TESDA-SOP-TSDO-04-F01

Program Registration Requirement Checklist Guide for Evaluation 

Instructions: This checklist guide shall be used in determining completeness of documents submitted for registration. It shall also be used in the detailed evaluation of the documents prior to ocular inspection. In the documents completion stage, the presence or absence of documents required in this checklist will form the basis of evaluation for documents completeness. When all the requirements have been completed by the applicant, the application and all the attached documents therewith shall be stamped received. The UTPRAS focal should then sign and indicate the date when the documents were accepted complete.

The second stage will then be the evaluation of the completed documents in detail using the program registration requirements checklist declared complete and signed by the UTPRAS focal as guide. This will be carried out by the UTPRAS focal with the designated maritime expert who has the technical competence to do the detailed evaluation of the documents.

Should there be deficiency(ies) found in the detailed evaluation of the documents, this will be communicated to the applicant-TVI in writing signed by the PD/DD citing the 10-calendar day compliance period to comply such deficiency(ies). The inability of the applicant to comply the deficieny(ies) within the 10-calendar days shall be ground for the return of the application documents officially in writing by the PD/DD without prejudice to the applicant refilling its application once the deficiency(ies) have been addressed subject to payment of new registration fee.

In case the documents that have been evaluated in details are found to be compliant with all the requirements, then the UTPRAS focal person and designated maritime expert affix their signatures to the program registration requirements checklist and writes in the space provided “Recommended for ocular inspection”. In this case ocular inspection of the institution should be conducted within 5 working days when the documents have been recommended and approved by the PD/DD.

	Name of Institution
	

	Address
	

	Program Applied
	
	Tel./Fax No.
	


	PROGRAM REGISTRATION REQUIREMENTS
	EVIDENCE GUIDE
	Compliant

	Remarks (Use additional sheet/s if necessary)

	
	
	Yes
	No
	

	I.
	CORPORATE AND ADMINISTRATIVE  DOCUMENTS
	
	
	
	

	
	
	a.
	Letter of Application
	The Letter of Application must state the offering of the course which should be under oath and notarized.
	
	
	

	
	
	b.
	Board Resolution / Academic Council Resolution  to offer the program 
	Attach Board Resolution/Academic Council Resolution to offer the Program signed by the Board Secretary and attested by the Chairperson (SUCs, LCUs, and private institutions)
	
	
	

	
	
	c.
	Special law creating the institution 
	Attach special law creating the institution (for public institution) e.g. Republic Act, Executive Order, Sanggunian Resolution)
	
	
	

	
	
	d.
	Securities and Exchange Commission (SEC) Certificate of Incorporation
	Attach SEC certificate of Incorporation for private institutions specifically covering the training site.
	
	
	

	
	
	e.
	Articles of Incorporation and By-Laws
	Attach Articles of Incorporation and By-Laws accompanying the SEC Certificate of Incorporation.
	
	
	

	
	
	f. 
	Proof of building Ownership  or contract of  lease 
	Attach Proof of Ownership of building or Contract of Lease (if renting, lease should cover at least three years).
	
	
	

	
	
	g.
	Safety occupancy certificate
	Attach Occupancy Permit
	
	
	

	
	
	h.
	School Sanitation and Health Services Permit (compliance to P.D. 856 - Code on Sanitation of the Phil. (Chapter 6)
	Attach school Sanitary Permit
	
	
	

	
	
	i.
	Fire Safety Certificate
	Attach valid Fire Safety Certificate
	
	
	

	
	
	j.
	Proof of Quality Management Systems (QMS) Commitment with the following documents:

· QMS action plan

· Quality Manual (that cover’s the Quality Policy of the Institution)

· Quality Procedures Manual
	Attach the following:

· QMS action plan

· Quality Policy Manual

· Quality Procedures Manual (describes how the policies will be achieved)
	
	
	

	For Institutions that will branch out
	
	
	
	

	
	
	k.
	The Articles of Incorporation & Bylaws and Board Resolution.
	Attach Articles of Incorporation which must state the reason(s) for opening of the branch. The Board Resolution signed by majority of the Incorporators must be notarized, received and noted by SEC.
	
	
	

	II.
	CURRICULUM
	The Quality Policy and Procedures Manuals must contain provisions for the review and revision of the curriculum with the involvement of industry and end users.
	
	
	

	
	1.
	Format and Content
	Attach competency-based curriculum (CBC)
	
	
	

	
	
	a.
	How satisfactory are the course objectives expressed and related to training needs? Is there a clear and detailed description of :
· Time allocation for modules
· Time allocation for activities
· Module content
· Learning outcomes
· Assessment criteria
· Reference to the competences stated in the STCW
	The CBC must contain the following:

· Time allocation for modules
· Time allocation for activities
· Module content
· Learning outcomes
· Assessment criteria
· Reference to the competences stated in the  STCW


	
	
	

	
	
	b.
	How well does the content of the curriculum satisfy course objectives:

· Sufficiency of theory

· Provision of appropriate level of practical training

· Relevance of curricula content to industry needs

· Adequacy of time allocation for content
	This will be part of the detailed evaluation of the documents by the expert if these program registration requirements are met.
	
	
	

	
	2.
	Quality
	
	
	
	

	
	
	a.
	How is quality in relation to the course objectives vis-à-vis:

· Coverage of practical 
       Skills
· Coverage of theoretical 

      areas

· Coordination of theoretical and practical Areas

· Coordination of different modules in the  course
	This will be part of the detailed evaluation of the documents by the expert if these program registration requirements are met.
	
	
	

	
	
	b.
	How satisfactory is the coordination between:

· Theory and practice

· Modules
	This will be part of the detailed evaluation of the documents by the expert if these program registration requirements are met.
	
