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l.l

Porl I

Admlnlshollon ond opprovol

lmporlonce of mqillime lrolning:

Ships ore only os good os the persons who mon them. Sofety

ond efficiency of ships ore dependent upon the professionol

competence ond dedicotion to duty, of the seoforers on boord

the ships. lt is essentiol thot ship operotions ore corried out with

moximum efficiency, while ot the some time ensuring sofely of

life ond the morine environment, ond preventing loss. The ero of

speciolizoiion is evidenl from the different speciolised iypes ond

sizes of ships soiling the seo todoy, os well os lhe diversily of

commodities being conied, not to meniion the vorious troding

oreos ond routes. ln this ero of odvonced technologies ond

chonged internotionol ond monogement proctices, the

seoforers' competency requirements. ore being focussed more

norrowly now ihon ever, posing o chollenge lo the regulotor ond

reguloted, both. To meet the present chollenges, ihe

lniernotionol Moriiime Orgonisotion (lMO) hos revised its

Stondords of Troining, Certificotion ond Wotch keeping Code in

2010, ond the lndion Administrotor, being member stote, hos

odopted ihe revised instrument in 2014, well before the due

dote.

1.1.1 Objectives:

The objective of lhese GUIDELINES is to esioblish common

minimum iiondords for oll moritime iroining instiiutes opproved

by ihe Director-Generol of Shipping, Govt. of lndio, the Moritime

Administroior (hereofter DGS) conducting opproved troining

courses, vlz., modulor , slmulolot ond posl'seo competency

coulses, ond does nol include pre-seo troining courses'

These guidelines hove been fromed to give full ond complete

effect oi implemeniotion to ihe omended provisions of

lniernoiionolConventiononStondordsofTroining,Certificotion
ond Woich-keeping for Seoforers, lgTS os odopted by

Conference of Porties to STCW Convention in Monilo on 25tn

June, 20]0 ond the M.S. (STCW) Rules, 2014 under the provisions

of the Merchont Shipping Act, '1958.

1L



All moritime troining institutes thol conduct, or intend to conduct
ihe opproved lroinlng courses olher lhon lhe pre-seo lrolning
coutses. viz., modulor, simulolor ond posl-seo compelency
courses for troining of seoforers, should oim o1 excellence ond
sholl obide by these guidelines os set forth herein.
Where considered necessory, odditionol norms will be issued by
ihe Director-Generol of Shipping, Govt. of lndio, the Moritime
Administrotor. The DGS reserves the right to chonge, odd,
modify, rescind or reploce these norms, or ony port thereof ,

whenever considered necessory.
These guidelines ore required to be reod wilh lhe Merchont
Shipping (Stondords of Troining, Certificotion ond Wotch
keeping) Rules, 2014, the Troining, Assessment ond Exominotion
Progromme -Pori A (TEAP-A) ond lhe exisling Circulors. M S

Notices or other orders, issued by DGS from lime to time.

1.2 Enlry inlo force:

All new troining lnstitutes opplying for modulor, simulotor ond
postseo competency courses ore required to follow ihese
guidelines with effect from ihe dote loid down hereinofter oi the
end of ihese guidelines.

1.3

The existing opproved troining
with these guidelines within six

guidelines.

Entltles ellgible for opprovol:

Institutes ore required to comply
months from the dote of issue of

1 .3.,l Approvol to lnstitute:

Approvol of DGS hos to be sought by ony troining Institute, prior

to running ony DGS opproved moriiime course.

All existing troining lnstitutes opproved for conducting ony DGS

opproved post seo course os on dole when these guidelines

come into effect sholl be deemed to hove been opproved by

DGS.

tb
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I .3.2 Form of lnstilute:

Only such institutes os promoted owned monoged by Centrol
ond Stote Govt., or by registered non-profit public trust or
Socieiy, or o compony registered under section 8 of Indion
Componies Act 2013, with monogement supporl of shipping
professionols, con opply for opprovol for setting up of moritime
troining inslitute for conduct of modulor, simulotor ond post seo
competency courses.

1.4 Procedure for opprovol to the lnstilule:

1 .4.1 Applicotion for in-principle opprovol of the lnstitute:

The proposed lnstitute sholl opply io DGS for in-principle
opprovol of the lnstitute in proformo enclosed in Annexure 1. The

opplicoiion should contoin deioils such os:

(o) Nome of the Moritime Troining lnstitute
(b) The form of orgonisotion which proposes to run the courses,

i.e., registered public Trust or Socieiy or Section 8 Compony,
hoving educotion os one of the objeclives. Copy of Trust

deed or Certificote of incorporotion or certificotion of
registrotion is required lo be submilted.

(c) Nomes of Trustees/Monoging Committee members/

Directors of ihe registered Section 8 Compony olong with

iheir CV.
(d) Nomes of members in the Monogemenl committee who

ore shipping professionols.

(e) Resolution possed by such registered public

Trust/Society/Section 8 compony mentioning thol they

wont to run/stort the troining lnstitute indicoting the nome

of such lnstiiute. Attested resolution sholl hove to be

otioched.
(f) The oudited occounts for the non-profit orgonisotion for the

lost 3 preceding yeors sholl be submitted, ond if the insiitute

is newly founded, ihe finonciol stonding needs to be

estoblished, while opplying for opprovol.
(S) lntended locotion of lhe insiitute.
(h) Business Plon ond proiecl feosibility report (PFR) of instituie

certified by o scheduled bonk or o chortered occountont.

Irn



Tentotive list of courses thot the lnstitute proposes to

condu ct.
CV of Principol of the lnstitute

Proposed Loyout of the premises showing bosic

infrostructure i.e., compus, office, librory, clossrooms,

workshop, lobs, simulotor room, eic.
Number ond quolificoiions of foculiy members intended to

1.4.5 Authorizedsignotories:

The

two

be oPPointed.
(m) Detoiled report why the opplicotion should be occepted

under these guidelines, including the bockground of the

Trust/ Society/ Compony, objectives ond scope of

proposed institute, its quoliiy ond humon resource

development policy with regord to focully recruitmenl'

,].4.2 
Fees:

The lnstiiute sholl poy the non-refundoble processino fee of Rs'

IOO.OOO/- olong with opplicoiion for in-principle opprovol to set

up the lnstitute.

,l.4.3 
Funds for copitol:

Source of funding of lnstiiute for initiol copitol expenditure ond

recurring expenditure sholl be shown in detoil in the Business Plon

ond PFR. Proof of ovoilobility of finonces should be included'

I .4.4 Nome of lnstitute:

No lnstitute will be ollowed io use or continue lo use for the

troining lnstitute ony title or nome which moy suggest potronoge

or opprovol/ recognilion of lhe Govt' of lndio or ihe Govt' of the

Stote. Pleose see in this regord Sec'3' ond clouse 7 of the

ScheduleintheEmblemsondNomes(Preventionoflmproper
use)Act,lg5O.DGsherebyloysdownthotwordssuchoslndion'
Notionol or Bhorot etc., sholl not be ollowed in the nome of ony

troining lnsiitute. Any chonge in the nome of the lnstilute is

requirJd to be submitted to DGS in odvonce' ond opprovol

obtoined before using the new nome'

(i)

(k)

(i)

(t)

lnstitute sholl forword the nomes ond specimen signotures of

ploont who ore respeciively the outhorized represeniotive

la
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ond olternote representotive to deol with DGS. No person other
thon these two persons will be entertoined by DGS or ihe
Mercontile Morine Deportment (MMD) for ony purpose reloting
to the lnstituie. Documents submitted by the lnstitute, signed by
oiher thon either of them will not be occepted by DGS or
Mercontile Morine Deportment. lf there is o chonge in outhorised
signolories it should be notified to DGS by o resolution signed by
oll Trustees of the registered Trust or ouihorized Monogemeni
Council member of the Society or directors of registered section

8 compony os per the documents submitted to, ond/or
ovoiloble with, DGS ond MMD. Any chonge should be notified
to DGS well in odvonce ond with indicotion of ihe dote from
which the chonge will be effective.

1.4.6 Groni of in-principle opprovol:

'l .4.6.1 On scrutiny of ihe proposol ond on successful

complionce with the generol requirements necessory

for running moritime troining courses, DGS moy gront in-

principle opprovol for the new lnsiitute, depending on

lhe prevoiling policies reloted to opprovol of new

instiiutes, which moy chonge from time to time.

1.4.6.2 For Existing lnstitutes: lnsiitutes, if they so desire, moy

opply to DGS in the proformo prescribed in Annexure ll,

for gront of in-principle opprovol f or copocity
enhoncemenl or storiing of new courses.

DGS moy gront in-principle opprovol to ihe proposol(s)

f rom the existing lnstitute, provided thot the institute

sotisfies the functionol ond eligibility requiremenis of

modulor, simulotor or post seo competency courses'

1.4.7 Volidity of in-principle opprovol:

lf on lnstitute which hos been gronted in-principle opprovol does

not opply for course opprovol ond inspeciion os per Annexure lll

within o period of iwo yeors, the in-principle opprovol gronted

by DGS sholl lopse outomoiicolly. Fresh opplicotion wiih ihe

processing fees will hove io be submitted for renewol of in-

principle opprovol.
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1.5

1.4.8

I .5.1

Requirements for Approvol:

lnslitute is required to hove its own premises. ln cose the lnstitute
does not hove its own premises, o necessory registered leose
deed / leove ond license for minimum 3 yeors period with
enobling provisions for renewol of leose/ leove ond license for o
further of 3 yeors, must be produced. lnstitute sholl provide
detoils of premises, infrostructure, ond equipments etc. os given
in PorI 2, titled "lnfroskucture", ot lhe time of seeking opprovol
for courses.

Approvol of lnslilule, new courses, enhoncement of exlsiing
copoclty:

On obtoining in-principle opprovol for new lnslitute, the instituie
moy opply for DGS opproved modulor, simulotor or post seo
competency courses, , subjec, lo lhe prevoiling policies ond
guidelines for opprovol of specific courses, which ore published

on DGS website. Such opplicotion sholl be submitied in proformo
enclosed in Annexure lll for eoch course seporotely. olono wilh
documenlorv evidences where required. One sei of this

opplicolion will need to be submitted to the jurisdictionol MMD,

on receipt of inspection order from DGS. Existing institutes moy
opply for new courses ond/or enhoncement of
copocity/frequency of opproved courses in the some monner,
with the processing fee. lncomplete opplicotion forms sholl be
rejected, if ihe deficiencies ore not rectified wilhin o period of l5
doies from the dote of inlimotion.

lnspection of f ocilities:

The institute sholl inform the DGS its reodiness for inspection for

courses.

1.5.2 Approvol to the lnstitule for conduct of DG opproved courses:

I .5.2.1 On on order by DGS, the Jurisdictionol MMD or

outhorised persons sholl corry out the inspection of the
premises, infrostruclure, foculty, ond course moleriol
elc., ond send o preliminory report olong with

observotions/deficiencies to the DGS, with o copy to

(6It



the lroining institute. The MMD sholl cleorly point out
the noture of deficiencies (mojor/minor) in its report.
All deficiencies will hove to be rectified by the lnstitute
within the time period provided. The rectificotion of
Mojor deficiencies will be verified by the MMD
concerned or by persons oppointed for this purpose.
The Principol Officer, MMD sholl submit ih
recommendotion in the finol report to the DGS. On
receipt of this report from ihe MMD, the DGS will
scrutinize the report.

1.5.2.2 On being sotisfied lhot oll requirements hove been mei,
opprovol will be gronied by DGS. Approvol gronted
by DGS should be disployed ot oll times in o prominent
ploce in the lnsiituie, ond occessible io the public.

1.5.2.3 Approvols for new lnsiitutes or for commencement of
new courses or voriotion in intoke copocity sholl be
prospective, ond not with retrospective effect.

1.6 Volidlty of opprovol:

All opprovols will be provisionol, ond moy be withdrown,
suspended or concelled by the DGS provided thot no such
opprovol sholl be withdrown or concelled wiihout giving on
opportunity io ihe institute of being heord.

1.7 Non DGS courses conducled ol lhe lnstilule:

lnstitutes conduciing non- DGS opproved courses sholl ensure
thoi the DGS opproved course sholl not be compromised due to the
conducl of ony oiher non-DGS opproved courses in the some premises.

