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	EVALUATION INSTRUMENT:
Checklist for the Quality Standards System (QSS) and Learning Management System (LMS) for Applications of Maritime Training Institutions to Conduct Training and Assessment of Seafarers by Distance Learning and e-Learning



	Name of Applicant MTI:
	Address:

	Name of LMS:
	Number of Users Allowed/Capability:

	Bases of Evaluation:

1. Memorandum Circular No. SC 2021-10
2. Memorandum Circular No. SC 2022-05
	Date of Application Received:



Instructions: 
For the applicant MTI:
1. Organize the documents and prepare a page for the Table of Contents
2. Fill-out the “Self-Assessment” column of the form by indicating the file name/item number of the submitted documents
3. Submit a guide, where each page should provide where the requirement can be found in the LMS.  
4. Provide the Link, Username and Password to the applicant’s LMS. 

	No.
	Key Areas
	Reference / Requirements
	Documents to be submitted
	Self-Assessment
(To be accomplished by Applicant MTI)
	Documentary Review
(To be accomplished by Designated EIT)
	Inspection
(To be accomplished by Designated EIT)
	Remarks

	
	
	
	
	
	Complied
X Not Complied
	Complied
X Not Complied
	

	1. 
	General Requirement
	1. Application signed by the President/Owner or authorized representative of the applicant Maritime Training Institution (MTI)
	Notarized letter of application (Annex A)
	
	
	
	

	
	
	2. Payment of Fees
(Section 32)
	Official Receipt on the payment made for filing fee and inspection fee
	
	
	
	

	
	
	3. Article IV – Section 12
Quality Standard System specifying policies and procedures in the conduct distance and e-learning courses including responsibility of the company providing seafarers safe learning environment, sufficient time and means to study 

4. Article VI – Section 24
Clearly provide information to the trainees on the way the tests and examinations are conducted and how the results are communicated 
	.1 QSS Manual (for DL only)
· embedded in the LMS, containing policies and procedures on the following (but not limited to):

.1.1 Enrolment
· Online enrolment
· Period of completion of the course within one year also checking of attendance
	
	
	
	

	
	
	5. 
	.1.2 Orientation includes the following:
· Conduct of DL
· Schedule of practical exercises and assessment
· Code for DL Enrolees
· Emergency situations procedures 
· Decorum
· House rules
· Use of LMS
· Synchronous and Asynchronous activities
· Recording of session
· Training completion
· Issuance of certificates Assessment
· Formative and Summative Grading system
· Invigilation
· Cheating
· FAQs
· Technical Support
· Phone and email support
	
	









	
	

	
	
	6. 
	.1.3 Utilization of equipment/ practical site

Note:
Code for DL enrolees for the practical exercises and assessment to be easily be identified 
	 
	
	
	

	
	
	7. 
	.1.4 Emergency situations (both for the trainee and entity)
	
	
	
	

	
	
	8. 
	.1.5 Design, development, review and verification, pilot testing and validation, approval and continual improvement of instructional materials and activities for the conduct of asynchronous activities and written assessment 
	
	
	
	

	
	
	9. 
	.1.6 Conduct of distance learning

Note: 
Includes Prior, During, and After   
	
	
	
	

	
	
	10. 
	.1.7 Records management of the retention period for both hard and electronic copies (at least one year)
	
	
	
	

	
	
	11. 
	.1.8 Completion of the training course
	
	
	
	

	
	
	12. 
	.1.9 Issuance of certificate 

	
	
	
	

	
	
	13. 
	.2 Assessment System Manual
· embedded in the LMS, containing policies and procedures on the following (but not limited to):

.2.1 Formative (mandatory to be conducted every end of the lesson and shall form part in the grading system)

Note:
Formative (built in the LMS, given at the end of main topic/module).  To be completed within certain period and could not proceed to next module without completing the formative assessment.
	









