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SECTION ONE:	 
APPROVED AVIATION SECURITY TRAINING ORGANISATION DETAILS
Reference (109.02.2 (1))

	
NAME OF ORGANISATION

	
APOLLO DRONE INNOVATIONS


	
Aviation Security Training Organisation Approval Number

	
CAA/109009  ASTO

	

Accountable Manager

	Hilton Appollis


	
Postal Address

	36 David St,
Meredale,
Johannesburg,
2091, South Africa


	
Physical Address
	36 David St,
Meredale,
Johannesburg,
2091, South Africa


	
Telephone Numbers

	

Mobile – 083 256 2998


	
Cell Numbers
	
+27 79 098 1713










[bookmark: _TOC_250016]SECTION TWO: 		
COMPLIANCE STATEMENT

APOLLO DRONE INNOVATIONS undertakes and commits to presenting and facilitating. Within this document, the outlines and framework of how this training organization, its employees, and management will undertake to ensure compliance with CAR Part 109 and SA-CATS-Regulations will be discussed. APOLLO DRONE INNOVATIONS will ensure that at all times the highest possible level of training is presented by qualified and accredited personnel, whilst ensuring that all quality standards and compliance requirements are met.
Hilton Appollis – -: [image: A black text on a white background

AI-generated content may be incorrect.]Date: 27 August 2025	
Accountable Person 





[bookmark: _TOC_250015]SECTION THREE: 		
AMENDMENT POLICY
Reference (109.02.2 (3) (a))
APOLLO DRONE INNOVATIONS undertakes to ensure that should an amendment be required for the following Manual of Procedures, the following actions will be taken:
· The South African Civil Aviation Authority (SACAA) will be informed in writing of the need for an amendment to the Manual of Procedures
· The applicable fee as prescribed in Part 187 will be paid, and the applicable Part 109 form stating the required amendment will be completed.
· Proof of payment, along with the completed form, will be submitted to the South African Civil Aviation Authority.
· Two copies of the amended content will be submitted to the South African Civil Aviation Authority. (one hard copy and one soft copy or electronic copy) The list of elective pages, footer information, version, and date will be updated and submitted for approval.
· Following approval, the approved content will be placed into the Manual of Procedures.
APOLLO DRONE INNOVATIONS will ensure that no amendments will be completed within the Manual of Procedures without prior approval from the South African Civil Aviation Authority. Any deviation from the contents listed in this Manual of Procedures will be discussed under the deviation section. (Page 17) 
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SECTION FOUR: 		
LIST OF EFFECTIVE PAGES
The list below indicates the page number, the effective date of the information contained on the page number, and the version of the Manual of Procedures or amendment. APOLLO DRONE INNOVATIONS undertakes to update the list each time a revision is completed and submitted to the South African Civil Aviation Authority, and complies with other applicable regulations for approval. The accountable manager will ensure that the list below is current, up to date, and correct.
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SECTION FIVE: MANUAL OF PROCEDURES CONTROL AND DISTRIBUTION 
Reference (109.02.2 (3) (c))
5.1 Distribution Control:
This Manual of Procedures (MOP) is the property of Apollo Drone Innovations. Its distribution is strictly controlled.
Master Copy: A master soft copy (PDF) is maintained by the Quality Assurance Manager (John Mashava). A numbered hard copy (Copy 001) is kept in the fireproof safe at 36 David St, Meredale.
· Controlled Copies: Numbered hard and soft copies shall be distributed to the following:
· The South African Civil Aviation Authority (SACAA).
· The ASTO and the following key personnel will have access to it:
-The Accountable Manager (Hilton Appollis).
-The Quality Assurance Manager (John Mashava).
-The Head of Training (Keith Appollis).
Record of Holders: The QA Manager shall maintain an up-to-date MOP Distribution Register (Appendix X) detailing the copy number, issue date, and recipient signature.
5.2 Amendment Incorporation Procedure:
Upon receipt of written approval from the SACAA for an amendment:
Timeframe: The QA Manager shall incorporate the approved changes into the master copy within 2 (two) working days of receipt.
Action: The QA Manager shall:
Update the "Record of Revisions" and "List of Effective Pages".
Implement the changes in the master document.
Issue a revision transmittal note to all holders of controlled copies.
Timeframe: All controlled copy holders must update their copy within 5 (five) working days of receiving the transmittal note.
Confirmation: The QA Manager must receive written confirmation from each copy holder that the update is complete. These confirmations shall be filed in the QA records.
5.3 Access: The MOP will be a controlled document accessible to all key personnel listed in Section 6. It will remain on the company premises at all times unless required for an off-site audit by the SACAA.


[bookmark: _TOC_250013]SECTION SIX: 		
LIST OF KEY MANAGEMENT PERSONNEL AND RESPONSIBILITIES

1. Hilton Appollis  / Accountable Manager
 
Hilton Appollis is Accountable for ensuring that Apollo Drone Innovations complies fully with all applicable aviation regulations, safety standards, and operational requirements. He holds overall accountability for the organization’s operations, including safety, quality, and regulatory compliance. Hilton Appollis ensures that the organization is provided with the necessary resources, including qualified staff, appropriate training, and equipment, to maintain safe and efficient operations. He also serves as the primary liaison with aviation authorities and is responsible for ensuring that any required corrective or preventive actions are implemented promptly and effectively.

2. John Mashava / QA Manager 
John Mashava focuses on ensuring the quality of products or processes, often involving testing, evaluation, and improvement initiatives. He also focuses on ensuring adherence to regulations, laws, and standards. The QA Manager ensures the Aviation Security Training Organization complies with SACAA and other regulatory requirements. 
Key duties include conducting internal and external audits, monitoring instructors and training delivery, driving continuous improvement through feedback and corrective actions, and maintaining accurate records and documentation. The role also covers risk and safety management and acts as a liaison with the Civil Aviation Authority, management, and stakeholders.

3.    Keith Appollis / Training Manager
Keith Appollis has the authority to ensure that all activities under the organization are carried out in accordance with the applicable requirements as prescribed in Part 109 of the Civil Aviation Regulations and Technical Standards. Keith Appollis also plays a crucial role in aviation training and certification. Our instructor guides individuals through training programs, ensuring they meet the required standards and knowledge for their respective 
The Training Manager is responsible for overseeing the design, delivery, and evaluation of all training programs to ensure alignment with regulatory standards such as those set by the SACAA.  Key duties include developing annual training schedules, managing training materials and assessments, monitoring instructor performance, and maintaining detailed records of training delivery and learner progression. This role also involves ensuring continuous improvement through feedback mechanisms and evaluations

4.   Philip van Zyl / ASTI 
Philip van Zyl’s role as the Aviation Security Training Instructor (ASTI),is to deliver approved aviation security training in line with national and international regulations. His primary responsibilities include conducting security training, ensuring compliance with aviation security standards, evaluating trainees, maintaining training records, and fostering a robust security culture within the aviation industry. His role involves a vital responsibility in safeguarding aviation operations by delivering specialized, approved security training in compliance with national aviation security programs and international regulations, including ICAO Annex 17 and relevant requirements of the civil aviation authority. Philip van Zyl will ensure that personnel performing security-related functions are trained, competent, and capable of preventing acts of unlawful interference.

