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The training course Is approved by the Ports and Maritime Organization (PMO) of the Islamic Republic of Iran as per permit 
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Introduction 

The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

Ports and maritime organization of the Islamic Republic of Iran in performing its duty 

and in exercising its prerogative resulting from article 192 of the Islamic republic of 

Iran maritime code ,1964 and paragraph 10 of article 3 of PMO manifesto 1970, 

enabling it to issue any document , certificate or license for ships , masters , officers and 

other ship personnel and also in accordance with the provisions of the revised 

International Convention on Standards of Training, Certification and Watch Keeping for 

Seafarers (STCW 1978- as amended) adopted by the Islamic consultative assembly in 

1996, and taking into account regulations I/6 and I/8 ofthe mentioned Convention have 

developed this "Code of Practice for Approval and Monitoring of Maritime Training 

Courses" which is applicable after endorsement by the board of Executive Director of 

Ports and Maritime Organization. 

NOTE: The title of Ports and Shipping Organization changed to Ports and Maritime 

Organization dated 29.04.2008 through parliamentary act and approved by Islamic 

council assembly. 
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1. Objectives 

The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

The objective of this code of practice is to develop criteria and procedures for approval and 

monitoring of maritime training courses. 

2. Scope of Application 

This code of practice applies for approval of maritime training courses, monitoring and 

auditing/inspection of training centers. 

3. Definitions 

3.1 Activity Certificate 

Means a document for recognition of training centers, issued by PMO. 

3.2 Appropriate and efficient quality management system 

Means a quality management system with a valid certificate that has been designed and 
implemented in accordance with this code of practices 

3.3 Approval 

Written permission for conducting maritime training course issued for training centers by 
monitoring office. 

3.4 Approved 

Means approved by the Seafarer's Standards Directorate in accordance with the PMO's 
Codes of practices. 

3.5 Assessment 
Means oral & written examinations which are conducted by Seafarers Examinations and 

Documents Directorate for assessment of qualifications of seafarers. 

3.6 Audit 
Means a systematic, independent and documented process for obtaining audit evidence and 

evaluating it objectively to determine the extent to which the audit criteria are fulfilled. 

3.7 Audit Conclusions 

Means outcome of an audit, after consideration of the audit objectives and all audit findings. 

3.8 Audit Criteria 

Means a set of policies, procedures or requirements. 
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3.9 Auditee 

The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

Means a Training center being audited 

3.10 Audit Evidence 

PMO 

Means a records, Statements of facts or other information which are relevant to the audit 

criteria and verifiable. 

3.11 Audit Findings 

Means a Results of evaluation of the collected audit evidence and comparing against audit 
criteria. 

3.12 Auditor 

Means a qualified individual who are not employees of training centers and on behalf of the 

organization and or companies providing certification, auditing STCW convention 

requirements and relevant codes in accordance with the quality management system. 

3.13 Audit Programme 

Means Arrangements for a set of one or more audits planned for specific time frame and 

directed towards a specific purpose. 

3.14 Audit Team 

Means a team consisting of audit team leader, Auditor I Auditors and technical experts (if 

needed) conducting an audit process. 

3.15 Audit scope 

Means Extent and boundaries of an audit subject to the requirements of the convention, 

adopted code of practices by the organization and quality management system is included. 

3.16 Cancellation 

3.16.1 Cancellation of Activity Certificate 

Means permanent cancellation of Activity Certificate to training centers by Central 

Monitoring administration. 

3.16.2 Cancellation of Approva training course 

Means permanent cancellation of approval to conduct I Granted permits to training 

centers by monitoring administration. 
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The Code of Practice for Approval and Monitoring of Maritime 

Training Courses 

3.16.3 Cancellation of training course 

PMO 

Means cancellation of course I Courses of training centers by monitoring 

administration. 

3.17 Central Monitoring Office 

Means Seafarers' standards' directorate which is responsible for approving and monitoring 

training courses. 

3.18 Certificate of Competency (CoC) 

Means a certificate issued for masters, officers and GMDSS radio operators in accordance 

with the provisions of the code of practice for issuing, revalidating and renewing certificates 

for seafarers and entitling the lawful holder thereof to serve in the capacity and perform the 

functions involved at the level of responsibility specified therein. 

3.19 Certificate of Proficiency (CoP) 

Means a certificate, other than a certificate of competency issued to a seafarer in accordance 

with the provisions of the code of practice for issuing, revalidating and renewing certificates 

for seafarers and stating that the relevant requirements of training, competencies or seagoing 

service in the STCW Convention have been met. 

3.20 Code of Practice 

Means all national rules, regulations and requirements specified in this document which 

have been drafted by the PMO's General Directorate of Maritime affairs and endorsed by 

the PMO's board of executive 

3.21 Company 

Means the owner of the ship or any other organization or person such as the manager, or the 

bareboat charterer, who has assumed the responsibility for operation of the ship from the 

ship owner and who, on assuming such responsibility, has agreed to take over all the duties 

and responsibilities imposed on the company by these Codes of practices. 
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The Code of Practice for Approval and Monitoring of Maritime 

Training Courses 

3.22 Conformity 

'"" 

Means fulfillment of requirements of the convention, adopted code of practices by the 

organization and quality management system. 

3.23 Course Booklet 

Means syllabi and guidelines of training course for trainees prepared by training centers. 

3.24 Course Completion Certificate (CCC) 

Means a certificate issued by an approved training center, after successfully completion of 

training program by the applicants. 

3.25 Convention 

Means International Convention on Standards of Training, Certification and Watch keeping 

for Seafarers, 1978, as amended. 

3.26 Seafarer examination and documents 

Means seafarer examinations and documents in PMO. 

3.27 Examination 

Means tests and queezes carry out in training centers to make sure the trainees have enough 

knowledge and proficiencies. 

3.28 Essential Audit 

Means an audit by necessity, performed by monitoring administration. 

3.29 Follow up Audit 

Means an audit designed to follow up the result of previous audit and performed 

simultaneously with armual audit. 

3.30 General Directorate 

Means General Directorate of Seafarer's Affairs. 
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The Code of Practice for Approval and Monitoring of Maritime 

Training Courses 

3.31 Gross Tonnage 

Means the volume of all enclosed spaces of a vessel calculated in accordance with relevant 

regulations. 

3.32 Initial Audit 

Means first audit after quality management system certification. 

3.33 Initial Visits 

Means a visit of maritime training center for the first time after requesting permit to conduct 

from central supervising administration. 

3.34 Inspection 

Means Method of unannounced controlling maritime training centers activities, by attending 

supervising administration representative. 

3.35 Inspector 

Means an individual who on behalf of the supervising administration visit I inspect maritime 

training centers. 

3.36 Lead Auditor 

Means a qualified individual who are not employees of training centers and on behalf of the 

organization and or companies providing certification, STCW convention requirements and 

relevant codes, leads and direct audit team in accordance with quality management system 

and with the aid of this team examine the effectiveness of the system. 

3.37 Major Nonconformity 

This is non-fulfillment or failure of certain requirement of the convention, adopted code of 

practices by the organization and quality management system, and repeated minor 

nonconformity in previous audit. 

3.38 Medical Fitness Certificate 

•Mo 
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The Code of Practice for Approval and Monitoring of Maritime 

Training Courses 

3.39 Minor Nonconformity 

This is failure to comply or not to comply appropriately with certain requirement of the 

convention, adopted code of practices by the organization and quality management system. 

3.40 Monitoring 

Supervision is control and continues awareness of quality of activities of institutes, maritime 

training centers in accordance to this code of practice. 

3.41 Near-Coastal Voyages (NCV) 

Means voyages between ports situated in the Persian Gulf and Gulf of Oman (positions 

from LAT 22 0 32' N 0590 48' E to 25 0 04' N 061 0 22' E) or between Caspian Sea ports. 

