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	(Surname)
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	HKIE Membership Number
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	Training Discipline
	Electrical (ELL)

	Training Start Date
	

	Training Completion Date
	



Engineering Supervisor / Responsible Person:
	Name
	Period
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ELL_AM Record of Training Outcomes Version 1.0.1
HKIE FORMAL TRAINING SCHEME TO ASSOCIATE MEMBERSHIP
RECORD OF TRAINING OUTCOMES

Introduction
The HKIE Formal Training Scheme to Associate Membership (AM Training) in competence-based format is developed from the Training-by-Objectives approach that clearly defines the qualities, technical expertise, knowledge and skills that a trainee is expected to reach during their training period.  

The training outcomes are developed from the previous training objectives. The training outcomes are referenced to the 12 HKIE Competences such that trainees will be familiar with the 12 Competences early in their engineering training.  The 12 Competences are the standard expected for an Associate Member of the HKIE (see following page).  To familiarise themselves with the requirements of AM training in the company, Engineering Supervisors, Training Tutors and trainees may refer to (i) the HKIE’s Consolidated Model Training Guide (CMTG) for each Discipline, and (ii) the company’s training programme.  The CMTGs are available on the HKIE website.

Common Core Outcomes (CCOs) are the outcomes that all trainees should achieve by the end of training regardless of discipline.  Discipline-Core Outcomes (DCOs) are outcomes that engineers in their specific discipline should achieve regardless of sector. The competence-based outcomes, whether CCOs or DCOs, appear in the Record of Training Outcomes in the same order as they appear in the CMTG for the respective discipline.  This is designed such that all outcomes can be assessed according to a company’s training programme for the discipline.  Company-Specific Outcomes (CSOs) are now optional: companies may choose whether to set CSOs for AM trainees.  If needed, they may be added.

Assessment
Trainees should bring their training documents for their Engineering Supervisors for endorsement at quarterly intervals throughout their training period.  Engineering Supervisors should initial and mark the date against each of the competence-based outcomes that the trainees have successfully achieved.  The blank space at the bottom of each page is provided for Engineering Supervisors to make notes on their continuous assessments.

All CCOs and DCOs must be signed off at the end of the training period before a Training Completion certificate can be issued.  As for CSOs, companies now have the discretion to review whether it is necessary for trainees to satisfy all CSOs before they return the Final Training Report to the HKIE for preparation of the Training Completion Certificate.

The HKIE Competences
The following competences (in four broad areas, namely Applying Engineering Knowledge, Developing Technical Solutions, Managing Engineering Work and Upkeeping Professional Acumen) set the standard expected for an Associate Member of the HKIE by undertaking a competence-based assessment administered by the HKIE.  

1. Comprehend and apply knowledge of widely accepted and applied procedures, processes, systems or methodologies;
2. Comprehend and apply knowledge of widely accepted and applied procedures, processes, systems or methodologies that is specific to Hong Kong;
3. Identify, clarify and analyse broadly-defined engineering problems in accordance with good practice for engineering;
4. Design or develop solutions to broadly-defined engineering problems in accordance with good practice for engineering;
5. Be responsible for making recommendations and/or decisions on part or all of one or more broadly-defined engineering activities;
6. Organise engineering activities;
7. Identify and assess engineering risk;
8. Conduct engineering activities to an ethical standard prescribed by the HKIE;
9. Recognise the reasonably foreseeable social, cultural, health, safety, sustainability and environmental effects of broadly-defined engineering activities generally;
10. Communicate clearly and effectively on broadly-defined engineering activities with members of an engineering team;
11. Maintain the currency of engineering knowledge and skills;
12. Exercise sound judgement in the course of broadly-defined engineering activities.
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	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	1. Introduction
	


	1.1 Information about the Company
	


	1.1.1 Own Organisation 
	

	
	

	a) Discuss the size, history and internal culture of the trainee’s own organisation.
	__________

	
	

	b) Discuss an overview of the relationship between the trainee’s own organisation, government departments and other organisations.
	__________