5.  Avril Natasha Scheepers / Moderator
Manages and guides discussions to ensure they are productive, respectful, and stay on topic. Their main job is to ensure smooth communication, enforce rules, manage time, remain neutral, and resolve conflicts when necessary. The moderator also ensures all participants have a fair chance to contribute and help maintain order throughout the discussion.
The Moderator ensures the assessment process is fair, valid, reliable, and aligned with national aviation training standards as prescribed by SACAA. Key duties involve verifying assessment instruments for consistency and objectivity, sampling and reviewing learner evidence to validate assessor decisions, and providing constructive feedback to assessors. The Moderator compiles detailed moderation reports, maintains accurate records for auditing purposes, and ensures all RPAS assessments comply with relevant Part 109 requirements. This role is crucial for facilitating continuous improvement in training and assessment practices.
Avril is responsible for ensuring assessments are fair, valid, and aligned with training outcomes. Before training begins, she conduct pre-moderation by reviewing and approving assessment tools such as exam papers, checklists, and rubrics. During training, the moderator carries out through spot-checks to verify assessor consistency and fairness, typically at mid-course or designated checkpoints. After assessments are completed, the moderatorwill perform post-moderation by reviewing a sample of 10–25% of learner assessments to confirm reliability and compliance, addressing any discrepancies before results are finalized and certificates issued. Within one to two days, they submit a detailed moderation report outlining findings, irregularities, and corrective actions to the QA and Accountable Managers. Finally, moderators contribute to continuous improvement by recommending changes to assessment tools, methods, or curriculum on a quarterly basis, aligning with the ASTO.



SECTION SEVEN: 
ORGANISATION CHART




Hilton Appollis

Accountable Manager (AC)









John 

Quality Assurance Manager (QA)








Keith Appollis
Training Manger (HoT)









Avril Scheepers
Moderator









Phillip van Zyl
ASTI











SECTION EIGHT:
DEVIATION STATEMENT 

No part of this Manual of Procedures may be deviated against unless prior written approval is received from the South African Civil Aviation Authority (SACAA). 
Any request for deviation must be formally submitted to the SACAA.

[bookmark: _TOC_250008]SECTION NINE: 
TRAINING PLANS AND SYLLABUS
Reference (109.02.2 (10))

	COURSE NAME
	Aviation Security Awareness

	COURSE DURATION
	Initial 4 hours / Refresher 3 hours – Exams 2 hours excluding breaks -aligns to lesson plan

	TARGET GROUP
	Anyone who intends to operate a drone for purposes other than personal recreation, with the exact requirements.
The audience includes a wide range of professionals, corporations, and government entities, and the specific training needed depends on the complexity of their operations

	TRAINING FRAMEWORK

	Module 1: Introduction to Safety and Security Awareness  - RPAS
An introduction to Drone Technology and Remotely Piloted Aircraft Systems (RPAS) is a crucial first step for anyone entering the world of drone operations. This foundational knowledge helps learners understand what drones are, how they work, and the various types available, from recreational to commercial use. It also explains the components that make up a drone—such as flight controllers, GPS, cameras, and sensors—and introduces the many applications of RPAS in industries like agriculture, construction, media, and security.
By understanding drone technology and RPAS from the outset, pilots are better equipped to fly responsibly, appreciate the capabilities and limitations of their equipment, and prepare for more advanced topics like airspace regulations, safety protocols, and mission planning. This introduction builds the confidence and awareness necessary for safe, legal, and effective drone operation
Learning Objectives:
Understand what drones are, how they work, and their uses.
Module Framework:
Drones, also referred to as RPAS (Remotely Piloted Aircraft Systems), UAVs (Unmanned Aerial Vehicles), or UAS (Unmanned Aircraft Systems), represent advanced aerial technologies used across multiple sectors. They come in different types, including fixed-wing models designed for longer flight ranges, multirotor drones valued for their stability and maneuverability, and hybrid systems that combine the advantages of both. Each drone is built from essential components such as the frame, motors, propellers, flight controller, GPS, and often integrated cameras, which together enable precise and efficient flight operations. Their versatility has made them valuable tools in diverse fields, from security surveillance and aerial filming to agriculture, mapping, and even package delivery, underscoring their growing importance in modern industries
Module 2: Drone Safety Regulations and Policies
- Learning Objectives:
To provide awareness to ensuring airspace safety, legal compliance, and responsible usage. It helps prevent accidents, promotes privacy and security, and ensures operators follow national regulations like SACAA Part 101/109. Awareness also supports professional development, aids in emergency response, and reduces public fear or misuse. Overall, it fosters safe, ethical, and productive drone operations in society
Module Framework:
UAV awareness within a regulatory framework is vital for the safe, responsible, and effective integration of drones into controlled airspace and society. It ensures:
Drone operators are expected to demonstrate a clear understanding of aviation regulations, particularly SACAA Part 101/109, which establish the legal framework for safe and compliant RPAS operations. By adhering to these rules, operators not only ensure accountability but also promote effective risk management and safety compliance through careful planning, pre-flight checks, and responsible flying practices. Ethical operation remains essential, with an emphasis on respecting privacy, property rights, and the appropriate use of public spaces. At the same time, operators must be security-conscious, prepared to recognize potential threats, and equipped to respond effectively to emergencies. Beyond technical and regulatory obligations, community engagement is vital to fostering public awareness, reducing fear, and building trust in drone technology. Upholding professional standards through standardized training, licensing, and operational procedures further enhances the credibility of the industry and supports its sustainable growth.
A structured awareness framework ensures UAVs are used in a way that aligns with national goals for aviation safety, innovation, and public trust.


