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	OUTCOMES-BASED MONITORING INSTRUMENT FOR APPROVED TRAINING COURSES (ATCs)


	Name of Maritime Training Institution (MTI):

	Contact Number:

	Address of MTI:
 

	Approved Training Courses monitored:


	Date of Monitoring:


	Date last Monitored:
	Email address of MTI:


	Item No.
	Key Areas of Evaluation
	Reference
	Findings

	
	Note: Key areas of evaluation are often interrelated to each other, thus, some items in one key areas may be also be covered or repeated in another key area. 

There are items in the key areas of evaluation which could be verified prior to the actual monitoring in the documents submitted by the institution (table top evaluation)
	Note: The evaluators may refer to a particular issuance, circular or guidance by the Administration and/or other related or relevant local or international agency in charge of the implementation of the STCW Convention, maritime legislation and/or regulations.   
	Note: In writing the finding/s, kindly indicate the facts (Objective evidence) as found, the requirements as per regulation, circular, issuance, etc.  (reference)  and the deviation or effects

	I
	QUALITY STANDARDS SYSTEM (QSS)

	A
	ORGANIZATION AND MANAGEMENT

	
	a
	QSS Certification
	MC 2013-01 Item VII.C.4
	

	
	
	· Check if the QSS Certification is still valid.
	
	

	
	b
	Implementation of the QSS
	MC 2013-01 Item VII.C.1

Section B-I/8 of the STCW Convention
	

	
	
	· Check how policies and procedures are being communicated to all personnel for them to understand their specific responsibilities and contributions towards the attainment of the institution’s objectives.
	MC 213-01 Item VII.C.5.f


	

	
	
	· Check if the institution has designated a personnel/official to oversee and ensure the effective implementation of the QSS.
	MC 2013-01 Item VII.C.3.b
	

	B
	PLANNING AND RISK MANAGEMENT

	
	a
	Organizational Structure
	Section B-I/8 of the STCW Convention

MC 2013-01 Item VII.C.5 
	

	
	
	· Check if the institution’s organization structure and the corresponding functions, duties and responsibilities of all personnel who manage, perform and verify work affecting the quality of the MTI’s activities are defined, documented, and implemented.
	
	

	
	b
	Institutional Development Plan
	MC 2013-01 Item VII.C.5
	

	
	
	· Check if the institution’s established development plans are being implemented.
	MC 2013-01 Item VII.C.2
	

	
	
	· Check if the institutional development plan which covers the following are being implemented:

· Course design and development

· Enrolments

· Staffing

· Physical resources

· Viability of operations
	MC 2013-01 Item VII.C.5.f
	

	
	
	· Check if the plans indicate the target, implementers, timelines and budget.
	
	

	
	
	· Check if these plans are approved.
	
	

	
	
	· Check if these plans are being implemented and monitored.
	
	

	
	c
	Equipment and facilities
	Section B-I/8 of the STCW Convention

MC 2013-01 Item VII.C.5
	

	
	
	· How does the MTI ensure that all facilities and equipment are available and in good working condition
	MC 2013-01 Item VII.A.7

	

	
	
	· Check the implementation of the Preventive Maintenance System (PMS) or any equivalent system
	
	

	
	
	· How does the MTI implement its contingency measures in case of PMS failure?
	
	

	
	d
	Qualification of personnel
	MC 2013-01 Item VII.C.5
Sections A-I/6 and B-I/8 of the STCW Convention
	

	
	
	· Check if the MTI has a system for contingency in case of unforeseen event or emergency to ensure availability of qualified instructors/assessors.
	
	

	
	
	· Check the implementation of its contingency measures in case of sudden unavailability of the instructor or assessor.
	
	

	
	e
	Design and development of courses
	Section B-I/8 of the STCW Convention

MC 2013-01 Item VII.C.5
	

	
	
	· Check how the institution review and take into consideration the requirements of the STCW Convention, MARINA and the maritime industry in the process of course development?
	
	

	
	
	· Check the process of course development to ensure that it is properly designed, pilot tested, reviewed, validated and approved. (let’s have similar process with that of the RDD)
	
	

	
	
	· Check the how the courses are continuously being reviewed and improved, as necessary.
	
	

	
	f
	Management of risks and opportunities*
	
	

	
	
	· Check how the institution identifies risks and opportunities.
	