3.42 Nonconformity 

Means non-fulfillment or failure of requirements of the convention, adopted code of 

practices by the organization and quality management system. 

3.43 Periodical Audit 

Means the audit based on scheduling and performed at least once a year. 

3.44 PMO 

Means Ports & Maritime Organization (PMO) ofthe Islamic Republic ofiran 

3.45 Port's Monitoring Office 

Means the deputy of general directorate in ports in which the directorate of examinations & 

seafarers' documents is included and on behalf of seafarers' standards directorate is 

responsible for approving and monitoring training courses conducted in the province that 

port is situated 

3.46 Seagoing service 

Means service on board a ship relevant to the issue or revalidation of a certificate or other 

qualification. 
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The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

3.47 STCW Code 

Means the Seafarers' Training, Certification and Watch keeping (STCW) Code as adopted 

by the 1995 conference resolution 2, as it may be amended by the International Maritime 

Organization. 

3.48 Suspension 

Means Specific period of time that approval for a training course issued by supervising 

administration is removed from credits. 

3.49 Technical Expert 

Means a person who provides specific knowledge or expertise to the audit team. 

3.50 Training Center Branch 

Means a branch of main training center, which is active in the field of maritime education 

based on obtained permits from monitoring office. 

3.51 Training center 

Means maritime university/center/ directorate/ department/company and/or any organization 

conducting maritime training course approved by PMO 

3.52 Training Program 

Program which the training center shall send to the monitoring office 48 hours prior to 

commencement of the course according to attached form No.6 to this code of practice. The 

program should includes title, code, commence and completing dates, syllabi, location and 

name of instructors of the appropriated training course. 

3.53 Unlimited Voyages 

Means voyages not limited to the near coastal voyages. 

3.54 Written Notification 

Reminders and notifications by monitoring office, in case of observance of non-compliance 

with laws and regulations of current code of practice and approved code of practices, 

guidelines adopted by the PMO declared in writing to the training centers. 

0 
} 

'"" 
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The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

3.55 Written Warning 

A warning that will be issue to training centers by monitoring office, in case of observance 

or receiving a report regarding non-compliance with laws and regulations of approved code 

of practices, guidelines adopted by the PMO set forth in this code. 

4. Responsibilities: 

4.1 Central Monitoring Office is responsible for revising this code of practice. 

4.2 General Director of Seafarers' Affairs is responsible for approving amendments to this 

code of practice. 

4.3 Deputy of Maritime Affairs is responsible to endorse amendments to this code of 

practice on behalf of PMO's board of executives. 

4.4 Central Monitoring Office is responsible for supervising the implementation of this 

code of practice in training centers. 

4.5 The Seafarers' Standards Directorate in addition to overall monitoring responsibilities 

also is responsible for Approval of all training centers and training courses for seafarers 

on ships of GT:::SOO, and ships with propulsion power of KW'=:750 engaged in unlimited 

voyages. 

4.6 In ports, Directorate/Department of examination and documents is responsible to issue 

Approval for all training centers and training courses for seafarers on ships of GT<SOO, 

and ships with propulsion power ofKW<3000 engaged in near coastal voyages. 

4. 7 Seafarers' Standards Directorate on behalf of General Directorate of Seafarers' Affairs, is 

responsible to permit initial activity, issuance & cancellation of activities (allocation 

code) of training centers. 

4.8 Collection of basic documents and or initial visit from and or training center on behalf 

of Seafarer's standard directorate can be done by port monitoring office. 

4.9 Port monitoring office is responsible to deliver and submit of initial document, quality 

management system documents of training centers to Seafarers' Standards' Directorate. 

4.10 Port monitoring office is responsible to issue permit to conduct training courses for 

fishing and service vessels on behalf of Seafarer's Standards Directorate. 

4.11 Inspection I visit of training centers in Tehran province will be conducted by central 

monitoring office and in ports by port monitoring office located in same province. 

4.12 If the audit/monitoring function is privatized, responsibility for policy making, planning 

and performance monitoring, still will be remain with Central Monitoring Office. 
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5. Procedures: 

5.1 Approval 

The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

5.1.1 Issuing Actvity Certificate 

PMO 

5.1.1.1 Any person ( legal or real ) who for the first time requesting permission to establish 

maritime training center, or to establish a new branch, shall complete all forms related to 

training centers particulars and commitments as per attached forms (Forms No:1,2 and 3) 

and along with other documents, forward them to concerned Monitoring office. 

(Universities, colleges and technical schools under the Ministry of Education and 

Ministry of Science and Technology are not required to comply with the aforementioned 

requirements.) 

5.1.1.2 Monitoring office after receiving and reviewing documents and if approved, will 

make sure that: 

A) Conducting training courses are part of applicant's activities. 

B) Shareholders, Founder members or director of training center, shall not be employee 

of monitoring office (PMO). One of the mentioned persons shall at least hold a 

certificate of competency as Second officer GT2:500, or Third engineer KW::>:750, 

unlimited voyages or associated maritime degree (navigation I Engine ). Minimum 

standard spaces considered for training purposes is contained in appendix No.I of this 

code of practice. After initial permit agreement taken place by central monitoring 

office through an inspection I visit of nominated training spaces, then a code will be 

allocated and submitted to the training center. 

5.1.2 Approval of Maritime Training Courses 

5.1.2.1 For conducting training course, training centers shall rece1ve training activity 

certificate from central monitoring office and fulfilling the relevant forms after 

approval by the seafarers' standards directorate I relevant monitoring office for 

further action. 

5.1.2.2 Training centers shall receive the PMO's relevant codes of practic for training 

course and competency examination from relevant monitoring office and forward 

list of approved lecturers, list of trainees and course schedules, before 

commencement of first training course. 
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5.1.2.3 Relevant monitoring office, If requested by training center to extend/receive the 

approval of a course, shall regard all conditions & the number of approval of that 

city/region and the number of approval of that training centers, then will issue the 

approval as appropriate. 

5.1.2.4 Relevant monitoring office if considered necessary, will inspect training center's 

facilities and training aids and if approved, then approval of training course will be 

issued. 

5.1.2.5 The approval issued to a training center contains a I 0 digits code with structure of 

o/oo/ooo/oo/oo and will be issued for a specified period. 

5.1.2.6 It is required that all training centers to forward list of approved lecturers, list of 

trainees and course schedules, 48 hours before commencement of a training course 

to relevant monitoring office. 

5.1.2. 7 If requested by training center to extend the approval of a course, the extension will 

be granted only, if result of previous visit I inspection during course conduct was 

positive. The port monitoring office shall, at the end of any season send all permits 

issued to training centers to central monitoring office for registration and record 

keeping. 

5.1.2.8 Training center shall after completion of each training course issue to each 

participant who successfully completed the course a "Course Completion 

Certificate (CCC)" containing minimum information provided in appendix 2. 

5.1.2.9 It is required that "Course Completion Certificate" issued by training centers to be 

delivered to monitoring office within 3 months from course completion date, 

otherwise training centers are responsible for all losses incurred by course 

attendances. 

5.1.2.10 All training centers shall, deliver Course Completion Certificates and relevant 

documents to directorate of examinations by their plenipotentiary representatives 

for exam registration and issue of certificate of competency or proficiency. 

Delivery of above documents to course attendance I applicants is not allowed. 

Note: For certificates which is not to be issued by the directorate of examination, then the course 

ompletion certificate will be submit to the candidate. 

ICi 

P .. o 
'SJI 
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5.1.2.11 Training centers shall before start of a course prepare and provide for trainees 

pamphlet in accordance to syllabus and course titles. In case of non-fulfillment of 

the above by specified deadline, training center will be held responsible for all risks 

and aftermath. 

