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SRIT{.AM II$STITUTE OF MARINE STUT}IES
llnstitute of Merchant irlavy Training;

Approved by Director General of Shipping, Govt. of InrJia
An ISO 9001;2015 Certified Institute

From the Chairman's Desk
I take immense pleasure in extending my heartiest congratulations to all our Indian seaJarers
and their families and the beloved staff and trainers of this institute who have invested their
time and effort to make this institute a pioneer in marine education and training. The institute
has Grade I rating in the field o{ marine training and education and this has only been possible
with the hard work, expertise and dedication of the facuity and support staff.

The institute has always imparted world class training as per the directives of DG Shipping.
This involves theoretical and practical training which equips our students with knowledge
needed when they are at sea. The students that have trained at our instifute have proved their
mettle and been absorbed by well-known shipping companies worldwide and have

We specialize in the area of pre-sea training and stcw-l0courses, competenry courses for Junior
officers and advanced courses like proficienry in survival crafts and rescue boat
advancedfirefightingetc. to name a few. gflrq Sffilgtr_b$,;?

students staying on campus are offered a home away ,ro* ,.#%1rfiff,fiSfiy*r*rl
com{ortable living conditions. Guardians of our sfudents can be rest assured that their wards
are well taken care of by the institute without compromising the standards of DG Shipping. As
per the regulations and examination standards of DG Shipping the prospective sea{arers and
their families should understand that the examination process helps evaluate the knowledge
and caliber of the student. The guardians of the students must encourage them to perforn, their
best.

Our institute has a rich placement history with our students being placed in some of the best
shipping companies from around the worid.

I further take this opportunity to thank DG Shipping, Indian administration, Indian Maritime
University and the guardians of our students in helping us furthering our dream into a reality.

AJfectionately yours,

IVIanj Lochav
CHAIRMAN

SRIRAM INSTITUTE OF MARINE STUDIES

:\
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I have read the Quality Manual of (ISO 9001:2015) Sriram Institute of
Marine Studies. .i' ,,':,"1;,'

.'1' 
..

I acknowledge that I understand the contents and inputs desired bv the
institute as mentioned in all section and sub section at my position/
designation. I am endorsing the same b3r my signature and date.
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SRIRAM INSTITUTE OFMARINE STUDIES
ltrnstitute of Merchant Navy Training;

Approved by Director General af Shipping, Govt. cf India
An IS() 9001:2i115 Certified Institute @ers

r r\-

Foreword:

T'i-lis Qualiry, &{anuai describes the Qualit;,-. Ivlanagement S1,'sten'r foiior,r.eel by .\{15 Sriram
Institute of X,farine Studies as a rnean cf ensuring that tl're eclucation *n.l training provideC 1r,,,

tl-,e institr-rte meets the specified customer requirements. The Quality lVfanagement Srrstem has
hcen fornruiat-ed on thc hasis of ISO 900t:2015. I'his manual provic{es a framework, r,t'hich

=i*rlres thai tire ir:stitu,t* *ddresses all tire issues of importance relaled to quality o{ eclucation
;ind lraining provided by the institute.

Fcope of Certification:
Tsry s^ftem

&4A$TEft COPY

Scape cf eertification is "prcvision of irre Sea iJeck Cadet, CP Rating and allied STC1,$-201fi

Basic, advar-lced ST'C!\r }A1firCo-mpetency and Special Shil-- Type Cou-rse including simulat*r
courses as pel' the requirement of the Directorate General of Shipping, Govt. of India anr{
Inllian Maritime Universitv" applicahle to operations of Sriram Institute of fularine Studies at
B;r*rr:cli, Sector ?8 Dl,'arka,l{ew Del}ri * 110077,

Structure of manual:

'I'ire 
Qualit-r. irranual iras m;rny seetir:ns and these sections are sequeRtialiv 'rrrangeti in

accordance to clause numlrers of iSC 90t)1 {sectic;n 04 tc 1Uj. First page of each section / sul: *
section of this'Qualitr, &{anual caries tlie latest revision numlrer" Revision No. '00' has been

given to first issue of the section.

Tl-ris ri':anual is availal-le or"rly in English languate

Filing System;
The institute rnaintained list of files maintainec{ by each department ane{ are prcrvielerJ in this
secfion. Irr tire filing syEtenl, every tlepa*nrent has lreerr p":rrovidecl rvitlr departmentai iloe-{es

*hicir Fr:eiix lhe r"..iirk atea"

\\-

>-,:
tr

Following are the codes given to each:

Page 1 of 6
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SRXRAM INSTITUTE OFMARINE STUDIES
qlnstitute of &Ierchant Navy Training;

Approved by Director General of Shipping. Govt. of India
An I5O 9001;2015 Certified Insrirure

the filing system w,illbe in the fcrn, exarnple, SINIS // TRG / 02

t,,"J,

km

L

ffi H,ffi*ffi-.#
fuf,*.Si.i1#; U*;f=,,,

Sriram institute of Mar:ine

\-

Serial Nun"lber the file

Issue.Procedu_re:

The Chairman nr his deputy or the Assistant ta Mlt is to carry out the ai:tirrities of preparing,
issuinB maintaining and updating this Qualitv manuai.

'Ihe Master Cr:py bears the starnp of "Controlleci Copv". Rest rf tl"re other cr:pies *f this
ilor:ur:r*nls re.quireid far exiernai agenci*s, arry i-csu,;"1 1-.v the ir.''iar-tager:rr::ri Eepr*sentativ* *;r,-i
such copies of the Manual Issued are stamped as " t*'lncontrolled Copy" in red colour. Tl-rese

uncontrolled copies do not come under the previer,v of document amendment procedures anrl
are not userl within the institute.

Revisi*n, Updating and Amendrnent Prc{edure:

.; j;
'- t.i

Quality Svstem QI\4S
MR

Training TRG
Cat*ring CA]'

h4aintenance M&R
Requisition REQ

Accclunts
Library LIB

l.nventory Ll\ !

Housekeeping HSKP
Medical MED

Grievances and Discipline DISC

Purchase PUR

Administration AIfM
Indian Maritirne University ! f, 

^r 
r

i ill Ll

Page 2 of 6
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SRTRAM IhISTITUTE OF MARINE STUDIES
ltrnstitute of Merchant Navy Trainingy

Approved by Direetor General of Shipping, Govt. af Inclia
An ISO 9001:2015 Certified Institute

The Quaiitv Manual is revierved per:iodicallv (once in two years) by the tulanagement /
A,,lmi rr istrati r.e r:{iitr.r 7 Rep:resen tatirre / Erecu tiv e D iree tcr.

Nio revision is irnplerrented unless it has been approved by the designated autharity 3r't.1

c{ficially notified to the certil,ving agencies.
Eerch revision is introduced formally by the Ma-nagement Representative bv issuing erf revised
pages ior o;teh <if the copy as per the riistribution iist. fhe revisions are indicated try the revision
number in each of the revised sections and recordecl in the Amendrnent sheet supplied with the
controlled copies of the I\{anuai. The initiai edition is numbers as"A7" "

'I-ir= iasertian +f the adcliticinai f amenrle.r{ secti*ns clr-}i-{ the rerrtcval of tht- old sertions in tire
i:rilivii-iual controlied copies as per the distribution list of the manual is the responsibiiitv of the
person holding the individual copv" A1l old sections so rernoved are returned tc tiie
lnanagement Representative lvho ensures that the sanre are deslrol,ed and so recorded.

Gne ecp: of the earli*r version af the secfion {s} is retained brr the Management representative
in archi,es for the ftrture reference. 

" ,ffi mil.y.k&
&,fA*:.d et r CU*y

LIST OF FILES AND RECORDS TO EE MAINTAIITIED:

ktu

L-'

3 YEARSsrMS/QMSIolINTERI\IAL AUDITS,/ REPORTS
srMslQhdsl02 3 YEARSEXTERNAL AUDITS I REPORTS

3 YEARSNON * CONFORN,,{ANCE siMs/QMS/03
-1

g_
3

3 YEARS

3 YEARS

4

.J

i".;*N - C*h:F.]RL ANCE CCNTR*L
PREVENTiVE ACTIOI{

DOCUMENTS DISTRIBUTION RECORD

CORRECTIVE
srhfslQl\151il.4

SIMSIMAN/01
sih,{slh4A}ii 01 :3 YEARS6 S,IASTER LIST L'}F REEORT}S
SIIv{S/l\fAN/01 3 YEARS7 CERITIFICATES FILE
srMS/MAN/02 3 YEARSa MANAGEMENT REYIEW MEETINGS
srN,{s/N,IAN/02 3 YEARSI FOLLOW UPS AND ACTiONS
Slh{S,rivlA}i/03 3 YE;\RS1il CI"IAIRh.'?A}{' 5 Ci E CUL;X rq-S

Sil\{SlMAh[/04 3 YEARS11II DEFECTS LIST

Page 3 of 6
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SRIRAM INSTITUTE OF MARINE STUDIES
llnstitute of Merchant }{avy Trainingl

Approved by Director General of $hipping, Cavt. of India
An I5O 9001:2S1"5 Certified hrstitute Qts

OFFICE WORK srMS/orr
12 couRSH BOOKTNGS / ADMTSSIONS SIN,ISIOFF/01 3 YEARS
13 STAFF ATTENDAI{CE srMS/oFY /A2 3 YEARS
1I EANDIDATES ATTENDANCE Sih'i5loFF/rl3 3 YEARS

14 CERIFICATES ISSUED srrusloFF 1a1 3 YEARS

15 CDC ISSUED srMs/oFFl0s 3 YEARS

T6 RESULT OF CANDIDATES "1gffir tr!ffit
I 

^r'r 
l.\/5ltvl5/ LJrr/ r,rl ^ 

trr 
^ 

n-J r tllLl\b
1= TRAII\JINC SEHEilULES e4ASl-#;it #q , SIN'[S/OFF/07 3 YEARS

18 TRAINiNG PROGRAMS srMS/oFFl08 3 YEARS
'19

-L-_

\2*
LESSON PLANS srMSloFF/0e a \/r. t n-

J I.DAI\D

CORRESPONDAI{CE WITH DG SHIPPINC
I ${IiiAi\i MAR.iTi&1E UNTYERSITY

srMsloFr/10 3 YEARS

2'L CORRESPCNDAhJCE WITH OTHER
AUTHORITiES

srh,{s/oFF/.11 3 YEARS

22 PERMANENT STAFF ATTENDANCE srMsloFF/12 3 YEARS
-'1 v-151Tr\G STAFF ATTEN DAI{CE 5Ih,{5/q_lFF/13 3 YEARS

J4 DAILY LAG i WORK srMS/oFF l't4 3 YE,{RS

25 PERMANANT STAFF CONTRACTS SrMS/GFF 115 3 YEARS

VISITING FACULTY COI\TRACTS siMS/oFF ls,o 3 YEARS
.lr-7t-t LEAVE*STAFF&FACLTL]Y SIr\,{SloFF /17 3 YEARS
tu FEEDBACK FORL{S srft,{s/oFFi 18 3 YEARS

29 DISCIPLII.{ARY ACTIOI{ REPORT'S SII\'IS/ CFF i19 ^ 
\/- 

^ 
6-J Y TAI(5

30 STAFF GREViANCES SIN,{SIOFF i2A 3 YEARS

31 STUDENTS GREVIANCES crN4q lo.FF /?1 3 YEARS

32

Li3
II'JCREft.'IEF;TS & ECIdUS sih,l5rroF? /22 YEAR.S

STAFF WELFARE srMS/oFF /23 3 YEARS

34 STUDENTS WELFARE srMSloFF /24 3 YEARS

35 REQUISITIONS sil\,{s/oFF /25 3 YEARS

3{; IiWEi\T*I{.Y srh{si oFF /2* 3 YEARS

,', /I
38

WORK ORDERS SIh{S OFF 27

srMs/TRc/01

3 YEARS

3 YEARS

39
TEA1NING PRGGRAh4S FOR ALL
COURSES

srrds/TRG/02 3 YEARS

40 STUDENTS ATTENDANCE srMS/TRG/03 3 YEARS

41 PRACTICAL TRAINING DETAILS SrMS/TRG/04 3 YEARS

Page 4 of 6
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SRIRAM INSTITUTE OF MARINE STUDIES
(Institute af Merchant Navy Training;

Apprav*d by Director General of Slaipping, Govt. of India
An ISO 9001":201"5 Certified Institute Qts

erlJ\]

42 EVATUATION OF STUDENTS srMsi rRG/05 3 YEARS
+J EXAiV{ I]TJATION RESU L"TS slruslTRG/06 3 YEARS
4rt FEEDBACK OF STUDENTS siN{slTRG/07 3 YEARS
45 PRE-SEA STUDEI\ITS EVALUATIONS 511!t>/ t l(L:/ Ul1 3 YEARS

rI I I T I I SIMS/CAT

-

,16 I}JVENTORY srN.{s1cAT'/01 3 YEARS
.{?
-il iTlC)hi ?rfBt"tB srMS/cAr I a2 3 YEARS
48 DEFECTS ruffis"a u* *#Flv srMsi cAr l*3 3 YEARS
19 MAINTAINANCE

Ih.-FRASTI1UCTURE

srMS/cAT /A4@
srturs/rNS/01

3 YEARS

3 YEARS
51 CADETS HOSTEL qlh,{q /INiq /n? 3 YEARS
52 GP RATINGS I{OSTEL srMS/rNS/03 3 YEARS
(? CLASS ROGMS srMS/iNs/04 3 YHARS
54 LitsRARY siMslrNsl05 3 YEARS

55 SPORTS GROUNDS I INDOOR GAMES srMS/rNS/06 3 YEARS
56 SIAIIMMII{G POOL srMS/rNS/07 3 YEARS
\7m
58

AUDITORIUM

ntrtrpa-Tq I IqT

SIMg INS 08

srMslRrP/01

3 YEARS

3 YEARS

a') GENERATOR LOG srMS/RrPl02 3 YEARS

b0 RO SYSTEIV{ siN{s/RrPl03 3 YHARS

fli SAJ\ITATiON 5lN:lSlRIP/Li4 3 YEARS

.62
115

AIR CONDITIONERS HEATERS

PENDING NS

SiMS RiP 05

Silvis/REQ/01

3 YEARS

3 YEARS

*4 S LT PP LiED RE QUIS{'TIL}]d-E
(FlrLL/PARIIaL)

5n.x5lI?EQ,1t!2 3 YEARS

65

60

PURCHASE ORDERS

CASH TF.ANSACTISI\JS, iN OUT

SIMS 03

5Ii\'4SrrACC/01

3 YE.ARS

3 YEARS

67 CHEQUE TRAhiSACTION]S, Ii\ilOUT srMslAe c/fiz 3 YEARS

68 ON-LINE TRANSACTIONS, IN/OUT srMSlACqAs 3 YEARS
6Y

?,il

STAFF SALARY

iNVENTORY

SIMS 04

srMslLiBl0l

3 YEARS

3 YEAES

Page 5 of 6
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SRIRAM INSTITUTE OF h,{ARINE STUDIES
(Institute of Merchant it{avy Training;

Approved hy Director General of Shipping, Govt. of India
An ISCI 9S01:2015 Certified Insritute eem

-7'l BOOKS ISSLIED srvrs/LIB/CIz 3 YEARS
72 BOOKS ORDERED / RECEIVED srMS/LrB/03 3 YEARS

1,1t+

-4

75

ALL DEPARTh,{ENTS I}dVENTORY'S

DAILY HOUSE KEEPING RECORDS FOR
ALL AREAS

DEFECT LIST

sle,{s/Hou /a1

SIMS LIB 04

SIMS Ii{V 01

3 YEARS

3 YEARS

3 YEr\RS

76 DEFECTS LIST BLtr w&em siN.,{/Hou/02 3 YEARS
-7=7 REQUISITION &#AS;"H"r;, dnr\rtrr srM/Houl03 3 YEARS

TI\T\/ENTTNI)V11 \ YLlalVr\l srL4/HOU/04
SIMSA{EDtr

INVEI\JTORY slrus/ MH'J / at 3 YEARS
80 REQUTSTTICL Srr4si h,rET)/*2 3 YEARS
B1 N4EDICAL TREATMENTS srMS/MED/03 3 YEARS
82 REPORTS SrMS/MEDlA4 3 YEARS
83 MEDICINES ISSUED 5IM5/MED/05 3 YEARS
LIJ(t+

85 DAILY LOG

*ccToit 1.'isiT5 REPOETS

SrMS/DIslol

*6J\,ED 3 YEARS

3 YEARS
86 DISCFLINE CASES / HVENTS SIMSIDIS,/02 3 YEARS
87 GREVIEIdCH CASES / E\iENTS srMS/Dr5l03 3 YEARS

t

Arrnroverj Bv: Chairman:TI EignaWr.g" f

,S SY5Page 6 of 6
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SRIRAM INSTITUTE OF MARINE STUDIES
Village - Ean'lnoli, Sector - 28, l)warka,l\iew Detrhi * 7I

Tel: 011-253'j.42''.5,356, Fax: 011. - 25314557
X,Veb: www.simsnd.in, Emaii: info@simsnd.in Qm,

Section i Subsection No. Title No. ofPages
From Chairman Desk

t1 Contents 2
11 Aht-rr*viations 1

1._1 Disrribution list 1

Internal Audit Plan 1

02 Introductior I
03 Abbreviations 2

04 Quati8 Management System I
-t1
-.i Ljnderstanding the Organization 1

4.2 \a) Understanding the needs and
Expectations of interested par11'

1

4.2 (t) Attendance o1' students 1

,1.3 L)etermining the scope of QN{S J

+_4 Management s),stem 2

05 Management Responsibility I
5.1.1 I.eadership and commitments

(General)
1

-{.1.1.5.1.2 l.eadersh ip and ci:mrnitnrents
(Customer Focus)

2

5.2.1 Quality'poiic-v 1

5.2. i (b) Establishing the quaiitl' policy 2

5.2.2 Quality Obiectir.e 1

5.2.? tai Clrmnuni *atir:g the qual itv
poiicy

2

5.3 Respons i b i I i r,"* .Auth ority 1

s.3(a) Responsibilitl' .Authoritl' And
Communicati on Chairman

1

-{ 
'lt h: Resp*ir*tihilit.v . Authorit3,' And

Communication Ei)
5.30 Responsibilit.v,Authority And

Communication H.O.I
2

6 Resource management I
s,i.i E isk- Assessi:rent ,4+

6.1.2(a) Anti-Ragging and Sexual 1
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SRIRAM INSTITUTE OF MARINE STUDIES
Viiiage - Bamnoli, Sector * 28, Dwarka, hjew Detrhi - ZI

Tel: 0111253142\5,356, Fax: 011 - 2S314SS7
!!'eb: www.simsnd.in, Email : info@sirnsnd.in ktx

Section r Subsection No. Title N0. 0f Pases

From Chairman Desk
1.1 Contents 2
t') Ahlrreviati*ns 1

1.3 Distribution iisr 1

Intemal Ar-rdit Plan 1

02 Introduction 1

03 Abbreviations 1

*4 Qualitv M*nagement Svstem I
4.1 Linderstanding the Organization 7

4.2 (a) LLTderstanding the needs and
Expectations of interested party

1

4.2 (b) Attendance of students 1

4.3 Lletermining the scope of QMS -]

4.1 I4anagemeni system 2

05 Management Responsibili8 1

5.1.1 I.eadership and commitments
(General)

I

5.1.1,5.1.2 l,eadership and commit*-ients
(Customer Focus;

2

5.2.1 Quality polic,v 1

5.2. r (b) Establishine the qualifr- policy I
5.2.2 Quality 0biective )
5.7.7 {al C i:nr muni eaiin g the qrial ir-v

poiic-v

)

5.3 Respons ibi I itl, .Authoritl'' 1

s.3(a) Responsibilit-v- .Auth oritv And
Communication Chairman

1

i lrhl Resp+nsii:!i it1' "Airih*rit3 Anri
Communication ED

*?

5.30 Responsibilitl',Autliority And
Communication Il.O.I

2

6 Resource management 1

$.r.1 R.isk Assess;i:ent I.+

6.1.2(a) Anti-Ragging and Sexuai 1
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SRIRAM IhTSTITUTE OF' MARINE STUDIES
Village - Barnnoli, Sector * 2&, Dwarka, lVerv Delhi - yT

Tei: 011-25314215, 35{i, Fax: 011 * 25_314SS7
Web: www.simsnd.in, Email: info@simsnd.in Qrs

L]

ljarassment
6.1 .3(a) Action to address risk
5.1.2(b) Action to address risk (fine) 2
{t.2.1 Qualit"v objective and planning I
6.?.1:'6.?.1 Qu:riiir, *bjectir.e and piannirrg to

achieve
1

6.3 Planning o1'changes 2
07 Education realization I
7.1.2 Induction of f-acultv 2
? .t.317 "i "4 Inii"astru:iure .t

7.1.5.1 Measurement anal-vsis and
improvement

1

7. I .-5.1(a) Monitoring and tne as uri ng
recourses

J

7.1 .f) Crganizational knorviecige
a'lt.L Competence 2
7.4 Internal Communication 2
7.5.3.1 Control of docurnented

infbrmation
J

7.5,3.2(a; Controi of docrrinents I
7.5.3.2(tr) Conffol of documented

information-r2
1

_r1if* st'+1ft:ri*3

I 0peration l
8. I (a) Operation planning and controi

{cadeti
2

8. r (b) Operation planning and control
(GPR)

I

8.2.2 Determining the requirement fur
product anrl seruice

)

8.2.2ta) Alten<lance i:f' stu<ients I

8.2.3(b) Students attendance procedure
and record keeping

2

8.2.318.2.3.1 Revierv of the requirement for
product

,}

5.i.5isi ilrize en<.1 s<;iral"rrship 1

8.3.5(bi Sports and entertainment
committee

1

8.4.1 General 1

8.4.2 Purchase Process 2
8.4.i Purchasin-s ini*rmation 1

8,5.1/8.5.2 Control of Production & Sen ice
Pror,ision

-l

8.5.3 Propert-v belonging to customer 1

8.5.4i8.5.5 Pr*senalioir anrJ post deJiven
actiYit;es

1

8"5.6 Control ofchanges 2
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8.6 Release ofproduet and services I
8.7.1 Control cf aon-c'.rn&lrminu out*

put
I

9 Performance Evaluation I
9.1.1 General assessment of

f-acu1tr,,'/staff
I

1. r.: lJ*c umenteil inf*rmati rtr 2
9.1.3 Monitoring measurement
9.1.3(a) Anaivsis of data 1

o11 Internal Audit 2
9.2.2 Brieflng tbr the Ar"rditor 2
9.i. ii9.-1.:iS.i.-3 Lllanagern cnl Rcr, i *r"r,'

t* Improvement I
10. I Improvement(General) 2

10.2.1 Impror,'ement ,|

i{i.2.i11{i.2.21a7 Griev:rnce and redressed svstenr I

tr0.2.U10.2.2(b) Control of non-conformi ng
education

I
H?"qf "qffiffi,#?

$;{rc$ tH$;f r'*: r.1fi}oy
is.3 Continual improvemenl I

Annexure -A Processes and their Interaction t
Annexure - B Iiorms 39
Annexure - C Duties 16

A**exure * [) Llertit'icate: ?8

Annexure - I: Skiil matrix of teaching &non
teaching stalf

I4

Annexure - F List of library books 21
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Corrective / Frevenfive actian
Custnrner Prnpertv
Sriram Institute of Marine *qtudies

I)eliverv Rating
Llelir.'erv Chall.rrr
Functional Head
Human Resource "' ' '

In-Charge
4onitoring and lMeasuring Deviees

Managetrent Represen tative
lVIanag,ement Revicii' Niceting
Non-Contormity
llJon-Conf orrning Product
Freven tive tr'{ainten ance

Purchase Order

Quality irilanual

Quality manual Svstein

Q*alit1'Control
Qualitv System

Quaiity inspection pian
Ralv Material
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lVork instructions
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standard training certification anel watch keeping
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FH
HR
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Quality Policy

OUALITY POLICY

We cornmitted to train, educate, certify and ta
provide sea slots to our Pre Sea students as per
the directives of the Director General of
Shippi*g, Covt. af India and Indian Maritirrrc
university.
Special emphasis shall be given to continual
improvements in the teachi*g process, use of
latest technology & web portals in training
eompetency by providing ideal infrastructure,
equipment to encourage the Students to adopt
latest ues in learninE, examination
includi*g practical and demonstration ensuri*g
safety from Covid.