	

	
	
	· Check how these are managed/addressed.
	
	

	C
	OPERATIONS

	
	a
	Training
	Section B-I/8 of the STCW Convention

MC 2013-01 Item VII.C.5
	

	
	
	· Check how the institution ensures that the required number of teaching hours for classroom instruction and/or hands-on equipment training is met by the trainees.
	
	

	
	
	· Check how the institution ensures the safety of its trainees while using facilities and equipment
	
	

	D
	PERFORMANCE EVALUATION

	
	a
	System Feedbacks
	Section B-I/8 of the STCW Convention,

MC 2013-01 Item VII.C.5
	

	
	
	· Check how the institution solicits the feedbacks, comments, suggestions or complaints of its internal and external parties.
	MC 2013-01 Item VII.A.3.
	

	
	
	· Check how these are processed and communicated to the concerned personnel for appropriate action.
	MC 2013-01 Item V.F.7
	

	
	
	· Check if these are used as inputs for further improvement of the system.
	
	

	
	b
	Internal Quality Audit
	
	

	
	
	· Check if the QSS manual contains the following and if they are properly implemented:

· Scope of the IQA and its agenda particularly on delivery and implementation of the training course.

· Qualification of the instructors, assessors and supervisors

· Delivery of the course

· Entry Standards

· Course intake limitation

· Classrooms

· Training Equipment

· Textbooks and teaching aids

· Assessment system

· Audit forms used;

· Procedures on how findings are treated, recorded, monitored and closed;
	MC 2013-01 Item VII.A and Item VII.C.2


	

	
	
	· Check if the internal quality audit records / documents are properly filed / maintained.
	MC 2013-01 Item VII.C.3.b 
	

	
	
	· Check if the results of the IQA have been brought to the attention of the personnel having responsibility of the area audited.
	
	

	
	
	· Check if the IQA was carried out by qualified personnel as required in the quality manual.
	
	

	
	
	· Check compliance with the findings reported during the IQA.
	MC 2013-01 Item VII.C.3.c
	

	
	
	· Check if there are procedures for identification of preventive and corrective actions including appropriate root cause analysis.
	MC 2013-01 Item VII.C.3.d
	

	
	
	· Involvement of management must be evident. Check how the management responds to the results of the IQA.
	
	

	
	c
	Continuing review and improvement of the QSS
	MC 2013-01 Item VII.C.1
	

	
	
	· Check how the institution review and revise its QSS Manual to ensure its continuing suitability, adequacy, effectiveness in satisfying the STCW/MARINA requirements, effectiveness in satisfying the institution’s quality policy and objectives, and assessment of opportunities for improvement.
	Regulation I/8 of the STCW Convention as amended
	

	
	d
	Management Review
	Section A-I/8 of the STCW Convention

MC 2013-01 Item VII.C.1
	

	
	
	· Check or verify if the Management Review is being conducted according to QSS Manual.
	
	

	
	
	· Check if the Management Review agenda covers the following relating to training system, implementation and delivery:

· IQA Result

· Result of previous inspection, monitoring and surveillance activities conducted by the Administration

· External Audit result

· Implementation of corrective action

· Continuing compliance with applicable statutory and regulatory requirements.

· Action taken by the management during the previous management review meeting.
	
	

	II
	COURSE PACKAGE

	
	a
	Status of Accreditation
	STCW Circular 2018-02,

MC 2013-01 Item V.C
	

	
	
	· Check the status of the accreditation of the courses offered by the institution.

Note: The monitoring team may look into the reason as to why the accreditation was expired or not renewed to determine the challenges being encountered by the institution.
	
	

	
	
	· Check the validity of accreditation certificate(s) and/or Letter of Approval
	
	

	
	b
	Implementation of the Course Package
	
	

	
	
	· Check the implementation of the approved curriculum/course package. 

(Please refer to Key Area - Teaching Methods and Media of Delivery and Key Area - Examination and Assessment)
	MC 2013-01 Item V.F


	

	
	
	· Check if the institution is using the standard course packages by checking the Instructor’s Guide being used
	
	

	
	
	· Check if the lesson currently being delivered adheres to what is indicated in the IG.
	MC 2013-01 Item VII.A.3
	

	
	c
	Enhancement of the Course Package
	
	

	
	
	· Check if the MTI requested for course package revision or enhancement and had been eventually approved by the Administration.  If yes, proceed to the following:

· Check if the approved revised/enhanced course package is/are being used

· Check if the procedures for the course design and development were implemented.
	