	
	

	c) Discuss the structure and functions of different units within the trainee’s own organisation.
	__________

	
	

	d) Demonstrate the awareness to follow operational procedures and practices as required by the trainee’s own organization.
	__________

	
	

	e) Discuss the objectives, requirements and processes that support the quality assurance system within the trainee’s own organisation.
	__________

	
	

	f) Apply the quality assurance system according to the policy of the trainee’s own organisation.
	__________

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	1.1.2 Training Programme, Prospects and Career Development 
	

	
	

	a) Discuss an overview of the internal communication systems, training system and career development pathway within the trainee’s own organization.
	__________

	
	

	b) Demonstrate a commitment to extend and develop up-to-date technical knowledge through reading relevant engineering publications, participating in seminars or conferences, and information searching.
	__________

	
	

	c) Demonstrate a commitment to extend and develop up-to-date knowledge of local, regional and international current affairs through reading relevant engineering publications, participating in seminars or conferences, and information searching.
	__________

	
	

	d) Demonstrate a commitment to participate in the local organisations or community services for general personal development.
	__________

	
	

	1.2 Information about the HKIE 
	


	a) Discuss an overview of the HKIE organisation as well as its history and role in society.
	__________

	
	

	b) Demonstrate a commitment to participate in relevant activities organised by the HKIE.
	__________

	
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	2. Professionalism
	


	2.1 Conduct and Responsibilities
	


	a) Discuss the social and ethical responsibilities expected in the society.
	__________

	
	

	b) Explain the rules and standard requirements of conducting engineering activities to the HKIE, employers, clients, general public and colleagues in accordance with the HKIE Rules of Conduct.
	__________

	
	

	c) Explain the ethical standards and responsibilities required by the HKIE.
	__________

	
	

	d) Demonstrate the awareness to follow the codes of practice required by the industry.
	__________

	
	

	e) Demonstrate the awareness to uphold the dignity, standing and reputation of the engineering profession.
	__________

	
	

	f) Demonstrate the awareness to protect the interests of the community including the environment, welfare, health and safety in conducting engineering activities.
	__________

	
	

	2.2 Occupational Safety and Health
	


	a) Demonstrate an understanding of the statutory health and safety requirements.
	__________

	
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	2.2 	Occupational Safety and Health (cont’d)
	


	b) Demonstrate an understanding of the responsibilities for the health and safety of the employers, employees and general public when engaging in engineering activities.
	__________

	
	

	c) Plan the operation of safety management system in accordance with the industry standards and regulatory requirements.
	__________

	
	

	2.3 Environment
	


	a) Demonstrate an understanding of the relevant statutory environmental requirements related to the trainee’s discipline.
	__________

	
	

	b) Demonstrate the awareness of the inter-relationship of technology with the environment in the work place.
	__________

	
	

	c) Demonstrate the awareness of the impact of technology on the environment in society.
	__________

	
	

	3. Electrical Engineering Design, Fundamental and Operational Reliability Applied to Electrical And Associated Systems
	



	3.1 Workshop Training
	


	a) Discuss the principle of electricity generation, transmission, distribution and utilization.
	__________

	
	

	b) Discuss the development trend of electricity generation, transmission, distribution and utilization.
	__________

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	3.1	Workshop Training (cont’d)
	


	c) Discuss the commercial and industrial application of electricity.
	__________

	
	

	d) Discuss the operation of basic electrical components such as generators and motors, switchgear, transformers, electronic drivers, capacitors / reactors, cables, overhead lines, protection and  control equipment, battery systems and renewal power generation systems etc.
	__________

	
	

	e) Select appropriate electrical components for operation such as generators and motors, switchgear, transformers, electronic drivers, capacitors / reactors, cables, overhead lines, protection and control equipment, battery systems and renewal power generation systems etc.
	__________