	Module 3  - Licensing and Registration Requirements
- Learning Objectives:
To ensure that drone operators are properly qualified, accountable, and operating within the law. They must understand the importance of maintaining airspace safety, safeguarding public privacy, and supporting law enforcement efforts. At the same time, promoting professional standards, ensuring compliance with aviation regulations, and fostering public trust are key to advancing responsible and sustainable drone operations.
Module Framework:

Ensuring responsible drone operations requires strict adherence to several key principles. Compliance with aviation laws, such as SACAA Part 101, provides the legal foundation for safe and regulated activity. Competence is achieved by allowing only trained and certified individuals to operate drones, while traceability through proper registration ensures accountability in the event of incidents or misuse. A strong focus on safety minimizes risks to people, property, and other airspace users, supported by standardization that establishes consistent practices across the industry. Together, these measures build public confidence, fostering trust in drone technology and its responsible application

	- Module 4  - Airspace Awareness and Flight Zones
Learning Objectives:
Understanding Airspace Awareness and Flight Zones is essential for all drone pilots to ensure safe, legal, and responsible flying. Different areas of airspace have specific rules, restrictions, and risks, such as proximity to airports, military zones, or populated areas. Without this knowledge, drone operators may unintentionally enter restricted or controlled airspace, leading to serious safety hazards and legal consequences.
Module Framework:
Airspace and flight zones define the areas in which aircraft, including drones, are permitted to operate, and they are critical for ensuring safe and organized use of the skies. Different types of airspace come with varying restrictions—some are open for general use, while others, such as controlled, restricted, or no-fly zones, limit or prohibit drone activity to protect manned aircraft, sensitive locations, or public safety. Flying in unauthorized airspace poses significant safety and legal risks, including potential collisions, threats to security, and violations of aviation law. To avoid these dangers, drone operators must use approved tools and maps to carefully plan their flights within legal and safe zones. Failure to comply with these regulations can result in severe consequences, ranging from fines and penalties to the suspension of operating licenses, underscoring the importance of responsible and informed airspace management.

	Module 5: Responsible Flying and Ethical Conduct
Learning Objectives:
Responsible flying and ethical conduct are vital for ensuring drones are operated safely, respectfully, and legally. They help protect the privacy and rights of people, prevent property damage, and minimize disturbances to communities and wildlife. Ethical drone pilots follow regulations, respect no-fly zones, and obtain necessary permissions, which fosters public trust and supports the positive reputation of the drone industry. Ultimately, responsible and ethical behavior reduces risks, prevents accidents, and promotes a safe environment for both drone users and the general public.
Module Framework:
Responsible flying in the context of drone operations means operating in a safe, lawful, and ethical manner that prioritizes the well-being of people, property, and the airspace system. Ethical considerations include avoiding misuse of drones, respecting the privacy and property rights of individuals, and ensuring that operations do not cause harm or unnecessary disturbance. By recognizing and practicing behaviors that protect public safety—such as avoiding crowded areas, following designated flight zones, and maintaining line of sight—operators can build trust and foster positive relationships with communities. Applying best practices for ethical decision-making, such as considering the potential impact of each flight, adhering to regulations, and maintaining transparency with stakeholders, ensures that drones are used responsibly and in ways that benefit society.

	Module 6: Emergency Handling and Risk Management
Learning Objectives: 
Emergency handling and risk management are critical components of drone safety. They prepare pilots to respond quickly and effectively to unexpected situations such as signal loss, equipment failure, battery issues, or environmental hazards. Knowing how to assess risks before a flight—and how to act during an emergency—helps prevent accidents, protect people and property, and minimize damage to the drone. Strong risk management also ensures compliance with aviation regulations and builds trust with clients and the public. Overall, it empowers drone pilots to fly with confidence, responsibility, and professionalism
Module Framework:
Emergency preparedness is a vital aspect of drone operations, ensuring that operators can anticipate, prevent, and respond effectively to unexpected situations. Understanding the importance of preparation allows pilots to minimize risks and maintain safety in the event of unforeseen challenges. Common in-flight emergencies, such as battery failure, signal loss, GPS errors, or sudden weather changes, highlight the need for strong technical knowledge and quick decision-making. By applying thorough pre-flight risk assessment techniques—such as equipment checks, weather evaluations, and airspace reviews—operators can identify potential hazards before takeoff. In the event of an emergency, demonstrating proper response actions, including safe landing procedures, activating return-to-home functions, or executing controlled manual recovery, is essential. Developing a risk management mindset not only enhances flight safety and compliance with regulations but also builds confidence, accountability, and professionalism in every drone mission
Module 7: Ethical and Social Considerations
Learning Objectives:
Ethical and Social Considerations module aims to equip learners with the ability to apply ethical principles and legal standards in drone operations. By the end of the training, learners should be able to define responsible flying, respect privacy and human rights, and evaluate the social impacts of drone use. They will demonstrate knowledge of relevant regulations, accountability measures such as flight logs, and recognize risks of misuse like surveillance or smuggling. Learners will also develop ethical decision-making skills by analyzing case studies, proposing community engagement strategies, and applying corrective actions when standards are breached—ensuring safe, legal, and socially responsible drone operations.

Module Framework:
The key learning themes focus on ensuring responsible and ethical drone operations by teaching learners to distinguish proper flying practices from harmful ones, respect privacy and human rights, and assess the broader social impacts of drone use. They also emphasize understanding aviation regulations such as SACAA Part 109, maintaining accountability through accurate records and transparency, and recognizing risks of misuse like smuggling or spying. Finally, the module strengthens ethical decision-making by applying structured frameworks to real-world case studies, enabling learners to uphold safety, legality, and social responsibility in drone operations.

Module 8: Pre-Flight Checks and Basic Drone Operation
Learning Objectives:
The Pre-Flight Checks and Basic Drone Operation module equips learners to ensure safe and compliant drone operations. Learners will understand the importance of pre-flight inspections, assess environmental and airspace conditions, and carry out standard preparation procedures such as equipment checks, calibration, and GPS verification. They will also develop the ability to perform safe takeoff, flight, and landing maneuvers while maintaining visual line of sight, apply emergency protocols for in-flight risks, and complete all required documentation for accountability and compliance.
Module Framework:
The Pre-Flight Checks and Basic Drone Operation framework prepares learners to operate drones safely and in compliance with regulations. It emphasizes the importance of pre-flight inspections, equipment readiness, and assessing environmental and airspace conditions. Learners practice standard procedures such as calibration and GPS verification, perform basic maneuvers including safe takeoff, hovering, and landing, and apply emergency protocols for risks like signal loss or low battery. The module also requires accurate completion of checklists and flight logs, ensuring accountability and traceability. By the end, learners gain both the knowledge and hands-on skills needed for safe and responsible drone operations.





