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Checklist - Application for accreditation or re-accreditation
Course Name
Refresher?
Introduction and Background
This Checklist is made in accordance with Regulation 81 of the Merchant Shipping (Training and Certification and Safe Manning) Regulations, 2021 (the Regulations) as well as Regulation I/6 and Section A-I/6 of the International Convention on Standards of Training, Certification and Watchkeeping for Seafarers, 1978 as amended (STCW Convention) and the Seafarers' Training and Certification Code (STCW Code). The checklist seeks to ensure that there's consistency in the process of accrediting a training institution for specific course(s) and Programmes. It does so by;
1.         Providing guidance to training institutions when putting together an application for accreditation;
2.         Providing guidance to the examiner to conduct a 'quick' assessment of the accreditation to check that all requisite documents form part of the application.
In assessing the application for accreditation, the SAMSA examiner must not only consider this document. But other documents pertaining to the accreditation. Primary documents to be considered by the examiner are;
1.         The Regulations
2.         Training Standards Code
3.         STCW Convention
4.         STCW Code
This Checklist applies to applications for accreditation done in accordance with the Merchant Shipping (Training and Certification and Safe Manning) Regulations, 2021 and the Training Standards Code. This checklist must be completed by the institution.
I, the undersigned, declare that, I am fully aware of the requirements of accreditation as set out in the Procedures and Guidelines as provided by SAMSA (available from SAMSA website). All the facilitators and other persons involved in the training are fully aware of the requirements of the SAMSA Code and the accreditation conditions, as well as their responsibilites.
Item
Notes
Coment
Understanding of Requirements
The Institution has signed the declaration that they fully understand all the requirements of accreditation and their responsibilities
Letter of application
The Letter of application should be explicit about which institution is applying for accreditation for which course or programme. It should clearly indicate the following;
1.         Name of Institution applying for accreditation, including the
1.1.         address of the venue where training is to take place;
1.2.         contact details where SAMSA can reach the institution
1.3.	Contact details for bookings (For reference on Website) 
2.         Name of the Course (to be identical to the names provided on the relevant STA or GOP-530.04 - SAMSA Code - Minimum duration of Courses), including, where applicable the reference to the convention
Description of the course
This may form part of the Letter of Application. The applicant should describe the course in the following manner;
1.         Name of the Course (to be identical to the names provided on STA or GOP-530.04 - SAMSA Code - Minimum duration of Courses), including, where applicable the reference to the convention;
2.	How the course is presented, facilitated and/or given, e.g. theory vs. practical, use of presentation slides, notes, etc.
3.	Type and/or form of assessment for the specific course, e.g. written, practical, etc. as applicable
4.	Maximum number of students permitted per course. Where applicable, taking into account requirements of the course.
Course content
The course content should cover the following
1.	The student manual should contain the relevant STA or the SAMSA Code on the first pages and study plans are to accurately reflect the sections of the code.
2.	Where slides are used, these should be provided as well
3.	For courses relating to Occupational Health, Safety, Security and Special Ships, samples of examination papers and memorandum should be provided
4.	Practical assessment forms and their explanatory notes
Appointed instructors and/or assessors
The name of the appointed instructors and/or assessors involved in the course. In each case, the instructors and/or assessors should have appropriate qualifications and experience as may be defined in each code. The list of Instructors and/or assessors should contain;
1.	Summary (one page or less) of their qualifications and experience (Examiner may request to sight copies of the qualifications)
2.	Foreign Qualifications (except for those relating to the STCW Convention) should be vetted and recognised by the SAQA 
Learner application details         
The process by which a learner applies to undertake the course is to accompany the application. As a minimum, the following should be included; 
1.	The application form (where e-forms are also used  - this should be stated)
2.	Verification process of the qualification where there is a pre-requisite qualification/certificate
Quality Standard System
Quality Standard System should be in accordance with GOP-503.3 (it must be noted that all documents forming part of the application should be controlled under this system.)
Certification
The certificate issued to the learner on completion of training and assessment shall contain the details contained in GOP-503.2
Multiple venues accreditation
If the institution needs to conduct the training in multiple venues, the application should be consistent with the requirements set out on GOP-503.1
Re-accreditation
If the application is for re-accreditation, the following additional information must be supplied; 
1.         A copy of the current accreditation certificate;
2.         A summary of amendments to the course content and related materials
3.	Summary list of the persons who attended the course since it was accredited (delete)
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