Approved By: ehairman: irg11alUre:
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SRIRAM INSTITUTE GF MARINE STUDIES

This Quality l\4anual desr-ribes the Qualitv ir4enagement S,vst*:rn iollolt,erl h.,, M/S Srira:n
Irtstitute of Marine Sturlies as a mean of ensuring that the ec{ucation and training provided by
the institute meets the speci{ied customer requirements. The Quaiitv Management Sl,stem has
been formulated on tire basis of ISO 9001,:2015. This manual provides a framework, which
ensures that the institute addresses all the issues of importance related to quality of education
and training plavicled by the institute.

ig';:;4 1.1lsi-.{1;t*
lit.-.,- " 't'

SS ope .of Certif ica_tion!

Scope of Certiiication is "provision of Pre Sea Deck Cadet, GP Rating anrl allied STCW-2010
Basic, advanced STCW 201, Competency and Special Ship Tvpe Course including simulator
courses as per the requirement of the Directorate General oI Shipping, Govt. of India and
Indian l\daritime Ur:iversity" applicable to operafions of Sr"irarn Institute of N{arine Studies at
Sarnnoli, $*ctcr 28 Drsarka, iSew' Deiiri * 110077-

SSuctuSLqftmenUcrl:

?he Quali$ manual has many sections and these sei:tions are sequ€ntialiy amanged in
accordance to ctrause nurnbers of ISO 9001 (section 04 to 10). First page of each section / sub -
sectir:n of this Quality Manual carries the latest revision number. R.evision No. '00' has been

given to first issue t"rf tire section.

This rnanual is available cnly in English language

&tu

Introduction

Page

.\i

llnstitute of Merchant Navy Trainingl
Approved by Director General of Shipping, Govt. of India

An I$$ 90fi1:20L5 Certified trnstitute

\
L

Foreword:

L

-\-



SRIRAM Ii{STITUTE OF trIARINE STUT}IES
llnstitute of Merchant it{avy Trainingl

Approved by Director General of Shipping, Govt" of India
An ISO 9001:2015 Certifiecl Institute

Filing Syglem:
The instifute maintained list of files maintained by each deparknent and are provided in this
section. In the filing system, every department has been provided with departmental codes
which prefix th* work area" g*q Sffiee
Following are the codes given to each: h4ASTER COPY

The fiiing system will be in the form, example, SIMS / TRG I A2

*,-"'l
Training

Serial Nurnber of the file

8ru

Sriram Institute of i\,larine

Quality Management System QMS
Management Representative MR

Training TRG
Catering CAT -

l.r

Maintenance / Repair Ir,I&R 3
Requisition REQ A
Accounts ACC
Library LiB

Inventory INV K

Housekeeping I-ISKP
Medicai MED

Grievances and Discipline DTSC

Purchase PUR

Administration ADM
Indian Maritime University IMU

Page 2 of 7



SRIRAM INSTITUTE OFMARINE STUDIES
trInstitute of Mereltant }Savy Training)

Apprcved by Director General of Shipping, Govt. of India
An I5O 9001":2fiL5 Certified Instirute

Issue Procedure:

ale r"rot used within the institute.
ffiEq SRfrTR

vtsrEn coP.vReviqion. Updating and Amendment Pr,qcPdqrer

T'i:e Quaiity h,{anual is revi.e*,erl perriodic^lln i;;;;' irr" try*, years) hv the &,Ianagemer:rr f
Administrative officer/Representative / Executive Director.

Qru

.j '.

()

No revision is implemeuted unless it has been apprcved by tire designated authority and
officially notified tcr the certilying agc.ncies.
Each rei,isir':n is intror{uced formail'u. L;y the I\{anagement Rep-rlss6ntative by issuing of revised
pages for: each of the copy as per the r,listribution list. The revisions are indicated by the revision
number in each of the revised sections and recorded in sheet supplied with the
controlled copies of the Manual" l'he initial eclition 01".

'Ihe insertion of thqr additional f amended sections and the rernoval of the old sections in the
indiviciual controlled copies as per the distribution iist of the manual is the responsibilit,v of the
person holding the ir-rdividual copy. A1l old sections so remol/ed are returned to the
management Represerrtative who ensures that the same are destroyed and so rer:orclerl.

One copy of the earlier version of the section (s) is retainecl by the Management representative
in archives for the future reference.

Page 3 of 7
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SRIRAM IhTSTITUTE OF MARINE STUDIES
(Institute of Merchant Navy Training)

Approved by Director General of Shipping, Govt. of India
An ISO 9001:201"5 Certified Institute

QUALITY OBJECTIVE

1. To Equip, class rooms with modernlnew furniture,
internet and teaching learning equipment's

2. Secure maximum training slots for Cadets and GPR"
3. Arrangement to improve intake of students for all

courses
4.To obtain rcA% results of DNS & GP Rating in

final examination.
5.Prep areand implement of SOPs. -'ffim,

L)

Approved bv:- /



SRIRAM INSTITUTE OF MARINE STUDIES
(Institute of Merchant Navy Training)

Approved by Director General of Shipping Govt. of Inr
An ISO 900L:2015 Certified Institute

I

wrN

ISO 9001 clause 5

5.2.1(b)Quality Manual Sub Section No
Revision No. Date 01 ,1gtt' ]an 2013

Revision No. Date AZ ).6th Aug 2016

Page 1 of 1"

Quality Policy

.\*

QUALITY POLICY

We are endeavour to impart Maritime Education,

Training and to issue certificate to the seafarer as per the

directive of Directorate General of Shipping 8{, Indian
Maritime lJniversity (Govt. of India). We will be

smphasising continual improvement, risk assessment

and safety by providit g ideal infrastructure? facilities
and latest technology in learning environment to our

clients. Our core endeavour is to provide on-board slots

to our Pre Sea course students. 
^rffiffi,

Approved by:- ,



SRIRAM INSTITUTE OF MARINE STUDIES
llnstitute of Merchant Navy Trainingl

Approved by f)irector General of Shipping, Govt. of India
An ISO 9001:2015 Cerrified Insrirute

Top Managements quality pqlicy :
s@ sffiffie

fuSASTER COPY

1) Purpose of the organization is to meet the client's goals as per the laid down
guidelines by &e Director General of Shipping.

2) A commitrnent to comply with the statutory anc{ regulateiry requirements anrl
cq:ntinual improvement in the effectivenes$ of the QMS.

3.} Prr:vides a framervork for establisl'ring and reviewing quality objectives.
4) It is communicated and understood within the organization to displa_y experience

ancl understanding through regular kaining sessions.
5) Qualitv is reviewed ferr continuing sustainabilitv anrl effectivenc.ss in a half vead1,

filanagernent review meetings.
6) Prioritv of the Institute is to atfract ship owners to employ pre-sea course (DNS

cadets & GP ratings) trainees on board ships.

n To provide safety, create an environment with comfortable ambience for effectir..e
training to its course partieipants fr:r sera jobs and placements.

Qr-u

L

Appi'o.,,er-1 E),: Chairmen: $i$*ature: y',

#

s'.l 'ir

Page L of 1
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SRIRAM INSTITUTE OF MARII{E STUDIES
qlnstitute of Merchant Navy Trainingl

Appraved by Director General of shipping, Govt. of India
An I5O 9001:2015 Certified Insritute

;, :,. ;. ;,.1. . 1i:;,i... j.,,.1,

Manage.r4ent._Comrnitqlent i.t i ''i ! ,;. iil"",I-',ir

Chairinan and the Management of Sriram Institute of marine Studies is totally committed to the
dlr!'elapment a.ncl impL'trentation oi Qu"rlitv l!{ar.agerrrent $ystem and continually irnproving
its effectirreness. Thev have taken keen interest ancl are instrurnental in the development af
Quality Manual and the documents referred therein. Their commitment torvards Ql\{S is shown
througl"r foiion ings action:

ai impartanc* of r:eeting cllstomer requirements is cr:mmunicated r,vithin the organization
through regular interactions and kaining sessions. Everyone within the organization is
convinced that the only way to achieve organizational and personal grorvth is through
complete satisfaction of customers stated as well as implied needs. We are working as
per the guiclelines provided by DC Shipping, Covt" of inrlia and Inetrian maritirne
u nir,ersitr'. Chenna i.

b) Quality policy and measurable objectives are established, communicated, understood
anrl maitrtained at all levels ancl functione within the organizatiorr.

c) fuianagemeirt reviews are conducterl at least once in 06 rnonths.

r1i Pror.isir:l of resources for the effective impiementation of QMS. Resource requirements
are ruvier.r,ecl in the half year'Iy $aru,g*n-tnnt Review Meetings.

Customers Focus:

Top Management has established a mechanism (refer: sub-sec no. 5.1.2 of this QN{) to determine
ancl meet eustomer requirements with the :rim of enharneing eustorner satisfar:tian, Mer:hirnisrn
of monitoring r:ustomer satisfacticn levei is given in sub section 8.2"2 of tl'ris quaiiff ntanuai.

Qru

t

L

Page 1 of 2



SRIRAM IhTSTITUTH OF MARINE STUDIHS
{Institute of iVlerehant Navy Training}

Approvert by llirector General of shipping Govt. of India
An IS0 9001:2015 Certified Instirute

Administrative:

The onus is also given to exercise, implement aricl ensure the effectiveness of all orders, circulars
and requirements as received from the govt. body of Inclian Maritime administration:

a) lhe l)G Shipping
b) The Indian maritime University
c) The Mercantile Marine Department
d) The Govt. Shipping Master's OfJice
e) 'Ihe Northern Ar-arJemic Couneils.
t] Er:arci ai Examir.aiian for Seafarers'frust"
g) INDOS cell.

IVIA$}LH COPY

A\
Qrzu

*g HRBM
ntisrEn coPY

L

Appror.erl By' ekilurea: $iqnetrsql I

Page 2 of 2



SRIRAM INSTITUTH OF MARINH STUNIES
llnstitute of Merchant Navy Training)

Approved by Director General af Shipping, Govt. of India
ISRS 9001:2SXS Certifiert

Cornm stern

I\{angtr@
Executir.e Director of thc. institute is also t}'re management representatir.'e to ensure

that the qualit-v Svstem is est;rblished, implementecl and nraintained in accordance with
ther ISO 9001-2015 Standard

The MR in adrlition to his nr:rr:"r-al duties is responsible for ensure tire
rlocurnentation, irnpiementation and maintenance of the qr-ralitt, svstern in accordance
r,',ith IS0 9001-2015 and the qr-ratrity Policy. He also ensures the prornotion o{ awareness

:rrffirfrft
HASTER COPY

a) Tc keep tire staf{ updatecl r^rith a}i latest information as promuigated b_v t}re
Gc;vernment,

b) 'Io maintain daily rcutirie I training proElralrl c1S pfr the directecl guideline-s.
c) issuiug anct e.xecution oi orders, rt,hether as per internai or external

requirement, reiat*cl to infrastructure {acilities, training airis, tli-<cipiine etc" in
r:rder"

Pr*cedures:
'I'he senior lnanagement issues circiliar:s, notit:es antl ternporary memorancfuims

stating objectives and direction-q expecte'd Lry all. The circuiars are written down on a
'Circul;rrs Register' from the Chairman's oftice and reacl, understood anel
acknor,r,ledged by all cerncerneel. The nrernos/notices are displalell on tl"re rnain nctice
hr:rard fcir inforrnation and exeeution.

ai Public Address System: 'Ihe institute has a public-ar-Llress system fitted all
across the building, same is used for urgenl orclers and u.hich require
irnmediate action - Priority: Immediate.

NN\

of customer requirements througl"rr:ut the organization.
Sbiective:

Communicating the Quality
Palicy
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b) Circulars; Circulars coming {rom the Chairrnan's desk, reiatecl to changes and
issues v'.hich thev consider .rs inrportant anel situatioliai appropriate ;ire
circuiatec{ around anrl ;rckno"wleclger-1 by all * Friority: Very lrnportant and
urgent.

c) N*tices: The notices relater,l tc lea.re, duties anll amerrdm*rits ar* circulateC
anlong staff by issuins notices - Priority: Normal

rl) Temporary Memorandums: Any action, which neetls a highly riisciplinetl,
arranged action. \{l:rere a great care of man ar.td material is requireil, r.vhere

orrier and result js dersireil, tl'r* t*nlporary trleiflorandums arr" issueci. These.

mefi1os include the action to be taken by each inclivitlual, rvho so ever is
concrxnecl to carry out the task * Priority: Normal

e) Electronic Medium: Internal email svstem is follorved and in use, and the
entire staf{ has accessibility tc the internet, r,ryith Wi-Fi facilitv and compr:ter
stations arrailabie where they coutrd access the same - Priority: hlormal

f) l-ibrary: llaily newspapers, masazines and ji:urnals are ar,,ailai-:ie in the librar_v
for the use of sta{f. Librarv timings are maintained from 0930hrs - 2200hrs.

.a;v*3tr 'sr;i1$;.rrI:

QUALTTYP0LICYM&$}EaC{i!.'l
We are enctea\,our to imparl Maritirne Education, Training arid to issue certificate
to the sealarer as per the directive of Directorate (ieneral of Shipping & Indian
h,laritime University (Gorrt. of India). We will be eurphasising continual
improvernent, risk assesslnent and saf'ety by providing ideal infrastructure,
flacilities ancl latest teclinolog), in leaming environment tr; our clients. Oilr core

endeavour is to provide on*board slots to our Pre Sea course students.

Quality Policy:

Q*ntity Fr:li*_v is dispiavi:d at ii:e ree*:pii*::, :r1l i':tYices afld rJass rsf,,t:1s ttrr ea*ir
ir:rii.riduatr to r-rnderstand the Quality Policy cf the lnstitute. Manual is kept in
Cl:ainnan Rootn, Executive Director Roorn, Faculty rooril. liO.I roorn for easy

reference ta all concerned.

r'{Ht!o

'";5lSir"

ruN

L

L

Page 2 of 3



SRIRAM INSTITUTE OF IVIARINE STUDIHS
ilnstitute of k{erehant Navy Training)

Approved by Director General of Shipping, Govt. of India
IQRS 900L:201 5 Certified

L

qsm
.eisren @PY

L
Approved By: .e]raq::farr; $re&alrrgl //

1i

Page 3 of 3

&ffin



SRIRAM INSTITUTH OF MARINH STUNIES
llnstitute of Merchant Navy Training)

Approved by Director General af Shipping, Govt. of India
ISRS 9001:2SXS Certifiert

Cornm stern

I\{angtr@
Executir.e Director of thc. institute is also t}'re management representatir.'e to ensure

that the qualit-v Svstem is est;rblished, implementecl and nraintained in accordance with
ther ISO 9001-2015 Standard

The MR in adrlition to his nr:rr:"r-al duties is responsible for ensure tire
rlocurnentation, irnpiementation and maintenance of the qr-ralitt, svstern in accordance
r,',ith IS0 9001-2015 and the qr-ratrity Policy. He also ensures the prornotion o{ awareness

:rrffirfrft
HASTER COPY
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c) issuiug anct e.xecution oi orders, rt,hether as per internai or external

requirement, reiat*cl to infrastructure {acilities, training airis, tli-<cipiine etc" in
r:rder"

Pr*cedures:
'I'he senior lnanagement issues circiliar:s, notit:es antl ternporary memorancfuims

stating objectives and direction-q expecte'd Lry all. The circuiars are written down on a
'Circul;rrs Register' from the Chairman's oftice and reacl, understood anel
acknor,r,ledged by all cerncerneel. The nrernos/notices are displalell on tl"re rnain nctice
hr:rard fcir inforrnation and exeeution.

ai Public Address System: 'Ihe institute has a public-ar-Llress system fitted all
across the building, same is used for urgenl orclers and u.hich require
irnmediate action - Priority: Immediate.
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issues v'.hich thev consider .rs inrportant anel situatioliai appropriate ;ire
circuiatec{ around anrl ;rckno"wleclger-1 by all * Friority: Very lrnportant and
urgent.

c) N*tices: The notices relater,l tc lea.re, duties anll amerrdm*rits ar* circulateC
anlong staff by issuins notices - Priority: Normal

rl) Temporary Memorandums: Any action, which neetls a highly riisciplinetl,
arranged action. \{l:rere a great care of man ar.td material is requireil, r.vhere

orrier and result js dersireil, tl'r* t*nlporary trleiflorandums arr" issueci. These.

mefi1os include the action to be taken by each inclivitlual, rvho so ever is
concrxnecl to carry out the task * Priority: Normal

e) Electronic Medium: Internal email svstem is follorved and in use, and the
entire staf{ has accessibility tc the internet, r,ryith Wi-Fi facilitv and compr:ter
stations arrailabie where they coutrd access the same - Priority: hlormal

f) l-ibrary: llaily newspapers, masazines and ji:urnals are ar,,ailai-:ie in the librar_v
for the use of sta{f. Librarv timings are maintained from 0930hrs - 2200hrs.

.a;v*3tr 'sr;i1$;.rrI:

QUALTTYP0LICYM&$}EaC{i!.'l
We are enctea\,our to imparl Maritirne Education, Training arid to issue certificate
to the sealarer as per the directive of Directorate (ieneral of Shipping & Indian
h,laritime University (Gorrt. of India). We will be eurphasising continual
improvernent, risk assesslnent and saf'ety by providing ideal infrastructure,
flacilities ancl latest teclinolog), in leaming environment tr; our clients. Oilr core

endeavour is to provide on*board slots to our Pre Sea course students.

Quality Policy:

Q*ntity Fr:li*_v is dispiavi:d at ii:e ree*:pii*::, :r1l i':tYices afld rJass rsf,,t:1s ttrr ea*ir
ir:rii.riduatr to r-rnderstand the Quality Policy cf the lnstitute. Manual is kept in
Cl:ainnan Rootn, Executive Director Roorn, Faculty rooril. liO.I roorn for easy

reference ta all concerned.
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Ouality objectives:

Top mairagement l-ras establishecl measurable Qualitv ol:jective for tire company as a
whale as well as at relevant functions and leveis lviihin the companv . These quaiity
objectirres are relevant to the eclucatioir of the company and are consistent r,r.ith the
quality policy.

These quality objectives is the target that managemerrt has set for the eirganization to
achieve anrl to its lairi dr:rvn pciicies r.r,ithin a certain time frame. Achievements anrl
suitabiiit,v of these objectir.,es are reviewed in half yearly managernent review meetings.

{.1 .l ,-,r

MA$]"Effi fr$rJY
Qu ality Manaqement.System Dlanning:

This QM and its associated documentf definghow the requirement of qualitv for the
eciucation provided by the company i( met. Top management ensures that pianning is
carried out in c-rrrler to meet the requirements identifier"l in sub section 4.1 as rvell as for
the achievement af quality oi:jectives ancl the reler.ant functions ancl ler.,els within the
comPany.

Pianning includes ielentifving activities necessarv to deliver the edur'aticn and I or
services, necessary resources, verificatiolr activities (such as inspections, retriews and
audits), criteria for acceptabili$ of education and process, corrective actions and
continual improvement in edurtation ancl processes.

Top management ensures that planning is not just reslricted to education and f or
serr.ice prorrided and achievement of objectives, but aiso to bring in a change in the

Page 1 of 2
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*rganization and t}'re quality of the rnanagecl system" It is ensured that changes are
planrreri to maintain

lntegnty of the system and to prevent / minimize the risk of adverse effects on quality
of education.

L

,xHm,

L.\

sYs

rman: Siflnature: /
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Quality Objectives

gw xffifrR
IdASTER COPY

1) To prepare the deck cadets and GP rating course ancl participants of the aliied
courses on cleck c{epartment, as per the syilabus provided by the Indian
lVlaritime Aciministration.

2) To score maximum higl"r grades (Grade 'A') in the'Al1 india Exit Examination
for Seafarers Trust, Mumbai' in the GP ratings course anrl 100% Pass result in
the DNS Cadets course of indian Maritime University, Chennai.

3) To brusir up the knowledge anrl to update with newer ehanges in the nraritime
industry, to ail the participants of the ;\dvanced and Basic courses related t<r

deck work.
4) To alter/amend the course curriculum of deck departrnent as per the recent

IMO conventions, whieh are there erfter also implemt+nted Lry the DG shipping.
5) Ts culti-r.at* anrl induce safe r.vorking pracfices, qui.-k response to enrergencies

ancl to avoid risks involved during working on ships during various operations.
6) To emphasis on laid down procedures to be follorn ed and ta be in a habit to

follorv the same during all operations onboard ships.
7) Code of safe w'orking praetiees tei L:e strictlv f*llow'ed, risk assessment tc be

carried out before any job is carried out, no matter how frivial the job may be.

a

(:

T

Qbjeetive qf the peck Departryent;

J.'r d
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i) To train the students to identify problerns relevant to engine design
and general practice of marine engineering department.

2) To provide knowledge and understanding in the three significant
design areas of equipment's, process and plant operation on ships
cerneerning tc m;lrine engineering rlepartment.

3) To educate the students in understanding the multifaced aspect of
marine engineering and in applying the various compiications and
method stue{ied, for problem analysis and solution finding.

4) Te prepare the students to pursue higher studies and/or to succeed
in the industry. Provide technical education to be technically
professional in the global market.

5) Ta impart the i:est engineering knowledge, ktain the DNS cadets f
GP ratings so that when they are onboard they are an asset to ships.

,ffim.

L\

Approved By: Chairman: SienaEixei /
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Responsibility and autharity:

Top management has defined responsibilitv, authoritv and interfeiation of personals
that are managed, performed and verifiecl r,r'hich are affecting work quality. fsp
rlianagerleRt ensures that these pers*nlel kixrt^; tr,,hat they are expecterl by top
management, and clearly identifies their role in the organization and how this relates tcr

other roles. In the case of absence, leave or otherwise of a designated persorl,
responsibility of the designated post passes on one step below in the organization chart.
ll*spansii:ilities and atrtirorities are cilr:-lrf":u:ricateci r.tithi:r the argenization tl"rrr:*gh the
job description given in the 'Annexure' C. Responsibiliti, & authority of other staff
employees of the company are girren in the relevant sections & work inskuctions.

Tq xffihffi
fI-{ASTER COPY

QM

L

IApproved by: Chairman:
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Responsibilities of Executive Director
gw wffiffirffi

td$&$THR ffSpY
The Executive Director is to ensure all action of elav reiated to kaining, clocumentations,
Pubiic Reiaticn Sirip Correspon<,-ience with siripping companies and Govt. bodies and to
keep the records of all. He has to har,e a Positir.e conkol on all kincl, type, related
activities of the institute. The Brief of his duties are as under.

a. He is accountable Directlv tc Chairman for forrvarcling .iuljlbrogress of
institute in term of training, public Relation and Custon-rer Feedback Customer
requirement etc.

b. Correspondence with all Govt. Boclies including DG Shipping, Inclian Maritime
University.

c. To arrange timely and smooth conduct of Schedule inspections of Institute bv
Govt. Body.

rt. In{ormir:g any ilew instructions frc-rm the DG shipping to the, FiOI,
Actninistration officer on a Daily activity.

e. Ensure Circulars and memorandums of the Management are executetl, anrl the
effectiveness of the same is carried out.

f . To plan execute the institutes QMS palicies anri programm*r$.
g. He is to take Decision as per the requirement of the institutes polices.
h. The placement of the pre-sea students is his prime job anci responsibility"
i. He is to ensure that all the certifications of the Institute are in place, and keep the

managelxent informerl alrout the saine.

i. He is to ensure that all the courses taking place are conducted w-ith its fuil
strength.

k. He is to address to and look after all deficiencies of the Institute.

L
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I' He has to ensure that, regular management meetings are conducted and the
issues arising are addressed to, on priorv basis.

nr. He is to ensure that the grievances of all stuclents and stafi are addressed to anci
taken care ot, if unable to he shall bring it up to the Chairman's notice.

11" He hi.rs to ensure that alt Pre-Sea scherJules are being follnwerl anci the training is
being unrlertaken as Fer requirements.

o. He has to ensure that all Modular courses are conducted as planned.

P. He is to ensure that there is enough faculty to carry out the planned courses.
q. He is to keep in touch with the authorities to ensure that all rules are being

complied anrl the instifute is in comptriance rvith all.
r. He has to ensure that, all the facilities prnvided to the candiclates are as per

requirernent, in case of anv non-compliance, those are taken care of on a urgent
basis.

s. He is tc laok after the overall performance of the instifute.

s@ sfrffift
fr/tASTER COpy
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IApproved by: Chairman:
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Responsibilities, Authority and
Communication {Chairrnan}

Res onsibilities of Chairman

As in our case the ehairman is promoter of thir organicatisn. The ehairman ir all at the
institute to take any deeision at any tirne ir"r favors, Impartment inereasefDecrease *f
course. 

smr Bmffie
1. He is responsible to ensure the welfare and moratft ?'""it teachirr$ staff

t*aehir-rg staff anil un<"ler trainees r-rf ali h,{aritime cc}urse.