[bookmark: _TOC_250007]SECTION TEN: 
[bookmark: _Hlk203297005]
Purpose: 
To ensure that all aviation security training materials remain accurate, up-to-date, and compliant with SACAA, and other relevant regulatory requirements.
Procedure:
a) Annual Review of Learning Materials
· All training materials, including lesson plans, presentations, practical exercises, and assessments, shall be reviewed annually by the QA Manager to ensure content remains current and relevant.
· Any revisions, updates, or improvements identified during the review shall be documented and approved before implementation.
b) Immediate Implementation of Significant Changes
· In the event of significant changes in aviation security standards, regulations, or best practices (as outlined by SACAA), the training materials shall be updated immediately to reflect these changes.
· All staff and instructors shall be informed of these changes and trained accordingly.
c) SACAA Authorization Prior to Training Delivery
· No training session shall be conducted using materials containing any significant changes until written authorization has been received from SACAA.
· Documentation of the approval and authorization shall be filed and retained for reference and audit purposes.
Responsibility:
· Hilton Appollis – Accountable Manager (AC)-Responsible for annual review, updating materials, and ensuring SACAA authorization and application.
· Keith Appollis - Head of Training (HoT) – Ensures instructors are informed of updates and implement changes consistently.
· John Mashava-Quality Manager (QA) – Maintains records of all revisions, approvals, and authorizations for a minimum of five (5) years.
Outcome:
This procedure ensures that Apollo Drone Innovations delivers training that is current, compliant, and of the highest standard, aligning with CAR Part 109 and SA-CATS regulatory requirements.
[bookmark: _Hlk203296561]
SECTION ELEVEN: 
MODULE DURATIONS
	
Lesson Plan
Lesson Objectives:
To ensure that drone operators are qualified, accountable, and operating legally. They help maintain airspace safety, protect public privacy, and support law enforcement. These requirements also promote professional standards, ensure compliance with aviation regulations, and build public trust in drone operations.

Lesson Structure


	Time
	Topic / Module

	09:30 – 10:00
	Course Introduction & Orientation

	10:00 – 10:30
	Module 1: Awareness

	10:30 – 11:00
	Module 2: Licensing and Registration Requirements

	11:00 – 11:15
	Tea Break

	11:15 – 11:30
	Module 3: Enforcement and Penalties

	11:30 – 12:00
	Module 4: Safety and Privacy Considerations

	12:00 – 12:30
	Lunch Break

	12:30 – 13:00
	Module 5: Best Practices for Drone Operators in South Africa

	13:00 – 13:30
	Module 6: Drone Laws and Regulations in South Africa

	13:30 – 13:45
	Module 7: Ethical and Social Considerations

	13:45 – 14:00
	Module 8: Pre-Flight Checks and Basic Drone Operation

	14:00 – 14:15
	Tea Break

	14:15 – 14:45
	Assessment, Revision, and Feedback

	14:45 – 16:45
	Exams

	16:45 – 17:15
	Closing & Certificates




[bookmark: _TOC_250005]SECTION TWELVE: 
LIST OF PRACTICAL DRILLS

	COURSE NAME
	Part 109 AVSEC RPAS/ UAV 

	PRACTICAL DRILLS
	· Pre-Flight Security Check
· Inspect UAV for tampering.
· Restrict access to the flight zone.
· Activate Return-to-Home or manual override.
· Post-Flight Inspections
· Secure UAV.
· Log inspection and flight data.





REFERENCE - APPENDIX G
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SECTION THIRTEEN: 
ASSESSMENT POLICY AND PROCEDURES
Reference: CAR Part 109.02.2 (14)
Purpose:

Apollo Drone Innovations is committed to ensuring that all learners achieve the required competencies and knowledge standards in line with SACAA regulations. To achieve this, the organization conducts both formative and summative assessments for every course offered. 

Formative assessments are conducted during the learning process to monitor learner progress and provide ongoing feedback to guide improvement. 

Summative assessments are conducted at the end of each course or module to evaluate overall learner competence and to determine whether the required standards for certification have been met.

All assessments are carefully designed to align with the objectives of the training programme and the regulatory requirements set out in CAR Part 109 and SA-CATS Regulations. The assessments are standardized and validated to ensure consistency, reliability, and fairness across all learners. Assessment records are securely stored and maintained for a minimum period of five years, in compliance with SACAA requirements.

The Quality Manager, John Mashava, is responsible for ensuring that all assessments meet regulatory standards and for overseeing the marking process and record-keeping. 

The Head of Training ensures that all instructors administer assessments consistently and professionally, while the instructors themselves are responsible for conducting, evaluating, and reporting the results of the assessments.

Remediation: Learners are informed of their assessment results by the end of the course, and those who do not meet the required standards receive guidance and support to help them achieve competence. Through this process, Apollo Drone Innovations ensures that every learner who completes training is properly prepared to operate safely, legally, and effectively within the aviation security and drone operations environment

Standard Operating Procedure (SOP)
Remediation Process – Apollo Drone Innovations
1. Purpose
To ensure that learners who do not initially meet the required assessment standards receive appropriate guidance, support, and opportunities to achieve competence, thereby ensuring readiness to operate safely, legally, and effectively in aviation security and drone operations.



2. Process Steps

· Notification of Results:

At the end of the course, all learners are formally informed of their assessment results (theory and/or practical). Results are communicated confidentially in writing and verbally.

· Identification of Learners Requiring Remediation:

Learners who do not meet the minimum competency standard are flagged for remediation. The assessor identifies specific areas of weakness (e.g., theory knowledge gap, practical skill deficiency, regulatory understanding).

· Guidance & Feedback:
The assessor provides individualized feedback outlining the reasons for non-competence. A remediation plan is developed in consultation with the learner, highlighting required improvements.

· Support & Additional Training:
Learners receive targeted support, which may include: extra study material, one-on-one coaching, and additional supervised practical sessions. A timeline is agreed upon for completing remedial activities.

· Re-Assessment:
Once remediation activities are completed, the learner undergoes a re-assessment (theory or practical as applicable). The re-assessment is conducted by a different assessor where possible to ensure objectivity. Results are documented and communicated.

· Record Keeping:
All remediation actions, learner progress, and re-assessment results are recorded in the learner’s file. A remediation report is submitted to the QA Manager for monitoring and continuous improvement tracking.

· Continuous Improvement:
QA reviews remediation outcomes to identify trends and recurring weaknesses. Training materials and methods are updated if systemic gaps are identified.
3. Timeframes

	Activity
	Timeframe

	Notification of Results
	Same day as course completion.

	Feedback & Remediation Planning
	Within 1 working day after assessment.

	Remediation Activities
	Completed within 2 days, unless otherwise agreed.

	Re-Assessment
	Conducted within 2 working days after remediation activities.

	Reporting to QA
	Within 2 working days of re-assessment.




SECTION FOURTEEN: 
ASSESSMENT OF APPEALS POLICY AND PROCEDURE
Apollo Drone Innovations will ensure that all training is conducted without discrimination of any nature.
All learners, upon completion of the required assessments, will be considered competent or not yet competent.