The f ollowing moy be noled for complionce oll opproved troining
insliiutes:

1 .7.1 The Directorote sholl nol be deemed to be o porty to ony
molproctice or misconduct committed by the instiiute with
respect to the non- DGS opproved courses.

I .7.2 lnstitules conducting non-DGS opproved courses sholl notify the
DGS ond submit on undertoking in the proformo enclosed os

Annexure lV, giving the list of such courses being conducted in

the some premises. ond their opproving outhority, if ony.



1.7.3

1.7.4

1.7.5

l.l0

1.8

lnstilute sholl, on on onnuol bosis, submit the soid updoted
informotion os per Annexure lV olong with the onnuol return,

formoi of which is given in Annexure V.

The infrostruciure such os Closs room , Lobs, Simulotors,

Workshops, etc. ore noi to be shored with non DGS opproved
course.

ln ony cose, no course similor in nome to o DGS-opproved

course should be conducted by the lnstiiute. A clouse must be

odded. ln the prospectus ond/or brochures ond/or

odvertisemenis of the concerned non-DG opproved courses

mentioning thot "This course is nol opproved by Director-

Generol of Shipping, Mumboi".

Quolily slondords:

Every lnsliluie sholl hove on estoblished quolity system of the

opplicoble ISO stondord, or opproved equivolent, within six

months of the commencement of its first DGS-opproved course

ond ony new DGS-opproved course thereofter'

Records lo be moinlolned by lhe lnslitule:

The lnstltute sholl moinloin seporoie records for eoch course for

which it is opproved.

Code of conducl for odvertisements ond websiles:

The lnstitute must give full disclosure in the odvertisements for

courses conducted in print or elecironic medio ond its website,

giving conect informotion. lt should include, inier-olio' the

following:

L lO.I Eligibility criterio os per DGS guidelines

I .10.2 No.nes of courses

I . t 0.3 Course durotion

I .l0.4 Fees structure
'l .l 0.5 Number of seots sonctioned.

l.lO.6 Dote of commencement of course

1.9

ul LL



l.l I

1.il.1

1.r2.r

1.11.2

1.il.3

1.12

Copies of oll odvertisements published or issued must be kept in
the lnstitutes for record ond for inspection os the need orises.

Perlodicol relurns:

lnstitute sholl submit electronic doto in e-somudro / on the DGS

website of the condidotes odmitted for vorious modulor /
simulotor courses before lhe commencemenl of lhe course. For

competency courses, such doto moy be uplooded wiihin one
week of commencement of courses.

The lnstitute sholl submit on e-somudro the certificote detoils of
condidotes wilhin 7 working doys of completion of the course.

lnsiitute sholl submii such periodicol returns 1o DGS, os

prescribed lrom time io time, in the formot of MS Excel or
ony other formot os odvised, os mode ovoiloble in the DGS

website 'www.dgshipping.gov.in'. The Annuol returns should be
forworded in the prescribed formot (Annexure V), in sofi copy
through e-moil, prior io 301h Moy of eoch yeor. lt sholl contoin the
following detoils:

o. Monthly detoils on the courses conducted in the lnslituie.

b. List of condidotes who oitended the courses, ond

c. List of permonent ond visiting foculty members in foculty
returns os per DGS Order 5 of 2013.

lnspection of inslilule:

lnstitute sholl undergo periodicol inspections by opproved
outhority, or opproved ogency, either on orders of the DGS, or os

per schedule of inspection os decided by DGS.

lnstiiuies opproved for conduci of competency courses sholl

undergo Annuol inspections os port of Comprehensive
lnspection Progromme (ClP) os required by DGS Order 25 of
2014, or such prevoiling order, which contoins the Guidelines ond

Checklist for such inspection, os omended.

lnsiitute sholl undergo inspection by the jurisdictionol MMD ot the
time of initiol opprovol of institute, course opprovols ond
enhoncement of copocity of the courses, os moy be required,

on the orders of DGS.

1.12.2



1.12.3 lnstitute sholl undergo unscheduled or surprise inspections, by on
opproved outhority, os moy be ordered by the DGS.

Grlevonce redressol mechonism:

The institute must hove in ploce o grievonce redressol
mechonism which should be published ond disployed in the
institute premises oi o prominent ploce. The insiitute musi olso
hove loid out processes in consononce wilh ihe Sexuol
Horossment of Women oi Workploce (prevention, prohibition
ond Redressol) Act, 2013, with respect to redressol of comploints
reloiing to sexuol horossment of workploce.

I .13
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lnfroslructure

Porl2

ll

2.1 locollon of lnslilule:

The institute should be eosily occessible ond well connected by
rood ond roil, to ovoid inconvenience to the troinees, the foculty
ond stoff. lnstitute is requked to hove its own premises. ln cose
the lnstitute does not hove its own premises, necessory registered
leose deed/ leove ond license ogreement for minimum 3 yeors
period with enobling provisions for renewol of leose for o further
period of 3 yeors, must be produced. lnslllule sholl provlde

9e,!olls of oremlses quipments elt. os otven

Address for correspondence:

All correspondence with ihe lnstitute will be mode only on the
oddress where the lnstitute is physicolly locoted. lnstitute sholl
provide o volid emoil oddress for correspondence with DGS
through emoil. lnstitute sholl hove on updoted website ond
provide iis recent ond vorid contoct detoirs for informotion of oil
concerned.

Shlfling of Premlses:

The request for shifiing of premises in the some city/district wiil be
considered_ ofter receipt of processing fee of Rs. SO,O00 only. The
chonge of locotion of the tnstitute from one ciiy/distiict to
onother will however be considered only os o fresh proposol,
ond the entire procedure for opprovol will hove to be followed
de-novo by the rnstitule. rn such o cose, the rnstituie wiil be re-
inspected by the jurisdictionol MMD ofter scrutiny of the
opplicotion by the DGs. prior to issue of the opprovor io conduct
courses of new premises. The rnstiiute con conducl the courses
ol the new premises only ofter receiving ihe opprovol for the
new premises from DGS.

2.2

2.3



2.4

Once troining hos commenced in one porticulor ploce wiih the
opprovol of DGS, no request for chonge of premises will be
considered till the completion of ot leost two yeors.

DGS moy ollow extension compus(es) in the some or different
locotion, subject to the prevoiling DGS policies ond reslrictions.

Conslruclion quollty:

All buildings of the lnsiitute sholl be:

Of regulor ( 'pucco') construciion. Temporory struciures ore
not permitted.
With proper ond permonent roofing ;

Properly cooted/pointed,
With modern flooring of tile/gronite/mosoic or similor moteriol,
ond be
Treoted for protection ogoinsl termites.

Drinking Woler:

Cold.ond Worm drinking woier must be provided ot oppropriote
locotions in the premise, especiolly neor the clossrooms ond,
sholl be fitied with purificotion focility.

Tollet focllllies ond woler supply ln lhe premlses:

Toilet focilities should be ovoiloble in the rotio of not less thon
one Toilei for every 40 condidoles, present in the premises, 75%
of which could be urinols. Continuous running woler supply totoileis sholl be provided so thot .onjidot., ore not
inconvenienced. Adequote wosh bosins moy be provided in therotio of one wosh bosin per g0 condidoies. ieporote toilet
focilities for lodies musi be provided. The toilei oreo must be well_ventiloied ond well-lit. The occessories in ihe toitet sholl benickel-ploted metol or sioinless sieel, ond not plostic. WCsprovided must hove proper loilel seot, with flush system.

Refreshmenl foclllly:

Refreshmeni focilities. such os provision of food ond beveroges,
ond odequote oreo for the some sholl be provided. The oreo

2.4.1

2.4.2

2.4.3

2.4.4

)l\

2.5

2.6

2.7
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2.8

2.8.1

2.8.2

2.8.3

musl be well-ventiloted, well-lit, ond mointoined in cleon,
hygienic condition, free of pests ond rodents. The quolity of food
served therein, sholl be strictly moniiored by the monogement.

Clossrooms

Ventilotion:

Clossrooms sholl be oir-conditioned, or hove good noturol
ventilotion ond be provided with odequote lighting ond fons.

Cooling:

Where the ombient temperoture in the clossroom is expected to
exceed 30"C, oir-conditioning sholl be provided.

H eoling:

No. of condidoles Corpet oreo of room
20 30 sqmt
24 36 sqmt
40 50 sqmt

Where the ombienl iemperoture in the clossroom is expected to
foll below 15"C, heoters sholl be provided.

2.8.4 Closs-room size:

There sholl be provisions for o toble ond o choir for the foculty in
the clossroom. Sludents sholl be provided o desk (not exceeding
three studenis for o desk provided odequote spoce with elboi
room is provided for eoch student) ond o choir eoch. A choir
with foldoble desk moy be occepted for modulor courses.
Spoce moy be provided for keeping the teoching moteriol in
eoch clossroom.

The size of the clossroom for condidotes sholl be os given below:

Existing instilute con continue with ihe present clossroom size
however if they opply for increose in copocity lhen they will
hove to comply with the obove guidelines.

b
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2.8.5

2.8.6

2.8.7

2.8.8

For simulotor courses, the specific course guidelines should be
ref erred.

Block/white boord:

Block/white boord with cholk/morker pens of different colours
sholl be provided in eoch clossroom.

Projecior& Screen:

An overheod projector (OHP) sholl be provided in eoch
clossroom, suitobly locoted for instont use without cousing ony
blind sector to condidotes. A white screen of mott finish is to be
provided, suiiobly mounted, for use. lt is recommended thot in
lieu of OHP, the institute moy provide o computer ond projector
for PowerPoint presentotions in clossrooms when required.
Monitor of minimum size in inches (meosured diogonolly) 60" for
30X,72" FOR 35X, 80" FOR 40X moy be used in lleu of proJeclor.
(Where 'X' ls lhe distonce ln feel of lhe forlhest viewer)

Notice-boord:

A notice-boord sholl be provided ot the entronce of eoch
clossroom, disploying, omong other notices, the weekly schedule
of closses ond the ossigned foculty.

Audio-visuol equipment:

The lnstitute sholl hove odequote oudio-visuol moteriols including
monitors, video/CD ployers, oppropriote video topes/CDs, etc.

Librory-cum-reodlng room ond Compuler ond inlernei focilities:

Every institute sholl hove o dedicoted librory-cum+eoding room
of size not less thon 20sq. m. ln institutes conducting competency
courses, the size of the librory sholl be nol less thon 36 m2. The
librory sholl be odequotely siocked with texibooks, publicotions,
reference book, newspopers ond mogozines both technicol ond
generol. Control of the ombieni temperolure sholl be provided
os prescribed for clossrooms. Preferobly, o quolified librorion sholl
be in chorge of the librory-cum-reoding room.

rrltb
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2.10

At leost three work-stotions, with iniernet focility, MS Office which
includes Word, Excel, Access ond Powerpoint progrommes, sholl
be provided for use by condidotes in the Librory Room, or o
computer lob/ room. Other internet focilities, such os Wi-Fi moy
be provided.

Moln Nollce Boord:

A notice boord sholl be provided in the common oreo for
disploy of course progrom/ schedules, Clp Certificote, eMS
Certificote, generol notices etc.

2.11 Medlcol emergencles:

A first oid kit stocked with odequote suppries for rendering first
oid sholl be provided. The lnstituie sholl hove the services-of o
doctor ovoiloble ol short notice ond o formol ogreement with o
hospitol/clinic neorby in cose of emergencies.

2.12 Allernole source of elechlc supply:

ln locoiions where there ore recurring power foirure, on orternote
source of eleckicol power sholl be provided copoble of
immediole supply to the following_

2.12.1 At leost horf the number of rights ond fons of premises shoil hove
olternote source for power.

2.12.2 Essentiol services such os freshwoter pumps, fire{ighting pumps,
where oppropriote, drinking woier purificotiori .q-riprn"nf,
cooking equipmenl, designoted emergency lift, telephone
boord must hove olternote source of power.

2.12.3 Computers, UpS for computers, simulotors ond their oir-
condilioners must hove provision for oliernote power supply.

2. 13 Foculty room:

There sholl be seoling spoce for foculiy members os follows:

2.13.1 A corpet oreo of not less thon 4 sqml per full_time foculty
member, with seporote choir, toble ond cupboord

2.13.2 Modulor seporotion is recommended.

t5



2.13.3 Fons ond, where necessory, provisions for the control of the
ombient lemperolure sholl be provided os prescribed for
clossrooms.