	
	

	f) Apply electrical components such as generators and motors, switchgear, transformers, electronic drivers, capacitors / reactors, cables, overhead lines, protection and control equipment, battery systems and renewal power generation systems etc. for the safe and reliable operation of electrical systems.
	__________

	
	

	g) Apply modern electronic, communication and computer systems to electrical power systems.
	__________

	
	

	h) Analyze modern electronic, communication and computer systems to electrical power systems.
	__________

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	3.2 Engineering Design
	


	3.2.1 Design Office Practice
	

	
	

	a) Appreciate the application of engineering standards, codes of practices, technical memoranda and use of design manuals.
	__________

	
	

	b) Carry out derivation of design requirements.
	__________

	
	

	c) Assess the requirements of different stages of design.
	__________

	
	

	d) Analyse load flow, fault level or protection theory.
	__________

	
	

	e) Assess potential risks from load flow, fault level or protection theory. 
	__________

	
	

	f) Evaluate social, safety and environmental effects from load flow, fault level or protection theory.
	__________

	
	

	g) Apply H.V. / M.V. / L.V.  Engineering.
	__________

	
	

	h) Discuss potential risks from H.V. / M.V. / L.V. engineering.
	__________

	
	

	i) Discuss safety and environmental effects from H. / M.V. / L.V.V.  engineering.
	__________

	
	

	j) Discuss the social, cultural, health, safety, sustainability and environmental effects at different stages of design.
	__________

	
	

	k) Produce well-structured, clear and concise design documents.
	__________

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	3.2.1 	Design Office Practice (cont’d)
	


	l) Evaluate appropriate computer aided design drafting packages, such as Lighting Design, Power System Analysis, Building Information Modeling, in the engineering design process.
	__________

	
	

	m) Apply appropriate computer aided design drafting packages.
	__________

	
	

	3.2.2 Synthesis
	

	
	

	a) Select appropriate systems, plants, materials, units or components in the design process.
	__________

	
	

	b) Produce design by applying the concept of total design considerations including environmental influences, sustainability, safety, energy efficiency and maintainability etc.
	__________

	
	

	3.3 Manufacturing processes of the company or construction or installations
	


	a) Carry out the preparation works of installation, testing and commissioning of an engineering project.
	__________

	
	

	b) Comply the operation safety practices and documentations with widely adopted international standards such as ISO 45001 and the required standard and regulatory requirements of Hong Kong.
	__________

	
	

	c) Carry out operation safety practices.
	__________

	
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	3.3 Manufacturing processes of the company or construction or installations (cont’d)
	



	d) Comply the quality assurance procedures and documentation with widely adopted international engineering standards such as ISO 9000 etc.
	__________

	
	

	e) Carry out the quality assurance procedures by employing appropriate approach and methodology.
	__________

	
	

	f) Support the quality control and quality assurance activities.
	__________

	
	

	3.4 Inspection procedure in accordance with standards and specifications or testing or commissioning
	



	a) Appraise the installation, testing and commissioning standards, methods, procedures and practices of an engineering project.
	__________

	
	

	b) Carry out works of site preparation and setting out.
	__________

	
	

	c) Carry out works of resources scheduling, monitoring and control.
	__________

	
	

	d) Carry out works of site supervision/management.
	__________

	
	

	e) Apply testing forms and commissioning checklists appropriately in an engineering project.
	__________

	
	

	f) Appraise the operating principle and limitations of measuring and testing equipment.
	__________

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	3.4	Inspection procedure in accordance with standards and specifications or testing or commissioning (cont’d)
	



	g) Select appropriate measuring and testing instruments with considerations such as range and accuracy.
	__________

	
	

	h) Examine the calibration and control of measurement accuracy.
	__________

	
	

	i) Carry out the testing performance monitoring.
	__________

	
	

	3.5 Operations and operational procedures or maintenance or repairs
	


	a) Appraise different types of asset management system such as ISO 55001 and different asset performance management systems.
	__________

	
	

	b) Appraise the procedures, management and supervision of electrical equipment maintenance. 
	__________