	

	
	
	· Check if the policy and procedures for review of the enhanced curriculum were implemented.
	
	

	
	
	· Check how the result is being processed or analyzed
	
	

	III
	TEACHING METHOD AND MEDIA OF DELIVERY

	
	a
	Theoretical Aspect
	
	

	
	
	Is the class lecture being delivered according to the specific instructor’s guide and documented procedures?
	MC 2013-01 Item VII.C.5
	

	
	
	· Check if the policy and procedures in the conduct of lecture are being done.
	
	

	
	
	· Observe the overall course delivery by conducting classroom observation.
	MC 2013-01 Item VII.A.3
	

	
	
	· Check Instructor’s Guide if the lecture being observed is delivered as scheduled.

Comment: Flexibility of time in delivery of the topic. (can exceed the minimum allotted time but not shortened).
	MC 2013-01 Item VII.A.3 

Delivery of Instruction
	

	
	
	· Check if all references used on Instructor’s Guide are updated and relevant to existing regulations.
	MC 2013-01 Item VII.A.3
	

	
	
	· Check if audio and visual aid are in good working condition.
	
	

	
	
	· Check if the Power Point presentation is in accordance with the Instructor’s Guide.
	MC 2013-01 Item VII.A.3
	

	
	
	· Check if the  trainee’s output is in accordance with the intended trainee’s activity e.g. quizzes, recitation, etc.
	
	

	
	
	· Check if the number of trainees is in accordance with the course limitation intake.
	
	

	
	b
	Practical Aspect
	
	

	
	
	Are practical exercises delivered according to the documented procedures?
	MC 2013-01 Item VII.C.5
	

	
	
	· Check if the policies and procedures in the conduct of practical exercises are being done
	MC 2013-01 Item VII.B.1.b
	

	
	
	· Check the learning outcomes that require practical exercises had been delivered
	
	

	
	
	· Check that the practical exercises are documented in an practical exercise sheet.
	
	

	
	
	· Observe the practical exercise delivery by conducting practical exercise observation
	
	

	
	
	· Check practical exercises had been delivered in accordance with the indicative time.
	
	

	
	
	· Check if delivery of practical exercises is in accordance with the learning objectives/outcomes and exercise plan.
	
	

	
	
	· Check if the following have been conducted in the practical exercises:

· Briefing

· Familiarization on the equipment

· Monitoring of trainees with pre and post-evaluation reports (Item 7.4 of Sec A-I/12)

· Debriefing with peer assessment (Item 7.6 of Sec. A-I/12)
	
	

	
	
	· Check the records of  trainees practical exercises, including audio-visual recordings of practical exercises.
	
	

	
	
	· Check if the number of trainees is in accordance with the ratio of  trainee per equipment.
	MC 2013-01 Item VII.A.5
	

	
	c
	Delivery of Training
	
	

	
	
	Is the delivery of training appropriately administered, supervised and monitored?
	
	

	
	
	· Check if the policy and procedure on the administration, supervision and monitoring of training had been done.
	
	

	
	
	· Check the records of supervision and monitoring conducted on instructors


	
	

	
	
	· Check what is being done on the results of the supervision and monitoring of instructors
	
	

	
	
	· Randomly interview trainees regarding the use of simulators, practical activities, quality of the teaching and equipment used and feedbacks on the instructors.
	
	

	
	d
	Risk Management
	
	

	
	
	· Check if the institution has a contingency plan in case of power failure, force majeure and other unexpected circumstances?
	ISO 9001-2015 clause 8.2.1
	

	
	e
	Classrooms
	
	

	
	
	· Check if classrooms are conducive to learning
	
	

	
	
	· Check the policy and procedures and record of implementation for maintaining the ventilation, lighting, chairs, tables and resistance to noise of the approved classroom
	
	

	
	f
	Training Materials
	
	

	
	
	· Check if training materials are made available to trainees
	
	

	
	
	· Check the policies and procedures and record of implementation for the availability of training materials
	MC 2013-01 Item VII.A.8
	