	
	

	III.
	EXAMINATION AND ASSESSMENT
	
	
	
	

	
	1.
	Examinations (written or theoretical  test)

	
	
	
	

	
	
	a.

b.

c.
d.
	Description of the examination scheme 

Arrangements for determining passing or failure

Contents of examination in relation to the required competence standards of STCW

Arrangements for review and validation of the examination.
	Written policies and rules on the following must be provided:

· Examination scheme

· Determination of passing and failure

· Contents of examination in relation to the required competence standards of STCW

· Arrangement for review and validation of the examination.
	
	
	

	
	2.


	 Assessments (practical or skills test)
	
	
	
	

	
	
	a.

b.

c.

d.

e.


	Arrangements for practical assessment

Conduct of assessment in relation to the required competence standards of STCW

Arrangement for the review and validation of the assessment instruments.

Training and experience of course assessors.

Coverage of assessment process in the assessment manual.
	An assessment manual is required that will cover policies, measures and guides covering items a to e.
	
	
	

	IV.
	TRAINEES
	
	
	
	

	
	1.
	Enrolment and Admission
	
	
	
	

	
	
	a.

b.

c.

d.


	 Scheme to disseminate information on  training schedules, fees and other charges
Scheme to disseminate information on enrolment requirements

Entry requirements in relation to STCW         requirements

Medical screening for the course       admission process
	· A student handbook/manual/brochure should show that these program registration requirements are being addressed to be considered complete in this area.

· A copy of the Trainee’s Record Book (TRB) should be submitted which is a requirement that should be used in the shipboard experience of the trainees.
	
	
	

	
	2.
	Provision of Health and Guidance Services
	
	
	
	

	
	
	a.

b.
	Health services are available to trainees.
Career guidance and counseling  services are available to trainees
	· Appointment of a qualified health personnel and a career guidance personnel (If health services is contracted out this must be supported by a MOA)
	
	
	

	V.
	TEACHING STAFF AND SUPPORT STAFF DEVELOPMENT
	To submit List of Officials (TESDA-SOP-TSDO-03-F09), Trainers, faculty & teaching professionals (TESDA-SOP-TSDO-03-F10), and Non-teaching staff (TESDA-SOP-TSDO-03-F11).
	
	
	

	
	1.
	Staffing Policies
	
	
	
	

	
	
	a.

b.
	Distribution of teaching hours
Evaluation of staff in relation to      experience, qualifications,        performance and responsibilities
	Quality Policy Manual and/or Quality Procedures Manual covering the following areas:

· Distribution of teaching hours.

· Evaluation of staff in relation to experience, qualifications, performance and responsibilities.
	
	
	

	
	2.
	Selection and qualifications
	
	
	
	

	
	
	a.
	Quality assurance mechanism on hiring and retention to ensure:
· Qualification and experience
· Technical/professional expertise
	· Qualification standards of teaching and non-teaching staff should be provided.

· Policies in hiring and retention which should be an integral part of the QMS.
	
	
	

	
	
	b.
	How experienced and qualified are the teaching staff with respect to:

· Theoretical knowledge of the course content

· Practical skills

· Training in teaching

· Industrial experience related to course content.
	This will be part of the detailed evaluation of documents by the expert if these program registration requirements are met with due regard to the attached training certificates, bio-data and other credentials of teaching staff attached to TESDA-SOP-TSDO-03-F10
	
	
	

	
	
	c.
	Performance evaluation system through:

·   Feedback from students

· Institutional evaluation
	· Performance evaluation instrument of teachers by the student should be available.

· There must also be an institutional evaluation instrument.

· The deployment of these instruments will be checked during the joint monitoring of the program by TESDA and MARINA.
	
	
	

	VI.
	PHYSICAL RESOURCES
Center floor plan, and location plan/layout of lecture and practical training site.
	· Center floor plan (office, classroom, practical training, library plus facilities, etc.) must be submitted. Will be evaluated against the appropriate standards by the expert

· Location plan/layout of lecture and practical training site must also be part of the submission. This will be evaluated against the appropriate standards by the expert
	
	
	

	
	1.
	Teaching facilities
	
	
	
	

	
	
	a.
	How adequate are the following:
· Classrooms
· Specialist laboratory (related to the course)
· Preparation room and stores
· Internet facilities
	· The submitted documents of the TVI must indicate the list of institution’s physical facilities cited (TESDA-SOP-TSDO-03-F07) and List of off-campus physical facilities (TESDA-SOP-TSDO-03-F08).  These will be evaluated against the relevant TRs recommendations

· A description of the Internet facilities should also be indicated.
	
	
	

	
	
	b.
	Maintenance of buildings and services
	There must be a building maintenance plan that should be attached with the application.
	
	
	

	
	
	c.
	Safety features
	There should be an Occupancy Permit as indicated in the administrative documents.
	
	
	

	
	
	d.
	Lighting and ventilation
	This should be supported by vivid pictures in the submitted application documents. Wall and ceiling finishes should be chosen so as to give optimum lighting with minimum glare. Artificial lighting with louvered fluorescent or incandescent fixtures shall be used to supply minimum lighting of 25-foot candles in the darkest corner. Sufficient ventilation shall be provided.
	
	
	

	
	2.
	Support Facilities
	
	
	
	

	
	
	a.
	How adequate are the areas and facilities for the following:
· Library
· Administration
· Faculty room with office facilities
· Access areas
· Sanitation facilities
· Power supply
	These requirements should be also indicated in the institution’s list of physical facilities (TESDA-SOP-TSDO-03-F07) and shall be evaluated against the relevant standards.
	