	
	

	c) Assess different types of maintenance systems and programs such as condition monitoring, predictive and preventive maintenance, corrective maintenance, fault analysis and investigation etc.
	__________

	
	

	d) Appraise different condition monitoring and predictive maintenance techniques.
	__________

	
	

	e) Apply computer-aided maintenance management system.
	__________

	
	

	
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	3.5 	Operations and operational procedures or maintenance or repairs (cont’d)
	


	f) Apply appropriate diagnostic techniques to analyze maintenance problems.
	__________

	
	

	g) Assess the health, safety and environmental effects of operation and maintenance activities.
	__________

	
	

	3.6 Project Management including cost management, programme management, quality management and environmental management
	



	a) Apply appropriate project management techniques including supervisory skills, problem-solving, decision-making, project control, planning and programming of works, quality, safety and environmental management in engineering projects.
	__________

	
	

	b) Explain the importance of project cost and programme management.
	__________

	
	

	4. Engineering Contract Administration and Management
	


	4.1 Interpretation or preparation of requirements and specifications incorporating sketches and drawing, methods of construction and materials to be used
	

	
	

	a) Carry out preparation work of design specifications that may be understood and interpreted without significant elaboration.
	__________

	
	

	b) Analyze design specifications.
	__________

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	4.2 Tendering procedures, tender appraisal and contract administration
	


	a) Discuss various concepts of commercial procedures such as purchase requisition, tendering and contracts management etc.
	__________

	
	

	b) Comply with the established commercial procedures.
	__________

	
	

	c) Carry out tender or purchase requisition evaluation and/or recommendation.
	__________

	
	

	4.3 Estimating labour, materials, installation and transport costs and cost control
	



	a) Apply appropriate supervisory skills, problem-solving, decision-making and project control techniques to manage engineering projects.
	__________

	
	

	4.4 Project scheduling and work management
	


	a) Discuss the importance of project cost and programme management.
	__________

	
	

	b) Apply appropriate risk management for the project activities.
	__________

	
	

	4.5 Preparation of reports and manuals for procedures of installation, operation and maintenance, and codes of practice
	



	a) Carry out procedures of installation, testing and commissioning of an engineering project.
	__________

	
	

	b) Carry out safety operational procedures of an engineering process.
	__________

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	4.6 Budgeting system
	


	a) Apply various finance and accounting concept such as basic accounting, account coding system, budgeting, budget control and stock control etc.
	__________

	
	

	b) Analyse various financial reports for expenditure monitoring.
	__________

	
	

	4.7 General administration knowledge including financial management, human resources study, social awareness, marketing technique etc.
	



	a) Discuss the various leadership qualities required of a leader including accountability, conflict management and resources management etc.
	__________

	
	

	b) Explain the importance of accountability and responsibility required by a leader for making decisions on engineering activities.
	__________

	
	

	c) Apply various management skills in engineering projects.
	__________

	
	

	d) Distinguish the relationship between good leadership and good management skills.
	__________

	
	

	e) Demonstrate an understanding of the importance of teamwork, partnering and supervision skills in engineering projects.
	__________

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	5. Direct Objective Training
	


	All Training Outcomes, if not yet achieved in earlier parts of training, should be completed here.  Specific project(s) should be assigned to the trainee according to the work nature of the trainee in this period.  Latest developments in the discipline should be included.
	

	
	

	6. Other Common Core Outcomes for Continuous Development
	


	6.1 Development of Personal Qualities 
	


	a) Identify appropriate innovative approach and/or tools for professional development.
	__________

	
	

	b) Demonstrate interpersonal skills for professional development.
	__________

	
	

	c) Demonstrate negotiating skills required for various engineering activities.
	__________

	
	

	d) Demonstrate sound time management skills for professional development.
	__________

	
	

	e) Demonstrate a commitment to continuous development and enhancement.
	__________

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	6.2 Communication 
	


	a) Communicate ideas orally in an accurate and clear manner under various situations (including presentations and meetings).
	__________