2.13.4 A seporoie room not ress thon g sqmt shoil be provided for the
Principol/ Heod of lnstitute.

2.14 Reception / Adminislrolive oreo:

Every institute shol hove o recepiion oreo to coter to odmissions
for vorious courses. Adequoie spoce ond focirities shoI be
provided for odministrotive stoff to perform their functions os per
these guidelines.

16
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Port 3

Foculty

3.r

3. t.1

3.1 .2

3. r.3

Foculty Slrenglh:

The number of condidotes in o closs sholl not exceed the
copocity for which the course is opproved.

A minimum of 50% of oll Lectures ond procticols put together
sholl be delivered by lhe Full-time Foculty / lnstructors of the
institute. The bolonce 50% ot lhe lectures / procticol moy be
token by Full time foculty members or by o number of visiting
foculties. This requirement sholl not opply to medicol courses,
security courses, ond up grodotion / revolidotion courses for
COC of Officers, Advonced Shipboord Monogement Course tor
Mosters, ond Engineering Shipboord Monogement Course for
Chief Engineers.

A Full time foculty includes:

3.1 .2.1 Foculty oppointed on permonent bosis / long{erm
bosis; ond

3.1 .2.2 Foculty on o full time controctuol engogement for o
period not less thon three months, tosked with
completing the topics ossigned,

Provided thot, not more lhon 2OTo ot the fullJime foculty sholl
belong to the cotegory of full-time foculty os in 3.1 .2.2 obove.

Visiting foculty meons o foculty member engoged on port_time
bosis.

The institute must comply with the number of foculty ond
teoching stoff for eoch course conducted os loid down in DGS
Order 5 of 2013, ond the specific course guidelines, ovoiloble in
the DGS website.

tfu
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3.2 Generol requlremenls for Focully ond lnstruclors:

lnstrucfors, foculty ond principol sholl be oppropriotely quolified
in occordonce with the provisions of Section A_l/5 of the
Stondords of, Troining Certificotion ond Wotch_keeping for
seoforers (SICW) Code for the iype ond level of troining ond/o,
ossessment performed.

All opproved moritime troining insiitutes sholl ensure thot the
quolificotions ond experience of the lnstructors, Foculty ond
Principol ore covered in the opplicoiion of the quolity stondord
provisions of Section A-l/8 of STCW Code. Such quolificotion,
experience ond opplicotion of quolity stondords sholl
incorporoie oppropriote insiructionol techniques ond troining,
ond ossessmenl methods ond proctice, ond sholl comply with
oll opplicoble requirements. Such person sholl:

3.2.1

3.2.1 .1

3.2.1 .2

3.2.1.3

(o)

(b)

hove on opprecioiion of ihe troining progromme ond
on understonding of the specific troining objectives for
the porticulor type of troining being con-ducied;
be quolified in the tosk for which troining is being
conducted;

if conducting troining using o simulotor:

hove 
.received oppropriote guidonce in instructionol

techniques involving the use of simulotor; ond
hove goined procticol operotionol experience of oporticulor type of simulolor being used os specified inthe respective course guidelines notified OV 

- 
tf,"

Direclorote from time to lime;
hove oppropriote level of knowledge ond
undersionding of ihe competence to be ossJssed;

be quolified in the tosk for which the ossessment is
being mode;

hove received oppropriote guidonce in ossessment
melhods ond proctice;

hove goined procticol ossessment experience; ond

3.2.1 .4

3.2.1.5

3.2.1.6

3.2.1 .7

t8



3.2.1.8 if conducting ossessment involving ihe use of
simulotors, hove goined procticol ossessment
experience on the porliculor type of simulotor under
the supervision ond lo the sotisfociion of on
experienced ossessor.

3.3 Fllness of foculty

lnstructors, Foculiy members ond the principol sholl be medicolly
fit for teoching ond should be copoble of cleor, loud. vocol
communicotion in English, without ony speech defect. Besides
possessing minimum quolificotions / experience. speciol
emphosis needs lo be mode of ihe pedogogic obilities of
foculty members porticulorly while being eig6geO, so thot
"tronsfer of knowledge" is effective ond worthwhile.

Quolificolion of lnslruclors, Foculty ond principol:

For oll modulor ond simulotor ond poslseo competency
courses, the minimum quolificotion of foculty sholl be os stotedin the respective Course Guidelines issued by DGS, in the
obsence of which it sholl be Ceriificote of Competency os
Moster of o. Foreign Going ship or Morine Engineer Officer Closs I

or os specified below:

3.4. 1.1 The Officers from the Indion Novy / Coost Guord moy
be engoged os Full time / Viiiting foculty for the
Novigotionol fun-ction subjecls only, iuch os principles
of Novigotion, procticol Novigotion, Terrestriol ond
Coostol Novigotion), Electronic Novigotionol Aids,
Bridge woich keeping, Meteorology, iodor, ARpA,
RANSCO Simulotors, seorch & rescue operotions, oil
pollution response, pirocy, lSpS, port, Ship security ond
Pirocy ot high seos, UNCLOS, Enforcement of M S Aci
provisions, etc.; provided they ore fully quolified ond
experienced os novigotors ond hove undergone Long
ND course of Monogement Level of I yeor durotion.

3.4.1.2 For STCW Bosic Modulor courses, the minimum
quolificotion for lhe foculty is o Certificote of
Competency (COC) os Moster_Neor Coostol Voyoge
(NCV), or Chief Mote Foreign Going (FG) or bfriet

3.4

3.4. t
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3.4.2

3.5

3.5.1

3.s.2

2C2

Engineer NCV (MEO Closs lll) or Morine Engineer
Officer (MEO Closs ll).

3.4.1.3 For oll Acodemic subjects, such os Physics, Chemisiry,
Mothemolics, Electricity, ond Electronics, Sociol
Sciences, etc. the minimum quolificotion sholl be o
Mosteis degree in the subject concerned. For generol
engineering subjecls, it will be B. E. / B. Tech. from UGC
recognized Universities / AICTE opproved insiitutes, llTs.

3.4.1 .4 lnstitutes conducting Preporotory / Compelency /
Revolidotion courses reloted to Mosters ond Chief
Engineers should give preference to foculty who
possess quolificotions such os Ph.D. / Exlro Moster /
Extro First Closs / M.Sc. in Shipping or Moritime Field.

3.4.1.5 The lnstiiutes ore encouroged ond should endeovour
to invite Soiling Officers with required quolificotions
ond soiling / teoching experience to import troining to
the students.

3.4.1 .6 The Principol/ Heod, ond ihe Vice Principol if
designoted, sholl. os o minimum, hold o COC os
Moster FG or Chief Engineer (MEO Closs l).

Explonotion: For the purpose of this Pott, Certificote of
Competency (COC/ meons o Cerfit'icofe of Cornpetency issued
or recognized by Government of lndio.

All lnsiructors ond Workshop lnstruciors ore required to hove
undergone 'Troining for troiners ond lnslructors (TOTI),' course
within 6 months of their joining the instiiute. Ail the fuil time
foculiy members including the Principols ore required to hove
undergone 'Troining for troiners ond ossessors (TOTA)" course
within 6 months of their joining the institute.

Age Limil for lnstruclors, Foculty ond principol

The oge limit for the instruclors who ore engoged in
Prociicols / demonstrotions / Workshop troining / Life-boot or
Life rofl troining / Fire{ighting iroining / physicol troining, etc.
sholl nol exceed 65 yeors.

The moximum oge for the Full time foculty members including
Principols sholl not exceed Z0 yeors.

The moximum oge for Visiting Foculty sholl not exceed 72 yeors.
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3.5.4. The instiiuie sholl mointoin the record of onnuol medicol fitness
"for teoching" of every focully obove 65 yeors of oge.

Teoching Hours for lnstruclors, Foculiy ond prlnclpol

The Teoching Hours of the Principol sholl not exceed l4 hours in
o week-

The Teoching Hours of the Vice Principol. where designoted,
sholl not exceed l6 hours in o week.

The Teoching Hours of the full time foculty sholl not exceed lg
hours in o week.

The Troining Hours of lnstructors sholl not exceed 24 hours in o
week. For simulotor bosed courses ihe leoching hours sholl not
exceed 26 hours in o week.

The Teoching Hours for the Visiting focully, sholl not exceed lg
hours in o week ot oll the institutes pul togeiher. A written
declorotion by the Visiting Foculty to ihe obove effect sholl be
ioken by the institute.

ln cose o foculty member serves olso os o principol/ Vice_
Principol, the limitotions slipuloted for the higher portfolio sholl
opply.

Vlsltlng Foculty, Reloxollons ond Exempllons

Visiting foculties should hove received oppropriote guidonce in
instructionol iechniques ond sholl hove:
(o) received oppropriote guidonce in ossessment methods

ond proctice; ond
(b) goined procticol ossessment experience under the

supervision ond to the sotisfoction of on experienced
ossessor.

3.6

3.6.l

3.6.2

1L1

3.6.4

3.6.5

3.6.6

3.7

3.7.1

J./.t AII Visiting foculty should undergo TOTA course if their
quolificotion ond experience does nol support exemption.

I t6
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3.7.3

3.7.4

3.7,5

J./.6

The lnslitute should encouroge
indusiry reloled to ihe subjects
Foculty

Exemplion from TOTA is given to Foculty members holding the
following quolificotions:

o) B. Ed. / M. Ed. euolificotion from UGC opproved Universities
/ M.Sc. in Moritime Educotion & Troining from World
Moritime University; or

b) Extro Moster / Extro Firsi Closs Engineers / M. Sc. in Shipping
or Morilime field ond MBBS Doctors, or

c) Visiting Foculty from Speciolized fields, such os Legol,
lnsuronce, Monogement, Medicol, Shipyords, Clossificotion
Societies, Commerciol Shipping, Ship Monogemeni ond
Equipment Monufocturers.

d) Soiling officers working os visiting foculty for o period noi
exceeding 3 months in o colendor yeor.

Revolidolion of the Certificote of Compeiency (CoC) is only
required for seo service os per the STCW convention, ond is not
required for shore-bosed jobs. Therefore, ii is not necessory forthe Principor or the Focurty to revoridote fl-re cerrificote ofCompetency. However, oll foculty members shott keep their
knowledge up-to-dote in the reloted subjects.

The Troining lnslitutes sholl
troining f or their foculty
records for verificotion.

distinguished persons from the
1o deliver lectures os Visiting

ensure periodic up,grodotion ond
members ond sholl mointoin such

3.8

3.9

Course-ln-chorge for eoch course:

The institute sholl designote o foculiy os
every course.

course in chorge for

Admlnishollve ond supporl sloff:

There must be sufficieni number of odministrotive ond support
stoff designoted, to mointoin records onO upfooJ such doto osrequired in order io ensure complionce with ihese guidelines.
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Foculty records sholl be mointoined ond dote submitted every 6
monihs (on 3l December ond 30 June) os per form given in Annexure Vl.
Also foculty lood motrix to be submitled -Annexure rv orong with the
Annuol Return in the formoi given in Annexure V.

3.1 0 Foculty records:

tb

4.1

4.2

Porl4

Course focililies ond fees:

Course shenglh:

The number of condidotes in o botch sholl be os per respective
course guideline, published on the DGS website from time to
time ond the opprovol gronted for the course.

lncreose in course copoclty:

Any request for increose in the copocity or odditionol boich ofthe course subsequenily will be considered ofresh, ond the
lnstitute will be required to poy the non_refundoble processing
fee ogoin olong with the opplicotion. lnspection by thEjurisdictionol MMD, on lhe odvice ond scrutiny'of DGS will tokeploce only on such poyment being mode.

Admission slondords:

Admissions to courses sholl be given to condidotes prior to stort
of the modulor ond simulotor iourses. ln cose it comes to thenotice of DGS thot lnstitule hos given odmission to ony
condidote ofter the stort of the course, without following course
guidelines, this will be treoted os misconduct by the tnstitute ondit sholl be lioble for penol oction including withdrowol to the
opprovol of the course.
ln the cose of competency courses, institutes ore ollowed to give
odmissions within o week of commencem"nt ot co,irre,provided thot the requisite 90 per cent ottendonce ismointoined, without which ihe condidote sholl not be issued
with o course completion certificote.

4.3

)[
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4.4 Course conlent:

The course content ond ihe distribution of hours for eoch
topic/octivity hos been be prescribed seporotely for eoch
course, os Specific Course Guidelines ond published on DGS

website. These musi be strictly odhered to.