	
	

	
	3.
	Provision of equipment
	All equipment should be listed in the required List of Equipment Form (TESDA-SOP-TSDO-03-F03) and shall be checked against the requirements in the relevant TR.
	
	
	

	
	
	a.
	Comprehensive range of training equipment
	To be checked by the expert in the ocular inspection
	
	
	

	
	
	b.
	Relevance of the equipment to course needs in relation to the competence standards of STCW.
	To be checked by the expert in the ocular inspection
	
	
	

	
	
	c.
	Provision of equipment for individual practical work.
	To be checked by the expert in the ocular inspection
	
	
	

	
	
	d.
	Status of the equipment in terms of being up to date.
	To be checked by the expert in the ocular inspection
	
	
	

	
	
	e.
	How adequate is the provision and availability of the following support equipment:

· Overhead projector/multimedia projectors

· Screens

· Reprographic equipment

· Other audio-visual aids

· Computers
	All of the mentioned equipment should be in the list and are available during the ocular inspection.
	
	
	

	
	
	f.
	Planned maintenance system
	There must be an equipment maintenance plan at the outset.
	
	
	

	VII.
	Institutional Organization and Management
	The TVI should attach an Institutional Development Plan (IDP) as part of its application for program registration.
	
	
	

	
	1.
	Objectives and Plans
	
	
	
	

	
	
	a.
	Clarity of training center objectives
	There must be clear objectives of the TVI in the IDP.
	
	
	

	
	
	b.
	Extent of institutional development plan covering:

· Course development/review

· Enrolments

· Staffing

· Physical resources

· Viability of operations
	The IDP must have provisions for the mentioned program registration requirements.
	
	
	

	
	2.
	Organizational Structure
	The TVI must submit an organization structure in its application for program registration.
	
	
	

	
	
	a.

b.
	Clarity of the organizational structure
Organizational structure matches the training functions.
	This will be part of the detailed evaluation of documents by the expert.
	
	
	

	
	3.
	Quality Management System
	The TVI must submit a Quality and Procedures Manual with its application documents and an action plan in the furtherance of its QMS.
	
	
	

	
	
	a.
	Quality objectives defined and related to the organization
	Should be present in the Quality Manual
	
	
	

	VIII.
	Institutional Interface with industry
	
	
	
	

	
	1.
	Formal Links and services
	
	
	
	

	
	2.
	Industrial links of staff
	Will be checked in the detailed evaluation of the documents if the QMS has provisions for these HR requirements.
	
	
	

	
	
	a.

b.

c.
	Extent and relevance of the teaching staff’s experience in the maritime industry

Arrangement for continuing staff development program

Effective use of part time staff from industry
	Will be checked in the detailed evaluation of the documents by the expert by looking at the List of Trainers, Faculty, Teaching Professionals (TESDA-SOP-TSDO-03-F10); and the List of Non-Teaching staff (TESDA-SOP-TSDO-03-F11) and their attached supporting documents and making a decision if these program registration requirements are met.
	
	
	

	IX.
	Training equipment
	
	
	
	

	
	
	a.

b.

c.

d.


	Relevance of the training equipment to the course content (IMO Model course as guidance only)

Status of equipment in terms of current shipboard application

Relevance of exercises using the training equipment as per STCW competence standards

Review and updating of exercise. 
	These will be checked by the expert in the detailed evaluation of the documents.

These will be further verified in the ocular inspection.
	
	
	


Documents reviewed complete:     __________________________

                                           UTPRAS Focal Person 

                                  (Signature over printed name)



           Date:   ___________________

Documents evaluated in details:

______________________________ 



___________________________

               UTPRAS Focal
         





 Maritime TEP 

    (Signature over printed name) 

                                (Signature over printed name)
______________________



                ________________________

                  Date






                       Date

Recommendation:

___________________________________________________________________________________

___________________________________________________________________________________

Approved:  _________________________









PD/DD

Monitoring Compliance Indicators
The above registration requirements shall again be checked in the monitoring of the registered maritime program to check if they continuously are being maintained. 

In addition, the monitoring will also check if the deployment of the implementation plans such as the QMS, institutional development plans and furtherance of the improvement of the training, among others are being done by the TVI as what have been indicated in the pre-registration documents. 

	PROGRAM REGISTRATION REQUIREMENTS
	EVIDENCE GUIDE
	Compliant

	Remarks (Use additional sheet/s if necessary)

	
	
	Yes
	No
	

	I.
	Registered program validity.


	Registered program being monitored aligned with the current training regulations. 

Whenever applicable, if a new /revised/amended training regulations have superseded the former training regulations used as bases for registering the program, the program should have been migrated given the compliance period for migration.
	
	
	

	II.
	 CURRICULUM
	The curriculum is aligned with the current training regulations?
	
	
	

	
	1.
	 Review and Revision
	
	
	
	

	
	
	a.


	Curriculum reviewed and revised as per QMS procedures.

· Maritime industry involvement in such reviews 

· Feedback arrangement from the end users on the course content

	· Minutes of the meeting of the curriculum review

· Attendance sheet

· Agreements reached on the improvements of the curriculum

· Management review meeting tackling the review of the curriculum
	
	
	

	III.
	TEACHING METHODS
	
	
	
	

	
	
	a.
	On the basis of class observation, how satisfactory are the following:

· Use of teaching and training aids

· Supply notes or materials to the trainees

· Quality of training materials
	· What support instructional materials are available to the trainees?

· Are there competency-based learning materials (CBLMs)?

· Are CBLMs sufficient to cover the whole program?

· Are there session plans?

· Are there other teaching aids?
	
	
	

	
	
	b.
	On the basis of observation on practical exercises, how satisfactory are the following:

· Quality of exercises

· Supervision of trainees

· Safety aspects
	· Are there practical exercises provided to gain mastery of the competencies? 