	
	
	

	
	
	14. 
	.2.2 Summative (onsite)
	



	
	
	

	
	
	15. 
	.2.3 Grading system including re-sits and appeal
	
	
	
	 

	
	
	16. 
	.2.4 Conduct of assessment 

	
	
	
	

	
	
	17. 
	.2.5 Invigilation
	
	
	
	

	
	
	18. 
	.2.6 Security to prevent cheating
	
	
	
	

	
	
	19. 
	.2.7 Validation to record results for the benefits of the administration

	
	
	
	

	
	
	20. 
	.2.8 Geo-fencing or geo-mapping capability through IP address (formative assessment)
	
	
	
	

	
	
	Article IV – Section 25

21. Accredited instructors and assessors appropriately qualified to conduct online distance learning courses
	.1 Certificate of Accreditation (verifiable through SAM)
	
	



	



	

	
	
	
	.2 Training Certificate on attendance to training on online distance learning

Note:
Containing design and development of Instructional Materials and Assessment Tools and facilitation of DL
	
	
	
	

	
	
	
	.3 Certificate of Attendance on familiarization on the use of Learning Management System (LMS) which may be issued by the MTI (if LMS is developed by MTI) or by the developer of the LMS

Note:
During inspection, Instructor will be asked to demonstrate delivery of the course through DL. 
	 
	
	
	

	
	
	Article IV – Section 26

22. Supervision Function
	.1 QP assigning any 
    designated person to 
    supervise conduct of DL 
    (Policy)

	
	

	
	

	
	
	
	.2 Training Certificate on attendance to training on online distance learning

	
	
	
	

	
	
	
	.3 Certificate of Attendance on the use of Learning Management System (LMS) utilized by the MTI or by the developer of the LMS
	
	
	
	

	2. 
	Conduct of Orientation on the Use of the LMS
	
	Digital (embedded in the LMS) containing:
.1 Tutorial orientations for all kind of users (guests/enrolees)
	
	
	
	

	3. 
	
	
	.2 Online Frequently Asked Questions (FAQs)
	
	
	
	

	4. 
	
	
	.3 Instructions as an introductory for the trainee before proceeding to the course (enrolled)
	
	
	
	

	5. 
	Use of LMS in the conduct of training by distance and      e-learning programme
	Clear and unambiguous instruction for the trainees to understand the operations of the program
	Lesson delivery
.1 Specific instructions for course delivery using the LMS
	


	
	
	

	6. 
	
	.1 
	.1 
.2 Automated Guided Tour
	
	
	
	

	7. 
	
	.1 
	.3 Phone Support 
	
	
	
	

	8. 
	
	.2 
	.4 Email Support 
	
	
	
	

	9. 
	
	.5 
	.5 Notification systems 
	
	
	
	

	10. 
	
	.6 
	.6 Messaging application in 
       the platform
	
	
	
	

	11. 
	
	.7 
	.7 Help and Technical Support
	
	
	
	

	12. 
	Use of LMS in the Conduct of assessment of the trainee’s progress and achievement
	Provide professional tutorial support through telephone, facsimile, e-mail or other form of communications 
	Conduct of Assessment
(Refer to required documents in item 3)
	
	



	
	

	13. 
	Learning Management System Manual




	A. Security and Intellectual property

(Article V – Section 18, 21 
      and 22)

1. e-learning system secured from tampering and attempts to hack into the system


	.1 LMS Manual with description of the following:

.1.1 "Registration, User Access Management, and Authentication"
	
	
	
	

	2. 
	
	
	.1.2 Backup system intervals or Auto Back-Up systems
	
	
	
	

	3. 
	
	
	.1.3 Reporting procedures in the event of breaches
	
	
	
	

	
	
	
	.1.4 Routine updates or Maintenance schedules of the Platform
	
	
	
	

	
	
	
	.1.5 Server and Firewall configurations


	
	
	
	

	
	
	
	.1.6 Secure against unauthorized access or accidental loss
	
	
	
	

	
	
	
	.1.7 Approved policies with information of review at planned intervals information security
	
	
	
	

	
	
	
	.1.8 Terms of conditions clearly stated in the learning management platform with an emphasis on confidential information using legally enforceable terms
	
	
	
	

	
	
	4. Secure against unauthorized access or accidental loss

	System registration procedure such as the following but not limited to:
.1 User Registration –formal user registration and de-registration procedure for granting access to all information systems and services.
	
	
	
	

	
	
	5. 
	.2 Privilege Management – allocation and use of any privileges in the information system environment is restricted and controlled. Unique identifier (user ID) provided to ‎every user such as learner, instructor, assessor or system administrators, and ‎all other staff, including technical.
	