Should the learner feel that the result of the assessment is not fair, the SACAA Assessment Appeals Procedure will be as follows: 
1. Lodging the Appeal
· The learner must submit a formal written appeal to the Head of Training (HoT) within five (5) working days of receiving the assessment result.
· The appeal must include:
· The learner’s full name and SACAA reference number
· The date and subject of the assessment
· A clear statement of the grounds for the appeal
· Any supporting documentation or evidence
2. Acknowledgement of Appeal
· The Head of Training or delegated representative will provide written acknowledgement of the appeal within two (2) working days of receipt, confirming that the matter is under review.
3. Independent Review
· The appeal will be referred to an independent, SACAA-approved assessor who was not involved in the original assessment.
· The review will examine:
· Assessment records and marking guides
· Compliance with SACAA Part 109 training and assessment standards
· Evidence provided by the learner

4. Communication of Outcome
· The learner will be notified in writing of the outcome within ten (10) working days of lodging the appeal.
· Possible outcomes include:
· Upholding the original assessment result
· Amending the assessment result
· Authorizing a re-assessment
5. Escalation to SACAA
· If the learner remains dissatisfied after the internal review, they may escalate the appeal directly to the South African Civil Aviation Authority (SACAA) Training Standards Division.
· The decision of the SACAA will be final and binding on all parties.
6. Record Keeping
· All appeal documents, correspondence, and outcomes will be recorded and retained in accordance with Part 109 record-keeping requirements and will be available for SACAA audit.


[bookmark: _TOC_250004]SECTION FIFTEEN: 
RECORD AND DOCUMENT MANAGEMENT POLICY
Reference (109.02.2 (16))
Completion and retention of training records:
a) APOLLO DRONE INNOVATIONS retains detailed learner records to show that all requirements of all the training presented under the training organisation approval have been met.
b) All documents are reviewed and authorized by the appropriate personnel (Accountable Manager, QA Manager, Training Manager, and Moderator) before the issuing thereof. 
c) Current issues of relevant documents are available to those personnel involved in planning, conducting or supervising the specified aviation training undertaken by the holder of the approval
d) All obsolete documents are promptly removed from all points of issue or use, and changes to documents are reviewed and authorized by the responsible manager
e) A record is kept of each person who conducts the specified aviation training, including particulars of the competence assessment and experience of each person
f) Record Lifecycle Management:
· Creation: All records shall be completed accurately and legibly at the time of the activity.
· Storage: All physical records shall be stored in the designated, fireproof safe. Electronic records shall be backed up daily on a secure, password-protected server with weekly backups stored off-site.
· Access: Access to trainee records is restricted to the Accountable Manager, QA Manager, and Head of Training.
· Retention: All records are kept for a period of at least five (5) years. (WATERPROOF / RODENT Free & FIREPROOF SAFE).
· Disposal: Upon expiry of the retention period, paper records shall be shredded, and electronic records permanently deleted. Records will be kept at APOLLO DRONE INNOVATIONS' head office located 36 Davids  Street, Meredale, Johannesburg 2091 (Secure Store room accessible only by  Key personnel).



[bookmark: _TOC_250003]SECTION	SIXTEEN:	
PERSONNEL POLICY	AND PROCEDURES

1. Instructor Requirements
To be eligible as an Aviation Security Instructor (ASTI), the candidate must meet the following               minimum requirements:

Qualifications:
· Hold a recognized instructor certification (e.g., CAA endorsed ASTI qualification).
· Possess subject matter expertise in aviation security or the relevant training domain.
· Matric (or equivalent) with relevant tertiary education preferred.

Experience:
· Minimum of 2 years of relevant industry experience in aviation security.
· Prior experience in delivering training is advantageous.

Skills:
· Excellent verbal and written communication.
· Strong presentation and facilitation abilities.
· Knowledge of adult learning methodologies and assessment practices.

Compliance:
· Must be registered with or approved by the national aviation authority.
· Must undergo background checks and security clearance.

2. Procedure for Maintaining Instructor Competence
To ensure continuous instructional quality, instructors must maintain their competence through the following procedures:
· Ongoing Professional Development:
· Attend refresher courses every 24 months (minimum).
· Participate in workshops or seminars related to AVSEC, RPAS, or training methods.
· Annual Evaluation:
· Undergo an annual observation and evaluation of instructional delivery by a senior instructor or training manager.
· Receive feedback and action plans where needed.
· Knowledge Updates:
· Stay informed about changes to aviation regulations, threats, and technology.
· Participate in regular briefings or updates from the Compliance Manager.
· Practical Competence:
· Deliver a minimum number of 20 training hours per year to retain active instructor status.
· Demonstrate up-to-date knowledge through tests or teaching simulations.


3. Performance Management Procedures for Instructors – QA MANAGER
To uphold high standards, instructors are subject to performance management, which includes:
· Regular Monitoring:
· Class observations are conducted once a month.
· Learner evaluations and feedback are reviewed after each course.

· Key Performance Indicators (KPIs):
· Learner pass rate. 80% as indicated by the Training manual and learner handbook provided
· Quality and timeliness of assessment marking and feedback.
· Attendance and punctuality.
· Administrative compliance (lesson plans, records).

· Performance Reviews:
· Bi-annual performance reviews with the Training Manager.
· Discussion of strengths, development areas, and career goals.

· Remedial Support:
· Where gaps are identified, a personal development plan (PDP) is issued.
· Coaching or mentoring provided by a senior instructor.

· Disciplinary Action:

· Repeated failure to meet standards may result in suspension of instructional duties. 
· Non-compliance with regulations shall be reported to the Civil Aviation Authority within 30 Days 


SECTION	SEVENTEEN:	
TRAINING FACILITIES AND EQUIPMENT POLICIES AND PROCEDURES

	TRAINING FACILITIES:

	JOHANNESBURG

	ADDRESS
	36 David Street, Meredale, 2091

	LIST OF EQUIPMENT AT VENUE
	· Laptop
· Projector
· Posters
· Sound system
· Flip Charts


	FACILITIES
	· Lecture rooms
· Cafeteria
· Rest area
· Offices
· Parking area





SECTION EIGHTEEN: 
LEARNING AIDS
Each learner will receive a course learner handbook and workbook for each appropriate training programme offered at APOLLO DRONE INNOVATIONS. The facilitator will deliver the tuition by means of a PowerPoint presentation, flip charts, video material, and learner handouts.

	COURSE NAME:
	RPAS 

	LEARNING AIDS
UTILISED:
	VIDEOS
	Hitting the target  (15 minutes)-	

	
	HANDOUTS
	Learner Handbook
-	Example equipment test form 

	
	EQUIPMENT
	· Computers and Laptops
· Screens for watching videos

	
	ASSESSMENTS
	· Learner workbooks
-	Examinations
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HEALTH AND SAFETY POLICY

Apollo Drone Innovations is located in a training venue that fully complies with Occupational Health and Safety Act - OHSA requirements. The facility is equipped with sufficient fire-fighting equipment, clearly marked emergency exits, and other safety measures to ensure the protection of learners, staff, and visitors. All safety equipment is regularly inspected and maintained in accordance with statutory requirements.
Compliance Measures
	Area
	Compliance Statement

	Health & Safety Compliance
	The center complies with the Occupational Health and Safety Act, including hazard identification, risk assessment, and mitigation. Fire exits, extinguishers, and signage are installed and regularly inspected.