Deloiled leochlng syllobus:

Teoching syllobus hos been prescribed for eoch competency,
modulor ond simulotor course, ond these sholl be odhered to.

Texl- Books& Sludy molerlols:

Text-books ond journols or study moteriols required for ihe
courses conducted sholl be mode ovoiloble to the condidotes
for reference during the course durotion, ond sholl be ovoiloble
in the librory.

Course commencemenl doies:

ln order to mointoin uniformity, the dote of commencemenl of
post-seo competency courses sholl strictly be the doies notified
by DGS, or the dotes os per onnuol schedule prepored by the
institute. The instiiute must disploy the dotes of commencement
of course in their website or notice boord for oworeness of
co ndidotes.

lnlimollon ond informollon lo DGS:

lnstitute sholl uplood the botch detoils, course-wise in e-somudro
module within the time stipuloted in poro 1. t t. Similorly, on
completion of the course(s), necessory updotion of the botch
doto sholl be mode to include the certificoie detoils.

Evoluolion ond moniioring:

The lnstitute sholl hove in ploce o demons.troble system for mid-
term evoluotion for continuol improvemeni for the competency

tb

4.5

4.6

4.7

4.8

4.9

,, 
I

24



4.r 0

4. 1 0.1

4.10.2

4. r0.3

4.10.4

4.10.5

4.11

courses, during the period of troining, to ensure thot the course

objectives ore being otloined.

Finol Exominollon:

Towords the end of eoch course, there will be o finol

exominotion consisting of written (on-line / oftline), orol ond
procticol segments, where opplicoble.

Except ond till otherwise provided, the exominotions ore to be
conducted, ond the ossessment mode, by the lnstitute itself .

Condidotes who foil the exominotion will need to re-oppeor ond
poss the re-exominolion 1o obtoin the course completion
certificote.

The lnstitute sholl retoin the onswerscripts ond other ossessmenl
records for ot leost twelve months thereofter.

ln order to ensure thol proper voluotion hos been done, the
opproved or outhorized ogency, such os o Recognised
Orgonisotion, or on outhorized person f rom the jurisdiclionol
MMD, or other officer oppointed by DGS, moy review the
ossessment records oi rondom. Further the opproved or
outhorized ogency moy olso osk questions to some of lhe
condidotes during the surprise/onnuol inspection to ossess the
generol quolity of troining imported.

The opproved formot of lhe course completion certificote hos
been prescribed for eoch course ond ovoiloble on the DGS
website, which musl be followed.

Course Fees:

During inspections by the outhorised ogency, or outhorised
persons, the records of fees chorged will be checked ond ony
deviolions in term of excess fee chorged from the declored fees
sholl be treoied os misconduct by the lnslitute, otirociing penol
provisions including withdrowol of opprovol of the course by the
DGS. The fee chorged should olso be printed in the prospectus
ond/or brochures, ond full disclosure sholl be given on the
institute website to ovoid possible molproctices.
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4.12

4.13

4.14

Method of collection of fees:

Proper records sholl be mointoined by the institute ot the
premise of oll fees collected ond proper receipts must be given
to the condidotes. Any deviotion by the lnstitute sholl be
treoted os misconduct by the lnstitute ond sholl be lioble for
penol oction including wilhdrowol of opprovol.

Annuol conlribulion lo Governmenl:

All opproved lnstitutes sholl poy to the DGS, the onnuol fee of
i% of totol fees collected by the institutes during the previous
Finonciol yeor from lsr April to 3ln Morch, the minimum of which
sholl not be less thon Rs. 10,000. This omount of onnuol
contribution to Government should be remitted to the DGS by
3l't Moy ofter every finonciol yeor by DD poyoble/ e-poyment in
the nome of Director Generol of Shipping. Deloils of lhe
contribution sholl be submitted os per form given in Annexure Vll.
A penol interest of l8% sholl be levied on the omount due when
there is o defoult by the lnstitute/workshops. Moreover, if the
omount due is not received by 3lst July of the yeor, the opprovol
itself moy be suspended till such time the poyment is mode ond
the lnstituie will be responsible for oll consequences orising
thereof .

Feedbock mechonlsm:

Every instiiute sholl hove o compulsory feedbock mechonism,
ond obtoin feedbock from the condidotes on completion of
course, in the prescribed formot os enclosed in Annexure Vlll.

poper/ electronic
outhority during

4.14.1 Such feedbock forms sholl be moinloined in
form, ond mode ovoiloble to inspecting
inspections.

4.14.2 The inslitute must be obre to demonstrote to the outhorities, ih
internol mechonisms for improvement of teoching/ focilities
bosed on such feedbock received.

,rl ta
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5.1

Port 5

lnsoeclions ond Dlsciollnory ocllon

Automollc lopse of opprovol:

Where, ofier the opprovol of the DGS, no post-seo competency
or modulor or simulotor course is conducted for o yeor or more,
the DGS opprovol sholl be deemed to hove outomoticolly
lopsed by defoult. This is necessory since the foculty would not
normolly be reloined/utilized ond the equipment might hove
deterioroted during this period. The opprovol moy be revived by
subsequent inspection on o request received from lhe lnstitute,
ond ofler poymenl of processing fees.

Role of lhe Jurlsdlcllonol MMD:

On receipt of lnspection Order from DGS, the jurisdictionol MMD
sholl corry out on inspection of ihe institutes for verificotion of
infrostructure, foculty etc. os contoined in the opplicotion for
iniiiol opprovol, or new courses / odditionol botches, ofter giving
intimoiion lo the institute. The inspection sholl be corried oul by
on officiol from ihe jurisdictionol MMD olong with on opproved
externol inspeclor.

Jurisdictionol MMDs moy corry our unscheduled (surprise)
inspection to verify complionce with these guidelines or other
orders / Circulors on the orders of DGS or the principol Officer,
MMD on receipt of comploinis or on the bosis of informotion
received or os per the schedule provided in the Clp Guidelines.

The MMD inspecting teom sholl verify thot ihe quolity stondords
system is in ploce ond thot the lnstitute is duly certificoted ond
groded by the Recognised Orgonizolions os per Clp Guidelines,
where opplicoble.

Observotions for further developmeni of lnstitute to streomline its
working moy be mode. Such observotions would be prudent
odvice ond should be heeded to by the lnsiitute.

5.2

5.2.1

5.2.3
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5.2.5

s.2.6

5.2.7

5.3. r

5.3

lf the inspecting leom of the MMD during the course of
inspection finds deviotion from these guidelines / Orders /
Circulors, ii should immediotely bring it to the notice of ihe
lnsiitute ond seek complionce within o specified period. This sholl
be conveyed in writing to the lnstitute. The report of the
inspecting teom to the Principol Officer, MMD must contoin the
lisl of deficiencies duly endorsed by the inspectors/surveyors ond
of leost lwo senior persons from the lnstitute, o copy of which
sholl be sent to DGS for record. The lnstitute must be given o foir
chonce to express ih point of view ond orguments to the
inspecting teom.

The Principol Officer, MMDs sholl send o full report of ony
inspeciion corried out to the DGS, including o report on closure
of deficiencies, ond provide specific findings ond
recom me n d o tio ns.

Generolly no on-going course sholl be terminoted or suspended
unless ihere ore omple reosons to justify such o withdrowol os in
poro 5.5.5. ln oll other circumsionces, the findings of the
inspection should be immediotely reported to the DGS with o
cleor recommendotion stoting ihe proposed course of oction.

Deflciencles:

Deficiencies moy be of two types: mojor ond minor.

Mojor deficiencies :

These ore mojor deviotions from stondord norms os specified by
DGS/ IMO Model Course, which in the opinion of the inspecting
ouihority moy offect lnstitute performonce /student outpu'iquolity seriously ond odversely.lntentionol violotion of ihe
instructions of ihe DGS wiih o moiive to circumvent
rules/guidelines, or ony unlowful proctice sholl be clossed os o
mojor deficiency.
Mojor deficiency shqll comprise of ony item such os:

5.3. I .l enrolment of the number of students in excess of
opprovol,

5.3.I .2 inodequocy of the foculty to import troining, or
violotion of focully norms,
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5.3. r .3

5.3.1 .4

5.3. r .5

5.3. r .6

5.3. t.7

5.3. r.8

5.3.1.9

5.3.r.r0

5.3.1 . I I

inegulorities in fees,

irregulorities in teoching hours ond

breok-down of generol discipline

instonces of froudulent issue of certificotes

instonces of issuonce of certificote(s) without conduct
of course, or ottendonce by condidote(s)

instonces of foke certificote(s) issued by foculty/ sioff/
institute

folse submission of informotion to the oulhorities,

excessive number of Minor Non conformities, Non
conformities not closed wilhin time limit

serious lopses in the bosic minimum prescribed for
infrostruclure,

5.3.2

5.3.I . I 2 serious non- conformities reloted with the Quolity
System,

5.3.1 .l 3 ony other significont lopse from lhe guidelines.

ln the eveni of such deficiencies being noted during inspection,
they should be reported to the DGS immediotely.

Minor deficiencies :

These ore minor deviotions from o stondord proctice of DGS /
IMO Model Courses of running o curriculum, which in the opinion
of the inspecting outhority moy odversely offect the quolity of
ihe lnstitule /siudent output. These minor deficiencies ore
expecled to be oddressed wiihin one {1) to three (3) months, or
in o given time frome os oworded ond verified by the outhority,
if necessory. Minor deficiencies, if not oitended within the
stipuloied time. will leod to the some being converted into Mojor
deficiency.
Exomples ore: lmproper foculty seleciion modolities, Foculty not
hoving done TOTA course, Closs routine Not Detoiled, Detoiled
teoching syllobus not in ploce. Foculty/ student ottendonce
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5.4

registers not moinioined, inodequote mointenonce of specific
Lob / workshop equipment, etc.

Recllfl collon of deflclencles

After the deficiency hos been noted by ony inspecting outhority,
it is necessory thot following procedure be odopted:

The deficiencies musi be noted down immediotely ond duly
endorsed by the surveyors ond lhe lnstituie representotives os
stoted eorlier, o copy of ihe some sholl be forworded to the DGS

for informotion.

In cose of o mojor deficiency - o worning is to be given to the
institution 1o rectify immedlotely or over o specified period of
time. Simultoneously o report should be mode out to the DGS.
lnstitute should report the reclificotion of deficiencies, which
moy be verified by the MMD/ inspeciing outhoriiy.

ln cose of minor deficiencies -lisl of deficiencies should be issued
to the lnstitute ond they should be given o specified period of
time to rectify. lnstitute should rectify the deficiencies within the
specified time ond report the some to ihe MMD/ inspecting
outhority.

ln cose of observotions, they should be conveyed to the lnstitute.

The period of time for rectificoiion of deficiencies must be cleorly
spelt out to the lnstilutes. lnstitule sholl remove the deficiencies
within the time permitted.

Wilhdrowol of opprovol:

Cotegories of withdrowol:

Deiection of ony mojor deficiencies moy leod to imposition of
penolty of withdrowol of opprovol of the course. Withdrowol con
be eilher temporory or permonent. Permonent withdrowol con
be for the course, or for the lnstitute. Permonent withdrowol for

5.4. I

5.4.2

5.4.3

5.4.4

5.4.5

5.5

t! I
J.J. I
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5.5.2

5.5.3

the lnstitute con be ordinory, or immediote. These cotegories ore
exploined below.

Temporory withdrowol of opprovol:

Temporory withdrowol meons thot the botch(es) which ore
being octuolly conducted sholl be ollowed to run ond be
completed so os not to odversely offect the siudents doing the
soid courses, ond on completion on due doie, no fresh botches
sholl be ollowed io join. lf the lnstitute hos olreody odmitted
students to the next course, collected fees etc., it sholl return the
fees ond inlimote the studenls obout temporory withdrowol of
opprovol, ond sholl not conduct the nexi course. lf there is ony
violotion of this guideline, then it sholl outomoticolly result in the
permonent wilhdrowol of opprovol by DGS. On complionce with
the deficiencies poinied out by the inspecting outhority, ond on
opprovol by the competent outhority, the iemporory withdrowol
moy be rescinded ond the boiches for the opproved courses
con begin once ogoin os per relevont criterio ond guidelines for
the course oi ihe time of restorotion of opprovol.