· How will you gauge the quality of these practical exercises?

·  How are trainees supervised in the practical exercises?

· How is safety provision in the conduct of practical exercises?
	
	
	

	IV.
	Physical Resources
Center floor plan, and location plan/layout of lecture and practical training site.
	· Is the layout the same layout when the program was initially applied for registration?
	
	
	

	
	1.
	Utilization
	
	
	
	

	
	
	a.
	Utilization of teaching and other support facilities
· Classroom
· Laboratory
· Workshop
· Library
· Others (i.e. Dormitories as applicable)
	· Is the identified teaching and support facilities able to support the number of trainees currently enrolled?

· Have there been changes in the teaching and support facilities compared to the initial registration of the program?

· If yes, have the adequacy not been compromised?
	
	
	

	
	2.
	Equipment Utilization
	
	
	
	

	
	
	a.
	Utilization of equipment:
· Sufficiency of stocks
· Relevance to course needs
	· Is the equipment sufficient to accommodate the number of trainees enrolled?

· Is the equipment in good working condition?

· Is all the equipment relevant to the course needs?


	
	
	

	V.
	Institutional Organization and Management
	
	
	
	

	
	1.
	Objectives and Plans
	
	
	
	

	
	
	a.
	Implementation, review and  monitoring of development plans
	· Are there evidences of the monitoring and review of the IDP?

· If yes, is the TVI meeting its targets as far as the IDP is concerned?
	
	
	

	
	2.
	Quality Management System
	· Is there evidence of QMS implementation in the following areas:
	
	
	

	
	
	a.

b.

c.

d.

e.
	Management meetings regularly scheduled
Internal audits regularly conducted
Evidence of efforts for     continuous improvement
Management reviews regularly conducted and monitored
Level of Quality Management System (QMS) implementation.
	· Presence of minutes of management review meetings on a regular basis. 

· Follow up actions are evident in the management reviews.

· An IQA has already been conducted and whatever findings have been addressed and tackled in the management reviews.
	
	
	

	
	3.
	Adequacy and readiness of Information System on 
	
	
	
	

	
	
	a.

b.

c.

d.
	Enrolment

Trainees performance

Utilization of resources

Utilization of information on decision making
	· Sampled trainees are well aware on policies, rules and regulations in enrolment and evaluation of their class performance.

· Evidence that the TRB is being used in monitoring the ship board experience of the trainees.

· Evidence of group insurance provided to those undergoing ship board experience.
	
	
	

	VI.
	Institutional Interface with industry
	
	
	
	

	
	1.
	Formal Links and services
	
	
	
	

	
	
	a.
	Participation of end user                                                         representatives in the following:

· Governing body of the institution (as applicable)

· Advisory committee

· Training programs and curricula

· Assessment and evaluation
	· There is evidence that end-users sits in the governing body of the institution (as applicable)

· Minutes of the governing body meeting

· Attendance sheet.

· Meetings involving programs and curricula, and issues and concerns on assessment and evaluation clearly indicate the involvement of end-users in such activities. E.g. Minutes of discussion, consultation workshop, and agreements reached, attendance, among others.

· Proof that MOA with shipping companies for the on-board training experience is closely monitored. Renewed when this is about to expire or evidence that it is further enhanced and/or the number of companies in the ship board experience of the trainees has not stagnated and is even increasing.

	
	
	


TESDA-SOP-TSDO-03-F03
LIST OF EQUIPMENT

Program:        
_______________________________

Name of Institution: 
_______________________________
	Name of Equipment

(1)
	Specification

(2)
	Acquisition Year

(3)
	Quantity on Site

(4)
	Quantity Required

(5)
	Difference

(6)
	Percent Compliance

(7)
	Inspector’s Remarks

(indicate standard ratios)

(8)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Submitted by: __________________
   Attested by: ______________________  
Inspected by: ___________________

                   Institution Representative
                         Institution Head
                                   PO / DO / TEP Expert
Date:
Date:
Date:
Note: Columns 1-4 to be filled out by Institution; Columns 5-8 to be filled out by PO/DO/TEP-Expert
TESDA-SOP-TSDO-03-F04
LIST OF TOOLS

Program:        
_______________________________

Name of Institution: 
_______________________________
	Name of Tools

(1)
	Specification

(2)
	Acquisition Year

(3)
	Quantity on Site

(4)
	Quantity Required

(5)
	Difference

(6)
	Percent Compliance

(7)
	Inspector’s Remarks

(indicate standard ratios)

(8)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Submitted by: __________________
   Attested by: ______________________  
Inspected by: ___________________

                    Institution Representative
                                 Institution Head
                                           PO / DO / TEP Expert
Date:
Date:
Date:
Note: Columns 1-4 to be filled out by Institution;  Columns 5-8 to be filled out by PO/DO/TEP-Expert
TESDA-SOP-TSDO-03-F05
LIST OF CONSUMABLES

Program:         ______________________________

           Name of Institution:   ______________________________
	Name of Consumables

(1)
	Specification

(2)
	Quantity on Site

(3)
	Quantity Required

(4)
	Difference

(5)
	Percent Compliance

(6)
	Inspectors Remarks

(indicate the standard ratios)

(7)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Submitted by: __________________
   Attested by: ______________________  
Inspected by: ___________________

                   Institution Representative
                          Institution Head
                                           PO / DO / TEP Expert
Date:
Date:
Date:
Note: Columns 1-4 to be filled out by Institution; Columns 5-8 to be filled out by PO/DO/TEP-Expert
TESDA-SOP-TSDO-03-F06
LIST OF INSTRUCTIONAL MATERIALS/LIBRARY HOLDINGS



Program:      


___________________




Name of Institution:   

___________________
	Title
	Classification*
	Date of Publication
	No. of Copies
	Inspector’s Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Submitted by: __________________
   Attested by: ______________________  
Inspected by: ___________________

                   Institution Representative
                        Institution Head
                                           PO / DO / TEP Expert

Date:
Date:
Date:
	* Classify whether journal, book, magazine, etc.