2" To provide funds to kxecutive Director to meet the tlaily expenses.

3. To preside over all functions, rneeting and ceremonies of the Institute.
4" He is the tr:p to review/cancel/ implernent any interrr,al issues.

5. Aecountatrle to ;r11 coilrse partlcipa*ts for providing infuastructure and cc:r:f*rt
ability for course.

6" Accountable to all Govt. competent authority to implement latest
orders/guitlelirres.

7. To discuss, u,,elfare, training, Elanagement issues with his deputv and staff.
8. To ensure sufficient staff of teaching

Executive Director"
9. To get maximun'l results fram the avaiiable ressurr*s.
10. To act as top leader of Sriram team irr ail evaluations.

as recorrunended brr the

Approved by: Chairman: ,/,
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Responsibilities of Flead of Institute

t" Ensure the impiementerl svstem ,/Froceclure iaicl down to conduct of DC

Str"ripping appror,ed courses in term af documentatir:n, evaluation arncl

assessment.

2. i-Ie is to leacl the tearn oI facuiqr anctr instructors for conduct of the courses as per

the letter anci spirit of DGS Guideiines.

3. I{e is lo arlvise ail the facultl, and instru-ctors on the changes, developments and

orciers issued by the guidelines concerned to Maritime Education anrl Training

fror:t time to time.

4. He is to carr1, 661 the evaluation o{ all faculty, teachers anri instructor's
minimum once in three months anil farwaril to the management for cliscussion

and improvements.

5. }'Ie is soleiv responsible for tire Morale anrl encLruragement of the course

participants.

6. He is to keep the institute ready for any scheduled or surpris" ffiffifu""ftime. mleft
7. He is to verify the originatr academic Mark Sheet & Docum-rta #T#ffiYr"u

courses ancl other courses has provision ol issuelappi-v CDC frorn this institute.

8. I-te is to ensure the "I)aitrv Log Book" to be signed b-1," him on everyrlay trasis as

per the I}CS orclers in force.

9. He is to ensure that ail tire course-instructor & in-charges of aii the pre-se;r

L-ourses uraintain ali the relerrant riocru:rents records such as inst" Log, time table,

Ilailv Bicn"retric a-ttenCance, ansl\rcr si:ripts etc, and to he counter signed bv him
on ever),r ela,v L;asis. The same be subrrritted,/put up to Executirre l)irector by tr0ti.'

r:f er.,ery mnnth for his inforrnation.

zuN

Responsibilities, Authority and
Communication
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10. Por.r,ers conferred to hlm by the DGs otfice to deny permission to students to

attend any examination if nr:t meeting the laid clort n criteria of the institute tlr
the DG Shipping.

11" I-Ie is to issue ail the internal orders of the institute reiated to the training, ancl it
valiilation"

12. He is to encourage the students on extra-curricular activities, inter instituLe

spolts, quiz and competitions" tr{e is to nominate officers and staff f'or the s;rme.

13. F{e has to ensure that a1i courses are being held and taken care ofi-, if not, t}ren }re

has to bring it up to tire ED anr-1 get that, problem resoh.ed.

rsffihe
IIASTER COPY
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Page 2 of 2



l$0 000tl0l$ esrfiliod

MTI Unique lD Nu. : 101000

INSTITUTE OF MARINE STUDIES
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Affiliated to lndian Maritime University, Chennai (A Central University, Govt. of lndia)

Wfuw &mm%wYw%* - %rwwwm Srxw%aWwxW* *€ Wwr*mw %K**&xwm

The institute has always moved with interest to create landmarks iir lndian maritime
Education and training by providing the sea berths to its passed out students with a fair,
noble and good intensions keeping the interest of the ship owners to man their good vessel.

We are open to bigger and larger shipping companies to train their selected offiffi and
rating as per their requirements including the requirements of the lndi)'n- Maritime

fu*3'Administration.

The time tested faculty and staff has always remained as light nor$*fo, our betoved

t students and enable them to become a figure in the Maritime indu

*$
We assure that students admitted in courses in our instit all be an asset to the shipping

SRIRAM

L

nal behaviour and good
teaching tracks.

by the Govt. of lndia ond private institutions. The institute has
ured the hond and glove relationship with shipping ond morine company to

on board plocement of its passed out students.

&rcr*ditstion:

1. Directorote General of Shipping, Govt. of lndio- All Maritime courses purely opproved
only.

2. lndian Moritime University- lncorporotion since inception of the very first Maritime
University in lndio.

ffi Vittage Bamnoli, Sector-28, Dwarka, New Delhi-1 10077

ffi +Sr fi-25314215,25314356, 9990565959 ffi intoqsimsnd.in ffi wwwsimsnd,in

Page 1 of 4

M/s Srirom lnstitute of Morine Studjes, on unique institute in northern tndio importing
Moritime Education ond troining fOi'-t icers ond roting. The institute hos courses for
beginners os basic safety troining courses to Rador and Novigation Simulator courses at its
compus in New Delhi. The institiltb hos its own compus in metro city Dethi Dworko ond
spread over 70 ocors of lond,"purely utilized for marine educotion ond troining. The institute
opproved by the Directgrate General of Shipping, Govt. of tndia in Jan,uary 2003 with o mare
course of deck rating ond few basic STCW courses. The institute honoured to be the very first
institute to stort Fighting course in city like Delhi. The institute hos also honour to be
single belongs to a noble family, self determined, exemplary and
honest. institute has 43 courses on the Boord of DG Shipping Govt. of trtdio ond
has
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INSTITUTE OF MARINE STUDIES
&pprou'ad hy t$!# ilir**tsr;et* {ienera$ *i Stt$pping, fie:$t. 8f iildta

Affiliated to Indian Maritime University, Chennai (A Central University, Govt. of lndia)

3. M/s lndion Register of Shipping- Mumboi - Bench morking ond CtPs

4. M/s lR Closs System solutions tlRS] - ISO 900L:2075 certificotion

5. Sponsoring Shipping Company: M/s DSG Ship Service Pvt ltd Mumbai

z.*+'

W*-
The overall obiective of the institute is to spread maritime Educotion arffiTraining in and

M...!

codets and roting.
widows ond help them for

I n cre ase the e m ploya bi I ity in maritime sector including shore and port jobs.

Sh Monjeet lochov, Choirman is e

..ffi@
Qur

?uu,
Y: -iF'
\N$s

on instrumental to provide
institute since"2Q.p6. He has

hold 1.00% risk, lio bil ity, copitol.
Sh toginder Singh He is the founder director of institute heoding areo of
lnter-person tra i ni n g a n d o ccreditati ons.

Sh Ashok Kumar Updh General Monager ot DSG Ship Service Pvt Ltd, has been olways
seo berths to passed out students of codets ond roting of this
olwoys keen to see moximum crew of this institute and hence

the prom hos given free hand to proceed for more tie ups/relationship with feilow
ship companies.

Ship Services Pvt Ltd hos been given outhorisotion to admit/recruit crew and officer
and provide Sponsorship to students for this institute

Campus:
The institute hos its own compus being the courses ore residential, regimentol ond
disciplined, catering oll the modern needs of the students in terms of hostel, messes,
accommodotion closs rooms, sports, inter-college focilities. The residential building is multi
storied hoving ultra-modern facilities.

ffi Vitlage Bamnoli, Sector-28, Dwarka, New Delhi-1 10077

ffi +sr t1-2s31421s,25314356, 9990565959 ffi intogsimsnd.in ffi www.simsnd.in
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over lndio.L
To provide sea berths/slots on boord placement to its possed out
Speciol discount/subsidiary fees from weoker students/son of
future employment.

L

#a:.*yl^ffi* # S' ,*"



@

ls0 9001:2015 CErtmso

lD No' : 101005Mfl Unique

lndia)of

toAffiliated

Clsssrsor??sl

r#i,+ff#"

The institute PurelY ond

We hove good turn out

out students ore soiling

our roting are

The institute
c sdfetY,

eorned cou

basi' oduaiaed sofe
''Ll 'i,

Focqlry snd tea
,x

chers:

Ihdraust,tute hos a

sincl{ its incePt in

very good retention records of holding its facuIty, teachers ond ocademics

We have officers from merchont novY, ex lndian novY instructors'

ocodemic teochers for English and science subi' ect, The teschers are well exPerienced, hard2003.

working ond comPetent tu teoch their subiect' We hove oround 35 in no mosters and

engineering
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Class room theory ond demonstrotion are Provided in modern air conditioned class rooms

equiPPed with LCD p roi e cto r, i nte ro ctiv e boords ond furniture' These are bigger in size and

with ProPer ventilation.
and

Sport ground: the institute hos in cam1us sPort ground of footboll, volleYball
to

tracks for the students. Students ore taken in the inter institute sPort

honour ond celebration Nqtionol Moritime doY'

Mock uPs- lnstitute hos odvanced ire fighting'

L reolistic education such os enclosed sqace

com4ortment of a marine merchont vessel'
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INSTITUTE OF MARINE STUDIES
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Affiliated to tndian Maritime University, Chennai (A Central University, Gov't. of lndia)

(a) Maersk line
(b) Mediation Shipping company {MSC Shipping}
(c) Fleet Ship Management-
(d) Banord schulete ship management (erstwhile Eurasio poramount)

"s4,' @ Q" ru*

f;, flgt-,, ifl*ut' ;. f,-,;;pf ":; l'j:?#ff."i#flq ##a' ##pX#S : the institute hos

honour to receive country/internationol heads of following Shipping componies in the past
forthe purpose of studenttie ups:

(e) Trons World Ship Manogement
(f) M/s DSG Ship services Pvt. Ltd.

t d a a I 4f
g ffiY#{#gY## 3{F f # #w ffi # {#:

{F
i..:

Marine Engineering and Diving Services- UAE
RTSS Sindbod UAE

the
We ore and

"'a'

With bei'ftof regards

Singh zS
Executive Director

of the above stotements and assure to keep tem olwoys intact.

ffi Vittage Bamnoli, Sector-28, Dwarka. New Delhi-1 10077

ffi +Si 11-25314215,25314356, 9990565959 ffi intopsimsnd.in ffi www.simsnd.in
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The institute has made progress by leops ondl b unds and ronked os no f. in northern region
of lndio. Students from almost all lndia tokei'training purely os per the requirement of an
international shipping. lnstitute has ol$"o conducted the Alt lndia Common entronce tests of
Board of exominotiin for seafargrs, 
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lnstitute Profile

We t\tllS Sriram Institule of Marine Studies, New Delhi launched in Jun 2002 hy Sh. Manjeet Lochav, the Owner &
Chairman of the institute. The process of approval and documentation was under taken by 5h. Joginder Singh,
the present Executive Director and it tsok arsund six months to start a DG approved institute at this present
location. Swargiya Sriram Lochav Education society brought an idea to run few Marine courses in a city like Delhi,
where there is no sea Most of the Northem Indian seafarer has to travel to Mumbai or to South to attend these
courses. The society was already in the business of educaticn ss a regulation passed and accepted by the all
honouree members tc start the present institute. The Prs.Sea Deck Ratings and STCW-199S{Read 2010}
modular courses in 27* Jan 2003. Soon the institute was granted permission to conduct Pre-Sea GP Rating, Pre-
Sea Deck Cadet, OilTanker Familiarization, Medlcal First Aid etc. by 2006.

Our proposalfor Few More Advance course and function csurses are in the pipe line with DG shipping for
Approval. The institute has large premises and institute lies in a 40,000 Sq yard building of 04 storeys and a

I basement. All facilities like has classrooms, laboratories,^Parade ground Sports ground and Swimming pool etc.
\ are in house that adds to the charm in our training. \\,6,ak= oQ C\c^..,. \n .--

The institute is headed by Chief Engineer $udhir Niihawan MEO-I - who had good seafaring experience. He had
sailed for various Shipping Companies. He had been heading our institute since last two year. He is found to be
very good teacher and a light house of knowledge, who direct sur trainees & students to be a good seafarer.

The institute has aii uitra-modern faciiities and promoier Sh. fvlanjeet Lochav has put up his best to create ali. The
Executive Dlrector had taken up,the officials work related to rnaking, obtain appro,",als, trei*ing, placements and
public relationship and we all have been in a very good team.

Scope:

Provision of pre-sea Courses:

t'-qr"B
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o One Year Pre Sea Diploma in Nautical Science Leading to B.Sc. Nautical Science

. General Ptrpe5g Rating Course (G.P. Rating)

r Allied (STCW) Standards of Trair-ring, Certification ancl Watch keeping Courses

including "Tanker Familiarization Courses" and "Medical First Aid"
Advar-rced Fire Fighting Course, RIJT Advanced Fire Fighting, e.hief Mate Phase.I,

8.3-Not Applicable
As the Institute deals with DG Shipping approved design courses only, hence

the above said clause is not appiicable.

Approvals &Arfliations: -ffi-ffi,
1. Directorate General of Shipping-The Institute has been approveri by the

DG Shipping, Govt. of Inclia to conduct Pre Sea & Pre Sea STCW-2010
courses at its campus in New Delhi.

2. Indian Maritime Universit)r- The Institute is affiliated ra,,itir Indian
Maritime University, Chennai. (A Central University of Govt. of India) for
Deck Cadet Course.

3. ISO 9001:2015 IROS:- The institute maintain a proper svstem ISO
900L:2015 and carry out all documentation and procedures as laid down.

4. Financial Grading- The "Crisil" Rating has rated us Crade I (Excellent) and
the sarne has been maintained.

5. RPS : IRS, DG shipping GOVT. of India.
6. C.I.P:Grade B-1.

LIS@

S.No. Course Duration IntakeCapacity

a

a

L

1. Pre Sea Deck Cadet (BSC Nautical Science)

2. Pre Sea GP Rating Course

3. Basic safety Training
4. Personal Survival Techniques Refresher(I)

5. Personal Survival Techniques Refresher(II)

6. Fire Prevention & Fire Fighting
7. Fire Prer.ention & Fire Fighting Refresher(I)

8. Fire Prevention & Fire Fighting Refresher(il)

9. Personai Safet-v & Social Responsibiiity

01 Years

06 Morrths

11 Da_vs

02 Hrs
02 Ftus

2.5 Days

03 Hrs
03 F{rs

03.5Davs

40

BO

24

16

L6

1,6

16

16

20
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10. Oil & Chemicai Tanker Cargo Qreration 06 Days 2A

11. Radar Observer Simuiator Course 05 Davs 20

12. Automatic Radar Piotting Aids 05Da1,s 2A

13. Raclar: & Navigation Simulator Course(RANSCO) 06Davs 12

14. Passenger Ship Familiarizatior-r 03 Days 20

15. Mec{ical First Aid 04 Days 76

16. Ship Security Officer 03 days 20

.t7. Security Training for Seafarer

w'ith designated Security I)uties (Batch- I) 02 Days 20

18. Security Training for Seafarer

with designated Secudty l)uties ( Batch- II) 02 Davs 24

19. Security Training ior Seafarer

with designaterl Security Duties ( Batch-III) 02 Days 24

20. Aclvance Fire Fighting 05 Days 16

21 . Aclvance Fire Fighting Refresher(i) 01 Day 16

22. Advance Fire Fighting Re{resher(Il) 01 Dar,, 24

23. Advance Fire Fighting Refresirer(Iil) 01Dav 24

24. Proficiency in Survival craft & Rescue Boat 05 Days 16

25. Proficiency in Sun ival craft & Rescue Boat Ref r:esher(I) 01 Da"v '16

26. Proficiency in Survival craft & Rescue Boat Refresher(Il) 01 Dav 16

27. Proficienry in Survival craft & Rescue Boat Refresher (III) t)1Day 16

TRAININGFACILITIES: ,. ',.I IfT*;i''
i Ti,'.-i r' €ft ::*{"r,\,,

Well equipped classrooms, Laboratories, w,orkshops etc. with weil experienced teacl,ing

statf r,viro are the assets of our institr-Lte. The classrooms are equipped with Projectors ant'l

associated fittings. Also the classrooms have moclels; photos and ACs are installed for
sumlners. The labs are also well equipped as per the norms and rlirectives of the I)C
Shipping ancl Universitv. The trainees are able to meet the course objectives on completion
of tl-reir courses. These cadets and CP Ratings are able to carry out welding, cutting, srnall

electrical and plumbing repairs. The cadets are given special training on steering sirnulators,

chart work and hvdranlic and pneumatir: assignments. The institute has the {ollowings
workshops and lahoralories:

a. Hydraulic and pneumatic
class)

b. Steering Sirnulator
c, Seamanship and Nav. Eva.
d. Mock-Ups
e. Engineering Lab
f. Applied Science lah

- Sh. Sudhir Niihawan" C/E (Engg. Off,MEO First

- Capt. R.K.Chabbra Master Mariner {FG)
- Capt.ltakesh Kumar, Master Mariner FG)
- Sh. Pramod Rai, C/E
- Sh. AK Sharma,2/E
-Sh. Shishir Kumar, MSc (Chemistry)
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g. Computer Lab Sh. Vivek Kumar, 1UCa, )

Along with classroom teaching, the field 1'ractical's are aiso conducted by our staff

instructors. The team is headed by Sh. Rajender Singh (Ex-Indian Navy). We have

rvorking/live arrangements of Mast climbing, ladders, Mooring & Winches, derrir:ks, pilot
ladder and on other sat'ety evaluation.

Special C3pabilities: Conduct tire All India Entrance Test of BESI. (DG Shipping) and

Indian Maritime University, Chennai.

Tl're institute has superiority over all other few insiitutes in Northern lrrdia. We have

achieved a iot in a small span of time as compared to other sister institutes.

:Yw:rffitfr&
T'ASTf;ffi CCPY

A@ANCE TESE For Deck Cadet (DI{S) course T}re institute

it as ir-r system of recruiting candidates bv conducting an entrance test and has done

admissions on merit basis. Later the same procedure was followed by the DG Shipping in
2005 ancl a Board rvas constituted under the Directives of DG Shipping and today this has

became a trend and all over in India. The candidates are arlmitted b1z CET of BEST.

Tlre institute has been found Suitabie By IMU Guicle lines, ancl hils therefore been entrusted

to conduct a record numher of All India Common Entrance Test of BEST for CP Rating. The

institute was the centre for all states of India and tl're same was executed professionaliy anr"1

achieved Bravo-Zulu.

B), tl-,e virtue of dedir:ation, progress and hard w,ork of facultlr, the institute has earnerl a

good name in the Shipping Industry. As the institute has a big institutional building ant-1

facilities, the Vice Chancellor ot IMU also marked our institute as the center for All Inrlia
Common Entrance Test for the Cadets.

Associated Sponsoring Shipping Companies: The placernent of cadets,'lras and shall remain

our very first prioritv. We have alwavs macle efforts to provide placernents to our passed out

n
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cadets. We have achieved placements with big shipping companies and few indian ship

owner and offshore companies.

The institute has some tie-ups with few DG approved RPSLs agencies:

a. DSG Ship Management.
b. T.W Ship Management
c. R'|SS Sindbacl Dubai.
11. Anson Mariue International Shipping Singapore.

Facilities: We provide all facilities to them from clothing, living, swimming, messing, sports,

library and entertainment. The cadets & Ratings courses are residential, regimental &
disciPlined Course' 

i',,::Y"-irffi&B,r, s L.F{ (.?p y

$SgSrnrngdatiA!,i The caclets and GPs are accommodated in separate hostels on different

location within the campus. The hostels are very w,ell equipped n ith ultra moclelr-r facilities.

Al1 students are provided with stuclv materials, hooks, registers and other Ir1avigation

etluiprnents etc.

Quality uniforms are issued through a proper naval tailor, Proper and quality Linen

is issued to the courses participants. The teachers maintain a high standard oI discipline

anr()ngst the students.

Srorts and Games: A big Sports ground is marked for sports and games fbr the students.

Voliey Bali, Football, Badminton etc. courts are provirted and same are largeiy utilized b-v

the students.

Indoor games, recreation rooms and a Llig assernbly l-rall are provided to students for
their re.creational, entertainrnent and awarenpss of day to ilay events as these are fitted with
LCDs and Airtel DTH connection.

n
uUNtu
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c. Residen* The courses are residential for all trainees and one has to follcrw all rules and
regulations of hostel at all time.

X{* xris}t to pranrcte professional ccrur:ses for t}'le youngsters at affordable fees. S*.argiyafrirarn Lrstitute
Educational Sociefy was founded in 1993 and ever since has been devoted ta impart qualrty education
to fellow Indians. Or motto has and will always remain "Quality Education".

Our Trust strives t* make signifieant conbibution towards assisting Indian* in getting basie knowledge
and education. This has now been extended to our Indian seafarers. I{e are confident of providing

-world Class professionals in the international marine market.

\- m'$,.f *$*$,'&'ffi
j\4/l;;lr;l:l iiil*v

lnternal context: - ve s

QM

Emplayees

Students

lnfrastructure

Knowledge in their field
attitud*s and job securi$

Academic qualification
meeting DGS guidelines
,medical fitness, able to
eomply with lnstitute
guidelines

To Brovide an healthy and
comfcrtable
accommodation to all the
course participants. Fre-
Sea as well STCW course
participants

Feedback from students ,upgrading of knowledge
by attending seminar,and latest DGS guideline

Student shouid meet criteria taid down in
DGs Guidelines at entry level and exit level
Admission test, Interview by competent
auth*rity,F4edical fitness €ertificate issued
by DGS approved Doctor

Continue improvement in infrastructure, dedicated
staff for house keeping
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External Context:

DG,Shipping I IMU

pard. s

!!1snb@Fno
communities

Locai Authorities and
Government

S'@ ffiftft Feed back about their
MAs?Efi cCIpy wards

*omplianee and r*porting
altthe related to training tro

eoncerned authority

Social responsibility and
engagement

Consultation and
information

freating awareness among staff and cou
participants about any latest guidelines
issued by competent authority

lntimation to parents on their ward pefformance

Consultation and engagement exercises to
environmental concerns

,:":*-\
lggni$

Engagement with olanning and development@

\.*
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/e\rc{,.q{lK

Student's attendance, procedures and record Leeping:

Th* Institute conducts the attendance as directed by the Directorate General of
Shipping through orders and advisory lssued from time to time. The institute has
installed a biometric attendance machine in every classroom to facilitate the student to
mark their attendance in time and to avoid standing in queues.

1. Efe-Sea Gqurses: . The lnstitute in addition to the above has now adopted *
system so as the attendance of each student can be monitored periodlsubjeet
wise also. "Attendance Register" is issued to all departnrents. Trg Coord is in
charge of the $ame to control it. The teacher/faculty marks the prssence,
absence, leave and or duty etc" for the students. ln this system, it is possible ta
find out whether or not the student has attended each class and subject period.

SN
CI

Student
Registraticn
{hrs)

Attendance (hrs) Logout
(hrs)

Login
{hrs)

Logout
(hrs)

\6) Cn commencement
of course 1"' day

0900 hrs
everyday (except
Sundav/Holidays

1315 1400 1 500

5n rnft$-',\..o .:' i.*-. t
MASTF&COPY S\''r r "

The lnstitute in addition to the above has now adopted a System so as the attendance of
each student can be monitored period/subject wise also. "Attendance Register" is
issued to all departments. Chief lnstructor is in charge of the $ame to control it. The
teacher/faculty rnarks the presence, absence, leave and or duty etc. for the students. ln
this systen'1, it is possible to find out whether or not the student has attended each class
and subject period.

Modular Basic and Advanced eourses:

.lINo. DateUnderstanding the needs and
expectations of lnterested

rtles

Pre-Sea Courses:

t_

L-
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ffi\ 5*'.,'

rttfT\gi'N.

L'

The DGS approved Modt^rlar ccurs&s, th*ir updating and Refresher course$,
speclaE st'rip type simulator ecilrses:

(a) Registration of student : Participants mark their attendance in Bio-futatric
system to endorse their presence in their respective classes, at the time of
commeneement of fore noon session, after completion of forenson session
and again at the time commencement of afternoon session and on
completion of afternoon session (Four time) in tsio-matric system.. This
attenciance sheet is signed by the institute authorities, to onsure, check and
verify the same, and forwarded to Executive Director for signature and kept
for record keeping. As per the below chart :

b

3q xfrhR
IvIABTER COPn/

t

l

SNo Student registration
(hrs)

Attendanc
s (hrs)

Logout
(hrs)

Login
(hrs)

Logout
{hrs}

{a) 0830-0900 0900-0930 1315 't400 1500

Sr.
No.