	
	
	

	
	
	6. 
	.3 User Password Management - allocation and reallocation of passwords controlled through a formal management process, and users asked to sign a statement to keep the password confidential.
	
	
	
	

	
	
	7. 
	.4 Password User Guide - guide users in selecting and maintaining secure passwords such as alphanumeric and other methods
	
	
	
	

	
	
	8. 
	.5 Registration Support – in the event of password recovery or any form of failure to log in, a support system has been carried out
	
	
	
	

	
	
	9. 
	.6 Session time out – when the Platform has been idling, or inactivity occurs, a session time is enabled
	
	
	
	

	
	
	10. 
	.7 Review of User Access Rights - process to review user access rights at regular intervals.
	
	
	
	

	
	
	11. 
	.8 Data Privacy Act Compliance
	
	
	
	

	14. 
	
	B. Trainee is able to systematically reflect learning through self-assessment and instructor and instructor-marked assignments
	Digital documents containing self – assessments inside the course to ensure the engagement of the learners such as:

.1 Assignments
	
	
	
	

	C. 
	
	
	.2 Discussion Forums
	
	
	
	

	D. 
	
	
	.3 Feedback
	
	
	
	

	E. 
	
	
	.4 Interactive contents / engagement
	
	
	
	

	F. 
	
	
	.5 Reading material reflections
	
	
	
	

	15. 
	
	G. Tab for User’s Manual for Instructor’s (hidden from the students)
	Video/Manual for Instructor on utilization and navigation of the LMS
	
	
	
	

	16. 
	
	Delivery Infrastructure 

Article V – Section 16

1. The delivery of distance education through a fixed connection
OR
Mechanism to allow the seafarer to receive all course materials in an appropriate timing and order, and access to the course facilitator and fellow course participants for discussions and to be able to seek answers to question by means of:

· disk/downloaded data
OR

· internet connection while in port
OR

· an appropriate blend of the two proceeding means
	



LMS Manual - Delivery Infrastructure description
	
	
	
	

	
	
	2. Existing communications for the trainees to have seamless interaction by means of, but not limited to the following:

· telephone
· email
· learning platforms
· virtual classrooms (to be accessed in the LMS only)
	LMS Manual - Description and photos of communication facilities to be used:

.1 telephone
	
	
	
	

	
	
	3. 
	.2 email
	
	
	
	

	
	
	4. 
	.3 learning platforms
	
	
	
	

	
	
	5. 
	.4 virtual classrooms (to be accessed in the LMS only)
	
	
	
	

	17. 
	
	Receiving Technology 

Article V – Section 17

1. Operating systems
1.1 Minimum operating system standard currently supported by the manufacturers
	

LMS Manual - List and description of OS or application where the receiving technology will apply:
· Windows OS
· Mac OS
· Browsers list such as Google, Edge, Firefox etc.
	
	
	
	

	
	
	1.2 The platform of the institution able to support existing operating systems and acceptable older version
	
	
	
	
	

	
	
	1.3 Evaluation mechanism in place to test and ensure that new operating systems support the application for distance education with current content. A recommended category or suggested operating systems is readily available for trainees.
	
	
	
	
	

	
	
	2. Video and sound
2.1 Platform of the institution is able to support existing video and sound systems and acceptable older versions
	LMS Manual –Description of Video and Sound used
	
	
	
	

	
	
	2.2 The institution can send a notice to the seafarer should any change in preferable versions take place
	
	
	
	
	

	
	
	2.3 Evaluation mechanism is in place to test and ensure that new video and sound formats support the application for distance learning and e-learning with current content. A recommended category or suggested versions is readily available for trainees.
	
	
	
	
	

	
	
	3. Internet browsers
3.1 Platform of the institution is in place to support existing operating systems and acceptable older versions
	LMS Manual – Description of internet browsers used
	
	
	
	

	
	
	3.2 Institution is capable to send a notice to the trainee should any change in workable versions take place
	
	
	
	
	

	
	
	3.3 Evaluation mechanism is in place to test and ensure that new browsers support the application for distance education with current content with recommended category or suggested browsers is readily available to trainees
	
	
	
	
	

	
	
	3.4 Adopted automatic system check where a candidate may check and make automatic recommendations about necessary upgrades on the seafarer’s system is readily available
	
	
	
	
	

	18. 
	