TESDA-SOP-TSDO-03-F07
LIST OF INSTITUTION’S PHYSICAL FACILITIES
Program:     

_____________________________

Name of Institution:     _____________________________
	Name
	Description
	Quantity
	Inspector’s Remarks

	
	
	
	

	
	
	
	

	
	
	
	


Submitted by: __________________
   Attested by: ______________________  
Inspected by: ___________________

                  Institution Representative
                          Institution Head
                                   PO / DO / TEP Expert
Date:
Date:
Date:
TESDA-SOP-TSDO-03-F08
LIST OF OFF-CAMPUS PHYSICAL FACILITIES
Program:   

___________________________

Name of Institution:  
 ___________________________
	Name
	Description
	Quantity
	Inspector’s Remarks

	
	
	
	

	
	
	
	

	
	
	
	


Submitted by: __________________
   Attested by: ______________________  
Inspected by: ___________________

                    Institution Representative
                           Institution Head
                                PO / DO / TEP Expert
Date:





Date:




Date:
TESDA-SOP-TSDO-03-F09
LIST OF OFFICIALS (President, Registrar, Guidance Counselor, etc.)

Program:      ________________________

Name of Institution:   
  ______________________
	Name
	Position
	Nature of Appointment
	Educational Attainment
	Experience Related to Position
	Industry Experience
	Competency Certificates
	Remarks



	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


              Submitted by: __________________
                   Attested by: ______________________  
Inspected by: ___________________

                                  Institution Representative
                              Institution Head
                                     PO / DO / TEP Expert
              Date:
                                               Date:


Date:
TESDA-SOP-TSDO-03-F10
TRAINERS, FACULTY, TEACHING PROFESSIONALS
Program:      
______________________

Name of Institution:   
______________________
	Name
	Position
	Nature of Appointment
	Educational Attainment
	Experience Related to Position
	Industry Experience
	Relevant Trainer Qualification Certificate
	Remarks



	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


        Submitted by: __________________
             Attested by: ______________________  
Inspected by: ___________________

                          Institution Representative
                                 Institution Head
                                                 PO / DO / TEP Expert

        Date:
                        Date:
  
Date:
	
	
	
	
	


    TESDA-SOP-TSDO-03-F11
NON-TEACHING STAFF

Program:      
______________________

Name of Institution:   
______________________
	Name
	Position
	Nature of Appointment
	Educational Attainment
	Experience Related to Position
	Industry Experience
	Qualifications
	Remarks



	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


         Submitted by: __________________
             Attested by: ______________________  
    
Inspected by: ___________________

                           Institution Representative
                                        Institution Head
                             
             PO / DO / TEP Expert

         Date:
                           Date:
                         
Date:







TESDA-SOP-TSDO-04-F13

INSPECTION REPORT FORM

Unified TVET Program Registration and Accreditation System (UTPRAS)

REGION: ___________

PROVINCE: __________________

Date of Inspection: ________________

I. BASIC INFORMATION

Name of Institution: ____________________________________

Address: _____________________________________________

II. PROGRAM APPLIED

	No.
	Program Title and PTQF Level
	Classification
	Nominal Duration

	
	
	WTR
	NTR
	

	
	
	
	
	

	
	
	
	
	


III. FINDINGS

	PROGRAM REGISTRATION REQUIREMENTS
	EVIDENCE GUIDE
	Compliant

	Remarks (Use additional sheet/s if necessary)

	
	
	Yes
	No
	

	I.
	CORPORATE AND ADMINISTRATIVE  DOCUMENTS
	
	
	
	

	
	
	a.
	Letter of Application
	The Letter of Application must state the offering of the course which should be under oath and notarized.
	
	
	

	
	
	b.
	Board Resolution / Academic Council Resolution  to offer the program 
	Attach Board Resolution/Academic Council Resolution to offer the Program signed by the Board Secretary and attested by the Chairperson (SUCs, LCUs, and private institutions)
	
	
	

	
	
	c.
	Special law creating the institution 
	Attach special law creating the institution (for public institution) e.g. Republic Act, Executive Order, Sanggunian Resolution)
	
	
	

	
	
	d.
	Securities and Exchange Commission (SEC) Certificate of Incorporation
	Attach SEC certificate of Incorporation for private institutions specifically covering the training site.
	
	
	

	
	
	e.
	Articles of Incorporation and By-Laws
	Attach Articles of Incorporation and By-Laws accompanying the SEC Certificate of Incorporation.
	
	
	

	
	
	f. 
	Proof of building Ownership  or contract of  lease 
	Attach Proof of Ownership of building or Contract of Lease (if renting, lease should cover at least three years).
	
	
	

	
	
	g.
	Safety occupancy certificate
	Attach Occupancy Permit
	
	
	

	
	
	h.
	School Sanitation and Health Services Permit (compliance to P.D. 856 - Code on Sanitation of the Phil. (Chapter 6)
	Attach school Sanitary Permit
	
	
	

	
	
	i.
	Fire Safety Certificate
	Attach valid Fire Safety Certificate
	
	
	

	
	
	j.
	Proof of Quality Management Systems (QMS) Commitment with the following documents:

· QMS action plan

· Quality Manual (that cover’s the Quality Policy of the Institution)

· Quality Procedures Manual
	Attach the following:

· QMS action plan

· Quality Policy Manual

· Quality Procedures Manual (describes how the policies will be achieved)
	
	
	

	For Institutions that will branch out
	
	
	
	

	
	
	k.
	The Articles of Incorporation & Bylaws and Board Resolution.
	Attach Articles of Incorporation which must state the reason(s) for opening of the branch. The Board Resolution signed by majority of the Incorporators must be notarized, received and noted by SEC.
	