Permoneni withdrowol of opprovol:

Permonent withdrowol meons permonent discontinuotion of the
course ofter the current boich completes thot porticulor course.
Thereofter no botch sholl be conducted, ond the opprovol to
the course will be permonently wiihdrown. lf the deficiencies os
o result of which the opprovol to the course wos permonenfly
withdrown hove been rectified to the sotisfociion of the
inspecting outhority, then the course should be opplied for once
ogoin, ond ofter poyment of non+efundoble processing fees
ond the necessory inspeciions, opprovol moy be gronted but
not in ony cose prior io the lopse of o period equol to three
botches of thoi course.

5.5.4 Ordinory permonent withdrowol of lnstituie opprovol:

lf however the type
permonent withdrowol

of mojor deficiencies is such thot o
of the opprovol needs to be imposed on
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the lnstitute itself, then the lnstitute sholl be closed down os soon
os the current botches complete their course.

EEI lmmediote permonent withdrowol/concellotion of lnstitute
opprovol:

ln exiro-ordinory coses where the deficiencies ore so serious thot
DGS comes to the conclusion ihoi ihe opprovol should be
withdrown from the tnstituie itself, thol is, for oll the opproved
courses in the lnstiluie without even woiting for the current
botches of students lo complete the current course, such oction
moy be loken with immediote effect. This sholl olso be known os
concellotion of opprovol of the lnstitute. Attempts should
however be mode by the lnstitute to get the eligible siudents so
odversely offected by such immediote withdrowol into some
other troining insiitulion, ofter such concellotion. Concellotion
sholl be resorted to where serious froud, such os foked records or
sole of certificoies withoul oitendonce by condidotes, is
deiected.

Procedure for wilhdrowol:

Normolly o show-couse notice will be issued by the DGS
indicoting the specific deficiencies ond the cotegory of
withdrowol contemploted, ond ihe period wilhin which reply
should be given. Thus, opporiuniiy will be given to the lnstitute io
present i1s side prior io the finol decision on ony
wifhdrowol/concellotion. However in the event of immediote
withdrowol in extro-ordinory coses os exploined in poro 5.5.S, it
will not be possible to issue the usuol show-couse notice wiih the
usuol time.

5.6
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5.7 Compelenl oulhority for wilhdrowols:

All opprovols/withdrowols will be issued by the Director Generol
of Shipping, unless specificolly delegoted to ony subordinote
o uthority.

Dlsploy on DGS webslle:

Approvols, withdrowols ond concellotions will be disployed on
the officiol Website of the DGS (www.doshippino.oov.in).

tb



6.

porl 6

Effeclive dote

Effective dole of implementotion of guidelines:

These guidelines sholl come inlo force with effecl from I sr

November, 2016.

&

Secretory to ihe Govt.of
lndio

frqo *9, qr.v.t

Deepak Shetty, r.n s

+qrr r6rR{ro
Director General of Shipping,

lTF{d S{6r{
Govt. of India,

Td-E
M umbai.
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SCHEDUTE I

ETIGIBITITY FOR SEEKING COURSE APPROVATS:

This section nomed Schedule I contoins the norms to be followed,
ond the eligibiliiy of institutes to opply for new courses. lnstitutes ore
required to consult this Schedule for their eligibility prior to submitting their
opplicotion forms seeking opprovol for courses.

2. ln supersession of Troining Circutor No. I of 2010 doted 22.04.2010,
the following norms ond requirements for new opprovols / enhoncement
of existing copocity of Modulor Courses ond post-seo Courses sholl be
followed by oll moritime troining institutes while seeking opprovol for
vorious moritime courses, other thon pre-seo troining courses.

3. For ihe purpose of this Schedule ond in generol, the term ,,Modulor,

Simulotor ond Post-seo Competency Courses" sholl include oll troining
courses opproved by this Directorote other lhon the pre-seo courses os
per enclosure l.

4.1. Posl-seo preporolory / compelency courses:

New opprovols / enhoncemeni of existing copocity of post-seo

preporotory / competency courses sholl be considered provided the
institute is conduciing ihe corresponding lower level preporotory /
competency course. However, on instiiute moy opply ond obtoin
opprovol of lower ond corresponding higher levels of preporotory /
competency courses simultoneously. provided, however, in eoch of the
obove coses, the opprovol of the higher level courses sholl lopse
outomoticolly, in cose the conesponding lower level courses ore nol
conducted by the institute for o period of l2 months from the dote of
completion of the previous course, for ony reoson, provided the courses
which hove commenced sholl be permitted to be completed.

4.2. Bosic Sofety/ Modulor Courses:

New opprovol / enhoncement of existing copocily of Bosic Courses,
i.e., Personol Survivol Techniques (pST), personol Sofety & Sociol
responsibililies (PSSR), Elementory Firsi Aid (EFA), Fire prevention ond Fire
Fighting (FPFF) or possenger-Ship / Bosic Tonker Corgo Operotion Courses
(PSF/OTF/CTF/GTF) will be considered only if the opplicont tnstitute is
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conduciing either pre seo course (s) or post-seo preporotory /
competency course (s).

4.3. Advonced Sofety Courses:

4.3.1 . New opprovol /enhoncement of existing copocily for Advonced

Courses, i.e. Proficiency in Survivol Croft & Rescue Booi (PSCRB),

Advonced Fire Fighting (AFF), Medicol First Aid or Medicol Core sholl be

considered only if the opplicont Institule is conducting the respeclive

Bosic Course ond pre seo course for nouticol/engineering officer cqdets,

or post-seo preporoiory / competency course(s).

4.3.2. However, due lo specific environmeniol ond woter body reloted

constroints. the new opprovol /enhoncement of existing copocity for

PSCRB ond AFF moy be considered wiihout meeting ihe requirements

prescribed in poro 4.3.,) , on complionce wiih relevont course specific
guidelines.

4.3.3. The conditions prescribed in poro 4.3.1 sholl not opply to o medicol

college / teoching Hospitol or o Nursing lroining lnstituie, if they desire to

conducl the Medicol Core or Medicol First Aid course, on complionce
with relevont course specific guidelines.

4.4. Advonced Speciol Ship Type (Tonkers) Courses:

New opprovol / enhoncemeni of existing copociiy of Advonced Speciol

Ship Type Courses, i.e. Advonced Oil Tonker Troining, Advonced Chemicol

Tonker Troining, or Advonced Liquefied Gos Tonker Troining sholl be

considered only if the opplicont lnstitute is conducting ony one of the

obove courses or the respective bosic level courses, or posl-seo

preporotory / competency course(s).

4.5. Advonced Speciol Ship Type (Possenger Ship) Courses:

New opprovol / enhoncement of existing copocity of Possenger Ship

Sofely Course sholl be considered only if the oppliconl lnstilute is

conducting the respective bosic level course, or post-seo preporotory /
competency course (s).
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4.6. GMDSS - GOC Course:

New opprovol / enhoncement of existing copocity of GMDSS- GOC

Course os per Wireless ond Plonning Wing, Ministry of Communicotions'

guidelines, will be considered only if the opplicont institute is conducting

either pre seo Diplomo in Noulicol Sciences / B.Sc. in Nouticol

Sciences ond/or Competency Course for Deck Officers.

5.1. Upgrodotion / Revolidotion Course for Deck Officers:

New opprovol / enhoncement of existing copocity of Revolidotion/

upgrodotion Courses for Deck Officers sholl be considered only if the
institute is conduciing Competency course for Deck Officers.

5.2. Upgrodolion/ Revolidotion Course for Engineer Officers:

New opprovol / enhoncement of existing copocity of upgrodotion
Courses for Engineer Officers sholl be considered only if the insiituie is

conducting o Competency course for engineer officers.

6.1. Conversion Courses from NCV to FG (Nouticol):

ln complionce with MS Notice I of 2006 doted 07.04.2006, new opprovot
/enhoncement of existing copocity of courses for Conversion of NCV
Cerlificoles 1o Foreign Going Certificotes (Limited to 3000 GT) sholl be
considered only if the lnstitute is opproved for the respective Foreign
Going Competency Course.

6.2. NCV Courses for Novol Officers:

ln complionce with MS Notice No.8 of 2006 doted 17.04.2006, rnstitutes
opproved for lhe conduct of NCV courses for Novol Officers, moy olso
opply for opprovol to conduct respective courses for novol officers to
become FG officers.

7. Simulotor Bosed Troining Courses:

New opprovol / enhoncement of exisling copocity of Simulolor Courses
sholl be considered only if the lnstitute is conducting the respective
Competency Courses, os given below:

7.1 . Rodor Observer Course (ROC), Automotic Rodor plotfing Ald
(ARPA), Eleckonic Chort Disploy ond tnformolion Syslem ECDTS: the
institute must conduct either pre seo Diplomo in Nouticor Sciences /
B.Sc. in Nouticol Sciences ond/or Competency Course for Deck
Officers
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7 .2. For Engine Room Slmulolor (ERS) (Operotlonol Level): the

institute must conduct MEO Closs l/ Closs ll Competency course, or

pre-seo B.Tech/ B.E. / B.S. (Morine Engg.) or GME, or DME course.

7.3. For Diesel Englne Combustlon Simulolor (DECS) for MEO Closs

l: the insiiiute must conduct MEO Closs I Competency Course.

7.4. liquid Corgo Hondling Simulotor-Oil Tonker ([CHS): As per the

requirements of STCW 2010, oll Operotionol Level Officers on

tonkers will require the respective Advonced Level Tonker

Endorsement. The Advonced Level Oil ionkers Endorsement

requires successful completion of the five-doy LCHS Course. For

new opprovol of Liquid Corgo Hondling Simulotor-Oil Tonker (LCHS),

the insiitute must conduct ot leosl 2nd Mote (FG) & lor
Novigotionol Wotch keeping Officer (NWKO) (NCV) course.

7.5. High Voltoge ond Swllch Geor (Operolionol ond monogemenl
level): the institute must conduct ETO Pre-seo iroining course or ETO

Bridging course for conversion of existing E/Os to ETOs.

8. Advonced Level Slmulotor bosed troining Courses:

Furlher. the new opprovol / enhoncement of existing copocity of
Advonced Level Simulotor bosed troining Courses sholl be considered
only if the lnslitute is conduciing the respective Operotion Level Simulolor
bosed lroining Courses os given below:

8.1. For Rodor, ARPA ond Novlgotion Simulotor (RANSCO): the
institute must conduci Rodor Observer Simulotor Course (ROC) ond
Automolic Rodor Plotting Aids (ARPA) or musi conduct Chief Mote
(Phose I & ll) (FG) ond / or Chief Mote (Phose I & il) NCV.

8.2. For Engine Room Simulolor (Monogement Level): the institute
musi conduct Engine Room Simulolor (Operoiionol Level).

9. Troining for Trolners & Assessors, Troining for Assessors & Exominers,
Troining for lnstruclors, Troining for Workshop lnstructors Courses

9.1 New opprovol / enhoncement of existing copociiy of Troining for
Troiners & Assessors, Troining for Assessors & Exominers, Troining for
lnstructors, Troining for Workshop Instructors Courses will be considered
only if the lnstitute hos been conducling post seo Competency Course for
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minimum period of 2 yeors ond hove foculty for this Course with o

minimum 5 yeors' experience in teoching.

9.2 The conditions prescribed in poro 9. 1 sholl not opply to o teochers

troining college conducting B.Ed., M.Ed. or M. Sc. ln Moritime Educotion &

Troining courses, if they desire to conduct the Troining for Troiners &

Assessors (TOTA), Troining for Assessors & Exominers, Troining for lnstructors,

Troining for Workshop lnstructors Courses, on complionce with relevont

course specific guidelines.

10. Exceplions for modulor & simulolor bosed lroining course:

10.I . ln lieu of the requirements under poro 5, 6, 7, ond 8, ony troining

institute promoted by o ship-owning compony or o foreign/lndion Ship

Monogement Compony (lSM DOC) (not less thon 25 ships) moy be

considered eligible lo opply for opprovol of ony Simulotor bosed troining

course.

10.2. ln lieu of ihe requirements under poro 7, ond 8, ony troining institute

promoted by o Ship monning compony hoving RPSL [ond hoving on

oudited record of 
,l000 

Officers posted on boord ships in lost l2 monthsl,

moy be considered eligible to opply for opprovol of ony Simulotor bosed

troining course.