	Article V – Section 15
1. Use a system to provide a number of critical services that make the interaction between the instructor and trainee more seamless
	
· LMS Manual 
· Dedicated Account assigned to MARINA STCW Office for accreditation, monitoring and surveillance purposes which is readily accessible (username and password) containing the requirement 

	
	
	
	

	
	
	2. Put all functions for on- and offline course operation together such as term operation and course management, assessments for learning evaluation, trainees work scoring and correction, attendance and progress management, and certificate issue and setting”, is required.
	· 
	
	
	
	

	
	
	3. Social media content should be integrated into the system, such as videos and live streams to create an immersive learning experience.
	
	
	
	
	

	
	
	4. Learning pages should be fully customized in the style of web pages with modular components. The LMS can be linked via the YouTube API to enable simultaneous YouTube live streaming.
	
	
	
	
	

	
	
	5. The storage and management of certification, which allows on-demand printing of the trainees’ entire history of certifications by course or single classes, should be available, with the customization of certificate templates.
	
	
	
	
	

	
	
	6. The function to add video watermarks is required in order to safeguard intellectual property from external leaks. These watermarks can be both text and images and also allow the tracing of the leakage route, even if it is an external recording of the lecture.
	
	
	
	
	

	
	
	7. The platform should support content curation by allowing users to combine class contents from existing courses to new ones. It should also offer a search engine for finding existing class contents saved in the pool.
	
	
	
	
	

	
	
	8. The hierarchy and powers of administrators, instructors and trainees should be flexible and suit a broad range of customization to support the staff networks of all academic institutions.
	
	
	
	
	

	
	
	9. A unique personal account must be assigned to every trainee to access the training materials, participate in the teaching-learning activities, and submit assignments to comply with the course requirements.
	
	
	
	
	




	
	Self-Assessment:

	
	
	
	
	

	
	Name and Signature
	
	Date
	




	Recommendation on Documentary Review:

	
	
	Approval
	
	
	Disapproval
	
	
	Further Actions
	

	

	Prepared by:

	
	
	
	
	
	
	
	
	

	
	Member of the EIT
	
	Member of the EIT
	
	Member of the EIT
	
	Member of the EIT
	

	
	Date:
	
	
	Date:
	
	
	Date:
	
	
	Date:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	

	
	Lead Evaluator of the EIT
	

	
	Date:
	
	

	
	
	
	




	Recommendation on Inspection:

	
	
	Approval
	
	
	Disapproval
	
	
	Further Actions
	

	

	Prepared by:

	
	
	
	
	
	
	
	
	

	
	Member of the EIT
	
	Member of the EIT
	
	Member of the EIT
	
	Member of the EIT
	

	
	Date:
	
	
	Date:
	
	
	Date:
	
	
	Date:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	

	
	Lead Evaluator of the EIT
	

	
	Date:
	
	

	
	
	
	





CONFORME / NOT CONFORME:


	

	MTI Representative
(Signature Over Printed Name)





Explanation of Not Conforme:

	

	

	

	

	

	

	



Evaluation results shall have the following recommendations:

1. Documentary review. Recommendation may be Approval, For Further Action Issuance of Notice of Deficiency (NOD) or Disapproval. Approval refers to the full compliance with all the requirements, otherwise recommended for disapproval. However, it shall be recommended for further action for issuance of NOD if noted deficiencies are relative only to systems such as policies and procedures that need to be improved.

2. After the conduct of review of compliance report, recommendation shall be Approval or Disapproval. Disapproval refers to failure to comply with any of the deficiencies noted.

3. Inspection. Recommendation may be Approval or For Further Action Issuance of Notice of Deficiency (NOD). Approval refers to the full compliance with all the requirements, otherwise recommended For Further Action Issuance of Notice of Deficiency (NOD) if with noted deficiencies.

4. After re-inspection based on the submitted compliance report, the recommendation shall be Approval or Disapproval. Disapproval refers to failure to comply with any of the deficiencies noted.
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