	
	
	· Check the policies and procedures and record of implementation for the review and updating to current course package of training materials.
	MC 2013-01 Item VII.C.5.f
	

	IV
	EXAMINATION AND ASSESSMENT

	
	a
	Issuance of COC and TCROA
	
	

	
	
	· Check the policies and procedures for the issuance of certificate of completion and TCROA
	MC 2013-01 Item VII.C.5
	

	
	
	· Check if the policy and procedures that require trainees to pass an assessment of the knowledge, understanding and skills of the specified table of competences of the course prior to the issuance of Certificate of Completion are being done.
	MC 2013-01 Item VII.B.1.e
	

	
	
	· Check if the policy and procedures requiring trainees to pass an assessment of the knowledge, understanding and skills of the specified table of competences of the course prior to the issuance of TCROA are being done.
	MC 2013-01 Item VII.B.5
	

	
	
	· Check if the policy and procedures allowing trainees whose training was conducted by other accredited MTI for assessment for TCROA are being implemented.
	
	

	
	b
	Overall Conduct of Examination and Assessment
	
	

	
	
	· Check the policies, procedure, and record of implementation in the overall conduct of examination and assessment 
	MC 2013-01 Item VII.B.8 and Item VII.C.5 
	

	
	
	· Check if the policy and procedure on the administration, supervision and monitoring of assessment had been done
	
	

	
	
	· Check the records of supervision and monitoring conducted on assessment activity
	
	

	
	
	· Check if the policy and procedure on who are allowed to take assessment are being done.
	
	

	
	c
	Written Assessment Instruments
	
	

	
	
	Check the overall quality, appropriateness and completeness of a written assessment instruments through the following:
	MC 2013-01

Item VII.B1.b
	

	
	
	· Check the reference course package being used by the assessor
	
	

	
	
	· Check if the written assessments have undergone the process of:

· Design and development

· Review and verification of assessment tools

· Pilot testing and validation

· Approval of assessment tools

· Continual improvement
	MC 2013-01 Item VII.B.1.b
	

	
	
	· Check the implementation and records of the following under the design and development:

· Methods of assessment to be used

· Table of Specification

· Draft test questionnaire
	
	

	
	
	· Check the implementation and records of Review and Verification
	
	

	
	
	· Check the implementation and records of pilot testing and validation
	
	

	
	
	· Check the implementation and records of approved assessment tools
	
	

	
	
	· Check the implementation and records of continual improvement
	
	

	
	d
	Practical Assessment Instruments
	
	

	
	
	Check the overall quality, appropriateness and completeness of a practical assessment instruments through the following:
	MC 2013-01 Item VII.B.1.b
	

	
	
	· Check the reference course package being used by the assessor
	
	

	
	
	· Check if the practical assessments have undergone the process of:

· Design and development

· Review and verification of assessment tools

· Pilot testing and validation

· Approval of assessment tools

· Continual improvement
	MC 2013-01 Item VII.B.1.b
	

	
	
	· Check the implementation and records of the following under the design and development:

· Methods of assessment to be used

· Assessment mapping

· Practical assessment plan
	MC 2013-01 Item VII.B.1.b
	

	
	
	· Check the implementation and records of Review and Verification
	
	

	
	
	· Check the implementation and records of pilot testing and validation
	
	

	
	
	· Check the implementation and records of approved assessment tools
	
	

	
	
	· Check the implementation and records of continual improvement
	
	

	
	e
	Conduct of Assessment
	
	

	
	
	Check the conduct of the assessment if it is in accordance with the policy and procedures
	MC 2013-01 Item VII.C.5
	

	
	
	· Check if the assessment instruments being used is the approved one
	
	

	
	
	· Check if the invigilation procedures are well implemented
	
	

	
	
	· Check if the conduct of simulator based assessment is in accordance with Section A 1/12 of the Convention
	Reg. I/12 part A and B of the STCW Convention as amended
	

	
	f
	Assessment Results
	
	

	
	
	· Check that the process and review of assessment result is in accordance with the policy and procedures
	
	

	
	
	· Check if the trainees assessment are properly checked and reviewed by the designated assessor
	
	

	
	
	· Check if the trainees assessment are properly checked and validated by the designated assessor
	