5.1.2.12 In case of course cancellation, the training center will compensate all financial 

losses of trainees. 

5.1.3 Violations of training centers 

Some examples of violations of training centers are as follows but not limited to: 

5.1.3.1 Violation that will result in a written notification: 

5.1.3.1.1 Not informing the trainees of maximum allowed absence period for each lesson 

and course 

5.1.3.1.2 Inactive participation of lecturers, instructors and trainees in theory and practical 

classes 

5.1.3.1.3 Course schedule announcement 48 hours before its start in accordance with form 

No 6 has not been sent to the relevant monitoring office. 

5.1.3.1.4 Use of unsuitable training center's facilities I aids during course conduct. 

5.1.3.1.5 Failure to comply with neatness and hygiene of trainees and place of training 

5.1.3.1.6 Failure to authenticate copy of documents, records of lecturers, instructors and 

trainees of courses 

5.1.3.1.7 Failure to observe discipline by lecturers, instructors and trainees of courses. 

5.1.3.1.8 Lack of training activities at least for a period of 12 months. 

5.1.3.1.9 Unsuitable lighting, heating and cooling systems of training centers. 

5.1.3.1.10 Unrealistic advertise abuse. 

5.1.3.1.11 Failure to comply with minimum contents of the course completion certificates. 

5.1.3.1.12 Failure to regard the individual and social hygiene of training center 

5.1.3.1.13 Failure to duly reply to the communication of monitoring office 

5.1.3.1.14 Failure to issue course completion cetifficate to trainees after assessment/final 

examination of training course 

5.1.3.1.15 Change in training scheduale for 2 times after announced to monitoring office 

without permition of monitoring office. 
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5.1.3.1.16 Alternation of instructors after announced to monitoring office without permition 

of monitoring office. 

5.1.3.2 Violation that will result in a written warning: 

5.1.3.2.1 Issue of course completion certificate without complying with the requirements 

such as unauthorized absence, Lack of conditions of entry 

5.1.3.2.2 Failure in full implementation of training course as per course schedule and 

monitoring office coordination, if failed to conduct compensatory classes. 

5.1.3.2.3 Failure to implementation course schedule at the appointed time of classes 

Note: Proficiency short courses are permitted without holiday during the week. 

5.1.3.2.4 Lack of training center's facilities I aids during course conduct. 

5.1.3.2.5 Any changes in course schedule without monitoring office coordination 

5.1.3.2.6 Having no appropriate archive. 

5.1.3.2. 7 Lack of coordination with monitoring office inspectors I auditors. 

5.1.3.2.8 Receiving two written notification during 12 months ago. 

5.1.3.2.9 Having more than 10 cases of minor nonconformity (NC) on the part of audit 

5.1.3.2.10 Lack of training activities for a minimum period of 12 months, for the first time 

written notification will be given and after 3 months if still remain ideal, written 

warning will be given. 

5.1.3.2.11 Lach of instructors in practical training course along with lecturers. 

5.1.3.2.12 Failure to control absence & presence of the trainees 

5.1.3.3 Violations that result in course cancellation: 

5.1.3.3.1 Failure in full implementation of training course as per course schedule and 

monitoring administration coordination 

5.1.3.3.2 Use of ineligible lecturers for teaching as per PMO code of practices 

5.1.3.3.3 Lack of coverage of syllabuses set out in the relevant Code of Practice 

5.1.3.3.4 Conducting a course without having approval. 

5.1.3.3.5 Failure to submit list of approved lecturers, list of trainees and course schedules 

48 hours before commencement of a course. 

Violations that led to course approval suspension: 



DOC No: P6-W 34/3 

Page 16 of 4 5 
The Code of Practice for Approval and Monitoring of Maritime 

Training Courses 

5.1.3.4.1 Lack of management and proper supervision of conducting courses and 

examinations. 

5.1.3.4.2 Expiry of quality management system certificate. 

5.1.3.4.3 Failure to remove announced major nonconformities in due time. 

5.1.3.4.4 Receiving more than 5 major nonconformities during audit. 

5.1.3.4.5 Repeated violations by training center. 

5.1.3.4.6 Receiving two written warning in period of 12 months. 

5.1.3.4. 7 Failure to comply with rules, regulations, code of practices and requirements of 

seafarers' adopted training standards. 

5.1.3.5 Violations that led to cancellation of Approvals/ Activity Certificate: 

5.1.3.5.1 Repeated violations, notification, written warnings, no improvement in training 

center performance conditions. 

5.1.3.5.2 Repeated course/courses cancellation 

5.1.3.5.3 Any sort of forgery, alteration of documents and records related to the 

implementation of courses. 

5.1.3.5.4 Issuing course completion certificate for those tainers not being in the course 

5.1.3.5.5 Lack of training activities for period of 12 months, for the first time written 

notification and after 3 months if still remain ideal, written warning will be 

given, and in case of no activity for another 3 months (total of 18 months), all 

permits to conduct (training activities) of training center will be cancelled. 

5.1.3.5.6 Failure to remove suspension for period of 12 months. 

Note 1: Issue of new permit to conduct for a cancelled training course can be done when; at least 6 
months from date of cancellation passed, a new application raised by training center and monitoring 
office review it. 

Note 2: A training center that its training activities have been cancelled can not apply for new approval 

with previous name, management and board of executive members. 

5.1.3.6 Violations that need to be refer to PMO/ port security management: 

5.1.3.6.1 Forgery or dissimulation of document like educational certificate, medical 

certificate, seafaring certificate and Continuous Discharge Certificate to be 

refer to organization I port security management. 
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Note: Violations that are not related to code of practices and training matters will be refer to relevant 

organizations. 

5.1.4 Coding Method of Training Courses' Approvals 

0 I DO I DOD I DO I DO 

Place of issuance Training center Training course Issue year of Total number of 
of approval code according to code approval approval issued 

place from beginning of . 
the year for a 

branch 

5.1.4.1 Code of place of issue for approval 

This code will be allocated to place of issue for Approval. 

Place of issue I place of permit to conduct Code number 

Tehran 1 

Bandar Abbas 2 

Bandar Imam Khomeini 3 

Bushehr port 4 

Chahbahar Port 5 

Anzali port 6 

Noshahr port 7 

Bandar Gaz 8 

5.1.4.2 Code of Training center conducting course 

A two digit code is allocated to each training center based on geographical region. 

Note: Allocated code to training centers are registered and updated in form number 4 of this code of 

practice. 

5.1.4.3 Training course code 

A three digit code is allocated to each training course, the first digit from left is based on 

following structure and the next two digits is the allocated training course code. 

~,0 
"'< J 

....... .,.9_,.,t...-t.o")J»f 
. u ' 
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Training course Name Code (English) Code ( Persian ) 

In Merchant Vessels c "' 
In Fishing Vessels F ua 

In supplying Vessels s t 
' 

Proficiency/basic training A 10 

Pilots p 
) 

MODU M '-"' 

Note1: Allocated code to training courses are registered and updated in form number 5 of this 

code of practice. 

5.1.4.4 Issue year of Approval 

The year on which approval was given. 

5.1.4.5 Total number of Approvals issued from beginning of the solar year 

This is a figure showing, yearly total number of Approval issued for a training center 

branch. 

Note 1: In a case of cancellation of thee approval, the new approval will be encoded based on new 

method of coding. After removal of suspension for a suspended permit to conduct, training activities 

can be continued using the previous allocated code and in the New Year the previous code will be 

valid. 

5.2 Quality Management system 

5.2.1 Due to importance of training course implementation and continuous monitoring, it is 

required that monitoring offices to issue guidelines to facilitate the implementation and 

approval of a quality management system in training centers ( In accordance with 

requirements of regulation 1/8 ofSTCW Convention). 