	Emergency Preparedness
	Emergency evacuation routes are clearly marked, evacuation plans are displayed, and staff are trained in first aid and fire response.

	Environmental Conditions
	Training rooms are well-lit, ventilated, and maintained at comfortable temperatures. Noise levels are controlled to ensure effective learning.

	Facilities & Accessibility
	Adequate classrooms, restrooms, learner amenities, and a sick bay are provided. Facilities are accessible and maintained to a high standard of cleanliness and hygiene.

	Security & Confidentiality
	Exam materials and learner records are securely stored. Access to training and exam venues is controlled.

	Equipment & Maintenance
	Teaching aids, projectors, and IT equipment are maintained regularly. Records of inspections and maintenance are kept in accordance with SACAA requirements.

	Record-Keeping & Audits
	OHASA compliance certificates, inspection reports, and maintenance logs are kept on file and available for SACAA audits.



Continuous Improvement
The centre conducts regular internal inspections and risk assessments to identify hazards and implement corrective actions. Annual reviews are carried out to ensure ongoing compliance with OHSA and SACAA requirements, maintaining the highest standards of safety, security, and learning quality.

[bookmark: _Hlk203297762]SECTION TWENTY: 
CUSTOMER FEEDBACK POLICY
Response time for requests for assessments and/or the evaluation of any training.
1. Immediate feedback will be given unless the request is via email or official correspondence
Acknowledgment of Request:
· Timeframe: Within 1 working day
· Purpose: Confirm receipt of the request and provide an estimated timeline for action.
· Method: Email or official correspondence.
2. Record Submission & Archiving:
· Timeframe: Within 2 working days of finalizing assessment results.
· Purpose: Ensure compliance with regulatory record-keeping requirements.
Delivery time of feedback and results:

1. Immediate Verbal Feedback (During or After Practical Assessments):
· Timeframe: Immediately after assessment (within the same session).
· Purpose: To provide instant feedback on performance, corrective actions, and areas for improvement.
· Method: In-person discussion or virtual meeting, depending on assessment format.

2. Written Feedback and Preliminary Results:
· Timeframe: Within 1 business day after the assessment or training session.
· Purpose: To provide detailed comments, observations, and initial results for transparency and documentation.
· Method: Email, printed report, or via a training management system (if available).

3. Final Results and Certification Decision:
· Timeframe: Same day after assessment completion.
· Purpose: To confirm pass/fail status, certification issuance (if applicable), and official documentation.
· Method: Formal letter, email, or official certification document.

4. Feedback for Training Program Evaluation (Course Reviews, Surveys):
· Timeframe: Within 2 business days after course or assessment completion.
· Purpose: To summarize course feedback, identify trends or improvement areas, and share with stakeholders.
· Method: Summary reports, evaluation forms, or debriefing sessions
Responses to general queries.
· Email/Formal Queries: Will be acknowledged within 1 working day and resolved within 3 working days.

· Telephonic/Verbal Queries: Will be addressed immediately or responded to within 4 hours if information must be confirmed.
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21.1 QUALITY STATEMENT
At Apollo Drone Innovations, our primary focus is to deliver accredited, practical, and high-quality aviation security training that consistently meets regulatory standards and industry best practices.
Our training programmes are designed to:
· Develop the knowledge, skills, and competencies required for safe and effective operations in civil aviation security.
· Promote air transport security while supporting operational productivity, service quality, and industry competitiveness.
· Ensure that learners achieve measurable, positive outcomes that enhance their professional capabilities and compliance with CAR Part 109 and SA-CATS regulatory standards.
We are committed to continuous improvement, ensuring that all training delivery, assessment, and management processes maintain the highest levels of quality, consistency, and regulatory compliance.
21.2 QUALITY CONTROL SYSTEM
Purpose:
We will ensure that all training provided by Apollo Drone Innovations complies fully with CAR Part 109, SA-CATS Regulatory standards. The Quality Control System establishes procedures for maintaining training effectiveness, regulatory compliance, and continuous improvement.
1. Compliance with National and International Standards
· Ensure all training programs comply with SACAA regulations.
· Align all courses with SACAA or equivalent regulatory authority requirements.
2. Approval and Certification of Training Programs
· Submit all training programs, materials, and assessments for approval before delivery.
· Review and renew course approvals in line with regulatory timelines.
3. Certified Instructors
· Employ only SACAA-certified instructors (e.g., ASTI-certified).
· Maintain updated instructor qualifications, renewals, and records.


4. Standardized Curriculum and Training Materials
· Develop and maintain standardized, approved curricula aligned with regulatory requirements.
· Regularly update training materials to reflect regulatory changes, technology, and aviation security best practices.
5. Monitoring and Evaluation of Training Delivery
· Conduct internal audits, inspections, and observations of classroom and practical training.
· Use checklists and feedback forms to evaluate instructor effectiveness and adherence to lesson plans.
· Conduct random audits of live training sessions to ensure compliance and consistency.
6. Learner Assessment and Certification Controls
· Apply standardized, validated assessment methods (written, practical, oral).
· Ensure fair, consistent, and secure assessment processes.
· Maintain a secure system for issuing, tracking, and archiving learner certifications.
7. Internal Audits and Compliance Checks
· Schedule regular internal audits of training processes, records, facilities, and instructor performance.
· Identify non-conformities and implement corrective and preventive actions promptly.
· QA Manager to log non-conformance  ( Appendix )
· Document audit findings and follow up to ensure closure of corrective actions.
8. Feedback Collection and Analysis
· Collect feedback from learners, instructors, and stakeholders after each course.
· Analyze feedback to identify training strengths, gaps, and areas for improvement.
· Use insights to refine course content, delivery methods, and organizational processes.
9. Document and Record Control
· Maintain accurate and organized records of all training activities, attendance, assessments, and certifications.
· Implement version control to ensure only current training materials and procedures are used.
· Make records available for SACAA inspection upon request and retain them for a minimum of five (5) years.



10.  Regulatory Reporting and Cooperation
· Submit required reports to SACAA or relevant authorities quarterly.
· Cooperate fully with external audits, inspections, and investigations.
Outcome:
The Quality Control System ensures consistent, high-quality, compliant training, meets SACAA ASTO accreditation requirements, and fosters continuous improvement in all Apollo Drone Innovations training programs.