Course Title Location Retention
Period

Dispcsal
Authority

01 Pre-Sea Courses Attendance Admin Office 3 (three years) MR
a2 Modular Courses Attendance Class Room 3 (three years tuR

Apprcved by: Chairman Signature

Fage 2 of 3
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T

Attendance of StafflPre Sea
Students/STCW Students

I

The institute has been operating glsm.tric Attendance System to log the attendance of all
^{'fi^^-- ^^,{ ^^,,-^^ naxFininanF- ^;^^,, nr--^h 1n,1(J- ^- ^^- +l-^ ,Ji-^-}i.,^.. -h,l trrri,.{^lih^-vi tiLt ,.r (ilitl !uLil -\r- P(lr (iLtH(lrrlJ irrrL t riidi Lii au 1u (iJ ijgr (iig uri LL(tvLJ (llIu 6uI\tL llll\ J

issued by the DG Shipping, Covt. of india.
Institute had instalied many no's oi iriornetric attendance machines to faciiitate the faculty,
instructors and students to mark their attendance on daily bases.

The Directorate General of Shipping {DCS} vide its Training Circular No 14 of 20'20 dated
13th April 2A'20 has disclosed the requirements for implementation of Centraiized
Attendance System.
The cut-off date of completion/installation of the equipmentfaccessories by 15" MTIs is
i5rh iliay 20'2A. A tuirrpieiiurr repuri lic r-eir(icied Lu llie Trairriltg Br-arrtii oilire Direriura[e
by cut-of,f datc,
The Centralized Attendance System shall be covering the attendance of:

[a] Principal and all facu]B, and instructors

{bJ AII instructors
f-\ r/-^,,-^^ ^^-!j^l'^--+- ^f ^ll naC -^^*-,,^.1 ^^,,--^- ^,---^.,^.i +^ ^^-1,,^+ nr a,,r-
LLj ui,iui.c iiaiLiLrlrcliiL; Lri <iii r/uJ ciiJPiuvcu LUut5ES dPPruvtru Ltr LLrrluriLL dL uLii

campus, i.e. Pre sea GP Rating, Pre Sea Deck cadet, basic saf'ety Training,
AdVanced STCW courses, Retresher and Updating of basic and advanced STCW

courses

This is important fo note that in the Centralized Attendance S-ystem {CAS}, the institute
management shall not able to alter/arnend the attendance of any staff or student.
Staff officers,/ faculties [Permanent Full time, Visiting or Permanent visiting, instructor and
orrrrlnn+c ^I--I! 1-^ Ii-l-.I^ r^ l^^ ^,,^-ri^^^.1 l-,, FI.^ ih -!,^,rl ^F *^-^-ri-- I^r^ ^- I^.,'ihft.)LUUl.rrrJ Jlrurl lrL llcrulL r\, uu \.luLJIlvltLu trJ LllL ! L(tJUtl rll L vL ll( ur I Llrul LlrrE; lall i-'t !r c vrl!B

campus earlier or any disciplinary action by the DGS or tlie institute if violation noted by
any ofthe above,
The Administrative staff, non-teaching, logistics and multitasking staff shall mark
their attendance through lbiometric machine only. Their daily attendance shall be

monitored and signed by the undersigned through Administrative of training
cooreiinator"

, Sl:L]]Oi.I
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n -,. ,,;^l^Finn ar rh,, +:*^ t ,. ^'.'. .^+'Fi^-- inrLr-,'rFn,^ ^.F .Frr l-^F^ -l--ll l-..- .-.lc-lf ^^-i^"^l'r nn'-ltliii Vltllii(iiiii o( diiy Llitltr IJJ dily UiiiLLl, lli:)ti tlLiUl Ui rtUucll(:' sildii UL (IfjdlL rLl luurly (rllu

Eecessary discipiinary action shall be initiated. This will also include the financial penal
punishrnents,
i{o request of early }eaving/late arrival shall be entertained/considered by the
management,
Students of Pre sea courses espeeially, the DNS anrl GP Ratiugs shall remain
responsible for their own attendance. trn any case a student unable to produce the
required D/a of attendance, shall not be permitted to attend the final i.e. Term
tndlSemester enci *r Exit examination.
Course officers are tr: encor:rage/educate their course students i:n the subject so that none
of the students become ineligible tc attend the final examination.
Tlrese orders shall be implernented at any time on or after 1Sth May 20'20

i xw Hffiee
ffiA$.Tffiffi SOPY

L
Signature: /Approveti By: Chairmen:
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Scholarship Intitlement for Student:

One of the most pressing needs in higher education today is funcling for scholarship. To
help and to ensure the continued success of Merchant Navy training, Sriram lnstitute clf

lvlarine Studies has considered establishirrg a scholarship program for the rvell
deserving students .It r,r.ill $erve as a lasting contributiou to the profession and its
students.

$ c hq,l arr-hip eriteri a: -

'I'he selection cdteria iri:e the speeifie standarr"ls use'r.l to identifu the tleserving applicauts
w'}to ultimtrtetry rr"ill t-re r:eeo.murended as scholarship reeipittrts.

xtw&:tiff-eritesq::

a. All students ei* prt: sea CF Rating w-ith 701t' cr atrove n"larkn fur elass XtrI ( .Phy,

Chern and Maths) as subject in L2il. standard seeking admission in G.P Rating
course. -

b. Students scores Gr.rde A in Boarcl of Exaurinaticn Exit Exam (for G"F Rating) and
Rarlk lto 100 in iMU Entrance test & Atrl India Common Entrance Examination
(for DlrlS Cadet) respectively shali be eligible for 5,'t, discount on total course fee.

Lt. Anv student admittert in DNS course and has irttainertr merit in the End sernester

exaurination of IIvIU shall be eligitrle 5% eliscount in total course fec.

d. Students scoring 100% attend.ance in the pre Sea DNS antl G.P. I{.ating course are

eligitrle for 1%of total course fee as cash prize
e. Sturlents n'h* has exceller{rlpartieipated in sports ilrcliviclual or team ev*nt at

State/Cotin.try levels is eligihle far Soio discount in total fee.

Understanding the needs and
expectations uf interest*d parties.

-\
\-
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This is also important to note that any student selected for the scholarship and found
involved in any in-disciplinary activities such as using Alcohol, drugs or Quarreling,
Absenteeism from any training class, the Institute reserve the right tr: cancel his
scholarship at any time and to recover the same rt ithout prior notice.

Records:

Doc. N"o, Title Location Retention
Period

1 Approval Rec'*rcl Office 02 Yrs.

Qtx

f
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Approved By: Chairman Signature: //,
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Manager*.q-ut Cornrriitqrent ,;*j;,;,:1,".,
1o;i;ilt''": i ;--l' -' i '

The Institute's management is totaliy accountable to the below mentionecl interested
parties for the institute's products, customer's satisfaction and for the risk factors
involved, during the training period.

Customer:

As per the need of the organization, following parties are considered as the customers /
elients.

a) Students
b) Shipp'ring Company's
c) Externai Parties

Qru

L

( Client/Product )
( Users )
(Banks, NDMC, Neighbors, Fire Department,

BSES {electricity) Department, etc...)

Our raw materiai (Students), is derived by means o{ advertisements I word of mouth I
institutes web site on the intemet / through seminars at schools.
The deservingS candidates are seiecterl by rrleaRs of written as well as oral tests

conrlucted b.v lhe institute, after verifving that they are fulfilling tire eligibiiity criteria as

per the stanclards laid down by the Director Generai of Shipping'
The candidates are then checked and verified for their physical health bI e.pC shipping
recognizetl derctor, ':l I ' ',"' .- ;
Once the above criteria's are fuifiiledi,'sfudents arc then prepared for work to be carried
out onboard ships at sea, as per the svilabus and orders issued/enforced by the
shipping companies.

?..I SI

Page 1 of 3
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The institute's management is committeri tc-r ensllre the follorving ta a sturlent (client).
a) To provide thenr with comfortable residentiai accornmoclation, gciocl healthy

food, facilities for their daily routines, subject teaching/training as per course
time table, sports and games and daily clean ship routines to deveiop
housekeeping habits.

bi On suceessful compietion <;f the course, the institute will pror.icle f issue the
trainees with:

1) CDC (Continuous discharge certificate) which would be issued by the
marine cleparfment (only after submission of valid Passport of tl-re
applicant.

2) STCIV-2010 valid course certificates, issued by the Institute.
3) Pre-Sea course certificate, issued bv the Institute.
4) INDoS Number, issued by the marine department. 

:i:.{t,i:i rtiirii":.r,:i,r
.i,i

Risk Avoidance: i1;;'::';";';';rr' irl-;r"'i

The institute ensures to deal with any medical emergencv which includes a medical
daetcr available in the campus witll a sick bav available with first aicl facilities. Tie ups
r.r,'itir irospitais is also availal-rie for serious cases. Such issues are not charged for by the
institute.
Round the clock, proper security with hi tech CCTV coverage available, all over the
campus area, The high mannecl main gate of the camptrs is kept closed all the time, with
entryr allcu,eri oniy for autharizet-l persor:als. A night hastel lt,arclen is on n atch ali the
time with land line phones and numbers avaiiable for in case of any kind emergency.

In house kitchen, rnhere good ancl nutritious food with more than enough quantity is
made and availabie' during rneal times with experiencer1 eooks anr.1 irelping staff"
Car-rteen in the {ar*pu{; r.vith hasics and refreshi:lents ls also availal-:le for odd hours enr.l
ernergency.

Shipping Company-s:

'Ihe institute is accountable to all shipping companies, 1r,ho so ever is recruiting
kainees from this prestigious institute for their knowledge and understanding
regarding work onboard ships. Trainees are induced with discipline and respect fnr
their seniors.
Trainees are taught ltrith love and respect for their jcb aii a seaman. Knorvleclgeable and
dedicated facultv is hell bent on providing the best knor+4edge to the trainees, for which
they go out of the uray, whenever required. Trainees are regularly exposed to extra

&ts

L\
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circular activities, which enhance their grasping powers antJ their abilities to face the
r'r'orld lt'ith Frir"le and confidenee. Kncra,leelge, physical fitness and Loyalty is the base of
the education imparted.

Students will be able to understand / pertorm, Deck & Engineering jobs onboarrl
ships without creating ant/ ilaillage to manr material, cargo, environment and ships
or"&'netrs interest and in the- process reduce risk to life of self and of others and protect the
environment by caring for the it and understanding the importance of the saffie tor ali.

Governing Bodies:

The institute is cornmitted to n,ork r.t'itirout any violation of the governing marifirr-re'\- adminiskation and its rules, knowinglv or un-knowingly. The institutes website
displays the orders and guidelines on the organization, and these are strictly followed
by all teaching / rron-teaching, administrative staff, ineluding our proclucts and clients.

Hl's

Tire rules are governed by the following:
a) The Director General of Shipping, Govt. of India.
b) The Inclian Maritime Universitv.
c) The Northern Academic Counsel.
d) Office of the Govt. Shipping Master.
e) The Board of Examinafion for pre-sea training.
{) The Locai Nlercantile Marine Department.
g) The INDoS cel1.

gen NftffiR
MASTER COPY

(^-

The above each office/body is part in preparing our products after completing their
respective courses. Products are certified prior to their launch in the internationai
market to our end users/customers.

1) The Legal requirements are reviewed once in everv six (6) month and fulfilles,l.
2) Requirement of Internalf Externai customers are looked after by the Institute.
3) Experienced/certified/eclucated and knowleclgeable facuity and teaching

staff is enrolled for better perfeirmanee.
4) Technologicai, cultural, social and economic needs and requirements are

taken care of by the organization.

Approv*d By: Chafu$an: Sisnature: ,/+ ,t

,1t0N,c p,
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Institute Profile:
Sw Beeffi

f\r{A$Ttrft C{}$3y

(-

Institute implertents and maintains these documents of Quaiity Mar-ragement Svsten-1

established in line r,rrith the requirement-c of Iffi 9001:2015. By implementing this svstem, the
institnte r:nslrres tirat eff*ctiveni--ss of this system is irr:prar.ing cor:itiiruaiiy.

The Institute:

;1. Has defirecl the prr:r:ess rr*eeler-l for the Quality Ivlan;rgerrrerrt Srrstern antl their
applir.aficn thrciugt',*ut the organizatian {:'eter a-rurexure A}.

b. Has determined criteria- and methods to ensure that both the operation anrl control of
these processes are effective (re{rer relevant sub-section for criteria executi*n.
Documents control, records confuol, customer: related process, purchase etc.)

c. E:{as rletermined the sequ€:ilce anel inti:ract-ion eif these ptocesses {reIer annexure A).
ii. lias ensured the availaLrilitv r:f iesources alci informaticrn necessary io support the

operation and monitoring cf these pracesses" These resources are identified in thr:
i\4anagement Rerrier,r' Meetings.

e. It is ensurecl that monitoringl, measuring ancl analyzing these processes is carried out
(refer to sul-r section 8,1, 8,2, & 8..1 )

f. Impierne*i;rtitr: *f the actie;rrs neit-as-qary to acl^rieve i:iai:ned resuits and contiuua]
improvement of these processes (refer sub-section 10.1 of this Quaiit_v manual).

T'hese processes are managecl bv tire organization in accordance with the documentation as

per Qu.rlitv Jr4anual in line r"-ith the requirerner-:ts i{ ISO 9001:2015.

Sriram lnstitute of fularine Studies is currentl-12 outsourcing Meclical checkup anci boat rvork
activify. The control on outsource process is approrred b.v the DG Shipping and affiliated bv
the Inr-lian lvlaritime Universit.v, L-hennai. Recarcl far approval is maintained in contact file.
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Ris_k Assessment;

The institute is in the business of imparting maritime education and employment to the
successful officers anel ratings from this irrstitute. In order to aehieve the above areas

"vhich 
are iCentified as tc 'n here there eould be a risk, are broadly identified as External

and Internal risks.

3.ee Hfuffirffi
fvfASTER COpy

a) Students:

Shldents are enrolled for pre-sea lraining courses, after which they are absorbed
by the shipping induskv to work onboard ships internationaliy.
Priar ta enrollir:g them for the c{rurses, eiigibility criteria are put in place by the
director general of shipping, which the institute adheres to. 'Lhe criteria are
verified and ensured that the students are complying with the requirements.

l{t:l+'over, the criter:ia are -*ui:ject t* ehange if anrl when the .rtireetr-rr general
feels necessary. The present eligibility criteria for the admission are mentioned
beiow:

a) Eclucaticn qualifieation, as appropriate"
b) Internal written and oral test results.
c) Meciical fitr'ress Certificate (Fit for Sea service), b1. a DG approved doctor.
d) Valid Passport of the student to be available.
e) I{OC certificate fronr their Loeal Police Station.
fi i'iCC certificate from p;are;rts *f the strdent"

\*q*

d sNo\

,a
r-j

f'j
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(]

(-.

b) Governing Authorify:

Gcvernment bcdies are involrred to ensure that issuance of appropriate
document to the candidate is done and carried out in orcier to admit/".,.ott tt-ru
person in the institute as a student.

The foilc&'ing Covernrnertt bodies erlsure and vaiielate that the clocuments and
certificates carried by the candidates are not forged ancl or incomplete ancl are
certified. 

:

aa! The National/State Board of Examinations:He 10th aird 12d. certificates
carrieci by the canclidates are certified by the National and State
Examination boards.

bb) The Directorate General of shipping:The Indian shipping's prime
ar:thorif' ecllects, monitr:i:s and displays the e{etails of thc: eanrlidates or:
the government's official n'ebsite, in ortler to validate and share the details
of the verified details of candidates, which could be accessed from anv part
of the rt orld, in the need arises.

cc) The Indian Maritime University:'The Ifo{U provides the syllabus for DNS
course and examinations are conductecl fbr the same. The candidates
undergo these examinations, which are pianned and executed by the ilVlU
in total confidentiality. The final results of these examinations are cleclared
f+r'the Deck Cariet C*urse.
On successful compietion of tire course by the candidate, the lMU issues a

DLP (Distance Learning Program) and final clegree in BSc Nautical science.
The IMU also ensures the avoidance of forgery, duplicate issuance of all
the docun'rents, for whiclr each canciielate is issueci with a registererl
number and password, through which the candidate can appiy for his/her
exam results and also inquire if there are any academic queries.

dd) INDOS CellThis department of the DG Shipping, issues an eight (8) digit
uniiiue numher to each I:'rrliar' s*afa.rer. Ur:der this nurr,ber is inclueied the
entire data of the cairdidate ir-rcluding personal inJbrrnation, Certification
held and all other courses which the candidate is holding. This information
is uploaded on the DG Shipping website and can be accessed {rom any part
of the worl,,l.
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: SECTION6
ri

fters

e

The various certificatt=s issueci to the cairdiriates can cnly be uploadeel by
the issuing authority, hence there is no way that there could be anv kind of
forgery done regarding the information availabie.

ee) Government Shipping Masters Office:This office ensures the issue of
CDC (Continuous Discharge Certificate) to etigible candidates orr
submission of relevant documents. The CDC contains the latest 'X-ray'
type technological feature which restricts duplicate copy to be furbished.

tf) Board of Examiuation far Seafarer Trustr T'he trust insures that correet,
fair and transparent procedures are iaid cior.vn to conduct the final exams
of rating and finaliy cleclare the results ancl issue a final passing out
certificate.

Th* entire Flrocess of examinatir:n is carried out in the following manner:
a) Cral exam (conducted b-y external examiner as nominated by the

BES).

b) Practicalexam --do-- T,.tit i":i:,rl:t' 
';

r) Online exam *- do -- i.r{,i,\i; I r..: j:. , : , ,,

d).%: -,=#L-

In this we ensure that only qualified, trained and mentally and physicaily
flt

canrlidates are sent to the international market for jobs.

gg)Academic Counseling: This department works under the guidance of the
DGS and responsible for periodical / nonscheduled surprise inspections
anrl visits, ter check and verif .v proper funcfioning ancl adoption of eorrect
prt iced u res,

Lnternql Factors:

The process of teaching, educating and piacernent is completed in the belorv process
and the internal parties are as under:

a) Infrastruetrrre:
The compiete infraskucfure contains the land area, building, hostel,

ciassrooms, library, playground, sw,imming pool, sick bay.

Page 3 of 4
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Tal:les, ci'lairs ernd al] oti:er trairiing airls are prcvidecl. These items fail untler
consumables and their value is maintained by assessing their ciepreciation in the
balance sheet.

b) Employees:
The r,anagement, facult!, instructors, supporting staff is recruitecl as per the

laid down requirement as per the DGS orders.
To avoid any risk to the career of student's/canciidates the faculty is recruiterl
after proper interview, orientation is provic"led prior to their incluctiorr. Facultv is
enrollerl aE perrnatrent or visiting. Theirrlicenses (ecC), CDC ancl work
experience is carefuilv examined / varifled and ensured to comply for
enrolmentasteachingfaculty. .._, ,

c) Environment:
Tc pr*teet the stuCents fr*m anv dama g* / injury to their lives, equipment's,

belongings, or of any other kind (if any), the students are not allow,ecl to go out
of the premises without permission and a gate pass with time when to retun'r
back to the institute. \{4ren ailowed to proceed for'shore leave', stuclents are not
allou'ed to go in their plane clothes, hence thev are to wear their uniforms as a
mandate.
Round the clock security is provided in the campus area, where there is a dutv
officer and duty warden/instructor available during off hours.
All rlusters, fall-itr, sports, elasses attenclance is taken ilnd RronitorerJ to ensure
that there is no L:reach oi securit-r' b_v arrv student.
The institute ensures that there is'No Ragging' policy which is adhered to by all
course instructors, faculty and any of the staff at any time. in-discipline, like
drinking of alcohol or consumption of clrugs is skictly prohibited. A 'No alcohol
and hTo r{rugs', affiiiar.it is taken bv t1-,e Lrarents, at th* time of

IL
Approved By: Chairman: Sisnaturel /

Page 4 of 4



I

SRIRAM INSTITUTE OFMARINE STUDIES
llnstitute of Merchant N"ry Training;

Approved by Director General of Shipping, Govt. sf India
IQRS 900X.:2015 Certified

Anti - Ragging and Sexual Harasament Policy

The Management of tl're Institute is extremely serious about Anti - Ragging and Sexual
i-Iarassrlrent incidents. It is one of tl-re Institutes quaiity prolicy ,any such incident has to be dealt
'otith utr:r*st care, ir=nce a eornrrrittee is forrrre.:tr unller lhe superr.ision of Executirre Director to
rieai rvith such eases and report submitted to Chairman at ti-re eariiest for further action.

Committee Members

1. Exeeutive Director {Chai1'man of the committee)
2. Fiead cf Institute (Secretari,)
3. Course Coordinator (Member)
4. Discipline In -charge (Member)
5. Class lead-er of respeetir,.e classes (i\tember)

Procedure:

a) In case any i11ci.lent of ragging or serual harassn-rent is reporterl, itnmediate
acti*n is taken.

b) Tire r.ictim is asked to n'rite or narrate the incident, in presence cf tl"ie

Conunittee Members. Same is taken note of. (if required Video graph of
proceeding may be taken in case of serious nature of inei<-lent)

Lr) The fulanagement then ini:ites the blan:red Ereys('!11, a:::r.I questi*ns himlher fr:r the
same.

d) If provecl and agreed as true, a skict disciplinary action is taken against the
person in question as per the rule laid down in Quality Poiicl, of Institute.

5qffi sir;?t{trffi

MASTER COPY

pproved by: Chairman; I
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Action to Address risks

Risk Assessment

s-

No
ftisk Assessed Severi

ty of
Risk

Freque
ncy

RPN Acceptable

/Not
Acceptable

Remarks/Action
Taken

Students
1 Overstay on leave

{without any valid
reason)

5 2 10 Non-
acceptable

Fact finding and Fine

L Overstay on leave(with
valid reason

2 t- 4

Acceptable
On Proof
Submission

3 Exam 2 2 4 Extra Classes

Short Attendance 5 1 5 Not more than9%
Medieal Emergencies 4 2 5 On Proof

Submission
6 Family Emergencies 3 2 6 On Proof

Submissian
7 Sabotage 5 1 5 Non-

Acceptable
Termination and
Legal Action

8 Submission of False

Certificate/l nformation
5 1 5 Non-

Aee eptabl*
With Drawl from
{**rsey' Leg*l Action

I Anti-Ragging /Sexual
Harassment

6 1 5 Non-
Acceptable

With Drawl from
Coursel LegalAction

A

r
J

t!:

g$i'

Page 1 cf2

\

$wq,ffift.ftm
fldA$TEffi fi#3.}Y



SRIRAM INSTITUTE OFMARINE STUDIES

llnstitute of Merchant I{avy Training}
Approved by Director General of shipping, Govt. of India

An ISO 9001;2015 Certified Institute HM
Employees

1_ ln-Competency 5 1 5 Acceptable Show Cause Notice

lCounsell
t ln-Discipline 5 2 10 Non-

Acceptable
Show Cause Notice

/Termination af
contract

3 Accidents on 4 L 4 bleAcce
Sabotage r

J L
r] N*n-Acceptable Terminati*n ar:d

lAction

1 Light Probler* 3 2 6 Acceptable
2 Cleanliness 4 2 8 Acceptable Show Cause Notice
3 Transportation 2 2 4 Acceptable
4 Construction t 1 L Acceptable
5 Equipments 3 Il- a Non-Acceptable Need lnrmediate

Action
6 Galley Hygiene 4 2 3 Non-Acceptable Show Cause Notice

/immediate Action
- Natural Ciimates J L 3 Acceptabie
8 Training 4 1 4 Acceptable Show Cause Notice
9 Employment 5 1 5 Acceptable
10 Sub-contractor 4 1 4 Acceptable

t-

Administration tu4A,$Tffi$q S(}PY

Approved By: Chairman: Siqnature: n./.(
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S. Nc Descripticn Of Offence Penal Punishment
1 Disobey any superior o{ficer,Management or Faculty 1,\rithdravr*a 1 i::i:r-n c oursc

Abserrt Witirout Lear.e(AWL) on approvecl ieave Fine-Rs 500&n arning letter .o\/er three
times Withcirawai trom Course

.) L,ate reportins from l,i]:eriy/Night off 7' Sl'rort l.eave Libertv Fine -Rs 500/ Fer ila-v

Nigirt off Fine -Rs.100tl/Per L)av
Slrort Leave Fine -Rs 2AA0l Per [fay

,l1 Prcceeding l.il-rertv on c'ruty lvatch r-1av Fine -Rs 50i"1 and extra rluty -,r,atcir for 15

ciavs

] Using Mobile Phone other than HostetrlWard i.e Class
Room/Practicai Class

Fine -Rs 5,1)00land Breaking of rnohile
alons r,-ith SIN{ card.

