ELECTRO-TECHNICAL OFFICER (ETO) COURSE               	                                                                                                                                                                                PART D: INSTRUCTOR’S GUIDE

[bookmark: _GoBack]Part D
Instructor’s Guide

	Course: 	Electro-Technical Officer

Module III: 	Leadership and Teamworking Skills
	Competence : Application of leadership and teamworking skills

	
	Knowledge, Understanding and Proficiency:  
Working knowledge of shipboard personnel management and training

	
	Topics: 
6. Shipboard Personnel Management and Training
6.1 Organization of crew, authority structure and personnel responsibilities
6.2 Cultural awareness, inherent traits, attitudes, behavior, cross-cultural communication
6.3 Shipboard situation, informal structures onboard
6.4 Human error, situation awareness, automation awareness, complacency, boredom
6.5 Leadership and teamworking
6.6 Training, structured shipboard training programs

	No. of Trainees:  Twelve (12) trainees
	Learning Outcomes:  At the end of the lesson, the trainees should be able to:
       Refer to Part C Course Syllabus for the Intended Learning Outcomes

	Class Layout: U-shaped for theoretical part only
	Assessment:Written and Practical Assessment

	
Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	10 minutes
	Introduction
	· Precautions to be taken to prevent pollution of marine environment
· Anti-pollution procedures and all associated equipment
· Proactive measures to protect the marine environment
· Intended Learning Outcomes (ILO)
	· Review of previous lessons
· Presentation of the ILO
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation




	
Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	1 hour
	Core Elements
	6. Shipboard Personnel Management and Training
6.1 Organization of crew, authority structure, and personnel responsibilities

	Interactive-discussion of the typical shipboard organization; the individual personnel responsibilities; the factors to be considered in the organization 
of crew; and the internal and external authority structure
	Participating, sharing insights and learning gained, asking and answering questions

	Visual Presentation


	
1 hour









	
	6.2 Cultural awareness, inherent traits, attitudes, behavior and cross-cultural








	Interactive-discussion of the importance of cultural awareness onboard ship;the effects of inherent traits, attitudes and behavior in establishing good working relationship among crew; and the methods of mitigating the effects of cross-cultural communication differences to maintain good working relationships
	Participating, sharing insights and learning gained, asking and answering questions








	Visual Presentation











	30 minutes

	
	6.3  Shipboard situation and informal structures onboard ships
	Interactive-discussion of the shipboard situation and corresponding informal structures onboard ships
	Participating, sharing insights and learning gained, asking and answering question
	Visual Presentation


	30 minutes

	
	6.4 Human error, situation awareness, automation awareness, complacency and boredom

	Interactive-discussion of theeffects of human error;the situation awareness;the automation awareness, and the complacency and boredom to personnel performance.

	Participating, sharing insights and learning gained, asking and answering question

	Visual Presentation




	
Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	
2 hours





	Core Elements
	6.5 Leadership and teamworking






	Interactive-discussion of the leadership and teamworking practiced onboard ship, leadership in terms of: qualities, characteristic, and technique, team from group 
	Participating, sharing insights and learning gained, asking and answering question


	Visual Presentation





	6 hours

	
	
	Practical Exercise:
· Apply team approach
· Apply good team communication in a given shipboard operation
	Practical Exercise:
Participating in practical exercise on team approach and good team communication in a given shipboard operation
	Exercise Sheet 



	30
minutes
	
	6.6 	Training requirements and structured shipboard training programs
	Interactive-discussion of the required training and structured shipboard training programs
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	20 minutes
	Conclusion

	Shipboard personnel management and training
	· Recapitulation of the covered topics 
· Point of emphasis: Ask trainees to  make a generalization
	· Participating, sharing insights and learning gained
· Answering, asking
	Visual Presentation







Part D
Instructor’s Guide
	Course Title: 	Electro-Technical Officer

Module III: 	Leadership and Teamworking Skills
	Competence : Application of leadership and teamworking skills

	
	Knowledge, Understanding and Proficiency:  
Ability to apply task and workload management, including:
.1 planning and coordination
.2 personnel assignment
.3 time and resource constraints
.4 prioritization 

	
	Topics:
7. Task and Workload Management
7.1 Planning and co-ordination
7.2 Personnel assignment
7.3 Time and resource constraints
7.4 Prioritization

	No. of Trainees:  Twelve (12) trainees
	Learning Outcomes:  At the end of the lesson, the trainees should be able to:
       Refer to Part C Course Syllabus for the Intended Learning Outcomes

	Class Layout: U-shaped for theoretical part only
	Assessment:Written and Practical Assessment

	
Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	10 minutes
	Introduction
	· Shipboard Personnel Management and Training
· ILO of the lesson
	· Review of previous lessons
· Presentation of the ILO
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	1 hour


	Core Elements
	7. Task and Workload Management
7.1 Planning and co-ordination

	Interactive-discussion of the planning and co-ordination technique

	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation



	1 hour
	
	



	Practical Exercise:
Apply planning and co-ordination techniques and prioritization techniques

	Practical Exercise:
Participating in practical exercise on planning and co-ordination techniques and prioritization techniques
	Exercise Sheet 



	



Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	45 minutes
	Core Elements
	7.2  	Personnel assignment

	Interactive-discussion of the personnel assignment

	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	45 minutes
	
	7.3 Time and resource constraints


	Interactive-discussion of the factors causing time and resource constraints
	Participating, sharing insights and learning gained, asking and answering question
	Visual Presentation

	1 hour
	
	7.4 Prioritization

	Interactive-discussion of the importance of prioritization of resources
	Participating, sharing insights and learning gained, asking and answering question
	Visual Presentation

	1 hour
	
	
	Practical Exercise:
Apply prioritization techniques

	Practical Exercise:
Participating in practical exercise on prioritization techniques
	Exercise Sheet 


	20 minutes
	Conclusion
	Task and workload management
	· Recapitulation of the covered topics 
· Point of emphasis: Ask trainees to  make a generalization
	· Participating, sharing insights and learning gained
· Answering, asking
	Visual Presentation






Part D
Instructor’s Guide
	Course Title: 	Electro-Technical Officer

Module III: 	Leadership and Teamworking Skills
	Competence : Application of leadership and teamworking skills

	
	Knowledge, Understanding and Proficiency:  
Knowledge and ability to apply effective resource management:
.1 allocation, assignment and prioritization of resources
.2 effective communication on board and ashore
.3 decisions reflect consideration team experiences
.4 assertiveness and leadership, including motivation
.5 obtaining and maintaining situational awareness

	
	Topics:
8. Effective Resource Management
8.1 Allocation, assignment and prioritization of resources
8.2 Effective communication on board and ashore
8.3 Decisions reflect consideration of team experiences

	No. of Trainees:  Twelve (12) trainees
	Learning Outcomes:  At the end of the lesson, the trainees should be able to:
       Refer to Part C Course Syllabus for the Intended Learning Outcomes

	Class Layout: U-shaped for theoretical part only
	Assessment:Written and Practical Assessment

	

Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	10 minutes
	Introduction
	· Task and workload management
· ILO of the lesson
	· Review of previous lessons
· Presentation of the ILO
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	1 hour
	Core
Elements
	8. Effective Resource Management
8.1 Allocation, assignment and prioritization of resources
	Interactivediscussion of theallocation, assignment and prioritization of resources
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	2 hours

	
	8.2 Effective communication onboard and ashore
	Interactivediscussion of the importance and procedure in establishing an effective communication among crew onboard and with other organizations ashore
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation


	


Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	2 hours

	Core 
Elements
	Effective communication onboard and ashore – cont’n.
	Practical Exercise:
Apply effective communication onboard and ashore

	Practical Exercise:
Participating in practical exercise oneffective communication onboard and ashore
	Exercise Sheet 


	1 hour
	
	8.3 Decisions reflect consideration of team experiences
	Interactive-discussion of theimportance of decision making taking into consideration team experiences
	Participating, sharing insights and learning gained, asking and answering questions

	Visual Presentation

	20 minutes
	Conclusion
	Effective Resource Management
	· Recapitulation of the covered topics 
· Point of emphasis: Ask trainees to  make a generalization
	· Participating, sharing insights and learning gained
· Answering, asking
	Visual Presentation
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	Course Title: 	Electro-Technical Officer

Module III: 	Leadership and Teamworking Skills
	Competence : Application of leadership and teamworking skills

	
	Knowledge, Understanding and Proficiency:  
Knowledge and ability to apply decision-making techniques:
.1 situation and risk assessment
.2 identify and consider generated options
.3 selecting course of action
.4 evaluation of outcome effectiveness

	
	Topics:
9. Decision Making Techniques
9.1 Situation and risk assessment
9.2 Identify and consider generated options
9.3 Selecting course of action
9.4 Evaluation of outcome effectiveness

	No. of Trainees:  Twelve (12) trainees
	Learning Outcomes:  At the end of the lesson, the trainees should be able to:
       Refer to Part C Course Syllabus for the Intended Learning Outcomes

	Class Layout: U-shaped for theoretical part only
	Assessment:Written and Practical Assessment

	



Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	10 minutes
	Introduction
	· Effective Resource Management
· ILO of the lesson
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation
	Visual Presentation

	1 hour

	Core
Elements
	9.1 Situation and risk assessment
	Interactive-discussion of the principles in situation and risk assessment and the role of situation and risk assessment in decision making
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	1 hour

	
	9.2 Identify and consider generated options
	Interactive-discussion of theimportance of generatingoptions in decision making

	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	




Time
	Phase
	Content
	Instructor-led Activity
	Student Learning Activity
	Instructional Materials Used

	1 hour

	Core Elements
	9.3 Selecting course of action

	Interactive-discussion of thefactors to be considered in 
identifying the most appropriate course of action
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	1 hour
	
	9.4 Evaluation of outcome
	Interactive-discussion of theprocedures in assessing the effectiveness of course of action outcomes
	Participating, sharing insights and learning gained, asking and answering questions
	Visual Presentation

	20 minutes
	Conclusion

	Decision Making Techniques
	· Recapitulation of the covered topics 
· Point of emphasis: Ask trainees to  make a generalization
	· Participating, sharing insights and learning gained
· Answering, asking
	Visual Presentation
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