5.2.2 All activities and processes of the training centers including qualifications of lecturers 

shall be continuously monitored through a quality management system to ensure 

improvement and achievement of defined objectives. The mentioned system shall be 

certified by a certification body. 

l~? 
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5.2.3 All training centers that are providing maritime training courses for seafarers on 

merchant ships in accordance with the provisions of the PMO codes of practices shall 

design and implement their quality management systems in accordance with above 

paragraph 5.2.2, for headoffice and their branches, and shall forward a copy of QMS 

certificate to the relevant monitoring office. 

5.2.4 Training centers refered to in above paragraph 5.2.3, after achieving the first training 

course approval from monitoring office, shall implement a quality management system 

within 6 months. In case of non implementation of the QMS within six months, the 

approval of training course will be withdrawn. 

5.2.5 Training centers, shall at least once a year be inspected I audited in accordance to audit 

schedule or whenever needed. 

5.2.6 Training centers refered to in above paragraph 5.2.3 , shall also send a copy of 

periodical audit reports to monitoring office. 

5.3 Maritime Training Centers Inspection /Audit Methods 

The procedures for maritime training centers inspection I audit are as follows: 

5.3.1 The detailed audit programs of maritime training centers under monitoring shall be 

prepared at the beginning of each year and shall be implemented as per schedule. 

5.3.2 The audit I inspection schedule shall be comunicated one week prior to audit I 

inspection. 

5.3.3 Any changes on audit schedule up to 45 days is considered normal and need not to be 

re-approved, otherwise the reasons for the delay to be presented and registered based 

on relevant form. 

5.3.4 It is required by Central Monitoring office representative, to inspect I audit training 

centers at least once a year or whenever needed and by selecting one or a few sample 

evaluate the function of the process. If the accuracy of function of the process in the 

selected samples carmot be specified, the whole quality management system to be 

audited. 

5.3.5 In training centers branch the presence of responsible persons is required. 

5.3.6 In the branches that are independently operated and all process I records are kept 

completely, the presence of management representative is required during the audit. 
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5.3. 7 In the branches that process I records are kept at central training center there is no need 

of auditing at the place, the audit of processes is carried out in central training center 

with the presence of training branch responsible person. 

5.3.8 The audit report shall be forwarded at least within 3 weeks form date of audit team 

return. 

5.3.9 Time required for sending the report to resolve nonconformities, corrective and 

preventive actions by training center, is maximum two months since audit report 

submitted to Monitoring office. 

5.3.10 Implementation of Maritime Training Centers audit by port Monitoring office is 

allowed if coordination and permission has been granted by central Monitoring 

office. The report of audit result will be sent to the central Monitoring office. 

5.4 Maritime Training Centers Audit procedures 

5.4.1 Opening Meeting: The general directorate audit team on a fixed date will visit the 

training center and hold the opening meeting with the presence of training center 

manager, standard quality management representative, authorities and stakeholders to 

the training center. In the opening meeting the following topics will be discussed 

briefly. 

A. Introducing auditors and familiarization with auditees 

B. Review of Audit Objective I Scope 

C. A summary of audit and findings documentation procedures 

D. Method of classifying and registering non conformities 

E. References I resources for audit check list questioner 

F. Agreement with auditee for closing meeting 

G. Assigning auditor guide from training institute or center 

H. Emphasis on the availability of all relevant documents and records on-site audit 

Note: port monitoring office authority is obliged to participate in opening/closing meeting of audit. 

5.4.2 Implementing Audit: All documents and records of training center shall be review and 

evaluated systematically for conformity with adopted PMO rules and requirements of 

convention, results and observations are recorded. 

5.4.3 Closing meeting: Upon completion of the audit, closing meeting to present findings 

3> 0 and observations during the audit by the lead auditor is declared as follows: 
~,.. J 

-S,. ·* 
:!I,J~-:P"i"'J 
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PMO 

B. Presentation of an Audit report along with findings and sample of 

nonconformities 

C. Guidance outlines the types of corrective and preventive actions in order to 

resolve nonconformities 

D. Method of next practices with regard to the type and number ofnonconformities 

E. Setting timescales for completion of corrective action 

F. Agreement with auditee for confirmation of audit report 

G. Recommendations for Improvement 

5.5 Reasons for termination of audit 

5.5.1 Lead auditor will terminate the audit in case of observation of the followings: 

A. The absence of training centers' manager or quality management system 

representative 

B. Failure of training center's authorities to cooperate in the process of audit 

C. Unpreparedness of training center's authorities, despite of previous 

announcement 

D. Lack of awareness of training center's authorities from quality management 

system processes 

5.5.2 Any form of termination in the process of audit means non compliance of supervision 

process by training center's authorities and consequences are deal with in accordance 

with this code of practices. 

5.6 Decision Making after Auditing 

After conducting an audit or inspection, reports on the results are reviewed by monitoring 

office and approved by official. According to the audit result in respect of following conditions 

decision will be taken: 

5.6.1 When the training center receive no major nonconformity and its quality management 

system is approved, training activities of that center is permitted, and audit result and or 

inspection is send to the center. 

5.6.2 If the training center receive major nonconformity, Continuing training activities of that 

center is subject to removal of those nonconformity during follow up audit up to 

deadline provided by monitoring office. 
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5.6.3 If training center does not comply with convention requirements I quality management 

system in such a way, causing disorders in maritime training process, continuing 

activities of training center in that period will not be approved. The permit to conduct of 

that center is suspended until training center readiness for a new audit and removal of 

non conformities is announced. 

5.6.4 The report of training centers on corrective I preventive actions is reviewed by lead 

auditor and its verification will be done in next periodical audit. 

5.6.5 The follow up I annual audit can be accomplished simultaneously. Starting audit is 

subject to assurance of lead auditor that appropriate corrective and preventive actions 

against the previous audit's nonconformities are taken. 

5.6.6 The Port Monitoring office shall monitor the activities of affiliated maritime training 

centers as per a specific time table and record the related reports. 

5.6. 7 The Port Monitoring office if considered necessary can monitor proper implementation 

of examination in maritime training centers location. 

5.6.8 The Port Monitoring office in case of any violation of the PMO requirements or 

receiving any complaints about training centers under their supervision shall first review 

the case and take appropriate steps and forward a report to central monitoring office and 

concerned authorities. 

5.6.9 Any forms of suspension report or maritime training activities permit cancellation by 

Port monitoring office shall be reported to central monitoring office and concerned 

authorities. 

5.6.10 The central and port monitoring office shall maintain and update a database of 

founders and lecturers of training centers. 

5.6.11 In case of any changes of forwarded information related to training courses, the 

training centers shall as soon as possible to send the amendments to monitoring office 

and request for advice. 

5.7 Monitoring/Auditing Practices 

5.7.1 Audit: 

The audit process can be grouped as follows and method of implementation is based on 

paragraph 5 .3. 
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5.7.1.1 Initial audit: 

PMO 

In this process, after implementing quality management system, a newly established 

training center will be audit for the first time by Monitoring office. 

5.7.1.2 annual Audit 

In this process, the monitoring office audit training centers under their supervision at 

least once a year against procedure of maritime training compliance with PMO 

training standards, requirements of the convention based on quality management 

system. 

Time interval between annual audits of a training center should not be less than 6 

months. 

5.7.1.3 Follow up Audit 

In this process, the monitoring office before starting the annual audit, check the 

reports of previous audit nonconformities removal actions at the site, and if 

inconsistent with the requirements was not observed, approval will be granted. If 

during follow up audit no problem was observed, the annual audit of training center 

can be conducted. 