,. Breakrr ge of Institu io i lrotrertv usal-rle I buiLl ing Cosi of itein ic'r i.rc r:hargecl

7 Late/hicn reporti*g in Morning PT, Parac{e, Training
classes and duiies

Fine -Rs 500/ 3E ffiffB
MASTER CY)PV

I Consirmption of :\lcahol insicle carl-iprls, reportiny;
drunkarrl from slrore iearre/leave7'night off etc

Fine - i{s 1U,01}0/

* Absconding/ leaving
irr t'trrm,i t ionr/pertnission.

campus/r1uty witl-rout Fine - Rs 5,0001

Invoh.ement in theft cases Withdrar,,-al tron', course, Fine-Its 5,00i1/ &
no refunll of securitl, deposit.

Quarreilng u.itl"l other trainees Fine -I{.s 1,000/ & written n arning
17 L-opyine, malpractice or using toui meth*ii cturirrg

internal examinations.
l,'Vritten rt artdng, Bar io rritend fiual exam.

1.1 Ragging in anv {orm or intension of ragging,/ sexual
h.arassment.

Pemranent rt,ithclrart ai from Lrourse rt ithout
arny prior intimaiicn/ legal ar:tion.

1tat- Simoking ,keeping smoking malerial / Drug
r:ontrabanti items.

OI Fiire -2,0A01 rt arning, permanent
v;ithdrarq,al if repeatecl.

1: Il5,olvement in a:r,v t1,pe/kinil of fr-rnrt encouraqe or
ireteniion of forming mutiny, agitalicn or sftike ii'r
c&nlpr-1s.

$iitirdrat al frcur tourse, Fine-Rs 5,000i/ d{

no refunc{ erf sexuriiv rieiro-cit.

16 Wearinq dirtv r-rr fiitlw riniform or improper ciress

inclurling loot r,r.ear in r:lassf n-less room/allministratirze
Fine -Rs 500/ written warning

j.U

i1
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area, during spcrts and moining FT time
1/ Using/ sharing toiletl hathroom/ VtiCs oiher than ailotted Fine -Rs 3,000/Night duties/middle watch

for 7 days
1A k-r erf any eier:trical aptrliar-rces in hostei (other than the

itern approverl antl issuerl bv li-re ii:.ctitute) 1"r,1. arl lnqqns

Fir"re -5,000f per iririnee/ofientler

Misuse/abuse/unatten{-trec1 ruming of electrical
appliances in;rn\. rvard/class rooms e'tc

N4ass Fine -@ INI{ 1,0001 }rer
usersf ci-rstodian

1i1
-L' Non attending oI scher-lulecl class examination by anl,

reason u'ithout permission.
Fine *1{s 2,000/per exarm/per test

1

nw rhfrft
MASTER CEPY

L

Signature; I.Rpvieu,ed rfu Ap-tr:r"*r.eii Br': CJteige1q4
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1) To prepare the Deck Cadets, CP rating and other allied course related to the Deck
department, as per the syllabus iaid down by the Indian Maritirne
Administration.

2j To score maximum high grades (GrarJe'A') in the all India Exit examination for
the Seafarers Trust, Mumbai, in the CP ratings course.

3) Aim {or 188% pass in the DNS Cadet course exam conducted by the lndian
Maritime University, Chennai.

4) 0% accidents in ouiinstitute, is the main objective" Ff X'AfF{fll
5) Achieve'A' Grade in the Comprehensive Inspection Plan. *I*STER S{}$,r
6) To cultivate the Safe Working Practices, quick response to emergencies and

avoidance of risk when on deck.
7) 0% cornplaints of Students/Parents.
8) Creating a great culture and atmosphere within the institute.
9) To have a great and a long-time relation with all of the students who have been

to the Institute, no matter how brief our association has been with them.
10) To have all our Courses fuli at ali times and students requesting us to increase

our strength.
11) To ha-ve such a reputation in the Marine Industry that people don't stop praising

the Institute and even vo$ch for it and would like to at least visit once, even if n*t
do a course.

12)To be the BEST Marine Institute.

zuN*

Quality objectives and
to achieve themlanni

Approved By: Chairman Slgnature: //

L
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SRTRA}yT INSTITUTE OF MARINE STUDIES
{Institut* af h{erchant Navy Training;

Apprcved by Director General cf Shipping, Garrt. af India
An I5(} 90$1":2S15 Certified Institute

tI$T QF FII"E$ AI!{L &ECQBD$ TA BE MAINT4II!{8tr:

&rm

T

2

INTERNAL AUDITS / REPORTS srMs/QMs/01 3 YEARS
EXTERNAT AUDTTS / REPORTS SiMS/QMS/ 02 3 YEARS

J NON * CONFORMANCE srM$lQMs/03 3 YEARS

4

E

NOi{ _ CO TFORjI{ANCE CONTROT,
PREVENTIVE ACTION

DOCUMEI\JTS DI$TRIBUTION RECORD

CORRECTIVE
Silv{S/Qh,lS/0.4

srMS/MANl01

3 YEARS

3 YEARS
f, h4ASTER LIST OF RECCR.DS Sl&,tslMAi\101 3 }'EARS
7 CERiTIFICATES FILH STMSIMAN/0r 3 YEARS
I MANAGEMENT REVIEW MEETINGS srMS/MAN/02 3 YEARS
I FOLLOW UPS AND ACT'IONS srMS/MAN/02 3 YHARS

1{] CF{AIRS{AN'S CIRCULAI{S 5tl\45i $,{ANl03 3 YEARS
11 DEFECTS LIST SIMSIMAN/04 3 YEARS

srMs/oFF
72 COURSE BOOKINGS I ADMISSIONS srhrs/oFF/01 3 YEARS

STAFF ATTEhIDANCE sn{s1oFF102 3 YHARS
CANDIDATES ATTEJ{DANCE srN{s/oFrl03 3 YEARS

74 CERIF'ICATES ISSUED srMS/orF /04 3 YEARS
15 CDC ISSUED SIM$/OFF/0S 3 YEARS
16 HESLTLT CF CANDIDATES SIl\,{s/CIFFl06 3 YEARS
1'7 TRAINING SCHEDULES 3 YEARSsrMs/oFF / a7
18 TRAINING PROGRAMS srMS/oFF/08 3 YEARS
19 LESSON PLANS srMS/oFF /0e 3 YEARS

2A
CORRESFONDANCE WITH DG SHIP]?ING

/ INDiAi! h,'IARITII\,{E LI}\JIVERSIT}1
srh{s/oFFl10 3 YEARS

21 CORRESPONDANCE WITI-I OTHER
AUTHORITIES

srMS/oFF/11 3 YEARS

1?

t+

T€r qfrftB
I4ASTER COpy
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Qro

( 14
,15

22 TERMANENT STAFF ATTENDANCE srMS/oFF 112 3 YEARS
23 VISITING STAFF ATTENDANCE srMS/oFF /13 3 YEARS
2,1 DArLY LOG / WORK SIMSIOFF/14 3 YEARS
25 PHRMANANT STAFF CONTRACTS srMs/oFr 175 3 YEARS
26 VISITII\JC FACULTY CONTRACTS srMS/oFF lt6 3 YEARS
27 LEAVE-STAFF&FACI]LTY srMs/oFF 117 3 YEARS
28 FEEDBACK FORMS srMs/oFF /18 3 YEARS
29 DISCIPLINARY ACTION REPORTS srMs/oFF /le 3 YEARS
3C 5'1'AFF GREVIANCES srMSloFF l2a 3 YEARS
31,

32

STUDENTS GREVIANCES srMS/oFF/21 3 YEARS
INCREMENTS & BONUS srMS/aFF /ZZ 3 YEARS

aa
J.-! STAFF WHLFARE srMs/oFF/23 3 YEARS
.AJ+ STUDENTS ITEIFARE srMS/orF /24 3 YEARS
35 REQUISITIONS srMS/oFF /?-5 3 YEARS
36 INVENTORY srMS/oFF 126 3 YEARS
6r7c/I
38

WORK ORDERS

DAILY COURSES CONDUCTED

SIMS OFF 27

srMS/TRG/01

3 YEARS

3 YEARS

39
TRAINING
COURSES

PROGRAMS FOR ALL
SIMS/TRGI02 3 YEARS

40 STUDENTS ATTENDANCE srh{s.1TRG/03 3 YEARS
47 FRACTICAL TRAINING DETAILS STMSITRG/04 3 YEARS
42 EVALUATION OF STUDENTS STMSITRG/05 3 YEARS
43 EXAMINATION RESULTS srMslrRG/06 3 YEARS

FEEDBACK OF STUDENTS srMS/TRG/07 3 YEARS

46

PRE-SEA STUDENTS EVATUATIOI\iS

INVENTORY

5Ih,{S TRG 08

srMS/cAT / A1

3 YEARS

3 YEARS
47 REQUISITION SrMS/CAT /02 3 YHARS
4B DEFECTS srMS/cATl03 3 YEARS
49

50

MAINTAINANCE

INFRASTRUCTURE

srMslcAr/04
@

srMS/ rNS/0r

3 YEARS

3 YEARS
51 CADETS HOSTEL srMS/rNs/02 3 YEARS
52 GP RATINGS HOSTEL srMS/rNSl03 3 YEARS
53 CLASS ROOMS srMS/rNs/04 3 YEARS

Page 5 of 7
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SRIRAM INSTITUTE OF MARINE STUDIES
llnstitute of Merchant Navy Training)

Approved by Direetar General of Shipping, Govt. of India
An I5O 900L:2015 Certified Institute QM

73

1E/t4

54 LIBRARY srMs/rNS/05 3 YEARS
55 SPORTS GROUhJDS I rF{DOAR GAI\{ES srMS/rNSl06 3 YEARS
56 SWIMMING POOL SIMS/INS/07 3 YEARS
57ffi
Eli

AUDITORIUM

DETECTS LIST'

3 YEARS

3 YEARSslh,{s/RIPI01

SIMS INS 08

59 CENERATOR LOG sIMSlRrPl02 3 YEARS
60 RO SYSTEM srMslRrP/03 3 YEARS
61 SANITATION SIMSIRIP/04 3 YEARS

AIR CONDITIONERS

PENDING REQUISITIONS

HEATERS

srMS/REQ/01

SIMS RIP 05 3 YEARS

3 YEARS

62

63

64 SUPPLIED REQUISITIONS
(FULL/PAR',riAL)

srMS/REQ/02 3 YEARS

65

66 CASH TRANSACTIONS, IN/OUT

PURCHASE ORDERS

SIMS/ACC/ A7

SIMS 03 3 YEARS

3 YEARS
67 eHEQUE TRANSACTIONS, INIOUT SIIv{S/ACC/02 3 YEARS
68 oN-LtNE TRANSACTIONS, INIOUT s1M5/ACCI03 3 YEARS
69

70

STAFF SALARY

INVENTORY srMSlLrB/01

a4SIMS 3 YEARS

3 YEARS
/t 3 YEARSBOOKS ISSUED Sth,{s/LIBI02

3 YEARS72 BOOKS ORDERED / RECEIVED srMS/LrB/03

srMS/HCITJ 141

SIMS LIB 04

SiMS Ihi!' 01

3 YEARS

3 YEAE.S

3 YEARS

74I
75

DAILY HOUSE KEEPING RECORDS FOR
ALI- AREAS

DEFECT LIST

INVENTORY'SALL

3 YEARS76 DEFECTS LIST' srh.,r/!-rou/{i2
77 REQUISITION srM/Hou/03 3 YEARS

78

79

INVENTORY

II{VENTORY 5I}-,IS/l\,{ED/01

HOU 04 3 YEARS

3 YEARS
3 YEARS80 REQUISITION STMSIMEDJ A2

Page 6 of 7
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Approved by Director General of Shipping, Govt. of India
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81 MEDICAL TREATMENTS STMSIMED/03 3 YEARS
&2 REFORTS SiMS/MED/A4 3 YHARS
83 MEDICINES ISSUED srMS/MED/05 3 YEARS
84

3-ffiffi
ffi

85

DOCTOR VISITS REPORTS

DAII-Y LOG

MED 06

srMslDrsl0l

3 YEARS

3 YEARS
86 DISCPLINE CASES / EVENTS srMslDrs/02 3 YEARS
87 GREVIENCE CASES / EVENTS srMS/Drs/03 3 YEARS

fq sftftD
II4ASTER COPY

!

0Approved By: Chairman: Signafure: I
/
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SRIRAM INSTITUTE OF MARINE STUDIES
(Institute of Merchant Navy Training;

Approved by Directcr Ge*eral of shipping, Govt" of India
An IS() 9l)01:2015 Cerrified trnstitute kr-t

Provision of Resgurces:

The managerxent is determiner-I, t* pr*viciing ltuman resources and all *ther facilities
required. To prorride training contents, utilities ancl by creating a great n ork
environment for impiementing, maintaining and impror..ing the effectiveness of the
<-1ua-lit1" management system, in turn enhancing the effectiveness of the goal and have
gre:ater cust**:rer satisfaetir:n bv eventually meeting their requirsmer'lts.

Human Resources:

General:

L

f'lr* inan.-rg+me*t ensures tJ:;:t eaetr ar:'-l all lvho are enrolled ir:r the Instifute and r.t ho
are part of the team of the Institute are r.rrell qualifiecl and dedicatec{ towards the goal,
that the eclucation imparteel to the students is of high l,alue and that there is no lapse in
imparting the same.
Thr= i:tar:agcr:rent ei.tsurss that there ar€ nc adversities and each anri e\ier"\. rlRe.. as Fli1rt
cf the Institute is trusted and treated well.
The lnstitutes staff is handpicked, and its ensured that that they are well qualifietl anrl
talented in their respective fields. The faculty onboard is Certified and highlv dedicaterl
to achierre the hest Ior the stuelents. Thev spen,-1extra time anci el1erg\,'to make sure that
thev i-lar.e i1*Re justice tc tlieir gcais.

Compqtence, awareness and_teachin&

1) The rnanagemerrt has detern"rined a qualification criteria baserl on edueaticr"r
trainir:g, skiti a*r-l exi:erisnec {*r varicus functions anri ievels in ii-ie
organization.

2) The management aiong with all functional heads review the status, once irr
everv six (5) months ancl ensure that all departments are carrying out their
duti*s eg defi**r1 and expeeterl.

3) lf and lt hen it is understood that one particular staf=f is under performing,
he/she is counselled and its tried to be understood as to why he/she is not

Page 1 of 2
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SRIRAM INSTITUTE OF MARINE STUDIES
4lnstifute of Merchant lriavy Training;

Approved by Ilirectcr General af shipping, Govt" of India
An ISO 9001:2013 Certified Institure Qtzu

earrying out the job as expected" Suitairle steps are joii"rtly riecir-leci ancl taken by
the management, and steps required are initiated. Recorcls for the san"re are
kept as required.

4) f'he management ensllres that each staff is a\.rrare of their duties and are
cirrrving out their Eluti*s as rcllllirl.t-l br. ti-:e Instiiute" It is exE:ected ti:at thev
understand their relevance and importance of the activities carried out ancl
how'it contributes to the acl:ievement of quarity ohjectives.

5) Ail new joiners are given induction training, which includes having a
unrl-*r'standins tf the qr-ralitv ma-nual.. their jol, and the managemr..nts
*xpectation.

6) Regular rneetings and in-house trainings are caried out among the staff
members and their t iews are notecl and cliscusser-I. A11 neu, information
eireulaterl by the DG shippitrg, are hightiglrterl anl.l incorporatecl in the sr.sten-i
ivith immerliate elfect. 

, 

. ,, "

Criteria to ensure that process of imparting training is effective:
Effectirreness of operations and control on process is reviewe,,l through periodical
hrternal audits, carried erut by consultar:tsf ir-rternai auditor.
Training is strictly carried out as per the lesson ptran for the particular subiect.
Ali efJective means of teaching and learning are incorporated while the sessions, like by
virleos, ease studieS, prqys611a1 experiellee$, practieal, interactjve exercises, Informatian
rl*rir,.eC frr-::rt the ini"ern*i ailri cr:r:p!jud 5rrl--,ject fi.iatter"

a) Competent, Certified and Experienced personnel are selected for carrying out an
effective qualitv education.

b} F*r:sorrnel ar* r,v*l! a\vare cf their rale fcr eff*rtir.e impienrentation q:f thc
stanr-1ards.

c) It is ensured that the training imparted is ef{ective, by taking tests ancl
examinations on a regular ir"rterval and at tire time of completion"

Reeards:

srtuls/MAN/6 lQg4llfication Criteria for empiovees Office Latest
SiMS/h.{Ald1{i Tiainu-ir Cffice 1 Year
SIX,iSlh,{Ahi,i a Instruc tar Hr,ia!u atii-,n C)ifice:
srMS/MAN/6 Speciai Orciers Office 1 vear

Page 2 of 2
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Approved by Director General of Shipping, Govt. of India
An IS0 9CI01:2015 Certified trnstitute

Ouality Management system planning:
sw nftee

[id?A$T#R COpy

This QN4 ancl its associated documents define how the requirement of quality for the
et-lucation provided by the company is met. Top management ensures that plar"rning is
carried out in ortler to meet the requirements identifiecl in sulr section 4.1 as well as for
the achievement of quality objectives and the relevant functions and leveis r.vithin the
comPany.

P1aruring includes identifying activities necessary to deliver the education and f or
sert ices, necessary resources, verification activities (such as inspections, ret iews and
auctrits), eriteria for acceptabilitv of education anrl processr correctiye actions anrl
continual improvement in educati*n and processes.

Top management ensures that planning is not just restrieted to education ancl / or
serviee pror.ielerl ancl echiev€rnent of objectives, but alsi:: t* britig in a ehange in the
orgarization and the quality of the managed system. It is ensured that changes are
plannetl to maintain

Ii-rtegrit,v Erf the system and t,: prer;ent f r:ini*-rize the risk of arlverse effc*rts on qualitv
of education.

Resources

lVell-eqiiipped classroorns, Laboratories, workshops etc. with trell experienced

teaching staff r,vho are the assets of our institute. The classrooms are equipped with

QM

Page t of 2
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Projectors and associatecl fittings. Also, the ciassrooms have models; photos anctr posters
tc give the sfudents a real feel and unc{erstanding.

Aes *rc ir-rstall*'1 for summers. Tire labs are also weil eqr,ripped as per the norms and
ciirectives of the DG ShippinS; ar:rd Unirrersity. The lrainees are able to meet the course
objectives on cotnpletion of their courses. These cadets ancl GP Ratings are able to carrv
t]r-It v/*]ditrg, eu-ttinq, small electrica.l and plumbine repairs. The eadets are given special

*:air,ing *n steering simulators, chart r,r'r:rk anll hvi-lraulic and pneumatic assignments.

-rI+.; >,i-it*-5ii

runsrr,n coPY

Qt-q

L

Ap p:rcveel By: Chairman: Signature: /

'i;i
i,i-"1:,)i{jl

;n

i1,
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Ref I5O"QM5 Srirar:: Institute internal Notire Clause ?27
Page CI3 Subject - Formation of Academic Committee

for selection lappointment of
{- -. 1.../t-^r.-.",!- -^ -.--t -L-rtrd{-utLY/ ilt5tt uLLUts dIlu )Ldt I

File N* srMs/AlM/1s

Approved
by

[xecutive
fiirect*r

QMS Notice : No L5/2017 Date 17.10.2*17

The institute has been importing effective n"raritime educatian and training to its students and also
provide slots to passed out students fcr onboard sea time. The selection of facuity and instructons
has always been dtne sn th€ rnErits as laid down in the very best guideli*es of thc sd Shipping and
orders in force" This is pointed out during th-e,visit of the DC Officer in the institute on the 7th of
October 2a17 to constitute an academic corqrmittee and to iaid down procedure for the
seieetioniappointnrerrt of the faeuiry anri tu ir:elurled ir: tlre Quaiity &tanagernerrt iysterri iviarruai of
the institute. The issue discussed among the officer and undersigned decided tc form a Academic
Committee f*r the purpase. The sccpe and functirn af the eommittee are as u*der:

The Selectisn Committee for the selection of faculty, instructor and staff, lnstitute shall have the
following composition.

a) The Chairman shall be the Chairperson of the Selecti*n C*mmittee. Chairrnan n'ray

delegate power to [xecutive Director to chair the selection Committee f\freetings etc.

b) An academician or Master MarinerlMarine Engineering Sfficer norrnally the Dept. HODs
as norninated by the Chair person qf,ffi; S;frt'h,.t;1ilt

c) One expert in the cuncerned suhject nominated hy the Chairman,

d) Head of the lnstitute, wherever applicable

MA$TfiR COPY

e) An acadernician representing Sc/STl0BclMinoritylWoman/Differently- as disabled
categ*ries if n*mlnated by the Cha!rma*-

{} The Head of the institute, rarhile the office of the Chairman and Executive Director is
vacant, he can norninate tsacher for tlre purpose, shall be the ex-offlcio officer of
the selection comrnittee

At least c4 members, including (hairman, Executive Director, Head of ths lnstitute and one
Outside subiect expe!'ts shall constitute the qllorum.

Page L of 3
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ISO 9001:2015 Cedified Qts
z. Selection committee shall assess the follawing dimensions with the weightings giv*n

below:

Pre Sea &Competency Post Sea & Moduiar
STCW

InstructorslDemonstr
ator

Admin Staft

Minimum
expected Score

As [ligibility criteria as laid
down in the DfiS
guidelines.

As Eligibility criteria
as laid down in the
DCS Cuidelines.

As Eligibility criteria
as laid down in the
Dd5 guidelines.

As Eligibility to
provide the
machine/Equipment
and general etiquette

a) Meets the
requirements as laid
down in the DCS
r...'"J^l:^^- ^-a^*^truluE{ll iq:r LJt LtEi }

b) Academic Becord and
fteseareh Ferformanc*

{soz}
c) Assessment of Domain

Knowledge and
Technical Skills $oZ)

d) lnterview performance
(:*z)

ffi E'ft?ffi&
MA$Tffiffi GCIPY

{a) Meets th*
requirements ag

laid down in the
r,/\J-: (luiugitf tu.}

orders
(b) Academic

Background (zo%)

(c) Research

Derfcrmance based
quality of
publications (aoZ)

{d} Assessment of
Domain Knawledge
and Technical Skills

{zoz)
{e} lnterview

Perfcrmance {:oX}

{A} General
knawledgelbeha
vi*r {4G%}

Jat n^--^^ y'n:^l^*-
lo, LreSr EE/ L,,rPnJr r rd

in the fi*ld {30%}

{Ci PerfcrmancelExp
erience {30%}

{D} Turn out
punctuality,
origin {in case n0
d*gree/diplama
held){30%i

S;' '.tion
Cbmmittee
CriterialWeightin

lT ^L^l5> \ I lJlcil

Weightages =
10s).

I.
i. ..tne lnsfitute snall rssue to eacn memDer a r\otrce, not less tnan 03 {ays Deiore tne

meetingi, stating the time and venue o{ the meeting, Me*ting of the selection Committee
shall be fixed after prior c*nsultation with, and subiect to the convenience *f the
{hairman
No recornmendations should be made with a condition attached to the concurrence of
the future events.

The selecti*ns qomrnitt€e, aftei'considering a candidate for the psst *f faculty, rnay, if lt is

of the opinion that he or she will be suitable choice far the next lcwer post, can make

such recommendation, if any candidate is recommended by the selecticn committee for
annnin*mon* in rrrl:v:tinn n{ :nrr nf tho nracrrihad rnnrlitinns ral:tinrr tn nr ralifirrfinn<
"YY",',",*.,JuliUl.J,

Page ? *f 3
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(f) Academfc
hackgraund

{zazt}
(g) Research

^^*r^**^*-*Hsr r LJr il 16r rL€

based on API

s(er* a*d
quality
publications

{qa%}

{h) Assessrnent of
domain
Knowledge and
Teaching skills
(r*z)

{i) lnterview
Perf*rmance
(aox)
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Manieet Lschav
(hairn"an

SrirarrdclEti&d*suo6*kFine Studies

MAi{tEgf Loeffiv
CHAIR}TAN

-{Ppyts: The Executive Director
The Head of lnstitute

sw EfrYreffi
tu{ASl-H!"? ##fl;l'

Age, exp*rience etc, it shxll b* so stateei and recorded.

