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E1, E2, E3, E4 — assessment checklist (24147-04)
	Section 1: Details 

	Participant:
	 
	Participant ID:
	  
	Work request #:
	

	Participant Contact:
	 
	Contact #:
	 
	Contact Email:
	 

	Site inspection by:
	 
	Date:
	
Enter date.	Course dates:
	

	Course details:
	 



	Section 2: Rule Part 147 Sub Part C requirements
147.55 Certification requirements						
An organisation referred to in rule 147.51 (a) must satisfy the following requirements:    

	2.1


	147.55 (1) Sufficient personnel — an organisation must employ, contract, or engage sufficient personnel to plan, conduct, and supervise each training course. 

	
	Number of people enrolled in course
	 

	
	Student to instructor ratio
	 

	
	Course attendee sheet supplied?
	Yes ☐   No ☐  

	2.2
	147.55 (2) Personnel qualifications — an organisation must ensure that each person employed, contracted, or engaged under paragraph (1) has the appropriate combination of qualifications and experience.

	
	Name of employee:
	 
	CV supplied?
	Yes ☐   No ☐  

	
	Name of employee:
	 
	CV supplied?
	Yes ☐   No ☐  

	
	Name of employee:
	 
	CV supplied?
	Yes ☐   No ☐  

	
	Name of employee:
	 
	CV supplied?
	Yes ☐   No ☐  

	2.3
	147.55 (3) Facilities and resources — an organisation must have facilities and resources appropriate to conduct the training courses and associated practical assessments and knowledge requirements.

	
	Are buildings and classrooms adequate?
	Yes ☐   No ☐  

	
	What training aids are being used?
	 

	
	
	Are training aids appropriate?
	Yes ☐   No ☐  

	
	Access to aircraft/powerplant type during course?  
	Yes ☐   No ☐  
	Simulator/ground running?
	Yes ☐   No ☐  

	2.4
	147.55 (4) Manufacturers maintenance manuals, SB and other ICA, Ads — an organisation must have the following documents:

	
	Current versions of relevant technical standards and practices; and
	Yes ☐   No ☐  

	
	Any other documentation that is necessary for the provision of its training course
	Yes ☐   No ☐  





	Section 3: Technical standards and practices documentation

	3.1 
	Structure of course — Course should be designed to meet an acceptable standard - e.g. ATA Spec. 104 Guidelines for Aircraft Maintenance Training.  

	
	Detail the defined set of objectives, level of training, and course prerequisites

	
	 

	
	What course development, including Training Needs Analysis, has been done based on industry standards such as ATA 104 course development guidelines?

	
	 

	3.2
	Course syllabus and timetable — Lesson plan that lists the headings (e.g. by ATA chapter) under which subject matter will be presented with approximate times allocated to each.

	
	Detailed syllabus is supplied?
	Yes ☐   No ☐  

	
	Identify practical training elements.

	
	 

	
	

	3.3
	Course material for instructor and students 

	
	Copy of material for students is supplied?
	Yes ☐   No ☐  

	
	Instructor material available for assessment if requested?
	Yes ☐   No ☐  

	
	Are instructor and student notes current and reflect operator’s configuration?
	Yes ☐   No ☐  

	3.4
	Written examination

	
	What is the size of the examination question bank?
	 

	
	What is the required pass mark?
	 

	
	Is the examination open or closed book?
	Choose an item.
	
	Course attendance requirements: 
	 

	
	What is the examination procedure?

	
	 

	
	What is the basis for question selection, specifically in relation to testing of maintenance performance objectives?

	
	 

	
	Examination results supplied?
	Yes ☐   No ☐  

	3.5
	Technical oral procedure

	
	Provide details of the technical oral procedure:

	
	Enter text.


	3.6
	Certificate issued on course completion

	
	Example certificate supplied?
	Yes ☐   No ☐  





	Section 4: Pule Part 147.57 Records
An organisation referred to in rule 147.51 (a) must identify, collect, index, store, and maintain the records that are necessary for each training course in accordance with Parts 147.57 (b) and (c).

The certificate holder shall ensure that— 
(1) there is a record for each person who conducts the training course. The record shall include details of their experience, qualifications, and training; 
(2) there is a record for each person enrolled on the course. The record shall include details of enrolment, attendance, subjects and any examination passed.
(3) all records shall be retained for a period of at least 5 years from the date of the last entry made on that record.

	4.1
	Document storage 

	
	Where are documents kept and how are they stored?

	
	 



	Section 5: Notes

	5.1
	Miscellaneous notes 

	
	 






	Section 6: Applicants document checklist — please supply

	6.1
	Instructor’s details / CV
	☐

	
	Lesson Plan / Course Syllabus
	☐

	
	Course attendee sheet
	☐

	
	Sample copy of Examination/s
	☐

	
	Examination Results
	☐

	
	Example of Course Certificate
	☐

	
	Student Course Feedback / Analysis
	☐





Revision 1	Approved Date: xx-June-2026	Page 2 of 5
 

Revision 1	Approved Date: xx-Jun-2026	Page 1 of 2 
image1.png
1

CIVIL AVIATION AUTHORITY
OF NEW ZEALAND

Te Mana Rererangi Tamatanui o Aotearoa