	
	

	b) Formulate an oral presentation of complicated data and information in an effective and persuasive manner.
	__________

	
	

	c) Produce grammatically correct, clear and concise documents (including memos, letters, instructions, reports and resumes) which meet the business objectives.
	__________

	
	

	d) Evaluate the needs of the intended readers to design appropriate technical contents for communication.
	__________

	
	

	6.3 Human Resources Management 
	


	a) Demonstrate the awareness of the duties and employment criteria for different job positions in an engineering project.
	__________

	
	

	b) Demonstrate an understanding of the relevant legal requirements and regulatory issues of labour employment and management.
	__________

	
	

	c) Identify the appropriate staff training and development programmes in the organisation.
	__________

	
	

	d) Comprehend human resources policies.
	__________

	
	

	e) Apply appropriate skills and methods to motivate sub-ordinates.
	__________

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Common Core Outcomes and Discipline-Core Outcomes)
	ES Initial
& Date

	6.4 Business Operations 
	


	a) Recognise the importance of intellectual property to business operations.
	__________

	
	

	b) Describe the legal requirements in Hong Kong relevant to intellectual property rights.
	__________

	
	

	c) Identify appropriate tools and method to measure and improve the productivity of business operations.
	__________

	
	

	d) Identify appropriate information technology applications to manage business information and to facilitate business operations.
	__________

	
	

	e) Recognise the importance of research and development towards business operations.
	__________

	
	

	f) Demonstrate the awareness of financial considerations in operation business.
	__________

	
	

	g) Recognise the importance of business development in business operations.
	__________

	
	

	h) Comprehend the data privacy policy.
	__________

	
	

	i) Comply with the information management policy. 
	__________

	
	

	-- End of Common Core Outcomes and Discipline-Core Outcomes --
	

	
	

	
	

	
	

	
	

	Remarks:
	

	




	Training Outcomes
(Company-Specific Outcomes)
	ES Initial
& Date

	
	

	Remarks:
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TRAINING LOGBOOK AND RECORD OF CPD
[bookmark: b_LgbkCPD]PERSONAL PARTICULARS

(Please complete all fields.)

	Full Name in English
	(Surname)

	
	

	
	(Given names)

	
	

	HKIE Membership Number
	

	Training Company

	

	Training Discipline
	

	Training Start Date
	

	Training Completion Date
	

	Training Scheme
	 Scheme “A” Training
 Formal Training Scheme to Associate Membership
 Others, please specify: ________________________



Engineering Supervisor / Responsible Person:
	Name
	Period
	Signature Specimen

	
	
	

	
	
	

	
	
	



Training Tutor:
	Name
	Period
	Signature Specimen

	
	
	

	
	
	

	
	
	




[bookmark: c_SummaryTrainingDetails]Summary of Training Details:
(To be completed when the request is approved)

	i)
	Exemption Request:
	

	
		Nil
	

	
		Exemption approval date:
	

	
	
	Exemption period granted:
	

	
	
	Revised training completion date:
	

	
	
	CPD hours exempted:
	

	
	
	
	

	ii)
	Suspension Request:
	

	
		Nil
	

	
		Suspension approval date:
	

	
	
	Suspension period:
	

	
	
	Revised training completion date: 
	

	
	
	
	

	iii)
	Extension Request:
	

	
		Nil
	

	
		Extension approval date:
	

	
	
	Extension period:
	

	
	
	Revised training completion date: 
	

	
	
	Additional CPD hours required:
	

	
	
	
	

	iv)
	Secondment Request:
	

	
		Nil
	

	
		Pre-approved Training Secondment

	
	
	Secondment period:
	

	
	
	Seconded Company:
	

	
	
	
	

	
		Individual Training Secondment

	
	
	Secondment approval date:
	

	
	
	Secondment period:
	

	
	
	Seconded Company:
	

	
	
	
	







TLB&CPD_2.0
CONTINUING PROFESSIONAL DEVELOPMENT

The HKIE CPD Definition
CPD is a systematic maintenance, improvement and broadening of relevant knowledge and skills, and the development of these qualities necessary for successfully carrying out professional duties throughout an engineer’s career.  It aims at enhancing individual worth, and thus corporate performance.