When the selection ccrnmittee considers it flt ta recornmend a highrr initial pay or

advance increments ts be offered to a seiected candlciate, rt shaii be as per the perks anci

privileg* as menti$n*d in the appointment letter of individual.
/

lG
(

L
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7ISO 9001 clause
Sub Section No 7.1.1Quaiity Manual
Revision No. Date 01 ,104' Jan 2013

02 ,16'1'Aug 2016Revision No. Date
Paqe 1 of2

General

PRACTICAI TR{INING

Thc institutc recr:its' facu$ & Instructors purcly as pcr directives & guidclines as laid down by Indian
Maritime Administration. Prime Objective of ours is to ensure recruitnent of competent person holding
CoCs aad experience it teaching. It is mandatory fot evsry staff recruited to meet tle nrirrimum stanriards

as mentioned in the respective course guidelines issued by the DGS Office. To ensure the correct
performance, find descripcenties, area of improvemenq teacher me assessed &om time to time (once in a
qilarter) on delivery & knowledge on the subject by the Head of Institute or his deputy. The iastitute logs
the records of evaluation/assessment termed as 'Evaluation Sheet for Faculty & Instructors'. Objectives
areas under:

THEORY

Cover the syllabus of a course ra,ithin prescribed period as per guidelines
o FaculR'pl-cpcrcd his !ecture on ',hc sub.icct, plolted in the ccursc tinie table,'tralning Piogi'amm;,
. All staff faculty given a specific syllabus and strbject to teach
. Faculty has the lesson Plan, relevant teaching aids, CD's, Videos to cover the syllabus,
. To ensure subject is covered as per time table,
o Trainer is capable to conduct the class in a well-organized, Flamed & in a Disciplined manner

meeting the needs of the students.
. To irnprove the present standard by a<ivising him on the grey areas. :;..gi':, . i.*,i"qtq

:_ .i{ASTE& 
dl}$:r";.

PILA,CTICAL

r Students are dividcd into groups each group not having more than 8 candidates for practical class.

r Students to carry their pracilcal book during tireir practical class, same is endorsed by Instructor
conducting class.

r Instluctors are given Diary so that eacir perioti of practicai is entered in that diar-v, same can'bt
verified by training n!"ogram.

r Instructors calTy their lesson p1an, relevant training aids required for practical.
r Practical classes are monitored by Executive Director, Head of Institute and course-in-ciiarges

time to time.

Monitorins:

Faculty conductir.lg class (s) shall responsibie to maittain discipline, proper seating plan and attetrdance of
studrints. Faculry to monitor following durin-e conduct of'classes:

. All students in class aud same display'ed on white board,

. aii relevant training aids used by facuiry be kept in the ciass.

. He is to proceed/conduct class as per less+:: plan pro.,'irled t+ him.

e€k
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r Short leave/interval etc. not permitbed.
j Class timings be maifltaineddtriOffy

Evaiuation sf facuity and instructors:

The Head of Institute is responsible to evaluate every faculty aad instructor minimum once in every 03

months on the perfomance. A format is designed to record the performance and to take action/encourage

faculty on the grey area if any.

Reporting:

On completion of assessment, evaluating oflircer to complete assessment sheet/profotma. He is to endorse

the same with his recommendations. In addition to lhis he is to advise the faculry accordingly and take his

initials on the repoft.

The assessment sheet is submitted to ED's office.

i gril sRfrfr
i HSTER cOPf

Approved by:- ,r'

A€k

I



SRIRAM INSTITUTE OF MARINE STUI}IES
{Institute of Merchant Navy Training)

Approved by Director General of Shippinp Govt. of India
An trSO 9001":2015 Certified Institute

bili Criteria - Facul

The Directorate General Shipping issues guidelines to conduct course through
Training circulars for every approvecl course/approval sought. The requirement
of Pre Sea and Modular courses are as under:

Pre Sea DNS Course: 5rE4 sftft'h
fiJ{ASTER COPY

1) Qualilication and Experience Of course In Charge:
Certificate of competency, issued or reor6lanized by the Covernment of India, as

Master of a foreign Going vessel.
and
Ab least Five (5) years' of Sea Service on Merchant Ships including at ieast One year in
the rank of Master/Chief Engineer.
and
At least One-year experience as laculty (Full time) in Pre-SealCompetency Courses.

2) Qualification and Experience of Faculty Members:
Certificate of competency, issued or reorganized by the Goverr"Lment of Inclia, as

Master of a Foreign going ship (for Nautical Subjects) or MEO class I
(for Engineering Subjects).
At least Five (5) years of Sea service on a Merchant Ships, including at least
One (1) year as Master or Chief Engineer Level.

3) Qualifications and Experience of Faculty Members (Academic Subjects):

Academic faculty, if employed, shoulcl possess at least a bacheior's degree in the
subject i.ntended to teach.

t
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4) Quali{ication and Experience of an Instructor:

a) He should have held a rank not lower than a Petty Officer in the Indian Navv or as

a Boson on a Merchant Ship.
b) Physical training instructor should have PTI qualification.
c) Ex-Nai,y instructclr for Seamanship should have Seamanship Instructors

clualifications.
d) For Machine workshop, Fitters who have at least Five (5) years of sea experience on

lvlerchant Ships or Ex-Navy instructors with qualiiication as a Mechanic.
e) Instructors for skilis, such as Carpentry, Plumbing and Machine and Electrical

repairs, should possess appropriate tracle certificate from iTI or equivalent
acceptable to DGS.

f) Instructors for carpentry and plumbing maybe persons who have Five (5) years of
sea service on Merchant Ships as Petty Officer (maintenance).

g) Instructors for electrical workshop, rnaybe person who has experience on Merchant
Ships for One (1) year as Electrical Officer and who is Ex-Navy with Five (5) years
of experience as an Electrician/Wireman.

h) Instructors who are already in employment in a DG approved Pre-Sea training
institute for Three (3) vears or more on the date, these guidelines become
appiicable. He may continue to teach the same subjects/topics, even if he may not
possess the above qualifications.

H"*W siilr:i:im
5) Vertical Integration Course for Trainers (VICT) ' idASTHF{ COPY

All Faculty members and Instructors must have undergone an appropriate approved
training course. (Vertical Integration Course for Trainers (VICT) for Faculty and
lnstructors.

t

Approved bv:- /
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SIfuIS Ii Standard Procedures:

SIMS library is a propertl,' of SRIRAh4 INSTITUTE OF MARINE STUDIES and
developed for the interest of stuclents, requirements for teaching facultrr anci the welfare
ert ali members having interest rvith the institr"rtion. The SIMS librarl, is equipped with
several types of books, magazines and newsFlapers. It includes but is not limited to
i\{arine studies, engineering, science, cornputers, manageurent, English ancl other
miscellaneous subjects.
The library is fitted with number cf cornputers n itir Internet facilities for the use bv
stur.1entsandfacu1tiesforlatestin.fornrationavai1ableont]renet.

L) Invelrtory Management:

A r:ornpl*te inventi:r,v of all tire tribrarv boi:ks is t+l- btt' marle ancl eveiru,'

individual book is allotted lvith a particular number and clearly marked.
The book shelves/Sub shelves are aiso.b-$6 numbereel and clearly marked"

The soft copy oI the inventnry is to*e maintained in library computer and back
up maintained. Harr{ cop,v *f the sarne to-be rnaintained on the Inventorv forn-i

master'copy is not recommended and if felt necessary, should be done on its
copy in a separate file.

2) Library timings:

Ail the institutes staff, faculty, instructors, students are authorized access to the
library, anc{ any other person having interest with the SRIRA}vI Institute of
Marine Stur"lies, ceulrt'be alk:wer{ witl:r a temporar-v entry pass. Entr3r $f visitar*e

who are nnt authorize.-l by the institute, are restricted"

&ru

Organizational Knowledge

t_
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The standard library timing is:

09:30hrs - 12:30hrs
20:00hrg- 22;00hrs

Any person visiting the SIN{S iibrary must make an entry in the

L.

L

book with name

During library visit, visitors are requested to rnaintain pin drop silence and keep
their mobile phone on silent/vibration mocle. If in case there is an incoming call,
thev are expecteel to step outsiile the library for conversation over the phone.
Any negligence observed will be taken seriously, by first a verbal warning and i{
repeated, will be asked to leave. Any successive observance of non-foiiow of
librarl. rules, wiil result in an entry ban to the library"

3) Issuance ofJ,ibrary booksi

The issuance of books from the SII\{S library is allowed only to permanent staff,
faculty, instructors and students of the institute. The same is not appiicabie for
visiting staff anr{ or faculty.

All the above mentioned as allowed, will be issued tlbfafy Sard.for their use.
Upon issue of a book an entry (with Name/Rank/Date) to this effect shall be
made in the card as well as in the library issue register. Upon returning the trook,
an entrv rvill be completerl r.vith the Date of refurn"
Each SIMS library student mernber will be aliowed to lencl one (1) book at a tirne,
and each staff or faculty library member will be allowecl to lend three(3) books at
a time. r, , .

4) Eooks procurements progosal and rece-iEt of order: ,.,

As per DG Shipping guidelines for DITJS and GP rating course module and for
ail sea related courses and all other books/magazines according to members
interes! as standard list of books has been developed. Ary short fall or new
edition of these boaks are proposed to the administration by requesting the sar11e

by by filling up the requisition forrn found in annexure 2. The academic
(DGH approved) are received at first opportunity and. other books procurements
are made according to available resources.

IJpon receipt of the books irlentory is updater"l in the prescribed fcrm
new beioks are placed in the designated locations and expired pubiications are
removed and disposed"

Apprcved Br;: Chairyan: $ien*FSq: /
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The Organization has planned implemeuting the monitoring and
measuring analysis and the improvement needed.

1) To demonstrate conforrnity of educatir:n (Ref. Section 8.2.3/8.2.3.1).
7j Reeorris ensures anet ciemonstrates the col*ormity of the qualitv management

svstem. (Ref. Sectiorr 8.2).
3i 'Io contirrually improve the effectiveness r:f the QMS (Ref. 10.1)

Quality Imperative$ are:

1) Praeess has no meaning, if you do not keep recorils.
2) Recordkas no meaning, if you do nat analyze thern
3) A*alysi* has no weaning, if you ilo not act on th*??r.

This particular requirement of I5O 900L * 2015 deals with the 2"d and the 3'd

irnperatives of quality.
Process performance, manitoring are identified and used for analysis and

initiation of aetion f*r impravernent.

,: sw".t :;rffi'$&ffi
Pd,i:\$T"i:fq dJffil3Y

&m

L

:..-' ,i1

Signaiure: /Approved By: Chairmani
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The objectirre of the class room and practical kaining is to ensure that a student can pass
his final exam and at the same be able to carry out his work in the prescribed rnanner,
anel identifv things and equipment's when onboard ship.

The stuc-lents are assessed L-r1. the eoncerner_i universitt and board to declare him
Pass or Fail.However, the institute has the following procedures to analyzethe students'
performance by the course in-charge of the course. 

.,rr:,,,, ,,. r,. :i1.,,,,.:

Pre-Sea Courses: fu{ASTER COPY

The institute conducts the unitfreview midterm and internai assessment to check
and take necessarv action for improvement by all course students.

P[auntaining Results:
A result register for lnternal exarrrs are kept and maintained. The resuits are

prepareC and displayed on rnain notice bcard. A copv of the same is pasted in tire
above register, duly signed by the Institutes administration.

Intimation to Parents/Family:
The overali progress and results of the student are intimated to the parents/family

through SMS on their provided mobile numbers. In case of a very poor performance of
any studer-rt, hard copies of their result as weli as a letter issued from the instifute is
sencl tc tl:e parentslfamily via registereC post tc request then-r tr: r.isit tire institrite a*tl
meet the administration regarding their kids progress. If need be extra classes are given
to the student, so that he has a chance to improve and perform better.

STCW-2$1$ Caurses:

As per the STCW-2010 modules and order in force, the STCW-2010 course
participants do not need produce any pre-academic qualification to attend the course.

Ntx

t_

aa

E,!1.'j
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Infrastructure:

The cern"rpany h:rs determined, providerl arnd rnaintariner-1 the infrastrucfure needed to
aehierre contarttrity to education requrrements f'oliowing infrastructure is being
provided to ensure education con{ormity.

SRIRAM INSTITUTE OF MARINE STUDIES is situated at Dwarka New Delhi.
The Institute has an area ef around 10 acres. The Institute is equippe.d with in-house
anC *'teasuring facilities lar ensuring quaiity education anei to con{irm to specified
specification.

All the relevant monitoring ant-1 checking are'provicleci to ensure er:rreet raw stuclents at
inroming, in- pr*eess *nrl fina,l stage of edueatit--rn realization.

The institute has established follor,t ing documented procedure for the
maintenance of the students and their iearning process.

5ffi sRft&

Nts

Prepare list of machines and utilities and identi{y them HOD E gg

Frepelre annual 1'rreventive maintenance.scheclule for the yeal feir key for
key.'process urachinerl, required icr *dncation,icn.ant-l utilities & rec*rd in
preventive machine maintenance sheet SIMS/RIP/02 while preparing
schedule keep following in mind

Do

Carryout the rnaintenance as per sche,lule & recorri the date of maintenance
-,\,'ith ,letails of spare parts in the 1:reventive inachine sheet. Sc:

Do
Revierv the preventive maintenance schedule & checkpoints based on the
frequencv & nature erf aetual bre-akdowns to ensure or new machine adder{.

Pase 1of 2 MASTER, COFY

L
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Criteria tc ensure that maintenance prscesses are effective
.-,.

Effecti.ze'of operation ancl confrol on process will be revier.ved through periodic internal
audits trv corrsultant/internal auditor. In acfulition to this administration will get it
ir:torrnailS. re vie..!.e r-l anri moni toreil :

a) Preventive maintenance is carried out as per the preventive maintenance

r@r BrPdfrR
fI{ASTER COpy

Records:

Work Environmgnt:

Weil-furnished office and ciassrooms with associated communication facilities enatles
r:ersonnel !W git'e full ef-ficie*e_v. Wr:rks"h*ps and hostel is weli 4syglope{-l r,.ith atrl the
facllities to provicle comfortable atmosphere.

Qrs

bj Decrease in the No's of br:eakdowns.

c) Ensure that breakdow,n time is under conkoi.

Fire extinguishers are installe* at a

situations., i,r *.\a"\"-- .

\\rL ''\',.,rit-i""

V\6a?]c-. *Ayi-\,'

ppropriate places for uses in emergency fire

!;i

D \r'" (

*( C cpl *,

{

r7t1 t

Aruange persorrrrel or attrnd to tlre hreakdov,rn as earlv as possible Drl

Cor:rplete the repair w*rk up to the satisfaction of user and recorcl irr
machine maintenance register the action taken spare parts changecl if anv
against the break down complaint

Do

Doc. No Title Location Disposal
authority

Disposal
authority

srMs/RrP/0r List of rnrrchinerv Workshop Forever MR

siMS/RrP/02 Frevenrive machine
Maintenance sheet

tr&orkshop 2 year MR

srMS/RrP/03 Maintenance register !Vorkshop 1 year MR

ltrnstitute of Merchant Navy Training)
Approved by Director General of shipping, Govt. of India

An ISO 9001:2015 Cerrified Institute
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Faculty and Staff:

Staff selection is clone ii tirev corxply ra,ith DGS guiclelines and as per their
e.xperience
t* obtain higher resultsf grade in final exams. Young, energetic and dvnamic peopie are

pre$errecl so that ihey are ahler to relate to the stucleuts and guide tirem i.t,ith newer ideas

anrl newer anrl iatest understalrling

Eligibility Criteria - Faculty Recruitrneqt $m reB5ii''}
MAS1,lr:.Nji i-lr-fr

1) Qualification and Experience Of course In Charge:

Certificate of competency, issued or reorganizecl brr tire Goventment of lut{ia, i:ls

irtlaster/ or \4EO class I of a Foreign going rressels,

And

At least Fir.e (5) Iesrs' c{ Sea sen,ice on Merchant Ships iirciuding at least One (1}

vear in the rairk of Master,/Chief Engineer.

And

At least One i1) year experience as facultv (Ful1 time) in Pre-SealCompetencr,'
Clourses

Page 1 of 3
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2'l Qualification and Experience of Faculty Members:

Certificate of competency, issued or reorganized by the Government of india, as

Master of a Foreign going ship (for Nautical Subjects) or MEO class I
(for Engineering Subjects).

SGH Ffrf"W

And 
il&qsTER C0pY

At least lrive (5) vears of Sea service on a Merchant Ships, including at least
One {1) vt:ar as Master or C}rief Engineer Level.

3) Qualifications and Experience of Faculty Mernbers (Academic Subiects):

Acadelnic facultv, if employed, should possess at least a bachelor's degree in tire
subject intended to teach.

4t Qualification and Experience of an Inskuctor:

a) He shor-rkl have helcl a rank not trorryer than a Petty Otficer in the Indian Navy
t:r as ;i Bosun on a Merchant Ship.

b) Pirysicai training instluctor, slrould irave PTI qualification.
c) Ex-lJaw instructor {clr Seamansirip, should have Seamansirip Instructors

qualifications.
d) For fu{achine 'ur.,orkshop, l-itters rvho have at least Five (5) vears c{ sea

experience on \zferchant Ships or Ex-Nar.y instructors r,rrith quarlificatioll as a
Meghanic.

e) Instructors for skills, such as Carpentry, Plurnbing and Machine anrl
Electrical repairs, shor-rir-1 possess appropriate trade certi{icate from ITI or
etluivalent acceptable to DGS.

E lnstructors for carpentrl. anrl ph.rmbing ma1.be persons rt ho hirve Five (5)

vears of setr service on Merchant Ships as Petty Officer (maintainance).
g) Instructors lor eler:tricai worksirop, ma'/be persCIn who has experience on

h{erchant Sirips for One (1) vear as Electrjcal Cfficer and n'ho is Ex-Nav1.
r,t"ith Fir.e (5) 3rears of experlc.nce as an Electrician/Wirernan.

h) Instructr:rs w-ho are alreariy in employraent in a DG approvecl Pre-Sea
training institute {or Ti-rree (3) vears or more on the date, these py:idelines

, \

ruN
I

L

L
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become applicable. He rnay continue to teach the same sul-{ects,/topics, er,€'n

if he mav not possess the above qualifications"

5) Training of Trainers Course:
A11 Faculty mernbers and Instructors must har,e undergone an appropriate

approveri training course. (Verticai h'rtegratio:r Course for Trainers) Duratiorl LlZ

Weeks"

Mcnitoring:

All the classes are equipperi i.rrith the iatest teaching equipntent's i.e. projectcrs fr:r
pclwer point preseniations and for vieleos.

Lesson plan, training program, instructor's logs are revien eci on a montlllv basis.

Engineering lab equiprnent's are fur the respectir,'e labs, only fcr training pllrpose,
hence calibration for these equipment's are not requilerl.

5ffi effifre
i_4ASrEft e*FY

,c".":::i\

zuIN

1.

Signature: /Revienerl & Approved Rv: Chairman
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The Organization has planned implementing the Latest
developments/amendments needed for the improvement needed.

The objective of the lnstitute is that all faculty and lnstructors involved in

imparting/deliver classroom/practical training to course participants of this institute. We
take pride to ensure that every member of this institute to remain updated on latest
deveiopments proposecilordered by the administration. The updated tirne to time for the
Iatest developrnentslAmendments in the syllabus which is to be covered for Pre sea and
STCW candidates, in view of this lnstitute ffirry out training session for all the faculty
and lnstructors on monthly basis. Training session for the Faculty and lnstructors are
conducted by the qualified Faculty in the presence of Executive Director and same is
rar^nrdcd

In the case of any order/circular issued by the Directorate General of Shipping related to
MTI are shared and discussed with the faculty/instructors by the Executive Director so
that same is implemented at the earliest by the It/Tl. Also the following medium are
used to create awareness among the staff: f@ *frfrffi

Sriram lnstitute is determined to implement any changeslamendments related to
training so that
Candidates.

ing for the

!

AreaSNo Description Distribution
silenceDay/Non

hour
a Main Broadcast Classrooms/mess/dini ng hall

To all concerned persons Alwaysb E-mails
Aii, Noticec Whats up group Grouped courses wise

Nlain Notice board On issuingd Notice/circulars

Siqnature: //Approved BV: Chairman:

Page 1 of 2
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In case any participant is unable to reacl or lt rite or understand English, he can be
examinerl orally and if atrle to pass the exam, he can be declared as pass.

Remedial action:

In case of anV kainee performs lor,t in any internal exarnination, the HOD's are to
prepral'e ;r iist anei arrange to carrv out speeifie training for them. A tog Lrooks is
maintained for such training imparted to them during extra classes. A merit list in
clescending order is prepared and all students with least performance are marked and
specifically trained.

'.. I ",:::.*ii':

Qrs

e

L

'ii '.'i.i."1

Approved By: Chairman: Signatffe: //
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Internal Communication:

The institute has a system to communicate all programs related to kaining,
rvelfare and directives from management, as per orders from various authorities anel
prom ui gat* the s ame aee *rrlingi_v thereaf ter.

Obiective:

a) Tr-: keep'r tlte staff upclated rvith all lirtest inforrnation as prornulgatecl Lry the
Government

b) To maintain daily routine I training program as per the directed guidelines.
c) Issuing and execution of orrlers, whether as per internal or external

requirement, relatecl to infrastructure facilities, training aids, discipline etc. in
crr-1er.

The senior filarlagement issues eircuiars, notices anrl temporary mel:lo::afldums
stating objectives and directions expected by all. The circulars are written down on a
'Circulars Register' from the Chairman's office and read, understood and
acknowledged by all concerned. The memos/notices are displayecl on the main notice
hoarr-1 for infci'mation and erecution.

a) Public Address System: The institute has a public address system fitted all
across the building, same is used for urgent orders and which require
immediate action - Priority: Immediate,

b) Circulars: Circulars coming from the Chairman's desfu related to changes and
issues which they consider as important and situational appropriate are

Ql's

t

cilc
Page 1 of 2
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circulated around and acknowledgecl by all - Priority: Very Important and
urgent.

c) Notices: The notices related to leave, duties and amendments are circulated
among staff by issuing notices * Priority: Normal

d) Temporary Memorandums: Any action, which needs a highly discipiined,
arrangeil action. lVhere a gr*at rare of mair aird materia] is requirer-{, w}rere
order and result is desired, the temporary memorandums are issued. These
memos include the action to be taken by each individual, rvho so ever is
concemed to carry out the task * Priority: Normal

e) Electronic Medifim: Interiial en:ail system is followed and in use, and the
entire staff has accessibility to the internet, with WiFi faciiity and computer
stations available r,r,here thev could access the same * Priority: Normal

0 Library: Dailv neu/spapers, magazines and journals are available in the library
for the use of staf{. Lilrrarv timings are maintained from 093[]hrs - 2200hrs.

QM

L

L

Approved By: Chairmary Sisatqrs; /

al.t."i
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Internal Communication

This institute has syslem of submitting the various flles and documents on internallexternal mails,
approvals, leave approval etc. from the office of the Executive Director. This has been norrnally seen
that the fiies for above reasons are sent late in the evening of held uo permanently with in personal
custody by individuai. The same is unearthed on the demand by undersigned. This is a sad practice and
disturbs the whole prcceedings CIf the day and time. fo overcome rhe issues,/situations in future it is
r,ia-i-la-l in IriI 

^^,..F 
^=-+r!n nrar=_-!r rrac /r-l,$;-i-+F-|i!,^ 

^et^-ucLiuEu iu iuiLi uu'!11'r LL'ru,t' l,,vLEuu,Lr/uu,,,,ii,JL,di,vE v,uci3. The Sanie afe glabOfatgd in thc
succeeding paragraphs :

1", Fc:'mi*g of Departslents. : The ii'jstitute has the follov.ring depaftments for off;claidocumentati,in:
(a) DG Shippine {DGS} : All correspcndence with DG Shipping and allied offices not covered below
Management representative (MRiAii documents and fiies unc'er eualiry controi Managernent and
isc certification inciuding ciP The format rs stMS/DGS/ooO -subJect . . 1i,':. '.
{b) lluman resources {HR) stMs/HR/001-Subject
(c )Training (Trg) StMs/rRG/000-subject
{c} lndian Maritime University {tMU) StMS/tMU/000_Subjrct
{ e} Shipping Master Office {SM0} StMs/sMolo00_Subject
{fi Quality Management system {o-Msl stMslor\rsl001-sub:jeer
{g} Board of Examination for seafarers Trust {BES) stMS/BES/00L-subject

?. Use af fiie ffioveffieirt reeisters : This ls an impoi-tant tooi in maintaining the r"ecords of the ietter.s
and documents received . Hence aii above departrnents are to maintain a registei" cf this effect so as to
tr'ack any ietter or file. All cierks forwarding any maii ietter etc. to log the detaiis in the foiiowing manner

3. Externel and internal r-nail sub,'nissicn- F.eceipt and disp:tch;All ccr"nr-nun!cation received in bl:ck &
white be considered as mails. lt may be mail received from out sider agency and shall be termed as
external mail. lt may be received in person or by post. All communication received from the staff,
deoartments ete. be termed as lnternai mails. lt may be notices, orders. information or reouests

SNo File Name File sent to
dept.

