been satisfied? 
	IAQG OPMT Resolution Log
	 FORMDROPDOWN 

	     

	30. 
	     
	     
	 FORMDROPDOWN 

	     

	31. 
	     
	     
	 FORMDROPDOWN 

	     

	32. 
	     
	     
	 FORMDROPDOWN 
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