General Scope and Format of CPD
CPD covers matters of direct technical relevance as well as broader studies that are important to HKIE members to further their careers.  These include professional ethics, communication, environmental matters, financial management, leadership skills, legal aspects, marketing, and occupational safety and health.

The format of CPD activities includes, but not limited to, participating in and organising courses, lectures, seminars / symposia, conferences, presentations, workshops, industrial attachments and visits, e-learning and professional activities.  These may be provided by the HKIE, the engineering profession, and a variety of other organisations.

Approval of CPD
For candidate who is not yet a Corporate Member or Associate Member, his/her Engineering Supervisor (ES) or a Responsible Person (RP) is responsible for endorsing the CPD activities.  The ES or RP must assess the candidate and be satisfied that he/she has learned the skills or has met the objectives of the CPD activity attended, and agree that the activity falls under the specified category.  The record should also indicate whether the activity was organised in-house.

Candidate applying for his/her Corporate Membership or Associate Membership requires proof of endorsement by his/her ES or RP in the CPD Log Book. However, members are welcome to use the online CPD logbook service, which is available in the Members’ login area of the HKIE website.

CPD Requirements
The HKIE specifies a minimum CPD requirement including minimum number of hours in different categories for those at the (a) pre-Corporate Member stage, (b) pre-Associate Member stage, (c) Associate Member stage on a voluntary and self-regulating basis, and (d) Corporate Member stage on a mandatory basis.  A candidate’s CPD record will be taken into account when considering his/her application for different classes of Membership as appropriate.  For details of the requirements, please refer to the latest update on the HKIE website.


  

Record of CPD

[bookmark: d_SummaryCPDhours]Summary of CPD Hours attended within the Training Period (to be completed at the end of the training period):

	
	Internal
	External

	Discipline-Specific Technical Matters (DSTM)
	
	hours
	
	hours

	Health & Safety (H&S)
	
	hours
	
	hours

	Other Technical Matters (OTM)
	
	hours
	
	hours

	General Professional Matters (GPM)
	
	hours
	
	hours

	HKIE-organised Activities
	
	hours
	
	hours

	Others (if applicable)
	
	hours
	
	hours

	Total
	
	hours
	
	hours




	General Format used:
· Font type: Times New Roman
· Font size: 10 – 12
· Line spacing: Single




Note:
Engineering Supervisor must sign directly on the printed pages.  Digital and / or electronic signatures will NOT be accepted.


This page is for checking purposes only and it is optional to complete.  In case of discrepancy between the hours specified on this page and in the endorsed CPD records in the subsequent pages, the endorsed record shall prevail.





	
(Please record in chronological order.) 
	^ Please use “(I)” to indicate internal CPD organised in-house. 
# Abbreviations may be used for relevant categories, e.g. DSTM, H&S, OTM, GPM etc.

	[bookmark: e_CPD]Dates(s)
	Start & End Time 
	Name of CPD Activity
	Organiser^
	Category#
	CPD hours claimed
	Endorse-
ment by ES / RP
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TRAINING LOGBOOK

Introduction
The HKIE requires each trainee under Scheme “A” and “Formal Training Scheme to Associate Membership” to maintain a training logbook for the entire training period as part of the scheme requirements.  It is an important record for the trainee during their training period. It consists of Detailed Training Records, Monthly Reports and Quarterly Reports.

Detailed Training Record of the Quarter
This is the page at the beginning of each quarter to summarise the major activities that have been carried out in that quarter.  The trainee should clearly state the activities, the period, and the location where the training was carried out.  The Engineering Supervisor(s) should also sign the respective pages.