5.7.1.4 Essential audit 

In this process, if monitoring office receives a report regarding non compliance of a 

training center with PMO training standards, requirements of convention and 

standard of quality management system, a comprehensive and precise audit will be 

conducted. 

5.7.2 Inspection (during the course) and inspection 

In two occasions a training center will be inspected by monitoring office. This process 

does not require neither prior notification nor audit check list form. 

5.7.2.1 Inspection during the course 

The Port monitoring office will conduct an inspection of training center, m 

accordance with this code of practice. 
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5.7.2.2 Initial Visit 

In this process the auditors I inspectors of regional monitoring office visit maritime 

training center requesting initial training activity permit. 

5.8 Maritime Training Centers Gradings: 

5.8.1 Training centers are annually assessed and ranked first, second, third and fourth 

based on building's infrastructure, Training perimeter, equipment and training 

aids, permanent lecturers, number of approval of the course, presented training 

quality and inspection I audit reports. 

5.8.2 At the end of each year the training centers evaluation forms are completed by 

monitoring office. The under coverage centers post on the notice board the 

announced grade by monitoring office. 

5.8.3 The details and method of evaluating first, second, third and fourth grade are 

reflected in appendix-7 of this code of practice. If the training centers among 

evaluation factors, received more than 90 credit is ranked first, 80 < points :S 90 

or 70 < points :S 80 or points :S 70 ranked second, third and forth. Those training 

centers which ranked first are permitted to conduct all maritime training courses 

as per appendix-3 of this code of practice and those which ranked second, third 

and forth are permitted to conduct lesser number of courses as per appendix-3 of 

this code of practice attachment. 

5.8.4 Defined minimum standards of training space, equipment and training aids of 

training centers I institutions are reflected in Appendix-! of this code of practice 

attachment. 

Note: The training center shall post on the notice board, address, postal code, telephone number, fax, 

site and E-mail address of central/ port monitoring office along with its grade rated. 

5.9 Evaluation and issuing course completion certificate: 

5.9.1 Upon successful completion of the assessment which is carried out during and at 

the end of the course, the successful trainees will be awarded course completion 

certificate issued by the approved training center in accordance with the Annex 

2. 
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5.9.2 For courses of 100 hours or more, trainees shall not be absence more than 
1

1

0 
of 

total theory hours. 

5.9.3 For courses of less than 100 hours, trainees shall not be absence more than~ of 

total theory hours. 

5.9.4 If trainees absence hours exceeds figures mentioned in above paragraphs 5.9.2 

and 5.9.3, the monitoring office will make decision for the trainees. 

5.9.5 Trainees are not allowed to be absence in practical sessions; if the absence will 

be clarified with clear grounds the training centers may conduct compensatory 

sessions for trainee. 

5.9.6 The trainees, who are not successfully passed the examinations /assessments, are 

permitted to be re-examined 2 times, each with an interval of maximum 2 

months. Those trainees who not achieve course completion certificate m 

mentioned due time, shall participate in refreshing course. 

5.10 Qualification of Auditor/Lead Auditor: 

5.10.1 Qualification for auditor 

Minimum qualifications for nominated person as auditor are as follow: 

5.10.1.1 Holding 2"d officer GT:::SOO, unlimited voyage or 3'd engineer of KW2:750 

unlimited voyage certificate of competency or: 

5.10.1.2 Holding BSc in marine engineering(navigation) and or manne engme 

approved by Ministry of Science and Technology 

5.10.1.3 holding bachelor of industrial engineering approved by Ministry of Science 

and Technology and or 

5.10.1.4 holding bachelor of industrial management and or 

5.10.1.5 With at least 3 years auditing experience in central monitoring office or 

seafarer's examination and document. 

5.10.1.6 Holding internal audit certificate 

5.10.1.7 Holding internal audit certificate from one ofPMO's approved classification 

societies. 

5.10.1.8 Being familiar with STCW convention requirements 
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5.10.1.9 Having at least 60 hours audit experience in training and or seafarer's 

examination and docwnentation offices 

Note: auditor or lead auditor will be assigned by seafarers' standards' directorate and general director 

for maritime affairs send them to audit. 

5.10.2 Qualification for lead auditor 

Minimwn qualifications for nominated person as lead auditor by general directorate are 

as follow: 

5.10.2.1 

5.10.2.2 

5.10.2.3 

5.10.2.4 

5.10.2.5 

Individual characteristic as per ISO requirement 

Knowledge and proficiency as per ISO 19011-2002 standard article 3-7 

and 

Holding lead auditor certificate from one of PMO's approved 

classification societies and 

With at least 150 hours audit experience in training center or seafarer's 

examination and docwnentation centers. 

Efficient knowledge with STCW provision & requirements 

Note: lead auditor will be assigned by seafarers' standards' directorate and general director for 

maritime affairs send them to audit. 



DOC No: P6-W 34/3 

Page 27 of 4 5 

6. Records 

The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

All records which present the implementation of the content of this code of practice 

7. References 

7.1 STCW-78 convention 

7.2 Quality management system guideline ISO I 00 II 

7.3 ISO: 900 I 

8. Appendixes 

8.1 Forms; 

- Form No. 1: Maritime training center registration form 

- Form No.2: Maritime training center commitment form 

- Form No.3: Maritime training center required documents form 

- Form No.4: Maritime training center coding table 

- Form No. 5: Training courses coding table 

8.2 Appendixes; 

- Appendix No.1: Educational spaces standard 

- Appendix No.2: Course completion certificate minimum contents 

- Appendix No.2: Evaluation details and training centers ranking 

""" 
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I 
FormNo.l 

I 
Maritime Training Center Registration Form 

( To be completed by training center ) 

Maritime Training Center Complete Name: 

Training Center Registration Number: Training Center Activities Type: 

Staff Particulars Name & Family Name Degrees Job Experience 

Board of Director 
Chairman 

Managing Director 

Manager I Training 
Responsible 

Quality System 
Responsible 

Founder Name I Board of Directors I Board of trustees: 

Central Branch Address: 

Address of maritime training courses location, separated locations for theory and practical classes: 

Branches Addresses: 

Training center Telephone Mobile Number: Electronic Mail: Fax Number: 
number: 

Name & signature of Training Center Manager: Training Center date & seal: 

s'o "" ; ' ' '"">.,.,,py:l' 
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Maritime Training Center Commitment Form 
(Maritime training center to undertake) 

1. To execute all notified ratifications by monitoring office. 

I FormNo.2 I 

2. Proper notification to applicants of Maritime Training center. 

3. To avoid applying unrealistic and abuse advertise. 

4. To provide all training facilities and aids. 

5. Professional affairs (matters of prestige) should be considered. 

6. To implement accepted quality management system by Ports and Maritime 

Organization in central/ branches of their training center. 

7. To cooperate with monitoring office in respect of announced I unannounced visits. 

8. Meet the commitments made in respect of the Training courses applicants. 

9. Be respondent to all responsibilities and consequences for non-compliance with Ports 

and Maritime Organization's rules and regulations, ratifications and code of practices. 