	

	
	
	· Check the implementation of the policy and procedures of recording and record’s keeping of the result of assessment
	
	

	
	h
	Grading System
	
	

	
	
	· Check the grading system and criteria for passing and failing trainees
	MC 2013-01 Item VII.B.8.b
	

	
	
	· Check if the grading system and criteria for passing trainees really attain the minimum KUPs and competences of the specific table of competence
	
	

	
	i
	Resit, Appeal, and Remediation
	
	

	
	
	· Check if the Resit and Appeal policy and procedures are being implemented.
	MC 2013-01 Item VII.C.5.f
	

	
	
	· Check if remediation policy and program are being implemented
	
	

	V
	INSTRUCTORS AND ASSESSORS

	
	
	· Check the policy and records of implementation of the following: Staff recruitment, training, development, appraisal and promotion.
	MC 2013-01

Item VII.C.5.f


	

	
	a
	Staff Recruitment
	
	

	
	
	· Check how the MTI ensure that the Instructors and Assessors are qualified as per the requirements of the Administration.

· Check the implementation of the Hiring Procedure (including Retention)

· Check the validity of Accreditation Certificates
	MC 2013-01Item VII.A.2 and Item VII.B.7


	

	
	b
	Performance Evaluation
	
	

	
	
	· Check how the MTI conduct the Performance Evaluation of their Instructors and Assessors.

· Check the implementation of the procedure on Performance Evaluation

· Check if there is a mechanism for collecting Feedback from Trainees.
	MC 2013-01Item VII.C.5.F


	

	
	
	· Check how the MTI process and resolve the results of the performance evaluation.
	
	

	
	c
	Training and Development
	
	

	
	
	· How the MTI process and implements the training requirements of its staff including instructors and assessors for continued development and compliance with existing requirements or regulations in addition to the minimum requirements of the administration.
· Records of training given or to be given by the institution relevant to conduct of training and/or assessment.

· Policy and procedure for transfer of knowledge to new staff or to staff changing functions.
	MC 2013-01Item IV.2 and Item VII.A.1


	

	
	d
	Sufficiency of Instructors/Assessors
	
	

	
	
	· Check how the MTI ensure sufficient number of instructors and assessors to handle the courses being offered.

· Check the distribution of teaching hours

· Check if the number of Instructors to handle the courses offered by the MTI are sufficient

· Verify number of trainees handled by the Instructor (24 trainees to 1 instructor for normal classroom; 5 trainees to 1 instructor for practical exercise using simulators; 2 students to 1 instructor for ECDIS, unless otherwise revised through a separate Circular or Advisory.)
	
	

	VI
	ADMISSION AND REGISTRATION (including issuance of COC and TCROA)

	
	a
	Admission and Registration of Trainees

	
	
	Is there a procedure for Admission and Registration of trainees?
	
	

	
	
	· Check the record of implementation of the procedure for Admission and Registration
	
	

	
	
	· How does the MTI check and ensure that only qualified trainees are enrolled in each course?
	
	

	
	
	· How do they ensure the authenticity of presented documents?
	
	

	
	
	· Policy and procedure in case there are fake documents
	
	

	
	
	· Check if the MTI has a policy and procedure in Entry Requirements per course and record of implementation
	MC 2013-01 

Item VII.A.4


	

	
	
	· How does the MTI ensure that trainees are medically fit to undergo training?

· Policy and procedure for medical screening including trainees who are found to be unfit
	MC 2013-01 

Item V.F.58
	

	
	b
	Issuance of COC and TCROA
	
	

	
	
	How does the MTI ensure that the trainees who were issued a Certificate of Completion are enrolled and have actually attended and completed the training course?
	ISO 9001—2015  

provision 8.2.1
	

	
	
	· Check the policy and procedure for the class attendance in case of late, absences and make-up classes and how are they being done.
	
	

	
	
	· Check the records of Training Completion and Records of Assessment (TCROA), Written Examination Results (Lecture) and Result of Practical Assessment/Records of Assessment.
	MC 2013-01Item V.5
	

	VII
	FACILITIES

	
	a
	Provisions for Teaching Facilities
	
	

	
	
	How adequate and maintained are the teaching facilities?
	