	
	

	II.
	CURRICULUM
	The Quality Policy and Procedures Manuals must contain provisions for the review and revision of the curriculum with the involvement of industry and end users.
	
	
	

	
	1.
	Format and Content
	Attach competency-based curriculum (CBC)
	
	
	

	
	
	a.
	How satisfactory are the course objectives expressed and related to training needs? Is there a clear and detailed description of :
· Time allocation for modules
· Time allocation for activities
· Module content
· Learning outcomes
· Assessment criteria
· Reference to the competences stated in the STCW
	The CBC must contain the following:

· Time allocation for modules
· Time allocation for activities
· Module content
· Learning outcomes
· Assessment criteria
· Reference to the competences stated in the  STCW


	
	
	

	
	
	b.
	How well does the content of the curriculum satisfy course objectives:

· Sufficiency of theory

· Provision of appropriate level of practical training

· Relevance of curricula content to industry needs

· Adequacy of time allocation for content
	This will be part of the detailed evaluation of the documents by the expert if these program registration requirements are met.
	
	
	

	
	2.
	Quality
	
	
	
	

	
	
	a.
	How is quality in relation to the course objectives vis-à-vis:

· Coverage of practical 

       Skills
· Coverage of theoretical areas

· Coordination of theoretical and practical Areas

· Coordination of different modules in the  course
	This will be part of the detailed evaluation of the documents by the expert if these program registration requirements are met.
	
	
	

	
	
	b.
	How satisfactory is the coordination between:

· Theory and practice

· Modules
	This will be part of the detailed evaluation of the documents by the expert if these program registration requirements are met.
	
	
	

	III.
	EXAMINATION AND ASSESSMENT
	
	
	
	

	
	1.
	Examinations (written or theoretical  test)

	
	
	
	

	
	
	a.

b.

c.

d.
	Description of the examination scheme 

Arrangements for determining passing or failure

Contents of examination in relation to the required competence standards of STCW

Arrangements for review and validation of the examination.
	Written policies and rules on the following must be provided:

· Examination scheme

· Determination of passing and failure

· Contents of examination in relation to the required competence standards of STCW

· Arrangement for review and validation of the examination.
	
	
	

	
	2.


	 Assessments (practical or skills test)
	
	
	
	

	
	
	a.

b.

c.

d.

e.


	Arrangements for practical assessment

Conduct of assessment in relation to the required competence standards of STCW

Arrangement for the review and validation of the assessment instruments.

Training and experience of course assessors.

Coverage of assessment process in the assessment manual.
	An assessment manual is required that will cover policies, measures and guides covering items a to e.
	
	
	

	IV.
	TRAINEES
	
	
	
	

	
	1.
	Enrolment and Admission
	
	
	
	

	
	
	a.

b.

c.

d.


	 Scheme to disseminate information on  training schedules, fees and other charges
Scheme to disseminate information on enrolment requirements

Entry requirements in relation to STCW requirements

Medical screening for the course admission process
	· A student handbook/manual/brochure should show that these program registration requirements are being addressed to be considered complete in this area.

· A copy of the Trainee’s Record Book (TRB) should be submitted which is a requirement that should be used in the shipboard experience of the trainees.
	
	
	

	
	2.
	Provision of Health and Guidance Services
	
	
	
	

	
	
	a.

b.
	Health services are available to trainees.
Career guidance and counseling  services are available to trainees
	· Appointment of a qualified health personnel and a career guidance personnel (If health services is contracted out this must be supported by a MOA)
	
	
	

	V.
	TEACHING STAFF AND SUPPORT STAFF DEVELOPMENT
	To submit List of Officials (TESDA-SOP-TSDO-03-F09), Trainers, faculty & teaching professionals (TESDA-SOP-TSDO-03-F10), and Non-teaching staff (TESDA-SOP-TSDO-03-F11).
	
	
	

	
	1.
	Staffing Policies
	
	
	
	

	
	
	a.

b.
	Distribution of teaching hours
Evaluation of staff in relation to experience, qualifications,        performance and responsibilities
	Quality Policy Manual and/or Quality Procedures Manual covering the following areas:

· Distribution of teaching hours.

· Evaluation of staff in relation to experience, qualifications, performance and responsibilities.
	
	
	

	
	2.
	Selection and qualifications
	
	
	
	

	
	
	a.
	Quality assurance mechanism on hiring and retention to ensure:
· Qualification and experience
· Technical/professional expertise
	· Qualification standards of teaching and non-teaching staff should be provided.

· Policies in hiring and retention which should be an integral part of the QMS.
	
	
	

	
	
	b.
	How experienced and qualified are the teaching staff with respect to:

· Theoretical knowledge of the course content

· Practical skills

· Training in teaching

· Industrial experience related to course content.
	This will be part of the detailed evaluation of documents by the expert if these program registration requirements are met with due regard to the attached training certificates, bio-data and other credentials of teaching staff attached to TESDA-SOP-TSDO-03-F10
	
	
	

	
	
	c.
	Performance evaluation system through:

·   Feedback from students

· Institutional evaluation
	· Performance evaluation instrument of teachers by the student should be available.

· There must also be an institutional evaluation instrument.

· The deployment of these instruments will be checked during the joint monitoring of the program by TESDA and MARINA.
	
