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Adhoc Audit of a training provider
List of Courses covered by the adhoc audit
Course Name (as per STA)
Refresher?
e-learning?
For each course listed above, a standalone course specific checklist shall be completed and form part of the report presented to the Senior Examiner.
Audit Reasons for audit
Notes:
Initial Accreditation - the first accreditation of an institution which has previously not been accredited. All institutional systems are audited, in addition to specific course requirements, before an accreditation is awardedRe-accreditation - an accreditation, similar to Initial Accreditation, which is conducted when the Inital Accreditation is due to expireAdditional Accreditation - for an institution that is currently accredited, but wants to add additional courses/programmes to the accreditation. The focus of this audit is on the course/programme specific requirements.
I, the Examiner, have completed the audit of the institution per audit schedule, the findings have been closed out, and have satisfied myself that the institution meets the requirements as set out in the Regulations as well as the QMS-OP-1002 - Approval of a training institution
Section 1 - Opening Meeting
Section 2 - Documents Review
QMS-OP-1002 - Accreditation of training institution
#
Item
Ref
Outcome
Remarks
1
Proof of registration as a business, or other form of juristic person recognised by law
Para 7
2
Documented Procedures - Quality Policy, 
Para 10.2
3
Simulator Approval (still valid, or revalidated?)
Para 3
4
Place of business - appropriate business approvals including any permits from relevant government authorities
Para 11
QMS-OG-1002.1b - Short Courses
#
Item
Ref
Outcome
Remarks
6
6
ablution facilities are kept in an acceptable state of cleanliness
The institution has separate ablution 
Para 18.1
Para 17.1
7
7
The refreshment area is kept in an acceptable state of cleanliness
Para 18.1
8
8
All documentation relating to seafarers training are kept safe and accessible at reasonable request
Para 18.2
10
Review of change to documents since the accreditation or re-accreditation in line with the institution's QMS
Para 26
11
6
A summary of amendments to the student hand-outs and the facilitator’s guide
Para 26.1
Para 17.1
12
7
A summary of material changes to any other documents relating to the accreditation
Para 26.2
13
8
The latest copy of the annual internal audit and courses completed in the six months prior to application
Para 26.3
14
9
The Authority may conduct a more in-depth assessment of an application if deemed necessary.
Para 26.4
QMS-OG-1002.2 - Requirements for documented processes
Where the insitution has a ISO 9001:2015 certificated QMS, the examiner should skip process verification and may audit the quality records under this section
#
Item
Ref
Outcome
Remarks
15
Quality Policy, including the stated objectives, scope of application and the roles and responsibilities of personnel
Para 7
16
6
What is the institution's Quality controls (Processes):
Para 7
17
7
Monitoring the quality of training and that training objectives are being met?
Para 7
18
8
Implementation of training, teaching, assessment and examination activities
Para 7
19
9
Each course, or programme, have their own stated Objectvives - aligned with applicable STA(s)
Para 8
20
Records of confoming with the requirements to provide SAMSA with information
Para 9
21
Copies of internal audits
Para 9.1
22
Schedule of planned courses
Para 9.2
23
A list of completed courses and completion records of students
Para 9.2
Section 3 - Course Specific Requirements
The examiner shall use the course/programme specific Checklist to complete this part. In doing so, the Examiner shall:
List all the courses that were part of the audit as per front pageAttach each completed STA specific checklists as separate documentsIndicate, in the appropriate column, if there were 'Findings' on each checklist
Course/Programme
Referesher
Finding
Remarks
Section 3 - Closing Meeting
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