	

	
	
	· Check if the trainees to classroom ratio is properly implemented
	MC 2013-01Item VII.A.5
	

	
	
	· Check if the conduciveness of classrooms, including ventilation and lighting systems are adequately maintained
	
	

	
	
	· Check if the overhead/multimedia projectors, screens and other audiovisual aids are adequate and utilized as reflected in the I.G.
	
	

	
	
	· Check if there are posted notices in the following:

· Classrooms – notice indicating that “this classroom can accommodate a maximum of 24 trainees at any given time, violation may be reported to MARINA”. Subject to compliance with existing advisory and/or circular.
· In conspicuous place – certificates of course accreditation and name of the authorized instructors and assessors.

· Posting of MARINA STCW office complaints hotlines
	MC 2013-01 Item V.F.11

STCW Advisory 2015-22


	

	
	b
	Provisions for Sanitation Facilities
	
	

	
	
	Is sanitation facilities properly maintained?
	\STCW Circular No. 2015-10
	

	
	
	· Check if the toilets are clean and if faucets and flush system are functional and properly maintained.
	
	

	
	
	· Check if shower rooms (if applicable) are clean and with adequate running water supply.
	
	

	
	
	· Check if toilets and shower rooms (if applicable) are adequately ventilated and lighted.
	
	

	
	
	· Check if the number of toilets and shower rooms (if applicable) are adequate for the current number of trainees.
	
	

	
	
	· Check if there are adequate garbage bins.
	
	

	
	c
	Provisions for Safety Equipment
	
	

	
	
	Are there enough provisions of safety equipment?
	MC 2013-01 Item V.F.7
	

	
	
	· Check if the evacuation plan installed in conspicuous places and classrooms are properly maintained
	
	

	
	
	· Check if fire extinguishers provided particularly inside the classrooms are properly maintained and re-filled
	
	

	
	
	· Check if emergency lights are well-maintained and functional
	
	

	VIII
	TRAINING EQUIPMENT, SUPPLIES, AND MATERIALS

	
	a
	Training Supplies and Materials
	
	

	
	
	Are there enough provisions of training supplies and materials?
	Course Package

MC 213-01 Item V.A1.d 

(form 4-Inventory of Training Equipment)
	

	
	
	· Check if there is a procedure for procurement and keeping of supplies and materials are being implemented
	
	

	
	
	· Examine the records of inventories of supplies and materials if it corresponds with the need of the training operations.
	
	

	
	
	· Check if there is enough stock or spare of training supplies and materials.
	
	

	
	
	· Check the inventory report on consumable materials.
	
	

	
	
	· Check the consumption report of supplies and materials.
	
	

	
	b
	Training Equipment
	
	

	
	
	Is the training equipment available and in accordance with the requirements of the approved training course.
	
	

	
	
	· Check if training equipment is available and sufficient in number as required in the course delivery and as per course specification.
	MC 2013-01 Item VII.A.7
	

	
	
	· Check the ratio and proportion as to the number of trainees.
	
	

	
	
	· Check if training equipment/tools are functional and in good working condition according to the intended purpose without unnecessary risk to the trainees.
	MC 2013-01 Item VII.A.7
	

	
	
	· Check if the preventive maintenance system on equipment is being implemented.
	MC 2013-01 Item VII.B.1.d
	

	
	
	· Interview instructor and trainees regarding the use of training equipment.


	
	

	IX
	SIMULATORS

	
	a
	Use of Simulators
	Reg I/12 of STCW, 1978, as amended
	

	
	
	Is simulator equipment available and in accordance with the requirements of the approved training course?
	Section A I/12
	

	
	
	· Check if the procedure in the use of simulators are properly adhered to or implemented.
	
	

	
	
	· Check if simulator functional and is in good working condition according to the intended purpose without unnecessary risk to the trainees.
	
	

	
	
	· Check the ratio and proportion as to the number of trainees.
	
	

	
	b
	Preventive Maintenance
	
	

	
	
	· Check if the preventive maintenance system for simulator equipment is implemented.
	
	


MONITORING TEAM:
	Lead Evaluator:

	___________________________
   (Signature Over Printed Name)
	

	Team Members:
___________________________
(Signature Over Printed Name)
	          ___________________________
            (Signature Over Printed Name)
	     ___________________________
        (Signature Over Printed Name)
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