Received by &
sign with date

Sent to
dent. Sign .

f1\ /?\ i3) {4i

Name & n

Sender Clerks

t5) {7)

ARSr^*x

File No

1(l
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L

from the existing persoRs working in the institute. This is the part of the process that every mail be
given a number to be termed as lnward no. We are maintaining the same. Now we need to improve
the process of receiving of maiis received in person or submitted on the office counters. We have to
ensure that a copy of the sarne be done and hand over to the runner as office copy. This is to be
noted that cffice copv should not carry any rer*ai-ks by the institute authcrity. A procedui'e !n same
manner to be adopted for outward internal and external mails. A photocopy of all displaced maii to
Ira lzon+.h^i r^.'-6'.1 t< (\ln 'l"h6 n //.1 lqrr.t r.i\_ra rrrl-rrrrrr{ Nla rn-l l-\irnrtrha.l cf:mn rlith cian-t',.a ^frL,\LpL d',u LLi.tiLu qi UiL. i,iC Ulu iiiUJL iiq{C UUiivqiU iiU giiU Uif iJULeiiCU iLd;liiJ lAiLi;ii5i;JiUi= Ji

the dispatch staff. Logging of details is required stating outwarci No. sent to, date of dispatch etc.
the reeeipt of post to be maintained in the register. The inward mails and internai maiis to be
ct:hrii.^ r,^ic- ein^arl 1+ lnnn k-^ -^d 17^i hrr nya....la., Tha *-il ^4 ^*6-^^^^,, naf!'.- h6Juuiilr. lu urruEi )itsilcu €r rvwu ,riJ d'iu rivv iiir UVYi , iJdr, iiitj tlidii Ui gitiUlE;CiiLy irdiuru uL

submrtted soon on i'eceipt.

4. Submission of t-iies for approvalslassignrnents : The fiies for actron and iniormation be submttted
by the oifice clerks though the peon. Ensure that the movement register have the entry and
individual has signed it on submission and receipt after words.

5. P{ocedure of signing of a-document bylhq sjtaff : the officiai procedure of signing of a documents
needs the name and signature with date of slgning of dseuments. Henee with immeejiate effect all
officers, teachers, faculty signing any doeument are to endorse their name and date as and \rhen
signing any letter or documents.

This is far strict campliance by atl with irmrnediate effect

:FUBftft
,b4&$rm coPY

t

Approved By: Chairman: Sjsnatffq ,/
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3qq wftfte
li,lASTER C*py

Qtx

L

L

Prepare draft documents Concerned FLrI

Rerriew the documents for adequacy Administrator

Lince review'er,1 anri corrfirmed, printed pages' looter to be
signed and approverl bir the Chairman Administrator

Approvec{ documents are controlled b1i stamping'Controlfed'
in red ink on each page.

Aclminiskator

[.{aster ecpv of each page r,vill be stamped anrl marked ;rs
'll'faster Copy'.

Ariministrator

Forms and Forrnats, will be stan-rped with 'Specimen Copy' on
the track side of the documents"

Administrator

Issue the dc;cuments copv, stamped as'Un-Cantrolled', as per
Distribution List

Administrator

Ensure availabiiitl,' of all relevant controlled rlocument at all
iq.:cations, rt here activities for effective functioning cf the
quality system is being carriecl out. Also ensure that all
documents are legible.

Adminishator

(
J

i\(: 1I

Page 1" of 8
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L

L

Discuss the changes/proposals with the MR and other
cancerneii FH' s f r:r necessa ry anrenrln-rents.

Appropriate Authority

All supersecled documerrts are w.ithdrawn promptly from place
of use and replaced with pertinent r-locuments. Keep records of
changes made in the clocuments in file SIMS/QN,IS/01

Administrator

Stamp'Obsolete' supersedes'Master Copy'. This document is
to be removed from the system and maybe kept for reference,
legal or knor,vledge puipases.

Administratar

IMaintain a iist of applicable National / International standards.
Keep it updated by reguiar interaction lvith the concerned
bodies.

Ar-lministr.ator

Administrator
The extemal origin documents are controlled, by -only putting
'e*nbolle,J'starip on the title page. 5"*.=U lff.ffiF*

flu,f.&#'il*frt {::f}pv

Th*r* i." e {iling anil documents recards maintair-ring systetr,
which includes abbreviations for each department/specified
work. The numbering fclr each document urouid be in a serial
number starting from One (01) and onlvards.

Administrator

AdministratorThe docurtrcnts are to be Reviewed and Issued

The documents are to be Approved by Chairman

ISSUING AND APPROVING AUTHORITY

r.MS

Page 2 of I
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Criteria to Ensure, Effective Conkol on Record control process:

Effectiveness of operation and control on process is periodicaily reviewed brl, internal
Aurlits bv consultants/Internal aur-1itcr, In aildition to this the N,IR reviews anci
rnonitors that the records are legible, readily identifiable and retrievable and stored
pr*perlv.

Filing System:
The institute maintainec{ Iist of files rnaintaineci by each department and are provided in this
section. In the fiiing system, every department has been provided with departmental codes
rvhich prelix the rt ork area.

Follon'ing are the codes given to each:

Qrx

L

L

Identify the records to be maiirtainerl ilr the ilepartment, whiie
estabiishing the s.ystem and r:rentioning the same in the
relevant sections/sub-sections of manual, pertaining to the
Institute with regards to the quality of education and including
tire same in the sub*sections.

Functional Heads

Decide the retention period of all records in etrrnsultation nrith
the hrIR and the admiration on the basis of customer's
reeluirement or effertive measurement of the s_vstem ancl
docurnentation in the relevant section.

Functional Heads

As agreed, that the records ltrill be made available for
evaluation to the customer's or his representative for an agreed
pt-rir:C"

Administrator

Records are maintained in the electronic media, access is
reskicted to un-authorized persorurel's. 

- $,{,4, Ff,ryffif,*
Virus eontrols are eflEured and in plaee. n*,-ql* i*,rt ,##By

Adn'linistrator

Qu ality lVlanagement Systenr QN,TS

Management Representative s,{E

Training TRG

Page 3 of I
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The filing system nill be in the form, example, SIMS / TRG / frz

Sriram Institute.f M*rtor"" 
I

Training

Serial Number of the file

Issue Procedure:

The Chairman or his deput,v or the Assistant to MR is to carry out the activities of preparing,
issuing, maintaining anr-l uprlatine this Qualitv manual.

The Master Copy bears the stamp of "Controlled Copy". Rest o{ the other copies o{ this
documents required for externai agencies, are issued by the N{anagement Representative and
such copies of the Manual Issuerl are stampeet as " [Jncontrolled Ccpv" in red colour. These
urrcontrclied copies do i-tot cl'rr"lfe uirder thr- prer.ien r-if document iimendm*nt procellu::es **r-j
ar€ ftot used within the institute.

and Amendment

The Quaiiiv &'lanual is revieri,e,.1 periodicaliv {once in two Srears} L:y lhe iv,{anagem*nt ,.r

Ad m inistrative oificerf Representative / Execu tive Director.

L

s€ry sfthe
e{AsrEft ccibv

L

CAT
Maintenance M&R

REQ
Accounts ACC

LiB
iNV

Herusekeeping HSKI]
lv'fedical IVIED

Grievances and Discipline DISC
Purchase PUR

Administration ADM
Indian htraritirn e l-lniversitv iL{U

iij-i !_

Page 4 of I
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No revision is implemented unless it has l-''een approvecl by the designated authority ancl
r-rfficiail}, nrti{ieci ro the eertifving agencies.
Each revision is introduced {ormally bv the Management Representative by issuing of revised
pages for each of the copy as per the distrii:ution 1ist. The rerrisions are indicatecl by the revision
number in each of the revised sections and recorded in the Amendment sheet supplied with the
contrr-illed copies uf the lvjanrral. Tire initial eriitinn is numtrers as "0J ".

The insertion of the aclditional / amendccl sections and the remcvai of the old sections in the
inclividual controlled copies as per the distrihution list of the manual is the responsibilitv of the
person holciing the inclividual copy. Ali oid sections so rernovecl are returnerl tr: the
managemcnt Representati.ve lt,hlr ensures thert the same are destrove-r1 ancl so recorded.

One copy of the earlier version of the section (s) is retained by the Management representative
in archives for the future reference.

Qrx

"xsm,- IST OF FILES AND RECORDS TO BE MAINTAINED:

3 YEARS-l
I INTERNAL AUDITS / REPORTS srMS/QMS/01

HXTERNAI AUDTTB / REPORTS srNrslQl\{s/*2 3'/EARS
3 YEARSJ NON - CONFORIvIANCE srMS/QMS/03

4

Kffi
;

NON * CONFORN{ANCE CONTROL
PREVENTIVE ACTION

DISTRIBUTION RECORD

CORRECTIVE
SIMS/QMS/fi4

srMslMANI0l

3 YEARS

3 YEARS
A MASTER LIST OF RECOR,DS srMS/MANI01 3 YEAR^S

CERITIFICATES FILE SIMS/Iv{AN/01 3 YEARS7

I ,\JANAGEMENT REVIEW MEETINGS SIh45/i\,{Ai{i 02 3 YEARS

slh{s/l\,{Ahi/02 3 YEARSI FOLLOI{ UPS AND ACTIONS
srMS/MAN/03 3 YEARS10 CHAIRMAN'S CIRCULARS

3 YEARS11 DEFECTS LIST srMS/MAN/04
srMsloFrOFFICE WORK

siil.{slcFF/ol 3 YEARS12 couRSE BOOKINGS i Ailh,{TSSICNS
srMS/oFF /42 3 YEARS13 STAFF ATTENDANCE

Page 5 of 8
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t4 CANDIDATES ATTENDANCE Situis/OFrl0'3 3 YEARS
1.4 CERIFICATES ISSUED srMSloFF /04 3 YEARS
15 CDC ISSUEE slMslorF/05 3 YEARS
1b RESUI-T OF CANDIDATES srMsloFF/06 3 YEARS
1na, TR.AINING SCHEDULES srM$/cFF /a7 a \./I] A T)c.l I t-n.t\._,

18 TRAINING PROGRAMS srNrs/oFF/08 3 YEARS
IU LESSON FLANS 3rh,r5/oFFl0e 3 YEARS

zfr srN,{s/oFF /70 3 YEARS
C{}RRESTJChi}ANCE \&'IT'H i}G SHiFPINC
I INDIAN h,TARITIME UNIIVERSITY

21 CORRESPONDANCE WITH OTHER
ALTTHORITIES

srh4sloFFlll 3 YEARS

FER}',TAi+E]! T STAFF A]"TEI\,I D;\NCE srMs/oFF 112 3 YEARSa,r1
L;-

23L VISITING STAFI; ATTENDANCE srMSl0FF /13 -3. YEARS
NA
L\ DArLY LOG / WORK srMS/oFF/t4 3 YEARS
25 PERMANANT STAFF CONTRACTS srMS/oFF/1s 3 YEARS

Vi$lTiNG FAf L.'I,TY CChJTRACTS sl.r,.{s/cFF ilb 3 }'EARS
27 LEAVE-STAFF&FACULTY snvls/oFF /17 3 YEARS
28 FEEDBACK FORMS strL,{slcFF,r1t, 3 YEARS
29 DISCTLINARY ACTION REPORTS SIMS/OFF/Ie 3 YEARS
30 STAFF CREVIA},ICES Silv{grl0FF /2A 3 YEARS
31 SII\,lSloFF/21 3 YEARSSTUDENTS GREYIANCES
JZ srMS/oFF /22

6 \/r .t fia\J I -tr,4i\)iNCREMENTS & BONUS
JJ STAFF WELFARE srMS/oFF 123 3 YEARS

34 STUDHT\ITS WELFAHE gma rrffi$#rffi Sr\,{s/oFF /24 YEARg
sril,{slorF 125 3 YEARS35 MASTHiE COPYREQUTSITTONS

srMS/oFr 126 3 YEARS36 INVENTORY
3 YEARS

3 YEARS

WORK ORDERS

=AII..Y
CCI{DUCTEf, Sr[lslTRG/ rjl

SIMS OFF 27an
J/LI
A{}
_-')o

SIMS/TRGi/02 3 YEAtrTS?o TRAIi\Jii{G PROGRAfuIS FOR ALL
COURSES

40 STUDENTS ATTENPANCE srMslrRG/03 3 YEr\RS
Slh4-clTE.ili 04 3 YEARStt

ttl I}RACTIEAL TRAINiNG DETAILS
srMS/TRGIos 3 YEARS42 EVALUATION OF STUDENTS
srMS/TRG/06 3 YEARSA.4J EXANfINATION RESULTS
srMS/TRGI07 3 YEARS41 FEEDBACK OF STUDENTS
511r,{SlTRGr'*8 .3 YEARS45 PRE-SEA STLTDE}.JTS EI.'ALLIATION S

Page 6 of 8
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46 INVENTORY siMS/cAT /A7 3 YEARS
47 srMs/cAT /a2 3 YEARS
J.R DEFECTS srMSlcAT I A3 3 YEARS
4q

50

h{AiNTAihfANCE

INFRASTRUCTURE

3 YEARS

3 YEARS5{1\,[S/INS/01

Sih{S CAT 04

51 CADETS HOSTEL srMS/rNSlO2 3 YEARS
5: CP RATING$ HOSTET sih{s/rNS103 3 YEARS
53 CLASS ROOMS SIMS/INSIO4 3 YEARS
54 LIBRARY srMS/rNs/os 3 YEARS
55 SP0LTS GROUNDS / II{DOOR GAMES srMS/rNS/06 3 YEARS

si{,.ihfl\,1l1{G PocL SIMS/ri{slr}7 3 YEARS

58

56

)7

srMS/RrP/01

SiMS INS 08 3 YEAR.S

3 YEARS

AUDITORIUM

DEFECTS LiST
5\J GE]\JERATCR L{}C stL{s//R{P/02 .? YHARS
60 RO SYSTE&,I srMS/RrPlCI3 3 YEARS
61

"...._.qI"T-Eq:rrTr*
SANITATION srMS/RrP/04 3 YEARS

62

63

AIR CONDITIONERS

FENDINIG REQUISITIONS

HEATERS 3 YEARS

3 YEARS

__gu9lsiryqq_
S{MS/REQ

srMS/REQI01
64 SUPPLIED REQUISTTIONS

(!ULLIPARTrAL)
Sn/rslREQ/02 3 YEARS

PURCHASE ORDERS

CASH TRANSACTIONS. ti\i/OLlT srN4slAcc/a1

SIMS 03 3 YEARg

3 YEARS

55

66

OUTci{EQUE srMs/ACC/ A2 3 YEARS67t 68 ohr-LINE TRANSACTIONS, iN/ OUT SIMS/ACCIO3 3 YEARS
6q

70

STAFF SALARY

INVENTORY srMslLrB/01

5n{s ALL 3 YEARS

3 YEARS
n'l/L BOOKS ISSUED srMS/trB/02 3 YEARS
,IL BCSKS CRDERED I RECETVED srh.rsi LrB/r-t3 :3 YEARS

v4

/3

ALL DEFARTMENTS INVENTORYS

DEFECT LIST

srMS/rNv/01

SIMS LIB 04 3 YEARS

3 YEARS

Page 7 of I
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75
DAILY HOLJSE KEEPINC RECORDS FOF,
ALL AREAS srh,{si HOTJ 101 3 YEARS

76 DEFECTS LTST ffirymmm CINliTIOII/O?*'-'_/ _ 3 YHARS
i7 I{EiJUISITI{f,i\,i rwA$T"fi$r cri*I. .-rr i /t rTar T ?r1ASl vl/ mL,{--l EJJ 3 YEARS
78 INVENTORY siM/Hou/04

MEDICAL SIMSA,IED
79 INVENTORY srlvfs/MED/01 ^\/fAnn.) r El{l\)
q,t RHQI-IiSlT'Ie i\i MEDI 02 3 YEARS
8l L,{EDiCAL TREATMENTS srMSlr\4ED /03 3 YHARS
B2 REPORTS srh{s/vrEDla4 3 YEARS
B3 N,TEDICINES ISSUHD srh,{s/MED/05 3 YEARS
-:s

6f

DOCTOR VISTTE R.Ei}ORTS

DAILY LOG

SIfuI5 x,,1ED 06

qiN,{q /TfTq /n1

3 YEARS

3 YEARS
86 DISCPLINE CASES / EVENTS srMS1DrS102 3 YEARS
87 CRE\-.'IEI{CE CASES / EVEi\ITS SIh4S,rP157g3 3 YEARS

\_I
Approved By: Chairman: Signafure:

Page 8 of 8
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Security Norms to be used for Question papers and Answer
Script

Question PapefS!- The institute prepares the questiCIn papers for Pre Sea anel
other than pre sea courses like STC\I/ basic, advanced, Post Sea and competency courses
in the office only. The question papers for other than Pre Sea courses are printed at
printing press in bulk and kept in booking office almirah under lock ancl key. Question
Fapers iar Pre Sea cotrrses ai'e prepared accorr-ling to the s1'llal:us covereel. Nornrally the
teacher/Faculty hands over the hand written/typed question ancl then these are
converted in to the electronic data.

Answgf Seriph- The institute ke-eprs all the answer scriprts ot all irr house
examination. The answer sireets of current courses are kept in the booking office and
rest are stored in the record room under lock and key.

Retention period of data:- These abcve data are keptfor 04 years.

gw ffifrrn
MASTER COPY

Approved By: Chairman: Signature: //

(.

t.i'
d11
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Prqcedqrqq qf issging and record keeping of isqued cqurse-certifi.catqs:

T'he institute issues the eourse certificate after the str-rdent has attsrded and completed
the course, as per the requirement of the approving competent authority. Sarnple
certificate is provided in the Annexure-D of this manual, which is made under the
guidelines of the DC Shipping and the Inclian Maritime University, Chennai.

The certificates are signerl by the student, Course in-charge ancl the Director/Chairman
of the institute. The candidates are issued with the original certificate and a copy of the
same is retained in the institute.

Ihe certificates are uploa,Jerl on the DG Shipping w'ebsite try the institute on the
sturlents registered INDOS Number provided by the marine department. i{Ihich
removes any ambiguity and forged dealing of the certificate by any party?

AccSpt-ancs/-Cq+f irm+tiq-a,qf JEgeil,.Jug-qgt+{iqetq-bygeU4idateq:

The institute maintains a separate, certificate issued register for all courses.

Candidates data iike, Name, D.O.B., Passport No., CDC No., course duration is logged

in the register and the signatures are taken by the candidate against his name, after

issuing iriml fier the certificate.

Rscordins: ,]{oi,t1ifr'f*
A photocopv of Orr*O'.u.*fnu,* is kept in the institute for further records. The

photocopies are kept in a file. A separate file is rnac{e' for each course ancl are kept in
record room for record. purposes. Record room is kept sealed and locked by the

Instructor

Qts

Controtr of Documented
Information

Sienatqre: //Approved Bl.: Chairmen:

-s

-i

l,]

I

L-
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Procedures for admission: Pre-Sea Cadets
(One Year Diploma in Nautical Science)

An advertisement is issued by the Indian Maritime University Chennai, for conduct
of All India On line Common Entrance Test in national Daily new papers.

the ccluntry, in the month of ]une and December errery year to se.lect the candidates.

admit the students meeting the admission criteria for the course.Successfulstudents are
to approach r,tith original academic documents and medical fitness certificates issued by
a DG Shipping appror..ed doctor.

Headquarters Chennai.

students are submitted to IMU HQ in advanced by the institute

The minimum eligibility criteria for DNS course is: -ffi#|ffi

relaxation of Syrs.

r,r,oulcl also include a sight test certificate.

M*8\B\zu

ISO 9001 clause

Sub Section No 8.1 (b)Quality Manual
Revision No. Date 01 ,l"gth ian 2013

Revision No. Date 02 ,"J.6t1, Aug 2016

Page 1 of 2

Operational Planning and
control (AdmissionCadet)
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Procedures / Check list for admission: Pre-Sea GP Ratings

1) The institute follows alt guidelines and orders issued by the Directorate Ceneral of
Shipping and the Board of Examinations for Seafarers Trust, Mumbai.

2) Aspirants candidate issued a medical slip of a DG approved doctor, in order to undergo
a meelicai fitness test. The candidate is enrolled in the institute only if the candidate is
issued a'Fit to work at Sea' certificate by the doctor.

3) The institute charges a nominal amount, through bank Demand Draft from the
candidates joining the course, and a receipt is issued for the same.

4) The institute then issues a course comlnencement letter, with all eligibility criteria's
regarding the course regulations and academic requirements along with joining
instructions.

5) All aspirants are to report to the institute one clay prior to the course commencement for
training. Candidates are to bring their original documents and course fee along with
them.

6) A letter of intimation of course cofiunencement sent by the institute, along with the
canclidate's DOB certificate, Qualification certificates and Medical fitness certificate are
forwarded to the DG Shipping, Shipping Master (Mumbai), and to the Boarcl o{
Exarmination, Mumbai.

7) INDOS No" are generated on submitting the passport.
8) The foilow'ing are checked for the final admission in the course

The minimum eligibility criteria for GP Rating course is:

relaxation of Syrs.
On successful completion of course, passing/participation certificates are to be issued to the
trainees/ course participants, and photocopies preserved"

b)Governing Authority:

Government bodies are involved to ensure that issuance of appropriate document tcr

the candidate is done and carried out in order to admit/enroll the person in the
institute as a student.

The following Government bodies ensure and validate that the documents and
certificates carried by the candidates are not forged and or incomplete and are

certified.

3€q xEfrR
MASTER COPY
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(i) The Nationafstate Board of Examinations: The 10th nn{ lfth certificates
carried by the candidates are certified by the National and State Examination
boards.

(ii) The Directorate General of Shipping: The Indian shipping's prime authority
collects, monitors and displays the details of the candidates on the
government's official website, in order to validate and share the details of the
verified details of candidates, which could be accessed from any part of the

world, in the need arises.

(iii) The Indian Maritime University: The IMU provides the syllabus for DNS
course and examinations are conducted for the same. The candidates uncler:go

these examinations, which are plannerl and executed by the IMU in total
confidentiality. The final results of these examinations are declared for the
f)eck Cadet Course.

On successful completion of the course by the candiclate, tire IMU issues a DLP

{Distance Learning Program) and final degree in BSc Nauticai Science.

The iMU also ensures the avoidance of forgery, duplicate issuance of all the
documents, for which each candidate is issueC with a registered number antl
password, through which the candidate can apply for his/her exam results and
also inquire if there are any academic queries.