21.3 FEEDBACK SYSTEM
Purpose:
To provide a clear process for reporting, addressing, and resolving issues of non-conformance or quality control failures, ensuring timely corrective action and continuous improvement.
Summary of Process:
1. Reporting: Staff, instructors, or learners report non-conformance immediately to the Quality Manager, John Mashava. Reports must include the issue, date, location, and persons involved.
2. Notification: John Mashava notifies Head of Training (Keith Appollis) and relevant department heads depending on the issue’s severity. All reports are logged in the Non-Conformance Log.
3. Corrective Action: John Mashava compiles a corrective action plan with root cause analysis, responsible persons, and timeframes, which is submitted to Keith Appollis for approval.
4. Timeframes:
· Initial report: within 24 hours
· Corrective action plan: within 2 working days
· Implementation: within 10 working days (unless extended with Keith Appollis ‘s approval)
5. Feedback: The person reporting the issue receives feedback on actions taken. Outcomes and lessons learned are shared in monthly quality review meetings.
6. Continuous Improvement: Non-conformance records and corrective actions are reviewed quarterly to prevent recurrence and improve the quality control system.
 SEE Appendix L for Non-conformance log 
21.3.1 Responsibility
· Quality Manager (John Mashava): Oversees the feedback process, compiles corrective actions, and maintains non-conformance records.
· Head of Training (Keith Appollis): Reviews and approves corrective actions.
· All Staff and Learners: Report issues, adhere to corrective actions, and participate in continuous improvement activities.
21.4  QUALITY CONTROL AUDIT PROGRAMME
Purpose:
The Quality Control Programme ensures that all training activities are conducted in full compliance with CAR Part 109, SA-CATS  regularity standards, and internal procedures. It provides assurance that all theoretical and practical aviation security training is delivered safely, consistently, and in accordance with all applicable requirements.
Scope:
Covers all operations related to:
· Classroom/theoretical instruction
· Practical drone/aviation security operations
· Learner assessments and examinations
· Documentation, learner records, and certification
· Compliance with OHSA and SACAA safety requirements
Planned and Systematic Actions:
· All training is conducted according to SA-CATS -approved syllabus and lesson plans.
· Instructor performance, qualifications, and compliance are monitored.
· Verification of drone equipment, simulators, and training aids for readiness and compliance.
· Review of learner performance, assessments, and exam results to ensure consistency and adherence to Part 109 standards.
· Implementation of the Feedback System (Section 24.3) to address any non-conformance or quality issues.
Audit Process:
1. Internal Audits:
· Conducted quarterly by the Quality Manager, John Mashava.
· Includes:
· Review of training records, lesson plans, and assessments for compliance with CAR Part 109 / SA-CATS.
· Observation of both theoretical and practical training sessions to ensure standardised delivery.
· Verification of instructor qualifications, certifications, and adherence to approved lesson plans.
· Inspection of facilities, drones, simulators, and the sick bay for safety and OHSA compliance.
· Review of assessment and exam procedures to ensure integrity and consistency.
· 
2. External Audits:
· Conducted by SACAA inspectors or approved third-party auditors.
· Audits ensure compliance with CAR Part 109, SA-CATS , and SACAA  accreditation requirements.
· 
3. Non-Conformance & Corrective Actions:
· Any deviations are recorded in the Non-Conformance Log.
· Corrective actions are compiled by John Mashava and submitted to the Accountable Manager (Hilton Appollis) for approval.
· Responsible persons, deadlines, and implementation plans are clearly defined.
· Corrective actions are monitored for completion and effectiveness.
4. Audit Reporting:
· Findings are compiled into a formal Audit Report, including:
· Observations and non-conformance points
· Recommended corrective or preventive actions
· Assigned responsibilities and deadlines
· Reports are reviewed by Keith Appollis and discussed during management review meetings.
5. Timeframes:
· Initial reporting of non-conformance: within 24 hours
· Corrective action plan compilation: within 3 working days
· Implementation of corrective actions: within 10 working days, unless extended with Keith Appollis’s approval
· Audit review and closure: within 5 working days of corrective action completion
6. Continuous Improvement:
· Audit outcomes are conducted to identify trends, systemic issues, and opportunities for improvement.
· Training procedures, manuals, lesson plans, and the MOP are updated as required to maintain full compliance with CAR Part 109, SA-CATS, and SACAA requirements.
· Lessons learned are shared with instructors and staff during monthly quality review meetings to prevent recurrence.
Responsibility:
· Quality Manager (John Mashava): Oversees the entire audit system, compiles corrective actions, and maintains records.
· Head of Training (Keith Appollis): Reviews and approves corrective actions, ensures audits are conducted, and facilitates management review.
· All Staff & Learners: Report issues, adhere to corrective actions, and participate in continuous improvement initiatives. Feedback form – Appendix E
21.5  MANAGEMENT REVIEW AND ANALYSIS
Purpose:
To ensure that Apollo Drone Innovations’ quality assurance system, training policies, and procedures are systematically reviewed, evaluated, and continuously improved, maintaining compliance with CAR Part 109 and SA-CATS  standards.



Process:
1. Comprehensive Review:
· Management conducts a thorough review of all documentation related to the quality assurance system, training policies, procedures, and MOP updates.
· Reviews are scheduled at least annually, or more frequently if significant changes occur.
2. Analysis Considerations:
· Quality Inspections and Indicators: Evaluate results from internal audits, non-conformance logs, feedback system reports, and other quality indicators.
· Effectiveness of Management Organization: Assess whether management structures, staff roles, and responsibilities are achieving stated objectives efficiently.
· Corrective and Preventive Actions: Identify trends, recurring issues, and potential non-conformities; implement corrective and preventive measures to improve training quality and compliance.
3. Outputs and Decisions:
· Updates to training procedures, manuals, lesson plans, and MOP based on findings.
· Allocation of resources to address identified gaps or trends.
· Documentation of decisions, actions, and timelines in the Management Review Report.
Responsibility:
· Head of Training (Keith Appollis): Leads the management review process, ensuring comprehensive evaluation and follow-up.
· Quality Manager (John Mashava): Provides audit results, non-conformance data, and quality system performance metrics.
· Management Team: (Hilton Appollis, Keith Appollis, and John Mashava) Reviews findings, approves necessary actions, and monitors implementation.
Continuous Improvement:
The management review process is a key tool for enhancing training quality, preventing non-conformities, and ensuring compliance with CAR Part 109 and SA-CATS standards. Lessons learned and improvements are communicated to staff and incorporated into future training cycles.
21.6 INTERNAL REVIEW
Purpose:
To ensure that Apollo Drone Innovations continuously complies with CAR Part 109, SA-CATS requirements, and the Quality Control System outlined in the Manual of Procedures (MOP).
Scope:
The internal review covers:
· Compliance with regulatory requirements and technical standards
· Adherence to the Quality Control System as detailed in the MOP
· Effectiveness of training delivered by each accredited instructor
Process:
1. Annual Review:
· Conducted once per year by the Quality Manager, John Mashava, in conjunction with the Head of Training (Keith Appollis).
· Comprises:
· Document Review: Examination of training records, learner assessments, non-conformance logs, and all relevant MOP procedures.
· Training Review: Observation and evaluation of training delivered by each accredited instructor listed in the MOP to ensure compliance with approved syllabi and standards.
2. Documentation:
· Evidence of the internal review, including findings, corrective actions, and recommendations, is formally recorded.
· Records are maintained for a minimum of five (5) years, in line with SACAA requirements.
3. Corrective Actions:
· Any issues identified during the internal review are addressed through the Feedback System (Section 21.3) and incorporated into the Quality Control Audit System (Section 21.4).
· Trends and non-conformities are reported to the management team for inclusion in the Management Review (Section 21.5).
Responsibility:
· Quality Manager (John Mashava): Leads the internal review, documents findings, and monitors corrective actions.
· Head of Training (Hilton Appollis): Reviews findings, ensures follow-up actions are implemented, and oversees the performance of accredited instructors.
· Accredited Instructors: Participate in training observations and support corrective actions when necessary.
Continuous Improvement:
The internal review process strengthens compliance with CAR Part 109 and SA-CATS regulatory standards, identifies areas for improvement, and ensures the quality and consistency of all training delivered by Apollo Drone Innovations.