Name & signature of 

Training Center Manager 

Training center 

Stamp 
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Maritime training center required documents form I 
Form No.3 

I 
(To be completed by Central I Port Monitoring office) 

Document Title Yes No Remarks 
1- Copy of training center's constitution 0 0 
2- Copy of identity card for board of directors & training center 0 0 
manager 
3- A photo of training center manager 0 0 
4- Copy of academic degrees for training center manager I board of 

0 0 director chairman 
5- Building plans and mapping I complete postal address 

0 0 
6-Training center manager's non-addiction certificate 0 0 
7- Public places approval by local police 

0 0 
8- Certificate of good conduct for G.D, Boss, Head 0 0 
9- Security organization I port Approval 

0 0 
I 0-Registration in country official newspaper ( Gazette ) 0 0 
11- Completed maritime training center registration form- Form 0 0 number.l 

12-completed maritime training center commitment form- Form 0 0 number.2 

Name I Signature of documents verifier: 

Is applicant eligible to receive a permit? Yes 0 No 0 

Name I Signature of director I Monitoring Office Responsible 

e~o "' } "'<: . . ,, :f' 
"'-ll:.,. (JII>ji.J,>' 
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Maritime Training Center Coding Table 
I FormNo.4 I 

Number Training center name Training center Code 
. location 

Prepared by: Name & Signature (Expert) Approved by: Name & Signature 
(Director) 

Date: 
Date: 

e~o '< } "';; ' 

...... '!9 ... .Jt.,..lJ~1"":1' 
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Training Courses Coding Table 
I FormNo.S 

I 

Number Training_ Course Title Course Code 

Prepared by: Name & Signature Approved by: Name & Signature 
(Expert) (Director) 

Date: Date: 

~~? 
'.J-;.J~o:Jiz,"f>":/' 
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Training Courses 

Educational Space Standard 

PMO 

Appendix No.1 
Page 1 of4 

Educational spaces includes: classroom, corridors, administration units, library and place of study, hall 

and sports ground, associated installations, public restroom, buffet, reception and waiting area, 

workshop (if necessary) and the yard. Minimum standard necessary for the above spaces are as 

follows: 

1. General conditions for the classrooms: 

1.1 Classroom space requires for each trainee with folding chairs and tables is 1.4 square 

meters and in case of using cartography tables 2.3 square meters. 

1.2 The minimum finished floor to ceiling height to be at least 2.74 meter. 

1.3 Window must be embedded in the wall of one of the parties to the class and the class 

should have appropriate facilities for the installation and use of audio and video 

equipments. 

1.4 Classroom floor should not be carpeted or made of materials that generate sound. 

1.5 The roof to be of light color and should not reflect light, sound reflection within the class 

should not be propagated outside. 

1.6 Classroom door openings must be at least 90 em. 

I. 7 Classroom doors should have glass panels with sizes of 30x !Scm at the height of 160cm. 

1.8 The distance between the first rows of chairs in the class with the video projector, to be at 

least twice the width of projection screen. 

1.9 There should be a suitable chair for lecturer. 

1.10 At least 1 0% of chairs in classrooms of training centers to be for left handed trainees. 

1.11 There should be a suitable clock positioned at lecturer sight. 

1.12 There should be a garbage can near the classroom entrance. 

Note 2: The training centers that are established after date of enforcement of this code of practice shall 

observe all clauses associated with the education space standards. 

2. Classroom's mechanical system I equipments: 

Training center should have at least the following requirements in relation to supply of air 

conditioning: 

2.1 Air conditioning system (plant) 

Heating and cooling systems to control classroom air temperature at 25 o Celsius. 
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Training Courses 

»MO 

Appendix No.I 
Page2 of4 

Classroom's light and lighting system: 

2.3 The lights should be designed so that all classrooms area receives adequate lighting. 

2.4 Suitable light to be provided for illumination of white board. 

2.5 The amount of lighting for illumination of classroom to be as per minimum required 

standard ( 30 candles ) 

2.6 The classroom lighting should be identical and monotonous. 

2. 7 The light switches should have on I off marks. 

3. Classroom electrical system 

3.1 Power features for audio-video equipment such as projectors I video I computer to be 

provided. 

4. Classroom audio & video system 

4.1 classrooms in training centers should be equipped with video projector system, projection 

screen, data socket and internet. 

5. Training classes are categorized as follows: 

a) Level one: Normal class for teaching 

b) Level two: Classroom and the facilities for using computer for demonstration and central 

sound system 

Level one (1 ): 

1. of 1.2 x 2.5 square meter size with 8cm edge and eraser to be fixed on the wall at height of 

90cm above the ground for a class of 24 trainees. 

2. There should be windows for a classroom, with properly darkening means.( dead curtain) 

3. To protect classroom wall against contact with chairs and tables, a strip (wooden I plastic) of 

15 em width at height of 60cm to 80 em to be fixed around the classroom. 

4. The distance of teaching location from the wall up to first row of trainee's chairs to be 2.4 

meters. 

5. There should be a table for lecturer's use. 
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Level Two(2): 

The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

Appendix No.I 
Pae:e 3 of4 

In addition to Ievel-l the followings to be considered in level-2. 

PMO 

1. Additional socket for data, electricity, sufficient number of video and telephone connection for 

intranet and internet in the classroom and lecturer. 

2. Classroom training aids (overhead, video projectors, television, computer, speaker, projection 

screen, rostrum) and lecturer's table if necessary. 

6. Administrative Unit: 

According to extent and type of activities of a maritime training center the following units to be 

available: 

6.1 Management 

6.2 Training affairs and registration 

6.3 Quality system 

6.4 Services 

6.5 Lecturers room 

6.6 Archives 

6.7 Financial unit 

6.8 Security 

6.9 Installation 

Note 1: Items 7.4 and 7.8 for supplementary, semesteral and unlimited voyages are mandatory. 

Note 2: Number of administrative units depends on training activities scope and number of classes. 

7. Library and studying place 

All training centers which are conducting courses of GT<3000 near coastal voyage shall have a 

library, but training centers which are conducting courses of GT>SOO unlimited voyages in addition 

to library shall have suitable studying place. 

8. Hall and sports ground 

All training centers conducting courses for officers and engineers of unlimited voyage required to 

have hall and sport ground. 
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Every training center shall have public water closet in accordance with the following defined 

standard: 

8.1 Sufficient illumination 

8.2 Air conditioning system 

8.3 Wash basin and mirror 

8.4 Drier Machines or disposable paper towel 

8.5 Hand washing liquid container 

Note 1: Number of water closet should be proportionate with the spread and training activities I 

number of training course permits and number of classrooms. 

9. All training centers conducting courses for officers and engineers of unlimited voyage required 

to have dining facility. 

10. The waiting and resting area of all training center to be at least 1.7 square meters per person. 

11. In accordance to the requirements of related code of practice a training center should have 

suitable workshop fit for numbers of course attendance. The area of a workshop to be at least 

3.0 square meters per person, thus for class of 20 trainees workshop area to be 60 square 

meters. 

In a workshop, in addition to required equipment for practical training of a course as per adopted 

code of practices the followings to be available: 

I. A complete set of firefighting equipment ready for use including: portable fire 

extinguisher .... 

3. A first aid kit 

4. Sufficient number of bench I tables 

5. A white board of suitable size 

6. A dressing room 
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Course completion certificate minimum contents: 
Appendix No.2 

Page 1 of2 

I. Name. address and telephone number of training center 

2. Name and family name of trainee in Persian and English 

3. Identification number of trainee in Persian and English 

4. Date of birth in Persian and English 

5. Father name of trainee in Persian and English 

6. Nationality in Persian and English 

7. Place of course implementation in Persian and English 

8. Complete I correct name of training course in Persian and English 

9. Course duration (Date of start, end and duration of course in hours) 

I 0. Serial number of certificate 

II. Date of issue of certificate 

12. approval code, date of issue and permit letter number of monitoring office. 

13. Name, date, stamp and signature of training center responsible 

14. Location of attaching trainee's photograph 

15. Deadline of submission to monitoring office: 3 month after course completion 

16. Training course Refrences 

Note: Course Completion Certificate Must prepared in English and Persian languages in A4 paper 

portrate or landscape. 
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The Code of Practice for Approval and Monitoring of Maritime 
Training Courses 

Course Completion certificate No: 
Date of issue: 

This is to Certify that: 

Name: 

Surname: 

Father's Name: 

ID.NO I Place of Issue: 

Date I Place of Birth: 

NationaiiD No: 

Nationality: 

Course Title: ............ . 