	
	

	VI.
	PHYSICAL RESOURCES
Center floor plan, and location plan/layout of lecture and practical training site.
	· Center floor plan (office, classroom, practical training, library plus facilities, etc.) must be submitted. Will be evaluated against the appropriate standards by the expert

· Location plan/layout of lecture and practical training site must also be part of the submission. This will be evaluated against the appropriate standards by the expert
	
	
	

	
	1.
	Teaching facilities
	
	
	
	

	
	
	a.
	How adequate are the following:
· Classrooms
· Specialist laboratory (related to the course)
· Preparation room and stores
· Internet facilities
	· The submitted documents of the TVI must indicate the list of institution’s physical facilities cited (TESDA-SOP-TSDO-03-F07) and List of off-campus physical facilities (TESDA-SOP-TSDO-03-F08).  These will be evaluated against the relevant TRs recommendations

· A description of the Internet facilities should also be indicated.
	
	
	

	
	
	b.
	Maintenance of buildings and services
	There must be a building maintenance plan that should be attached with the application.
	
	
	

	
	
	c.
	Safety features
	There should be an Occupancy Permit as indicated in the administrative documents.
	
	
	

	
	
	d.
	Lighting and ventilation
	This should be supported by vivid pictures in the submitted application documents. Wall and ceiling finishes should be chosen so as to give optimum lighting with minimum glare. Artificial lighting with louvered fluorescent or incandescent fixtures shall be used to supply minimum lighting of 25-foot candles in the darkest corner. Sufficient ventilation shall be provided.
	
	
	

	
	2.
	Support Facilities
	
	
	
	

	
	
	a.
	How adequate are the areas and facilities for the following:
· Library
· Administration
· Faculty room with office facilities
· Access areas
· Sanitation facilities
· Power supply
	These requirements should be also indicated in the institution’s list of physical facilities (TESDA-SOP-TSDO-03-F07) and shall be evaluated against the relevant standards.
	
	
	

	
	3.
	Provision of equipment
	All equipment should be listed in the required List of Equipment Form (TESDA-SOP-TSDO-03-F03) and shall be checked against the requirements in the relevant TR.
	
	
	

	
	
	a.
	Comprehensive range of training equipment
	To be checked by the expert in the ocular inspection
	
	
	

	
	
	b.
	Relevance of the equipment to course needs in relation to the competence standards of STCW.
	To be checked by the expert in the ocular inspection
	
	
	

	
	
	c.
	Provision of equipment for individual practical work.
	To be checked by the expert in the ocular inspection
	
	
	

	
	
	d.
	Status of the equipment in terms of being up to date.
	To be checked by the expert in the ocular inspection
	
	
	

	
	
	e.
	How adequate is the provision and availability of the following support equipment:

· Overhead projector/multimedia projectors

· Screens

· Reprographic equipment

· Other audio-visual aids

· Computers
	All of the mentioned equipment should be in the list and are available during the ocular inspection.
	
	
	

	
	
	f.
	Planned maintenance system
	There must be an equipment maintenance plan at the outset.
	
	
	

	VII.
	Institutional Organization and Management
	The TVI should attach an Institutional Development Plan (IDP) as part of its application for program registration.
	
	
	

	
	1.
	Objectives and Plans
	
	
	
	

	
	
	a.
	Clarity of training center objectives
	There must be clear objectives of the TVI in the IDP.
	
	
	

	
	
	b.
	Extent of institutional development plan covering:

· Course development/review

· Enrolments

· Staffing

· Physical resources

· Viability of operations
	The IDP must have provisions for the mentioned program registration requirements.
	
	
	

	
	2.
	Organizational Structure
	The TVI must submit an organization structure in its application for program registration.
	
	
	

	
	
	a.

b.
	Clarity of the organizational structure
Organizational structure matches the training functions.
	This will be part of the detailed evaluation of documents by the expert.
	
	
	

	
	3.
	Quality Management System
	The TVI must submit a Quality and Procedures Manual with its application documents and an action plan in the furtherance of its QMS.
	
	
	

	
	
	a.
	Quality objectives defined and related to the organization
	Should be present in the Quality Manual
	
	
	

	VIII.
	Institutional Interface with industry
	
	
	
	

	
	1.
	Formal Links and services
	
	
	
	

	
	2.
	Industrial links of staff
	Will be checked in the detailed evaluation of the documents if the QMS has provisions for these HR requirements.
	
	
	

	
	
	a.

b.

c.
	Extent and relevance of the teaching staff’s experience in the maritime industry

Arrangement for continuing staff development program

Effective use of part time staff from industry
	Will be checked in the detailed evaluation of the documents by the expert by looking at the List of Trainers, Faculty, Teaching Professionals (TESDA-SOP-TSDO-03-F10); and the List of Non-Teaching staff (TESDA-SOP-TSDO-03-F11) and their attached supporting documents and making a decision if these program registration requirements are met.
	
	
	

	IX.
	Training equipment
	
	
	
	

	
	
	a.

b.

c.

d.


	Relevance of the training equipment to the course content (IMO Model course as guidance only)

Status of equipment in terms of current shipboard application

Relevance of exercises using the training equipment as per STCW competence standards

Review and updating of exercise. 
	These will be checked by the expert in the detailed evaluation of the documents.

These will be further verified in the ocular inspection.
	
	
	


Prepared by:





INSPECTION TEAM MEMBERS

Name





Signature

1. 
2. 

3. 
4.

Recommendation:

___________________________________________________________________

___________________________________________________________________

Approved:










    PD/DD








TESDA-SOP-TSDO-03-F14
LETTER OF ACKNOWLEDGMENT

Date 

NAME OF SCHOOL HEAD

Designation

Name of School

Address of School

Dear ____:


This acknowledges receipt of your institution’s application for Program Registration of the following qualification(s):

a. (name of qualification)

b. (name of qualification)

We will evaluate the documents you have submitted and will inform you of our findings 15 calendar days after our receipt of your documents.