10.3. The troining institutes os in Poro 4. 1, 10.1, 10.2 ond 10.3 must be

registered non-profit Trust, socieiy or o compony u/s 8 of the Componies

Act, in occordonce with DGS guidelines on opprovol for modulor,

simulotor ond post-seo competency courses.

10.4. Applicotions from the CentroVstote Government Troining lnstilutes,

Public Sector Undertoking ond lndion Moritime University will be

considered seporotely, however. requirements for opplicotion in the
prescribed formot sholl be binding for oll.

I l. Volidity of Approvol:

Notwithsionding, onything contoined in the oforesoid guidelines, every

troining instiiute should hove volid opprovol for the relevont courses from

the Directorote, prior commencement of the soid courses. Approvol for

courses sholl be sought in lerms of DGS Order 4 ol 2016, ond the specific

course guidelines which ore ovoiloble on the DGS websiie.
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Annexure - |

Descrpfion

f"3"9fthe@/ ,(egisfered lnstitute/ secfion g
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Tel:

Fox:

E-Moil / website

Fees; Oem@
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Regisfered pubtic Trust/iegisfered
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such lnstifufe. (Affesfed resolulion lo

Courses which lnsfifule proposes fo

condvct

Nome of the heod of the lnsfifufe

Nome of ihe PrincipoUDireclor. (CV

Number of foculty & lnsfrucfors
osed fo be employed

Locolion where Courses ore
ed fo be conducfed.

Are the premises owned or leosed?
lf leosed, durotion of leose
ovoiloble from dofe of fhis

opplicotion.Proofof
ownership/leose os

lnfrostruclure Focilifies Tentotive
plon of bosic infroslructure, i.e
compus, office, clossrooms,
workshop, lobs, librory, etc.
Does lnsfifufe hoye fie-up with ony
Foreign Flog for conducling courses
recognized by their odministrotion?
lf yes, lhen nome of Administrqlion
ond course defoils
Sources of Funds.

o. lnitiol copitol expendifure
b. Recurin gcopilol expendifure

fo be ottoch
Dofe by which insfifufe would be
reody for rnspection of focililies

Dote of Applicotion:
Nome ond Signoture of Applicont: M
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Annexure - II

CHECKI,SI FOR ,N- PR,NCIPLE APPROyAL OF NEIV COURSE / CAPAC,Ir

Remorks

Nome of the lnsfifufe

The Form of orgonisolion/ lnslitule

Resolufion possed by such Regisfered

Public lrusflRegislered Society /Sec. 8

Co. menfioning |hot they wonl to run

fhe proposed course ot enhonce
copocily of fhe exisfing course
(Affesfed resolufion fo be oltoched)

Locotion where Courses ore proposed

fo be conducfed.

Are the premises owned or leosed? lf
leosed, durotion of leose ovoiloble
from dote of fhis opplicotion. Proof of
ownership/eose os per Secfion 1.4.8

Nome of fhe Principol/Director. (CV to
be offoched)

ISO 9000:2015 or equivolent Certificole

M
b Ll LLI te

E-Mail /websile



(o) Accreditolion Body

(b) l.osf lnlernol Audil

(c) Lost Externol Audit

(d) Any Mojor non-conformonce found

in the Audit

(e) M on ogemenf Represenf ofive

Course for which opprovol is soughf

n (o) Course lD

(b) Processing Fees DD:

Dofe:

(c) Durotion of Course

(d) Frequency of fhe course in yeor

(e) Proposed No. of lroinees lCourse

(D Eligibility Crilerio for Condidofes

t2. Course in Chorge

(o) Nome

(b) Designofion

(c) Quolificotion

(d) Experience

(e) emoil id

(fl Phone (Mobile &ResJ

I3. Number of odditionol focully &

lnsfrucfors proposed lo be employed
(if required)for lhe course

FM
' o l_ lt alu

2



Tenlolive Loyout of the premises

DGS Approved Courses currently being

conducled (menlion opProved

copocity per bolch ond frequency of

courses per yeor)

Dote by which insfifufe would be reody

for inspecfion of focilifies

Dote of Applicotion:

Nome ond Signoiure of Applicont:

Contoct number & emoil oddress:

tu
' o tl ttltt

J



ANNEXURE.III

COMMON CHECKI.ISI FOR APPROYAI OF COURSES

BY D'RECIOR GENERAI, OF SH'PP'NG
(separate checklist to be filled for each course)

Sr.

No.
Subjecf Descnpfion Submiffed Remorks

Yes No
t. Nome of fhe

IrusflReghfered Societyl
Sec. 8 company

2. Nome of the lnsfifufe

3. INDoS No.

4.A Address

4.8 Telephone/Fox fel:

Fox:

5. E-Moil id :

6. Websife: whether regulorly
moinloined ond confoins
the required deloils os per
fheses quidelines

7. Nome of fhe lrusfees/
member of fhe
Monogemenl Council of
fhe regisfered sociefy
monoging ond owning lhe
lnstilutelDireclors of Sn. 8
Compony (Documentory
evidence fo be ottoched)

8A. Locotion where Course is
proposed to be
conducfed

88. Are the premises owned
or leose? lf leosed,

4
5MI 

o rf lr_|u



durolion of leose
ovor'loble from dole of this

opplicotion. Proof of
ownership/leose fo be
produced wilh enobling
provision for renewoble of
leose for o further period
of twol fhree yeors.

9. ISO 9000:20 I 5 Certificofe
or equivolenl
(o) Accreditotion Bodv
(b) Losf lnternol Audit
(c) Losf Externol Audit
(d) Any Mojor non-
conformonce found in the
Audit
(e) Monogemenl
Represenlotive

t0. Defoils of grievonces
redressol mechonis m with
respecf to comploinfs
reloling lo sexuol
horossme nt of workploce

n. Course for which approvol
is soughf
(o) Course lD
(b) Processing Fees DD:

Dofe:

(c) Durotion of Course
(d) Frequency of fhe
course in yeor
(e) Proposed No. of
Troinees/ per Course

O Eligibility Crilerio for
Condidofes
(g) Hos any ln-Principle
opprovol been loken from
DGS (optionol)

t2. Nome of the heod of the
Insfifule

(o) Quolificotion
(b) Experience

Mt 
oLlL{,\ i,[



tat Taashina Fv na:rience

r3. Nome of fhe
if

t2
Principol/Direclor,
.^aatala frarrr (r nf)

r3., l-arrtaa in Chclrae

(o) Nome
(b) Designolion
c) Quolificotion
(d) Experience
(e) emoil id
ftt Dhaaa (Mahila 2Pas-)

13.2 Eaatrlht I

fo) Nome ol FocuttY
/trl haoian alictn

'c) Quolificolion
@) Experience
(e) emoil id
(fl Phone (Mobile &IeiJ

r3.3 Full time FocultY 2, (odd if

more).
/al Ntrnra rrl Faaullv

t'b) Desiqn otion
lrl 6trrtlifiaalion

H) Experience
(e) emoil id

ffl Phone (Mobile &Res,)

13.4 Visiting FocullY l,(odd if

more).
(o) Nome of FocultY

(b) Designolion

G) Quolificalion
Hl Experience

G) emoil id
(f) Phone (ResJ

I3.5 Nomes of Guesf FocultY

Droposed fo be included

14. lnslruclor I (odd if more)

t'o) Nome ol inslructor
(b) Designofion
(c) Quolification
@) ExPerience

G) emoil id

L oul lr.fu



ffl Phone (Res.)

t5. r Supporf Sfoff - I

fl Nome
m Desiqnolion

15.2 Supporl Stoff - 2

(i) Nome
(ii) Designotion

r5.3 Supporf Stoff- 3 (& so on)

0) Nome
(ir) Designo!!en

t6. Lisf of EquiPmenl &

Publicofions

t7. Whether the Publicofions &

Equipmenf ore being
shored with other courses

or exclusively for fhis

course. Give Deloils

I8. I nf r oslr u cture Focililies

Closs Room
(t) Number
fiil Areo
(iit) Ventilqlion A/C,
Noturol

0v) No. of lobles & Choirs

19. Ioilel I Wqsh bosins

0) Gents Condidoles
fiD Lodies Condidofes

fiiD No. of W.C.s & urinols

fiv) No. of bosins

20 Confeens/Refreshmenf
Focilifies
(t) Refreshmenf focilifies
Areo in m2.

fiil No. of lobles & Choirs

21. Ieoching Aids
(OHPs, White Boqrd, CDs,

Elc.

22. Librorv Focilifies

fD Spoce in sq.m.

0il Number of Books

fiii) Nome of Journols
(iv) Seofins Copocitv

M
' o u llulu



(v)Timings

23. Medicol Focilifies of fhe

lnsfifufe I Neor fo the

lnsfifufe
(i)Nomeof
Dispensory lHgtplo!--
fiD Address
(iii) IelePhone
(iv) Firsf Aid focilitY in

premises

24. Course Monuol to lnclude

(o) Nome, Address &

Ielephone No. of Heod of

lnsfifufe ond Course ln-

chorge
(b) Lisf of FocultY ond
lnsfrucfors ond Nome &

lelephone
(c) Guidelines for
lnsfruclors
(d) Course Obiectives ond
Course Outline
(e) Teoching Syllobus ond
Time Toble
(f Course Moteriol lopic-
wise
(g) Procedure for
Evoluolion, Criteriq for
Possing ond lnsfrucfions
for Re-sifs

(h) Re-Exominotion
25. ln cose any shorf foils,

pleose specify ond give
reosonS

26. Any Other deforts not
coveled oboye

27. lf the lnslilute is opproved
for more lhon one course
following informotion fo be
provided kee Motrir - rl

28. No. of Hours eoch Foculty
Member is engoged /
Week

)ttVt,l^"ar,^
ol-JLLIL
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29. lnspecfions:

o. When wos fhe lnsfifufe losf

inspecfed A bY Vnom--
b. When lvos SurPrise

lnspeclion of lnsfifufe

corried oui & bY whom

30. CIP lnspe clion defoils:

o. Dofe of lost CIP ,nlPgcfiol
b. Nome of RO

c. CIP Groding ochieved

3r. Wos onY Course

suspended?
(o) When

(b) Wos if reslored lwhen
32. Nome of fhe FocultY

Members who left fhe

lnsfifufe in Losl Yeor

33. Nome of fhe FocultY

Members who Joined fhe

lnsfifufe in Losf Yeor

34 Focultv (os per Motrix - 2)

34A. List of foculty for other
courses I FocultY drown
from other dePorlmenf
(sfofe dept.)

(o) Nome
b) Quolificolion

35. lnlernol Focilities (As Per
Motrix -3)

36. Exlernol Focilifies (As per

Molrix -4)

37. Does fhe insfitule conducf
dny olher courses not
approved by DGS (Pls

.olloch seporofe sheef of
such courses, orgo nizotion
for whom conducfed,
outhority of fhe some efc-
Annexure lV.)

38. Course Defoils (os per

TW
' ot\ rulu
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Motrix-5)

39. Publicofions / Books

ovoiloble fo fhe FocultY I
Sfofffor Teoching

40. How is Knowledge
Foculty Members
kept Updoted?

of fhe

I Stoft

41. Cerfificofe Defoils of lhe
orooosed course
(o) Somple of fhe

Cerlificole fo be issued is

submifted
(b) Numbering Procedure

for Certificole
(c) Procedure loid down
for deoling with forgeries
(d) Procedure for

chonging Formol / SlYle of
Certificole
(e) Record Keeping

42. Exominolion / Assessmenf

(o) Appoinlmenl of
Exominers
(b) Exominolion Process

Mritten, Orols efc.)
(c) lnfraslructure Norms

fto be offoched)
43. Revision of Courses

(o) How ore theY

lncorporoled?
(b) Any course where
Revisions were mode?

44. Does lnsfifufe hove fie uP

with ony Foreign Flog for
conducting courses

recognized by their
odminislrolion? lf yes lhen
nome of Administrolion
ond course defoils

4s. Functionol Defoils

lnslilufe ( for losf
monfhs)

of
t2

(o) No. of ocluol teoching

[WU*]"r,-,,l0
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doys
(b) No. of working doYs

losl due to holidoYs etc.