Training Center: 

Course Completion Certificate 

PMO 

Appendix No.2 
Page 2 of2 

EJ 

Has successfully completed above mentioned training course in accordance with the provisions of Regulations .......... of the 
international Convention on Standards of Traning, Certification and watchkeeplng for seafarers (STCW-78 as amended), national 

law and legislation, MLC-2006 Convention In this Training Center of ................. . 

The training course is approved by the Ports and Maritime Organization (PMO) of the Islamic Republic of Iran as per approval 

No .....••••••.•••... dated .......••••••. 

Training Course Held From: ............. To: ........ .. 

Total Course Duration: ...•• hours,, Including .•... hours theory and •... hours Practical 

Training Center Manager 
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Evaluation details and training centers ranking 

1. Educational spaces: 

1.1 If the property is leased, half credit is awarded. 

PMO 

Appendix No.3 
Page 1 of7 

1.2 Maritime training center infrastructure area to be at least 200 square meters. 

1.3 The minimum classroom space required for each trainee is 1.4 square meters. 

1.4 According to number of trainees while receiving training, there should be water cooler, 

Service ....... ( as needed). 

1.5 If there are separate deck and engine workshops equipped with standard equipments as 

per requirement of courses, all credits are awarded. 

2. Faculty members and lecturers: 

2.1 Faculty members means lecturers, if training center has one lecturer only, one credit is 

awarded, but ifthere are more than 8 lecturers 8 credits is awarded. 

2.2 Credits for lecturer's degree 

1. Doctorate 4 credits 

2. Master's degree 3 credits 

3. Related Bachelor of Since 2 credits 

4. Associate's degree 1 credit 

5. Training instructor with relevant and approved certificate 1 credit 

Training center-A with I lecturer of BSc and 2 lecturers of Associate's degree 

2.3 Certificate of Competency I Proficiency of seafarers 

I. Master or chief engineer 4 credits 

2. Chief officer or second engineer 3 credits 

3. Second officer or third engineer 2 credits 

4. Ratings I credit 
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2.4 Lecturer's teaching records (experience) 

Appendix No.3 
Page 2 of7 

I. If average experience is 2 years 

2. If average experience is 4 years 

3. If average experience is 6 years 

4. If average experience is more than 6 years 

3. Performance and activities of training center: 

3.1 Training activities records (experience) 

I. Training activities of more than 4 years 

2. Training activities of 2 to 3 years 

3. Training activities of I to 2 years 

4. Training activities of 6 to 12 months 

2 credits 

4 credits 

6 credits 

8 credits 

Maximum credits 

3 

2 

I 

credits 

credits 

credit 

3.2 Permanent administration staff 3.3 Permanent administration staff 

(Training center of Jess than 500) (Training center of more than 500) 

I. In addition to director, 3 persons or more:3 credits I. In addition to director, 2 persons or more:3 

credits 

2. In addition to director, 2 persons: 2 credits 2. In addition to director, 5 persons: 2 credits 

3. In addition to director, I person: I credits 3. In addition to director, 3 persons: I credit 

3.3 Director and central office staff degree's type 

I. Master and or Chief engineer and or relevant Master's degree: 4 credits 

2. Relevant Bachelor of Since: 3 credits 

3. Relevant Associate's degree: 2 credits 

4. Other non-related degrees (Associate's degree or above ): I credit 

3.4 Records of customer satisfaction: 

If there is no protest or complaint from trainees, maximum credits is awarded, otherwise 

for every valid complaint or protest (after verification) one credit will be deducted. 
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3.5 Statistics of number of trainees annual admission in Port and Maritime Organization 

examinations: 

1. In a training center, if 95% of trainees received certificates from Ports and Maritime 

Organization, maximum credits are awarded. 

3.6 Number of persons trained in a training center 

1. 400 persons or more: 6 credits 

2. 300 to 399 persons: 5 credits 

3. 200 to 299 persons: 4 credits 

4. 100 to 199 persons: 3 credits 

5. 50 persons to 99 : 2 credit 

6. Less than 50 persons : 1 credit 

3.7 monitoring office satisfaction: 

1. Cooperation of training centers with PMO Auditors I Inspectors 

2. Cooperation of training centers with Port Inspectors 

3. Proposals to improve the level of seafarer's training 

4. Timely submission of evaluation forms and other requested documentation from 

monitoring office 

4. Quality management standard system an audit 

4.1 For one Major nonconformity I credit and minor one 0.5 credit will be deducted. 

4.2 For a major nonconformity that is repeated in next audit, 1.5 credits will be 

deducted. 

4.3 For a written notification and a written warning 1.5 credits will be deducted. 

4.4 For a course cancellation 2 credits and suspension 2.5 credits will be deducted, but 

if it is due to inactivity of training center, 1 credit will be deducted. 

4.5 For a course that its permit to conduct was cancelled, 3 credits will be deducted. 



DOC No: P6·W 34/3 The Code of Practice for Approval and Monitoring of Maritime • Page42 of 45 Training Courses 
P."''O 

Appendix No.3 

Training center evaluation form 
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Activity Scope ......... 
Trainin2 center Name: ....................... 

Evaluation index Evaluation Factors 
Max Earned 

Remarks 
credit credit 

1-1 Type of ownership I owner 5 
1~2 Infrastructure area (minimum .......... square meter) 5 

1· Educational l-3 Educational space per trainee minimum ..... square meter 6 
space Maximum 3 2 1-4 Quality of existing health I welfare facilities 6 

credits 
1-5 Training aids (workshop, library, software .... ) 10 

2-1 Permanent faculty members ( ....... persons) 8 
For every lecturer 1 

2- Central Faculty credit is awarded 
members and 2-2 Academic qualifications of lecturers 8 

lecturers of center/ 2-3 Certificate of competency of lecturers 8 
institute maximum 

2-4 Lecturer's teaching records 9 33 credits 
3-1 Training activities records_(. ..... year) 5 
3-2 Permanent administration staff ( ...... persons) 3 
3-3 Director and central administration staff degree's D'P5 4 

3- Performance and 
3·4 Records of training customer satisfaction (number of 

4 
complaints I protests and ... ) 

activities of training 
3-5 Statistics of number of trainees annual admission in center/ institute 
PMO examination ( ...... persons) 4 

maximum 3 5 credits 
3-6 Number of persons trained in a training center 5 

For every lecturer I 
credit is awarded 

3-7 Supervising Administration satisfaction 10 
For every Major 

4-1 Major I Minor nonconformity -4 
nonconformity I credit 

and minor one 0.5 
credit will be deducted. 

4·2 Repeated major nonconfonnity -6 For every major 
nonconformity, 1. 5 
credits will be 
deducted. 

4·3 Notification I warning -4 For every notification 2 
credit and for every 
written warning I credit 
will be deducted. 

4-Quality system 
4·4 Suspension of approval I approvals -5 For every suspension and audit maximum 

25 negative credits 2.5 credits will be 
deducted. But if it is 
due to inactivity of 
training center, 1 credit 
will be deducted. 

4·5 Cancellation of permit to conduct courses -6 For every approved 
course 3 credits will be 
deducted. 

Explanations: 
1. Training center that from the above factors obtained more than75 credits will be evaluated as a first grade institute I 
center. 
2. Training center that from the above factors obtained 65< credits ':075 will be evaluated as a second grade institute I 
center. 
3. Training center that from the above factors obtained 55< credits S65 will be evaluated as a third grade institute I center. 