21.7 RECORDING
Purpose:
To ensure that all records related to the Quality Control Programme and Internal Reviews are accurate, complete, readily accessible, and maintained in compliance with CAR Part 109 and SA-CATS regulatory requirements.
Requirements:
1. Record Maintenance:
· Apollo Drone Innovations shall maintain all records documenting the results of the quality control programme, internal reviews, and related corrective actions.
· Records will be accurate, complete, and readily accessible for review by management, staff, and SACAA auditors.
2. Retention Period:
· All records will be retained for a minimum of five (5) years.
3. Records to be Maintained:
· Audit Schedules: Planned internal and external audit dates and scope
· Quality Inspections and Audit Reports: Findings, observations, and recommendations
· Responses to Findings: Evidence of actions taken to address audit or inspection findings
· Corrective and Preventive Action Reports: Logs will be maintained on actions taken, responsible persons, and deadlines, including dates
· Follow-Up and Closure Reports: Verification that corrective actions have been completed and are effective
· Management and Internal Review Reports: Outcomes of management review meetings and internal reviews, including decisions and improvements
Responsibility:
· Quality Manager (John Mashava): Maintains and archives all records, ensures accuracy, completeness, and accessibility.
· Head of Training (Keith Appollis): Reviews records for compliance during management and internal reviews.
· ASTO Staff & Instructors: Provide supporting documentation and ensure records of training and assessments are submitted accurately.
Continuous Improvement:
Maintaining comprehensive records ensures traceability, supports compliance with SACAA ASTO standards, enables effective management review, and provides evidence for continuous improvement of training and quality control processes.



21.8 QUALITY OF TRAINING PROVIDED AT SITES OTHER THAN THE MAIN BASE OF OPERATIONS
Purpose:
To ensure that training delivered at satellite or alternate approved sites meets the same standards, quality, and compliance requirements as training conducted at the main base of operations.
Requirements:
1. Consistency of Training:
· The ASTO shall ensure that all training delivered at other approved training sites listed in the Manual of Procedures (MOP) is equivalent in quality and standard to that provided at the main base.
· Training programmes, lesson plans, and approved syllabi must not be modified or deviated from while operating at satellite sites.
2. Monitoring and Oversight:
· The Quality Manager (John Mashava) and Head of Training (Keith Appollis) are responsible for ensuring that instructors at alternate sites adhere strictly to approved training procedures.
· Periodic audits and observations will be conducted at satellite sites to verify compliance with CAR Part 109 and SA-CATS Regulatory Requirement.
· All training records, assessments, and observations from satellite sites shall be maintained and integrated into the central quality control and audit system.
· Records shall be kept in accordance with Section 24.7 (Recording) for a minimum of five (5) years.
Continuous Improvement:
Ensuring consistency in training across all approved sites supports standardisation, compliance, and learner competency, while maintaining the integrity of the ASTO’s quality management system.
21.9 Measures Undertaken to Ensure the System is Understood, Implemented, and Complied with at All Levels
Purpose:
To ensure that all staff, instructors, and learners at Apollo Drone Innovations fully understand, implement, and comply with the Quality Assurance System, maintaining consistency with CAR Part 109 and SA-CATS regulatory standards.
Communication and Implementation of Quality Assurance Procedures:
1. Orientation and Induction:
· All new staff and instructors undergo a structured induction program covering the ASTO’s Quality Assurance Procedures, MOP, feedback system, audit requirements, and safety procedures.
· Learners are oriented on training standards, safety, and expectations to ensure consistent understanding from the start. 
2. Standardised Procedures:
· Approved training syllabi, lesson plans, and assessment procedures are standardised across all instructors and sites.
· Written SOPs (Standard Operating Procedures) ensure that all employees follow the same processes, promoting consistency in training, delivery, assessment, and safety compliance.
3. Documentation Access:
· The MOP, quality control procedures, and relevant policies are readily accessible in electronic and hardcopy formats at the main base and satellite training sites.
· Updates and revisions are communicated via official notices, email, or team briefings to ensure all employees receive the same information simultaneously.
· 
4. Training and Continuous Development:
· Regular refresher workshops and competency sessions are conducted for all instructors and staff to reinforce standardised practices and ensure consistent +
· application of quality assurance procedures.
· Cross-site meetings and peer reviews are conducted to align training approaches and resolve discrepancies between employees.
5. Monitoring and Feedback:
· Compliance with quality procedures is monitored through internal audits, inspections, and management reviews.
· Any deviations or inconsistencies are addressed through the Feedback System (Section 24.3), ensuring corrective measures are implemented consistently across all staff and sites.
6. Responsibility:
· Quality Manager (John Mashava): Ensures all quality procedures are communicated and consistently applied across all employees.
· Head of Training (Keith Appollis): Oversees adherence to standard procedures, conducts periodic performance reviews, and ensures consistency throughout the organisation.
· All Staff and Instructors: Implement standardised procedures, report deviations, and participate in continuous improvement activities.
Continuous Improvement:
Consistency is ensured by standardised procedures, regular training, audits, and cross-site monitoring, creating a culture where all employees understand their roles, responsibilities, and obligations. This approach ensures high-quality, compliant training delivery throughout Apollo Drone Innovations.
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