Thank you for your interest in being a TESDA partner in technical education and skills development.








Very truly yours,








Provincial / District Director








Provincial/District Office










TESDA-SOP-TSDO-04-F15

LETTER OF DENIAL





Date 

NAME OF SCHOOL HEAD

Designation

Name of School

Address of School

Dear ____:


We regret to inform you that your application for program registration of (name of qualification) is being denied because of the following reasons:

( ) Your institution has failed to comply with the deficiencies noted in our review of the submitted documents.

( ) Your institution has failed to comply with the deficiencies noted during the inspection conducted last (date of inspection). 
( ) Others: (Please specify valid reason/s  for denial of application)__________

______________________________________________________________

Please be informed, however, that you may re-apply should you think that you have complied with the identified deficiencies. Our office is willing to provide you technical assistance when needed.









Very truly yours,









Provincial/District Director








Provincial/District Office
TESDA-SOP-TSDO-04-F16

PROGRAM REGISTRATION MONITORING REPORT

For the Month of:

Instructions in filling up this form: 

This form is to monitor the dates when the different activities in program registration started and ended so that the total transaction time can be determined 

per program application. It is important that after every activity/step identified in this Program Registration Monitoring Report, the date when the transaction 

started and ended is recorded outright. This will prevent the UTPRAS focal from forgetting the actual dates when the actual transaction started and ended if 

this will be accomplished only once.  If there are activities which are “Not Applicable” please indicate “NA”. Example, in column “8” TVI complies deficiency 

within the 10-day compliance period is “NA” when in the review of application documents in detail (column “7”) there was not a single deficiency found. 

Consequently column “9” becomes “NA” as there is no need for PD to issue Letter of Denial and return the documents to the TVI since there is no deficiency

 found.   Another example will be activities under columns 21 to 27 are “NA” because the transaction ended in column “20”, which is the release of the CoPR to

 the TVI by the PO. The Program Registration Monitoring Report should be submitted on a monthly basis to TSDO.

	Provincial Office:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Regional Office:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name of Applicant Institution
	Name of Program
	Institution representative visit and inquires about program registration requirements and procedures

(1)
	PO/DO UTPRAS focal person conducts orientation

(2)
	Institution submits required documents to the PO/DO

(3)
	Conducts orientation/ briefing to the applicant

(4)
	Reviews application documents for completeness (within 1 day from receipt)

(5)
	Documents officially stamped received for completeness

(6)
	Reviews application documents in detail (maximum of 5 working days after documents were stamped received)

(7)
	TVI complies deficiency(ies) within the 10-calendar days compliance period found in the detailed evaluation of the documents, if any.

(8)


	PD/DD issues Letter of Denial and returns application documents to the TVI if the 10-day compliance period had lapsed.

(9)
	Recommends to the PD/DD the conduct of ocular inspection if documents are  in order (1 day)

(10)

	 
	 
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished

	 
	 
	 
	 
	 
	 
	
	
	 
	 
	
	
	 
	 
	 
	 
	
	
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Prepared by:
	
	
	
	
	
	
	
	
	
	
	
	
	Noted by:
	
	
	
	
	

	
	PO/DO UTPRAS Focal

                                   
	
	
	
	
	
	
	
	
	
	
	
	Provincial/District Director


	
	


	Conducts site inspection (within 5 working days after the application has been recommended to the PD/DD)

(11)
	30-calendar days Compliance Period for the TVIs, if any as found in the ocular inspection

(12)
	PO/DO issues letter of denial to TVI that failed to comply after the 30-day compliance period had lapsed, if any

(13)
	UTPRAS PO/DO focal person submits inspection report to the PD/DD (3 working days after the inspection)

(14)
	For compliant institution PO/DO submits complete documents together with the results of the inspection and corresponding recommendation to RO for final review (within 5 working days after the report has been submitted to the PD/DD)

(15)
	For institution with deficiencies, PD/DD issues the 30 calendar days required period of compliance to deficiencies by the institution within 4 working days after the inspection report has been submitted to the PD/DD.

(16)
	For institution that fails to comply with the requirement of the 30-calendar day period, the PO/DO issues Letter of Denial

(17)
	Final review of the documents by the RO (Within 8 working days upon receipt of the documents from the PO/DO)
(18)
	If no deficiency(ies) are found, issues and releases signed CoPR by the RD to the PO/DO

(19)
	PO/DO releases CoPR to the institution

(20)
	

	Date Started
	Date Finished
	Date Started
	Date Started
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
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	Noted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	PO/DO UTPRAS Focal


                                          
	
	
	
	
	
	
	
	
	
	
	
	Provincial/District Director



	If with deficiency, RO notifies PO/DO and returns the application documents

(21)
	PO/DO notifies TVI of deficiency(ies)

(22)
	TVI complies the deficiency(ies) within 5 calendar days.

(23)
	PO/DO issues letter of denial to TVI that failed to comply after the 5-calendar day compliance period had lapsed

(24)


	PO/DO Recommends to RO the issuance of CoPR for TVI that complied (within 5 working days from receipt of compliance of the TVI)

(25)
	RO prepares and releases signed CoPR by the RD to the PO/DO (Within 8 working days from receipt of recommendation from the PO/DO)

(26)
	PO/DO released CoPR to the TVI

(27)
	Total Number of Days
	Remarks

	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
	Date Started
	Date Finished
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	PO/DO UTPRAS Focal


                                          
	
	
	
	
	
	
	
	
	
	
	
	Provincial/District Director
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