' 
~{~"""' '~~ ""' from "' "'"" fuct= "'"'""' ••• .., ;; ""'" wm •• ~·••md •• ·~"' '"'' '""""'•! 
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Grade Specifications 

... 
Q 

a. 
c. 
8 

00 

= ·-

~ 

Fourth 

C Second ·-= ·-f 
E-< 

:~o ·,W.} 

First 

-Maximum number of permits, are 2 (Basic safety, General Rating GT<500, KW<750) 
-To have minimum of2lecturers holding relevant documentation as per Organization adopted 
code of practices. 
-Public and educational spaces depend on number of granted permits. 
-An office I place of archive of 12 square meters size and administrative required facilities 
-Classroom with minimum area of 1.2 square meter per trainee having suitable light and 
temperature 
-Convenient restroom and water fountains 
• Training center infrastructure area of 4 square meters per person in day 
-To have Telephone, Fax and mailbox 
-Qualification degree of director to be at least maritime associate's degree or to have master 
certificate of competency GT<500 or chief engineer certificate of competency KW<3000 
-In addition to the director, there should be a permanent employee with minimum qualification 
degree of diploma in the training centers 
-In addition to group-4 of permits, permit to conduct Advanced fire fighting, survival craft and 
rescue boats, Marine VHF operators can be obtained. 
-To have minimum of6 to 12 months of effective training activities and in its group evaluated as 
minimum credit of B. 
-To have minimum of3 lecturers holding relevant documents as per Organization adopted code of 
practices. 
·An office I place of archive of 12 square meters size and administrative required facilities 
·Classroom with minimum area of 1.2 square meter per trainee having suitable light and 
temperature 
-Convenient restroom and water fountains 
- Training center infrastructure area of 4 square meters per person in day 
-To have Telephone, Fax and mailbox 
- Qualification degree of director to be at least maritime associate's degree or to have master 
certificate of competency GT<500 or chief engineer certificate of competency KW<3000 
-To have quality management standard system certificate 
-In addition to the director, there should be 2 permanent employees with minimum qualification 
degree of diploma in the training_ center 
-In addition to group-3 of permits, hold permit to conduct third engineer KW<3000 and second 
officer GT <500 near coastal voyages. 
-To increase number oflecturers based on number of training courses conducted 
·An office I place of archive of 12 square meters size and administrative required facilities 
• Classroom with minimum area of 1.2 square meter per trainee having suitable light and 
temperature 
-Convenient restroom and water fountains 
- Training center infrastructure area of 4 square meters per person in day 
-To have Telephone, Fax and mailbox 
- Qualification degree of director to be at least Marine associated degree or master certificate of 
competency GT<500 or chief engineer certificate of competency KW<3000 
-To have minimum 2 years training activities and in its group evaluated as minimum credit of B. 
- In addition to the director, there should be 2 permanent employees with minimum qualification 
degree of diploma in the training center. 

·In addition to group-2 of permits, hold permit to conduct second and chief engineer KW<3000 
near coastal voyages and Master GT<500.( To have all permits of GT<500, KW<3000 ) 
·To have minimum 4 years of effective training activities. 
·In addition to the director, there should be 3 permanent employees with minimum qualification 
degree of diploma in the training center. 
-To have 6 to 12 months continuous training activity. 
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Grade Specifications 
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Second 

-Maximum number of permits are 4 (Basic Training, General Rating 01'2:500 Deck rating, Able 
seafarer Deck , Engine rating, Able seafarer Deck and Electro Technical Rating) 
-Training centers/ institutes tbat are conducting courses of GT<500 and intending to conduct courses 
of GT2:500 should have minimum 6 years of effective training activities. 
-At least to have 2 permanent lecturers (Deck and Engine) holding relevant certificate of competency. 
-Public and educational spaces depend on number of granted permits. 
-An office I place of archive of 12 square meters size and administrative required facilities 
-Classroom witb minimum area of 1.4 square meter per trainee having suitable light and temperature 
-Convenient restroom and water fountains 
- Training center minimum infrastructure area of 400 square meters 
-To have Telephone, Fax and mailbox 
-Qualification degree of director to be at least Marine Bachelor of since or to have master certificate of 
competency 01'2:500 or chief engineer certificate of competency KW2:3000 or associated degree with 
6 years training center management experience for ships ofGT<500 or KW<3000. 
-To have quality management standard system certificate 
-In addition to the director, tbere should be 4 permanent employee in tbe trainin~ center 
-In addition to group-4 of permits, to obtain permit to conduct of Second officer 01'2:500<3000, 
Master of 01'2:500<3000 NCV, Medical first aid course, Survival craft and rescue boat other tban fast 
rescue boats, Advanced fire fighting, Efficient deck hand course and Training for trainers/examiners 
course. 
-To have minimum of2 years effective training activities in conducting courses ofGT>500 or 
KW2:3000. 
-At least to have 3 permanent lecturers (Deck and Engine) holding relevant certificate of competency. 
-An office I place of archive of 12 square meters size and administrative required facilities 
- Classroom with minimum area of 1.4 square meter per trainee having suitable light and temperature 
-Convenient restroom and water fountains 
-Training center infrastructure area at least to be 400 square meters (Conducting 3 courses at the same 
time is not allowed) . 
-In case of having educational spaces of more tban 500 square meters, implementing permitted courses 
at tbe same time is allowed. 
-To have Telephone, Fax and mailbox 
- Qualification degree of director to be at least Marine Bachelor of since or to have master certificate of 
competency 01'2:500 or chief engineer certificate of competency KW2:3000. 
-In addition to the director, tbere should be 4 permanent employees in the trainin~ center 
-In addition to group-3 of permits, can obtain permits to conduct Medical care training course, Basic 
training courses of Oil&Chemical and gas tankers, , tbird engineer KW2:750 unlimited voyages and 
second officer 01'2:500 unlimited voyages and Ship security officer course, (GMDSS-GOC&ROC). 
- At least to have 3 permanent lecturers appropriate to the type of permits obtained as per organization 
adopted code of practices. 
-To have minimum of 5 years effective training activities in conducting courses of GT>500 or KW~JOOO. 
-Training center infrastructure area to be 800 square meters. 
- Qualification degree of director to be at least Marine Bachelor of since or to have master certificate of 
competency 01'2:500 or chief engineer certificate of competency KW2:3000. 
- In addition to the director, tbere should be 8 permanent employees in the training center. 
-An office I place of archive of 12 square meters size and administrative required facilities 
- Classroom with minimum area of 1.4 square meter per trainee having suitable light and temperature 
-Convenient restroom and water fountains 
- To have Telephone, Fax and mailbox 
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Training Courses 
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-In addition to group-3 pennits, can obtain permit to conduct Master 01?.500 unlimited voyages, 

Chief officers GT2:500 unlimited voyages second and chief engineer KW2:3000 unlimited voyages, 

Radar and ARPA simulator course (Operational level ), Bridge resource management and ship's 

handling ,ETO, ECDIS(O&M) simulator course, advanced training courses of oil/chemical/gas 

tankers . 

- At least to have 5 pennanent lecturers appropriate to the type of pennits obtained as per 

organization adopted code of practices. 

-To have minimum of 6 years effective training activities in conducting courses of GT>500 or 

KW2:3000. 

·Training center infrastructure area of I200 square meters. 

· Qualification degree of director to be at least Marine Bachelor of since or to have master 

certificate of competency GT2:500 or chief engineer certificate of competency KW2:3000. 

-In addition to the director, there should be IO pennanent employees in the training center . 

-An office I place of archive of 12 square meters size and administrative required facilities. 

-Classroom with minimum area of I .4 square meters per trainee having suitable light and 

temperature. 

-Convenient restroom and water fountains. 

-To have Telephone, Fax and mailbox 