Monthly Reports and Quarterly Reports
Each trainee should record in the reports what he/she has learned, and what he/she considers important.  They may include:
· summaries of work done, highlighting what he/she has learned and considered important.
· examples of detailed analysis or a particular aspect of training during the period in question.
Quarterly Reports should not merely replicate the three Monthly Reports. The contents may cover similar topics during the period, but there should be a clear difference between the Monthly and Quarterly Reports in terms of depth, breadth, perspective or appreciation of the subject matter.

Requirements of the Monthly and Quarterly Reports
All entries should be neat, in English, and limited to one page for Monthly Reports and three pages for Quarterly Reports. To help readers understand, the trainee may include photos, diagrams or graphs to the logbooks to supplement.  Training Tutor(s) and Engineering Supervisor(s) should provide comments on the space available and sign directly on the printed pages of the reports.  

Trainee must complete a Monthly Report every month and a Quarterly Report every three months from the training start date until the training is completed.  The last Quarterly Report may cover two to three months depending on the actual training completion date which may have been revised due to approval of suspension, extension or exemption requests.  The Training Tutor(s) and Engineering Supervisor(s) should sign and comment directly on the Monthly Reports and Quarterly Reports respectively.


Trainee should provide feedback and acknowledge the comments given accordingly. 


TLB&CPD_2.0
Training Logbook

[bookmark: f_SummaryQuarterlyPeriods]Summary of Quarterly Periods within the Training Period (to be completed at the end of the training period):

	Training Start Date:  
	

	
	

	Training Completion Date:
	



	
	Start Date 
(dd/mm/yyyy)
	End Date 
(dd/mm/yyyy)

	1st Quarter
	
	

	2nd Quarter
	
	

	3rd Quarter
	
	

	4th Quarter
	
	

	5th Quarter
	
	

	6th Quarter
	
	

	7th Quarter
	
	

	8th Quarter
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note: The start date of the first quarter and the last date of the last quarter should coincide with the Training Start Date and the Training Completion Date.  All quarterly periods should contain three full months (except in cases where exemption / suspension / extension has been approved). 




	General Format used:
· Font type: Times New Roman
· Font size: 10 – 12
· Line spacing: Single




Note:
Engineering Supervisor and Training Tutors must sign directly on the printed pages.  Digital and / or electronic signatures will NOT be accepted.




	[bookmark: Q1]DETAILED TRAINING RECORD FOR THE  1st  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date






2
TLB&CPD_2.0
	[bookmark: Q2]DETAILED TRAINING RECORD FOR THE  2nd  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date






	[bookmark: Q3]DETAILED TRAINING RECORD FOR THE  3rd  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date






	[bookmark: Q4]DETAILED TRAINING RECORD FOR THE  4th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date






	[bookmark: Q5]DETAILED TRAINING RECORD FOR THE  5th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date






	[bookmark: Q6]DETAILED TRAINING RECORD FOR THE  6th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date






	[bookmark: Q7]DETAILED TRAINING RECORD FOR THE  7th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date






	[bookmark: Q8]DETAILED TRAINING RECORD FOR THE  8th  QUARTER


	FROM 
	
	(dd/mm/yyyy)
	TO 
	
	(dd/mm/yyyy)

	

	Principal work engaged in during the quarter
	Period for the activity (in weeks)
	Location where the training was carried out


	First month:
 
	
	

	Second month:
 
	
	

	Third month:
 
	
	

	
	
	

	
	
	

	
	
	

	Endorsed and confirmed by:
	
	
	

	
	Engineering Supervisor’s Signature
	
	Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	MONTHLY REPORT


	FROM 
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	Training Tutor’s Comments:
 

	
	Training Tutor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	

	
	Engineering Supervisor’s Signature & Date




	QUARTERLY REPORT


	FROM
	
	(dd/mm/yyyy)
	TO
	
	(dd/mm/yyyy)

	(continued from the previous page)

	

	Engineering Supervisor’s Comments:
 

	
	Engineering Supervisor’s Signature & Date

	Trainee’s Feedback to Comments:
 

	
	Trainee’s Signature & Date
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