(c) No. of hours closs

room is used (Doy ond

Course defot'ls)

(d) Were oll exominolions
conducled on time? lf No

whv?
(e) ls there o grievonce

redressol mochinery?
(0 Whether performonce
of leochers is ossessed

ihrough onnuol opproisol
(g) Whether fhere ,s

provision of ossessing

leochers bosed on

sfudenf opproisols?
46. Meons of knowing fhe

lofesf Amendmenfs
47. E-Somudro filing:

o. Whelher botch detoils
uplooded in e-somudro
for oll bofches & Courses

in fhe losf colendor yeor

b. Whelher botch deloils
submiffed hove been
updoted lo include fhe
cerfifrcole deloils

48. Feedbock moinfenonce
49. Annuol Fees

o. Whether Annuol Fees poid
fo DGS within due dofe

b. lf noi poid on time,
whether penolty fees hos

been deposifed wifh DGS

50. Whether Annuol Relurns

filed on lime for the
currenl Yeor

51. Whelher Foculty Refurns

submiffed to DGS os per

l1 M
' o r-l t-{.1 r/



schedule

52. Whether odverfisemenf

norms ore Published os
per norms

Dote of opPlicotion:
Nome ond Signoture of APPlicont:

Contoct number & emoil oddress ' o{-l tL\ !r

-

t2



Sr.

N

o.

Focult

Y

Nome

Focully
Approve

d

Courses for which
Approvol is soughi (4)

All olher
courses where
this foculty is

ossociofed
6#).

Totol Hrsl

Week I
(A+B+C+D+E+

F) (6)

Course Nome: Course Nome:

The following Motrices sholl be used while furnishing opplicotion for new

courses/ enhoncement of copocity -
MATRIX - I

Nome
of

cours
e

DGS

Approvo
I No. (lD)

No. of
condidote

S

Frequency
(week/month/yeor

)

Dote of
opprovol/inspectio

n

Nome of course +
Nome of foculty I

MATRIX - 2A

Model MASTER Lood Motrix for Course

(t) (2) a/N)
(3)

Sub

lecf
Hrsl

Doy(w
ith

procti
col)

HrslWeek (A) Sub

lecf
Hrs

lD
oY

Hrs/Week (b) Hrs/Week

w
I

w
2

w
3

w
4

w
I

w
2

w
3

w
4

w
I

w
2

w
3

w
4

I

2

3

4

5

W' oL)ttlrte



lsl Session 2nd Session

z
o
-

3rd Session 4th Session

Nome
of
Focult

No.

of
Hour

s

Nome
of
Focult

No.

of
Hour

S

Nome
of
Focult

No.

of
Hour

S

Nome
of
Focult

No.

of
Hour

s

-v
o
o

=

lst
Doy(Mo
n)

2nd Doy
(Tue)

3rd Doy
(Wed)

4th Doy
(Thu)

sth Doy
( Fri)

MATRIX - 28

MODEL T|ME TABLE (FOR MODULAR COURSES ONLy)

MATRIX - 4
CLASSROOM WISE COURSE MATRIX

Nome of course +
Equipment J

Session I Session 2 Lunch Session 3 Session 4

Doy 1 Topic:
Foculty:
Durotion:

Topic:
Foculiy:
Durotion:

Topic:
Foculty:
Durotion:

Topic:
Foculty:
Durotion:

MATRIX - 3

Nome of course+
Equipment 

J

MATRIX - 5 5M' o \u-lLe



Course Course
dote

No. of
condidotes

Possed Foiled

rmotionfurnishedoboveisconectondirueto
the best of my knowledge ond belief. I understond thot if ony informotion

is found folse my opplicotion will be treoted os concelled ond I sholl olso

be lioble for penol oction including suspension ond/withdrowol of the

opprovol of the course/courses by the D.G. Shipping'

(Nome & Signoture of the Authorized

Representotive )

Dote

Ploce:

Note:
l. The lnstitutes hove to fill up the description column giving the

detoils/onnexure no./poge no. in which the informotion of the

subject is Provided.
2. The experience stoted in the bio-doto of the foculty

members/instructors hove to be supported by volid documents like

CDC, COC, etc.

ANNEXURE.IV

List of Non-DG Approved courses conducted by institutes opproved to

conduct DGS APProved courses

S.No Nome of Course No of doys Approving AuihoritY

5mt oLI Ltlu



ANNEXURE.V

ANNUAT RETURN TO BE FITED BY THE INSIITUTION FOR THE YEAR OI!IAPRII TO

3ltt MARCH

l. Nome of the lnstitution:

2. INDOS No:

3. Address lncluding telephone, Fox, e-moil, web-site:

Telephone No: Fox. No:

Emoil:

Website:

4. Nome of the Heod of the lnstitution:

5. Members of the Boord of Governors / Acodemic Advisory Body:

6. Frequency of the Boord Meetings of Governors / Acodemic Advisory

Body:

7. Student Feedbock on lnstitutionol Governonce/foculty performonce

filled up: Yes / No

I oLIu (LlL6



g. Grievonce redressol mechonism for foculty, stoff ond sludenl in ploce :

Yes / No

9. Detoils of eoch DGS opproved course:

lO. Course wise, detoils of students possed uplooded on e-somundro, up-

to-dote: Yes/No.

I l. Student who foiled in course, re-ossessed ond possed.

Nome
of
course

Ref. No

& Dole
of
opprovol
letter

Sectioned
Strength
per bolch

Approved
Frequency
of
botches
Der yeor

Number of
courses

conducled
in lost yeor

Tolol
student
intoke
for ihe
yeor

Dole of
losl botch
conducied

Remorks

Sr.

No

Nome

of

course

Nome

of

Student

Course

Allended

Dole

Foiled

Dote

Re-

ossessed

Dole

Possed

Cerlificote

No. lssue

dote

From To

12. Detoils of ISO 9001:2015 (or equivolent) }Vt[^t"rr^,^,t or, )ttlu



L CertifyingAulhoritY:

ll. Ceriificote issue dote:

lll. Copy of lost lnternol oudil report doted:

lV. Copy of losi Externol oudii report doted:

,l3. 
Detoils of onnuol percentoge of fees poid io DGS

l. Totol fees collect on onnuol Bosis:

(Ols' April io 3lsrMorch)

ll. Droft No. dote of poyment ond omount:

Detoils to be provided in Annexure 8

14. Teoching lood of eoch foculty course-wise:

Course

Nome

&

code

April Moy June J uly Augusl Seplember

Foculty

Nomes

Hrs Focully

Nomes

Hrs Foculty

Nomes

Hrs Foculty

Nomes

Hrs Foculiy

Nomes

Hrs Foculty

Nomes

Hrs

I

2

I

2

Course

Nome

&

code

Oclober November December Jonuory Februory Morch

Foculty

Nomes

Hrs Foculty

Nomes

Hrs Foculty

Nomes

Hrs Focully

Nomes

Hrs Foculty

Nomes

Hrs Focully

Nomes

Hrs

TIUA^I""""
0 LIL{-14



DECLARATION

l/We on beholf of hereby confirm thot oll ihe

informotion furnished obove is true to the best of my/our knowledge ond

beliefondifonyinformotionisfoundtobeto|se,shollentoilwithdrowolof

opprovols groled to the institute.

Dote:

P loce:

Name and signature of

the Authorized SignatorY

of the lnstitute with seal

SNUA-u"d,-,,
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Annexure Vl

INSTIIUTE tAcutTY DETAILs AS oN: 31 

"12'- 
(YEAR) / 30'06' -- (YEAR)

NAME OF THE INSTITUTE:

INDOS NO:

ADDRESS:

APPROVED COURSES:

VALUE ADDED COURSES IN ANY:

l. Heod of the lnstitute / Principle / Vice Principle

Sr.N

o

Nome Ron

k

oole ol

Jolnlng

lndos

No

coc
NO

D.O.B Quolillcoti

on

Solling

Exp. ln

yeorl

Cour

set

Subjects

Tought

Avg.

teqchln

I
Hr./wrk

(lost

6monlh

s dolo)

Comp

llonce

with

0Gs

Order

No4 of

2016

Signolu

re

Dole ol

Leovin

o

cDc

No

Grode Age

ln

yeoll

TOTA Teochl

n9 Exp.

ln

yeo13

Yes

(Yes/Nol No

Yes

(Yes/No) No

TfuA-,k,""' ,rJrrl u



2. FullJime Foculties.

5r.N

o

Nome Ron

k

Dote of

Jolnlng

lndos

No

coc
NO

D,O,B Quollllcotl

on

Solllng

Exp. ln

yeor.

Cour

ael

Sublectr

Tought

Avg.

leochln

s

H.r/wrk

(lq!t

6monlh

t dotq)

Comp

llonce

with

DGS

Order

No4 ol

2016

Slgnqtu

te

Dote of

Leovin

9

cDc

No

Grode age

In

yeors

TOTA Ieochl

n9 Exp.

ln

yeonl

YeS

(Yes/No) NO

Yes

(Yes/No) NO

3. lnstructors*

S..N

o

Nome Ron

k

Dole ol

Jolnlng

lndor

l{o NO

D.O.B Quolllicoll

on

Solllng

Exp. ln

yeorc

Cour

te!

Subrectr

Ioughl

Avg.

leochin

I
Hrr/wrk

(lqst

6monlh

3 doto)

Comp

llonce

wlth

DGS

Order

No4 ot

2016

Slgnotu

IE

Dole ol

leovin

I

coc

No

Grode Age

ln

yeori

TOTA Teochl

ng Exp.

ln

yeorl

Yes

(Yes/No) No

Yes

(Yes/No)

NO

T-lfVV,A-*"wn' oLlIr-lu



4. Visiting Foculties 
*

DECLARATION BY THE HEAD OF INSTITUTE:

I hereby declore thot oll the informotion provided obove ore true ond

correcf .

Nome:

Signoture of the Heod ot ihe lnsttitute

Dote:

*: Additionol rows os moy be required to be odded to include oll the

members.

Seal of
the

Institute

S,tlUt*t rtr"",, 
o Ll Lr.lL4

coc

NO

D.O.B Quoliflcoii

on

soiling

Exp. ln

yeors

Cour

se5

sublecls

Tought

Avg.

teqchin

g

Hrs/wrk

(lo!t

6monlh

3 dolo)

Comp

lionce

wlth

DGS

OrdeI

No4 ol

2016

signolu

tesr.N

o

Nome Ron

k

Dqte ot

Joining

lndos

No

cDc

No

Grode Age

ln

yeors

TOTA Ieochl

ng Exp.

ln

yeol!

Dole of

Leovln

I

Yes

No
{Yes/No)

Ye5

(Yes/No)
No



Annexure Vll
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ANNEXURE.VIII

INSTITUTE NAME

COURSES FEEDBACK FORM

Course Nome: Course Code:

:r Full Nome of Trolnee:

:r Ronk: Dotes Aitended: From

(Pleose give score 1 to 5 in terms of quolily course)

t5 - Very Good; 4- Good; 3- Sotisfoctory: 2- Needs Chonges; 1 -

Below Sotisfoction)

To

Score (l -5) Remolks / Suggeslions
Sr.No. Course Feedbock

I Course leorning objeclives

identified ond ochived

2 Physicol onongements - 
I

Clossroom (conlrolled

iemperoiure, lighting, Projection,

video, loble, choirs)

3 Exercises / Procticols /

Demonstrotion

4 Course hondoui / moteriol

provided

5 Simulotor orrongement /

Computer Progroms

6 Troining Films

7 Food orrongements

8 Overoll roting for the course

2. FACULTY EVALUACTION

Lecture content, Lecture

moiier)

(Pleose give morks I to 5 for quolity of

presentotion, knowledge of subject

]i1,1fu^*^wn' oLl rLt U



(5 - Very Good; 4- Good; 3- Sotisfoctory: 2- Needs Chonges; I -
Below Sotisfoction)

No. Nome of f ocully Score (l -5)

I

2.

3.

: Good Comments (specify ony good ospects of ihe course):

:{ lmprovement required (specify ony ospects of the course which

require improvemenl)

re Comploints / Grievonces, if ony

5t\ryAr...h qlw^^)

' o!'\tIlu
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ANNEXURE.IX

Tl'it fo'Tn is t" be filled-up by the INSPECrING TEAM without ANY AMBIGUITY, as the authority bearing
,,primary-responsibility towards the inspection" and countersigned by the External Member of the

inspecting team, who had also participated in the inspection, if any.

REPORT ON NEW COURSE/ ENHANCEMENT OF SEAT/ ANNUAT/ SURPRISE INSPECTION OF TRAINING

INSTITUTE

PART A- GENERAL PARTICUTARS OF THE INSPECTION
* (/ marked)

1. Name of the lnstitute lnspected:

2. Postal address with telephone & fax no(s) of the

premrises inspected:

Authorized Contact Person/ e-mail address:

4. Name (with designation) ol lhe Highest Authority /
Representative met during the inspection:

(a) Registration of Trust / Society / Section 8 Company certificate No. / Place

(b) Trust deed / MOA, list of Members (Latest) /
Trustees / Directors as being approved by Charity

commissioner / Society / Registrar of Companies

5. ls there any litigation pending settlement with which

the lnstitute is involved?

lf 'yes', brief particulars of the case with the

current status (with name of the MMD-Officer

dealing with it) may be given, particularly if the

MoS / DGS and / or MMD is a party: ls any action

pending

to be taken by the MMD or DGS in this regard?

lf 'yes', please details here and take follow-up action.

(Yes/No)

5. Premises of the lnstitute as inspected are Owned or

Leased? lf leased, date till which valid?

(Owned / Leased)

7. Name of the Course(s) inspected during the visit?

(Attach separate sheet if required)

8. Date of /ost /nspection of the institute (New Course/Scheduled/ Annual /
Surprise lnspection):

8 (a) Are there any deficiencies pointed out during the

lnspection as mentioned in '9' that have not been

Attended as yet? lf 'yes' (without satisfactory

(yes / no)
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justification),

please indicate suitable action in the

recommendations

At the end of the report

5TATUS REMARKS

9. Details of the existing courses run by the

Trust/company / Society

(details for all courses to be provided in tabular

format)

(a) Courses

(b) Existing Approved intake batch wise

(c) Deta ils

(i)Course lD

(ii) Duration of Course

(iii) Frequency of course in a year

(iv) No. of Trainees/ Course

(d) Course in Charge

Name & Age, Qualification, experience

(e) DGS Faculty name

10. Facilities Details to be given in item 20 as applicable

(a) (i) Classrooms

(ii) Workshop facilities/labs for courses, where

applica ble

(iii) Simulator Facility, where applicable

(b) Teaching Aids

(OHP, White Boards, CDs, Computers etc.)

11. Certificate Details of the course

(a) Numbering Procedure for Certificate

(b) Procedure laid down for dealing with forgeries

(c) Procedure for Changing Format/style of Certificate

(d) Record Keeping

t2. Publications/Books available to the Staff for Teaching

How is the knowledge of the Faculty Members/Staff

U pdated?

t4. Functional Details of lnstitute (past One Year)

(a) No. of actual teaching days

{b) No. of working days lost due to strike, etc.

{c) Were all courses and their assessment conducted on

time? lf no specify which and why?

(d) Details of grievance redressal machinery?

(e) System for annual performance

assessment/appraisal of teachers

(f) Whether there is provision of assessing teachers

based on student appraisal, please describe

15. Means of knowing the latest Amendments of DGS

HAA*r^a^^
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circulars/ instructions

16. Details of ISO 9001:2015 Certificate (or equivalent)

(a) Last lnternal Audit Report and date of audit

(b) Last ExternalAudit (with report) and date

(c) Management Representative

L7. Revision of Courses

(a) How are they lncorporated?

(b) Any course where Revisions were made

18. Details of course and faculty

(i) Total Course Hours

(ii) Total Teaching Hours

(iii) Total La b./Workshop Hours

19. Faculty Details

(A) Details of Existing faculty:

(Attach a Sepa rate Sheet)

5.No./Name of faculty/ Designation/Date of

Birth/Age/Experience of teaching/Date of

ioinine/Qualification
19.1 No. of qualified visiting faculty employed by the

institute

19.2 No. of qualified full time faculty employed by the

institute

19,3 ooes this no. and function of faculty commensurate

with the guidelines of course

19.4 Number of faculty not attended TOTA course

19.5 ls there any chante in Faculty since approval to
conduct course(s)

19.6 ls the institute faculty details form submitted to DGS

on 31.12 and 30.06. every year

L9.1 Does the change in faculty meet the guidelines with
regard to q ua lifications?

19.8 Does the chart showing working hours for each

course/each faculty for a week meet the criteria of
age and teaching hours as per DGS order 4 of 2016

19.9 Does the record show that faculty has been

delivering lectures as per time table?

19.10 When the answer is 'No'to any above, whether

suitable action in the 'recommendation' part ofthis
report has been mentioned

20 Details of Academic Area

Whether the classrooms, labs, simulators etc. adequately furnished and equipped with teaching
aids, if deficient give details

{a) Class Room

(i) Number
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ANNEXURE - IX-A

EXtSTtNG INSTITUTES - ANNUAv SURPRISE INSPECTION BY MMD/DGS

SPECIFIC PARTICULARS OF THE INSPECTION

{to be filled ln addition to Annexure lX}

Please collect documentary evidence for compliance/ non-compliance for each of the

questionnaire as below

Sr. No.

(r,

Criteria of lnspection

(ii)

Report on lnspection of the

Criteria mentioned in Column

'(ii)'

1. Reference number, date and validity of the

approval letter(s)? (documentary evidence

enclose)

DGS

to

2. ln case any condition(s) were imposed in the

approval letter(s) as mentioned at '1', have they

been fulfilled, if already due?

lf not, pfease details the reasons. (f the reosons

cited by the institute ore not sotisfoctory, pleose

indicote suitdble oction in the 'recommendotion' ot

the end of this report.l

3. Has the time-table as approved for the said course

been adhered to as regards designated faculty

member; time-duration / assigned/slot of classes

etc.?

4. ls the institute adhering to the limitation of the

approved strength of students?

5. ls the institute adhering to the norms as laid down

for classrooms?

6. ls the institute adhering to the approved course

materials?

7. Are the course materials made available to the

students on time? (Students should be interviewed

at random "in camera", their comments elicited and

thereafter, reported on here. Name and course of

the students(s) interviewed to be mentioned)

>-NA,ld^^/wt
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What are the'security-norms' being followed with

respect to question-papers and answer-scripts ? Do

these procedures / system form part of the 'Quality

Manual' of the institute? (if not, please indicate

suitable action in the 'recommendation' at the end

of this report.)

9. Are the answer-scripts of the students being

retained / maintained systematically? lf yes, what is

the duration of retention and what'security norms'

are being followed? Do these procedures / systems

form part of the 'Quality Manual' of the institute?

(if not, pleose indicote suitoble oction in the

'recommendotion' ot the end of this report.l

10. Are the records of fee-books, allied registers etc.

being maintained systematicallY? Do these

procedures / systems form part of the "Quality

Manual' of the institute? lif not, pleose indicate

suitoble oction in the 'recommendotion' ot the end

ol this reportl.

11. Are the records of Certificates as issued to the

students being maintained AND UPLOADED

systematically? Does this procedure form pad of

the 'Quality Manual' of the institute? (il not, pleose

indicote suitoble oction in the 'recommendation' at

the end ol this reportl.

t2. What is the overall 'academic-performance' of the

students at the end of the course(s) (please

comment with justification)? The average

percentage of marks, the highest, and the lowest

marks obtained for the course(s) inspected may be

indicated.

Have any students been failed lif'yes', pleose verily

the onswer-scripts / ossessment-records ond

comment suitobly in this report, mention number ol

such students, course(s), dqte of exom ond the

record of resits? lf'no', pleose seek iustificotion

from the institute and comment on the

opproprioteness of such iustilicotion offered). Do
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these procedures / systems form part of the

'Quafity Manual' of the institute? lif not, pleose

indicqte suitoble oction in the 'recommendotion' ot

the end of this reqottl.

t4. Have the performance of the students been

analyzed by the concerned HOD(s)? lf yes, what is

the finding as recorded and what remedial action

has been taken by the HOD? Do these procedures /
systems form part of the 'Quality Manual' of the

institute? (if not, pleose indicote suitdble oction in

the 'recommendotion' ot the end of this report).

15. What is the opinion of the students as regards the

feasibility of their being able to express their

'feedback', fearlessly? (Students should be

interviewed at random "in camera", their

comments elicited, and thereafter reported on

here. Name and course of the students(s)

interviewed to be mentioned here).

16. ls there a system in place to ensure that the

attendance of students is appropriately verified and

recorded? lf yes, please comment on the efficacy of

the present system? Does this procedure/ system

form part of the "Quality Manual' of the institute?

lif not, please indicote suitoble oction in the

'recommendotion' ot the end ol this report\.

77. What is the adequacy of the stock of books /
technical magazines in the library? What is the

mechanism adopted by the institute to ensure that

the library is adequately stocked and duly updated

at regular intervals? Are the library facilities

available to the students sufficiently? Do these

procedures / systems form part of the "Quality

Manual" of the institute? (lf not, pleose indicote

suitoble oction in the 'recommendotion' ot the end

of this reportl.

18. Are the systems for assessing the entry-standards /
elitibility (i.e. w.r.t. age, qualification, medical

fitness etc.) of the students laid down for the

H/d_,6 al/v,?)^)
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course(s)? Please comment on how the adherence

to such criterion has been verified during the

inspection.

19. What is the level of performance of the audio /
visual aids used for effective-pedagogy?

20. How are the engagement (including evoluation prior

initiol-employment w.r.t. oge, quolificotion,

experience ond optitude for elfective pedogogyl and

rest periods of the faculty regulated? what is the

system for evaluating the performance of each

faculty? Do these procedures / systems form part of
the 'Quality Manual' of the institute? (if not, pleose

indicote suitoble oction in the 'recommendotion' ot

the end of this report).

What records have been verified during the

inspection to have come to a conclusion on this

issue?

27. Do the records establish that the fees payable to
the DGS have been duly remitted? (if not, pleose

specify the omount outstonding ond indicdte

suitoble oction in the 'recommenddtion' ot the end

of this reportl.

Are there any course(s) in the institute that have

been approved by the DGS, which are however not

being conducted by the institute and since when?

Please mention the reasons for not conducting such

courses.

23. ls there any instance of the institute having been

censured by the DGS since the last scheduled /
annual inspection? ls any corrective action pending

with the institute in this respect? lf so, please

details the extent of progress made and, whether in

the opinion of the inspecting jurisdictional MMD

this progress is commensurate with the time

clasped since the deficiencies were brought to the

notice of the institute?

S[lA^u,,-*
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24. Does the institute have CIP/ grading in place? lf yes,

which is the recognized organisation and what is the

grading that has been awarded to the institute?

Please also comment whether in the opinion of the

inspecting members, such grading is appropriate in

consideration of the spirit of STCW/ DGS Circulars

or Guidelines? lf no, which areas/ issues need to be

addressed and what action is recommended?

Are there any violations or non-compliances of any

of the salient provisions of the Circulars/ Guidelines

of the DGS which are applicable to the Courses

inspected or being conducted by the training

institute? lf yes, please details.

26 Miscellaneous provision:

26.1 ls there evidence to indicate issuance of Certificate

to other than bona-fide student?

Yes/ No

26.2 lf yes, such evidence has been collected NA

26.3 When the answer is "Yes" in 27 .1, whether suitable

action in the "recommendation" part of this report

has been mentioned.

NA
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(ii) Area

(iii) Ventilation - A/C, Natural

(b) No. of tables & Chairs

(c) Toilet/ Wash Room Facilities/ cleanliness

(i) Gents candidates

(ii) Ladies candidates

(iii) No. of Toilets

(iv) No. of Wash rooms

(d) Ca nteen Facilities

(e) Laboratory / workshop facilities

Whether the machinery and equipment in the labs,

workshop, etc. adequate and as per the specific course

guidelines

lf NO give details:

(f) Simulator Center

(whether the simulator center is well equipped and

complies with DGS guidelines for the specific course)

(i) Name of Courses:

(ii) Type Approval of Simulator Obtained:

(iii)Area

(e) Library Facilities

(i) Space in Sqm.

(ii) Number of Books

(iii) Name of Journa ls

(iv) Seating Ca pacity

(v) Timings

(vi) computer Terminals

RECOMMENDATIONS: (lt rs imperative to fill up this portion as commensurate with the

aforesaid repoft, with a clear and unequivocal mention (with justification) of whether the institute

is to be pemitted to continue conducting the courses as approved by the DGS)
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REPRTSNTIruO THE INSTITUTE

with date) of the lnstitute

with date) of the lnternal Member:

and

with date) of the External Member:

COMMENTS OF THE PRINCIPAL
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Name, Designation and Signature ------------------

(with date)
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