{iv) INDOS No:The institutes are provided facilities to generate the INDoS No at
its own. It is an eight (8) digit unique number of each Indian seafarer. This
becomes the Id of a seafarer and a password is issued against it. This provide
a seafarer to create the Seaman profile under the E-governance moduie of the
DG Shipping. this number is used for ali further seafaring career inclucling
joining issue of watch keeping, CoCs and sign on/sign off.This infortnation
is uploaded on the DG Shipping website and can be accessed from any part of

, the world

3"gT }ffifte
MA$TEft CLi- r

L)

Approved by:- //
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Operational planning and
control (Booking STCW
Courses

-f!., I1:-.^-*--^,4- /-----=,^l -f C'I-:----:.-- (n/-Cl -,:l- :a-'T, .--:--:"-* /':--^--l--. ..- t 
' -f tAtafI .l^*..-lI ltu l-rlltt.lUtatE Urllr!dt Ul .JIllplrlllur tlr\r,)i ltUf ltS I rillllrllH, t lltUtdl tlU lJ Ul Llt L\J tlAt(U

l*t April 2g'2A has made manclatory attending of e-learning module fbr few courses, r:rarked
b_v-' tire DGS and listed in the said circular tbr ail prospective and existing seaf'arers w-itlr

rrnrnediate cffect.
The follow'ing procedure for booking and confinnation clf participation of a student in Basic
Safetl, training. advanced and Refresher & {Jpdating courses cf BS'l- and Advanced courses

1. INDoS Application : Apply INDoS No/application {in Person only) Any fresh students willing to
attend a course, shall apply iNDoS No. however existir:g seafarers having INDoS ns are
^r,^'*^+^d T^ ---1,, lLln^- Nr^ .,,^ -^-,1 ^-:-!--l ---^-a,* --; rnth rl^-- *^-1. -L^^+ c+,,J^^+L:Af,illl./LsU. Iw dPPiy li\uuf ilU, VvE i'scu UiiSiiidi Pd5SPUiL diiU iU Lid55 iaioin )ilqsL. JLuUsia(

becomes eligible to update their Seaman Prcfile {SPR} and to register for E learning module
soorl issue of the INDoS No.

2. Attend - e learning module: Module is Available on official webslte of DG Shipping,

_:tr.1n.,:-:i.;::."i::::,,.i.Iis.=:-:_.::.,,.After attending and successful completion of the e iearning rnodule

including Question & Answer session, one become eligible to attend the course in the institute.
An Online Exit examination shall be conducted by the DGS. The DGS enable institutes {MTls} to
generate the Course Completion Certificate in respect of successfuicourse particlpants only.

3" Refresher and Updating of Basic Safety Training and Advanced courses: Students aspiring to
attc;id thc Ref;'cshcr anC updating cf Persoi,al 5u;vl','al Tcchr:ique: [P.9.I] a;rd F;re P;'cvc;'rt;or: &

Fire Fighting {f PFFP} shall complete the full moduie of respective courses. Table on Refresher &
Updating of PSCRB & PST and AFF &FPFF is as under

4. Details on time, e learning attendance and pass 76 for Modular courses

No
Name of course Duratron

{ Uays)

'fheory

(hrs)
E learning
(hrs)

Pass 9rir in
E

lear::irg
I Personai Survrval Techniques tl-1 06 06 50
2 Fire Prevention & Fire Fielrting 03 l0 0s 50
J Personal Safetr,' and Social U-r 18 5012

L
Procedures for Booking STCW Course
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, _t:.,1
a ... rt ... . | ':.

I t).. ::.,1a_..:..

L

t

F tr+raqJr*-^ c+,,,J^^+- --^ -^^,,:-^J r^ hF^t,,aa 46Ao/ ^++^^,.1^^^^;^ +L^ ^^,,--^ aL^-+ ^++^^!-^^^J. htatltuolltE . JLuuLtrLJ qtc ILqultgu tv Plvuuuu avv/u eLlct19orrLC !rr rrrL LUurlL. Jrru' r drLulruotruc

by any reason shailforbid to generat€ their course completion certificate.

E f ^..--^ t^^- TL^ i^^- :^ f ,,ll "--,, l,i*^ir,, L^ -.,L*i++^l ;^ +L^ ^^^^,,^+ ^{ +L^ ;^-+;+,,+.^ ^FU. IUUTJC rqEJ, r 'ru uuui5E rLcJ Irr rur, 'rluy '\lilu'y pL JuUrrrrlluv rrr UrE qLLUU ri riiJliLUtg Ui

directly at the counter at the time of booking of course only. Kindly coiiect the fees receipt from
the account department on reporting for course in cases of payments done online" The account
,J^r-;|. ,-J^,uctqilJ ot g qJ ut tuEl .

Beneficiary : Srirarn lnstitute of Marine Studies

Account type & No : Saving/033823200CI0206
n^-1,^-- . nr^ h-*1, t.lDdt tr\trt 5 - . L/rL Ddt ilt L(u

NEFTIIFSC : HDFC0000338
D---^l^ , \/ill-*^ D^-^^li c^-t^, 1o n,.,--1,^ Ar^,", n^lL*i 14n^11DiorrLll . vltloBq uqlrrrrv'lr JLL(vr 4u uvvol60 rrLw uLrlll *ruvr/

Responsibilill
03 t2 09 504. Elementarv First Aid

50(o^,''it' Ti,' t+ Sarfoy,;55 11jt_l

Desigrrated Secunty Duties

{S1'SDSD)

02 09 Lt5

ni .),] 1<
iJ 1-i

^ 
i......^^r r':-^ r: 1"4:".^ | .t rrr..1u v GrI\Uu i iitr i iPi liUlil t.1i i l

01 l -'t
anL+ 607 Ref & Updating AFF & FPFF (

Courses at Sl. no 2 & 6 together)
t- 606 Froiiciency rn Surv'ivai {xait&

Rescne Boats other tharr Fast Rescue
boats

05 l5

o Ref & I.-ipt'iating l'SCRl3 & PS'} (
Courses at Sl. no 1 & I togetheri

UI 1- l8 6ij

10 Shrp Secrrity OlTicer 03 i6 12 60
5011 Ref & Lipdating oI FPFF 01 i0 09

IZ Ref & Lrpdating of PST 01 06 06 50
13 Medrcal First Aid 04 22 15 60

Basrc Trg in Oil and Chemrcal
Tanker Cargo Operation (OCTO)

06 39 1a 50

Approved Bl.: ChErfqaq Qirulq{ei I

?age 2 of 2

1Al+



SRIRAM I}SSTITUTE, OF MARINE, STT]I}IES
(Institute of Merchant Navy Trainirg)

Approved by Director General of Shipping, Govt. of India
IQRS 9001 :2015 Certified

Recording of attendance: Faculty, instructors and non-teaching staff.

gce xhfr&
MASTER GOF.Y

The attendance of all facultv, instructors antl course participants are to mark their arrival and
r-leparture {Termed as attendance] 

fy 
Biometric attendance svstem only.

The institute has provicied Biometric Attendance Macl-rines in all classroorns to facilitate the
course participants to mark their arrival and departure.

1. Registration: Course participants of every course are registered on the Biometric
Attendance machine for the attendance; this is done by the institute clerks.

2. Students' facial expressions are fecl in for a secure attendance.
3. Stuclents marks their attendance/logouts according to the time tabie of a course.
4. Prints of the attenclance are taken and submitted to Head of Institute by the

admin/Trgcoord on every day basis for action and to note the absentee etc.

5. The records are stored by the Trg\oord for records and audits.
6. Submitted to Executive Director on ever1, month ending.

The procedure is laid down in the DGS order of 4 of 201-8.

Sr. No. Course Titie Location Retention Period
Disposai
Authority

01 Pre-Sea Courses
Attendance

Log
Admin
Office

End of the Course MR

a2 Modular Courses
Attenclance

Log
Class
Room

3 years MR

Approved hy:- I
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The advertisement for Pre-Sea & Post $ea ccurses ale published in National daiiv nern's

Papers shipping related fuIagazine. The institute has olvn r,r,eb site to enable customer to obtain
in{ormatic'rir's such as scheeiule of cour$es, Fee structure ar:d t* ccmtnunicale'it ilh institule

'lh* Insiitute l:as ;i: admisei** e*11 rr.,ith c*mpet*nt, exi:*ri*:"r{ed staff. Admissi*n cell stirf{
prcvides soiutions to any queries regarding any courses to the custorrrers.

Feedback- seq$ }Tffiffi1fl"?

idAsT#Ft fi#pY
The Institute has a proper Feedback system in place the feedbacks are obtained from each

student pricr to completion of the course. The feedback is divi,-1ed under various sections such
as teaching, Practical's, Infrastructure, Hygiene, Food facilities etc. Any grievance observecl in
the feedi,raek is forwarqierl tu Man;rgement fr:r rrppropli6ge actiun.

Pre-S*a cr:ur$ei; has a s*Farate feeiiback system {Griev"rnce and l{er-lresser box) system.
Grievance box is openecl ofi every last day of n eek ir' presence of one rvitness bv Discipline in
charge, Complaint if any received frorn Pre-sea students are subinitterl to marlagement through
proper channel for action/ direction

. P{e-Sea Course:

The institute conclucts the unitf review miilterm anci internal assessment to check
and take the necessary remedial action for imprcvement by all course students.

Maintaining Results:

A result register for internal exams are kept and maintained. I'he results are
prepared and displaved on main notice board. A copv of the same is pasted in the
al>+r,e r*gister, d.ulv sigirer"l1:r: tl're Instit-rtes ailn-rinistlati*n.

Qtu

Intimation to Parents/Farnily:

Page 1 of 2
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The cverall progress and results of the student are intimated to the parents/{amiiy
thrr:ugh 5l\'{S o'ir ti'reir provrried rnobile nunrhers. In c;qse of fl verv poor perfornrance cf
arrv stllrlenr, hard copies of their result as well as a letter issued fronr the institute is
send to the parents/ farnlly vra registered post, to request them tc visit the institute and
meet the administration regarding their kids progress. If need be extra classes are girren
to the student, so tl-rat he has a chance to improve and perform better.

STCW:10L0 Cou{ses:

As per the STCW-2010 rnodules and order in force, the STC1,V-2010 course
partieipants do not need produce anv pre-aeademie qualifieatiorr to attenci the course.

pant is unabie ta read or lvrite or understanrl Engiish, he car"r i:e

L examined orallv ar-rd if able to pass the exam, he can be cleciared as Pass.

Qr-u

Eemedial aeticn:

gaffi H.ft,gFrffi
ful&$Ttrsq r;G;ly

L

In case cf any trainee perforrns ior.v ln anv internal examinaticn, the I{OD's are trr
preparl' a list anrl arrange to carrv out speeific trainingl for them. A log bo*ks is
maintained {or: sue}.r training imparte<:l t* them rluririg extra classes. A *rerit list in
descending *rcier is preparerl and ali siucients lr.itir least performance are marked and
specificaily trained.

Contingency:
Ti--r da*al *'ith airv contingencv -r+.hicl-r mev ocfur r,rrithi* canlpus during silent h*urs

the following are in place to deai?

a) Chairman stays r,vithin the eampus.
'L:] Full tim* *i:cti:r is app*inte:il ti: ii*al r,i,ith arrv irreilical emergenr-.y, i+.ho sta'y' i::

camPus.
c) Dutv officer along with two {sry* r,.1,arden are aiso livi:rg in campus to deal with

any contingency.

Approved By: Chairman: Signature:
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^lC

r

Determining the requirements
for product and services

e&ru

The ir-rstitr-rte prorluct is to be rvell gronmecl and should he able to untlerstand their job
re'qttirements, when jorr"ring ships. To be reaclv to join the ship, candiclates neecl to be
trained for the same. The training programs have been designeC, which include the
various different types o{ topics and areas which are there to be dealt with on a day to
r-lay routine. These training programs have been ctesignecl as F)er the guidclines laid
don'n by tl"re DC Shipping.

The training programs includes knowledge and understanding of various tasks
onboard ships, but is not limited to that alone. A person should also be physically fit
and mentailr, healthy. A person has to iive a disciplineci a life, and should be able to
,n ithstand lvork pressures under verv adverse anr-l irarsh conditions.

In order to achieve all of the above, the kaining for each student starts from the moment
he is up from the bed in the moming, till the time he goes to becl at night.

Each ancl e\rerv moment of the dav is defined and designed in such a mal1ner, so as tc>

achieve the final results, as how thev are expecteil to be onboard. To carry out this
Hercules task, it takes a lot of time, attention and trained and experienced personnel to
rarry out the same"

Routines since morning hours include, but limited to fail in, parar{e, class ror}m
teaching, practical t-rainings, ciean ship, sports and self-srud,v- honrs. In hetrn een are tea

breaks and meal breaks.
To perform different tasks, the stuclents have to change into rlifferent attires. Each time
thev are checked for proper code which is to be followed and checked for their manners
a*t1 ;r1sssng6.

This detaitred marurer is repeated dav in and day out, till finally when they pass out
frorn the institute the,y are rearly to take in the iob with pricle.

Sirippir-rg companies ahsorb them in their fleet of ships, where thev perform well and
are appreciateil far their a'crk" and in return our hard w,ork relsulls are aehier.,eel.

Page L of 2
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The iastih:te receir-res tl're course fee as per the laicl down/announcer-i in the
p;:r;spectus and cn the institutes rvebsite. As per the directives of approving and
aifiiiated competent authorities, the institute is permittecl to increase/discount in the
cclurse fees so as to enable institutes to meet their expenses, in respect to depreciations,
salaries, messing, recreation anri to maintain faciiifies.

Colleetion of Course fees:

The ir-rsti te collects the course fees of pre-sea course, in the form of a demand draft,
and lrreal trank cl-re'que onlv. The sturleRts arr: issuer-l with ir fees receipt, rnentioning his
D*,; ehequ* nunti-er, amlrtint anri L-anker ete . The eheques are issued in on the institutes

L name.
In case of

participants are
eheque ar
the same.

from local and rr:ral
in DD, issu-er1 in fa';*ur cf the institute cinl1,.

modular) courses, where the fee are low and cour:se

1S issued for'
can

sw sffi&e
t.f**'r{ft fi*p1,

,

-#.
:

Approved By: Chairman: Sisnature: /

-/
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As per the STCWAbiAi moclules and order in force, the
participrants clo not need produce any pre-academic qualiFication

Qtu

L

The t'rl;jectives of the class room ancl practieal training is to ensure that a stuc{ent
e*il P&ss his fin.rl #xains. The strir:lent,q are assessed hy the concerned unir.ersity and
board to declare him pass/fail. However the institute has the following procedures to
analvze the stuclents' performance by the course in-charges/HL)D's.

Pr*-sea e.,*rse: 
;;'i1';; 

';r1'''.j:;t;i:-;

The instifute cqrnducts the unitf rerriew midterm and internal assessrnent to check
and take the necessarv remedial action for improvement by all eourse students.

&faintaining Resalts:

A resuit register for Internai exams are kept and maintainecl. The results are
prepared and displayed on rnain notice board. A copy of the same is pasted in the
abcx.e resister, ilulv signecl by the lnstiftrtes administration.

Int_imati on to Parents/Family:
The overall progress and results of the stuclent are intimated to the parentslfamily

througir SkIS on their providecl rnobiie numlrers. In case of il very poor performanee of
+ny ,sitlui*ni, harrl c<;pi*s r:t t}'r*ir r+suit arr iv*il as a ietter issues-i frcm the in,ctifute is
senci to the parents/{a:mily via registered post, to request them to visit the institute and
meet the aclministration regarding their kids progress" If need be extra classes are given
tc the student, so that he has a chance to improve and perforrn hetter.

to aftenri
course

c()ur:se.
k: case anv partieipant is unal-le to read *r 'rt rite ,-'rr und-erst;:nc1 Engli**h, he c*n !-.s

examined oraliy and if able to pass the exarri, he can be declared as Fass.

-l El/ls]
Page 1 of 2
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Rgmedial action:

In ease of any trainee performs low in anv internai examination, the HC)D's are to
L':rei-rare a list atld a-rrange to eeffy aut specific training for them. A 1og books is
rlaintained for such training imparter{ to them during extra classes. A merit iist in
clescending orcler is prepared and ali students r,r,ith least performance are marked and
s6recifically trained,

Qtxu

t

L
i.

Approved By: ChairryaUl Sisnature? ///

lAd
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Resuirement for Products and Services:

institute complies with ail
the latest guideline issued by the Directorate General of Shippin&
and I.M"LI regarding an.y change in any Course syllabus,
rluration, certification etc. Faculty anC Instructors are updated on
necessary changes if any in DGS Guidelines and same are
implemented.

Same are displayed on the Main hiotice Board for in-formation
and compliance by all staff and students.

guq efeeft,
h/$A$Tffift fi()py

't :.- | .:

/Approved by; Chairmaxl

1

Qtu
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and Scho

There is ;r pr:ize and scholarship Frograff irr tl-re Institute.

The management decides prizes and scholarships for outstancling stuclents in the
following fields:

a) Ac;rrieneics
b) Spcrts
c) Cultural Evc,nts
tl) Guard of Honor ( Students wlro is an overaii performer i

Members:

a) Chairman
b) Exeeutive Direetor
r=i F{O}
d) HOD (Engineering)
e) Administrator
4 Sports In charge
g) Chief instruct*r

A collectir.e decision is taken, after having a meeting, regarding the Prizes and Scholar
Ship.

Sw sffi'ffirffi
fv{ASTER C0Py,

am

L

(>

A Chairman:

Page 1 of 1
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Sports Entertainment Committee

There is a Sports Committee formulated in the Institute

h,lr-"mbers:

a) Executir.e Director
b) F{or
c) Sports In charge
11) Chief Instructor

The responsibiiitv of the committee is:

a) To have a monthly meeting, alnc{ elineuss the conrlition of the sports and
en tertain nr e::t rei aterl itei::r *c.

b) To rliscuss about any and all issues related to sports anc{ entertainment
activities.

c) To arrange to prc-rcure all related items for Sports ancl Entertainment.
r1) Ti: rleri,-J+ fcr regular Sp*rts R:eets anil make arf,angements fi-ir" tl-re sam+.
e) Prizes to be aw,arded for the winners for boosting their confidence.
f) Arrange for Inter College / Institutes sports meet, at least cnce each year.
g) Incorporate new finer suggestions into the system.

' :' l- 
". i:,., .:.,,,r.i

Approved by: Chairman: il
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Process:
Company has estabiished a svstem to ensure that following External Services conforms to
s;:*cifir-- requ irem ents:

s. 5e l+itio*.
b. Ccr:rpeierrey.

The tvpe & extent of control (as explained belorv) applied on the supplier ancl these purchased
product/services is dependent upon the effect e'r{ these product / services on subsequent
realieation and is detailed in the sub-sectiorr No. 8.2.1.

Evaluati*n aaci selection of existiirg su_ppliers

Evaluation and selection of new suppliers

Re-Evaluatioa of suppliers

Page 1 of 1

Activity Responsibilitv
The existing suppiiers from whom the
pr-rrehasedlprocureel (Security Guar<.1s)

product & services are being
are taken into Iist of approveel

=u*pliers , brr=e.i i:n thei: al-i1iy to meet pu;.chase requirements. This is
evident from their satisfactory association and ;rerformance r.vith the
lollpgny in the past.

DIRECTOR

F*r Yisiting Faculty oil the basis of their creciibility in the
experience ancl their competency

Dc

If suppiv against the order is found to be completelv satisfactorv, include
the rrame of strpplie::

Do

Perlormance of the Supplier is monitored once in 12 fuionths against
Major Purchases as per follorving details & Recorded.

Do

F*r Visiting Faculty 1:erfcrmance is monitored tirlough Sturlents Feeci
Eack"

Do

The iist of approved Suppliers is reviewed (Security Guarc{) & Upclated
as necessary at least once a vear in the month of Aprii.

Approved by: Chairman: //

fv{ASTER eOpy

L
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Purchasing Proceqs

Company has established a svstern to ensure that the follolving Purchased product and
or Services cordorms to specified purchase requirements:

a. Stud-v Material,
b. Consumables / Student Uniform.

The tvpe & extent of control {as explainer-1 belo'nr} applied on the supplier and t}rese
purchased productf services is dependent upon the effect of these product / services on
subsequent realization and is detailecl in the sub-section No. 8.4.1

Evaluation and selection of exiating suppliers 5w sm&e
lVif_ir-r!:-li \,.. .. I

Evaluation and selection of new suppliers

Re-Evaluation of suppliers

Performance of the Supplier is monitored once in 12 Months
against Major Purchases as per following details & Recorded.

Do

o
t,,

,. i\l 1\

Actirzit.v Responsibility
The existing suppliers from whom the product & services are being
purchased for the last 6 h,{airtl-'rs are taken intci list of approved
suppliers , based on their abiiit,v to rneet purchase requirements.
This is er.,ident from their satisfactory association and performance
with the company in the past.

DIRECTOR

Ner.v Suppliefs are developed on the basis of their credibility irr the
market.

Do

If sup:ply against the orr-Jer is f*unr1 to be cor:rpleteiv satisfartorv.
include the name of supplier in register rrraintain by store-ir-r-
charge.

Do

Page t of 2
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5w xRftE
MASTER COPY

Qrm.

t

L.

Supplier Ferfcrmance Rating (SPRi is done as foiloro*s:
Quality: max 60, Delivery: Max 30, Service Max 10

Qualitv Rating is done on follor,r,ing formulae:
x60 or

Qua:-rtity Received:
Delirrery rating (DR) can be caicula tecl AS (rotal Weight JU o/

/o )
$upplier r,r.i] I be rated or1 Delivery parameters as follow,s;

{iR
a. Adherence to oreler tlelivery 30
b. Delay up to 2 Davs 2A
c. Delay from 3 Days to 5 Days 10
L{. I}eiav fron-i 5 Davs tcr 7 Days 5
e. Deiay nlcre than 7 D*vr il

ln case r.vhere deiay is on account of custr:mer in pror.iding raw
rnaterial/tools/anv other input, delivery shall be cleemed to be
*xtentlecl rvithout dlfltenLiment to PO. Score against qualitv should
rr*t be great*r tha;-i {r0 iilut uf *0i. Sirnilarlv score against deliverr,.
time cannot exceed 30.
Service Rating (SR) can be calculated as (Total Weightage 10%)
Service Rating shall be given on the basis of following criteria. SR
eo*per:rtirrn & rearlirrr:ss to help in ernrltgerl.r,, submissiorr of-

supp-rort documents such as bills anci test certiiicates. Replacement
of rejected material/promptness in replvlquaiity problerns at site,
shop suppliers are rated 'A' Class rvhich is acceptable if SPR > 80.
Thev are ratter,l B elass if their perforr:nr"rnce etrsles nert improve anll
their aiternafir,es faurd. 'B' Class Suppiiers are lrariled thrice anr-1

removed lrom approved suppliers list if their performance cloes
not SU

Do

List af apirror.ed sup:pliers is rcview-e:t-l &
ieast onee irt a l,ear in ti're montl=, ct April"

updaterl as necessfiry at

Approved by: Chairman: ,/

S $Y5
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Purchasing Information

FOR TRAINING CONSUMABLES
On receipt of consumable requirements Executive Director revier.t s availability of
material in stock and place verbal purchase in order for balance quantity to the
approved supplier. Before placing a verbal order, it is reviewed & approved to ensure
tl-rat purchasing information is adequate & complete.
Foilowing data forms integral part of verbal purchase orders:

a. Item description,
h. Quantity,
c. Deiivery date,
r1. Supplier Name.

In addition to above:
a. Follow up with supplier for timely delivery of material,
b. Issue incorporate amendment tc the order if there is any change in delivery

sehedule specificatieins etc. ancl clearilr iietailing amendments from original.
c. On satisfactory checking of triai order, include the supplier in approved supplier

list,
d. Follow up with suppliers for rectification replacement for non-conforming

materials,

Verification of purchased education
Company has establisherl Quality Inspection Plan for inspection and testing of
incoming material. It is being followed to ensure that purchased education meets
specifiecl p urchase requirements.

QM
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1
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l"'Ionitoring & lr."ieasurernent of incoming materiais: MR
On receipt of lnformation from stores regarding arrival of
materials, draw samples as per Quality Inspecfion Plan.

Iv{R

Monitor-Measure the characteristics of the material as per QIP
0117.1. Follarv the terst method referrerl in QIP 01/7.4 for
conducting test.

MR

Record the test result in the format referreci in QiP 0'1/7.4.
Record-identify the person authorizing release of service.

MR

MRlvtaterials found conforming/nrxr-cor:forming are id.entified as

per 7.5.3

Norr-Conforming materials are recordecl & dealt with as per sub-
section 8.3

MR

Ensure that all actirzities specified in the QIP (Quality Inspection
Flan) ancl or documented proeeeiure iras been satisfactoritrv
completed and associated data & documentation are avaiiable &
authorized before dispatching final education. Such
docum.entation may inclurle test clate/report confornrance
certificate instructions.

MR to ensure

Approved by: Chairman; /

z
o
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ControI of Production & Service Provision:
Procedure to login for online process on teaching by facult_v and student login
This is to infrrrrn that the institute has reeentlv upgraded var.ious grr:oeeelrrr:ei by- installing of
Institute Managemeni System. The sr*stem is fult.v oprratirnal and now the trooking cf
course' time talrle, acc{runts, receipts, library and issue of eertificates shall be done
digital!;" ,There si:ould be:.tc surprise thi:t the $G Shippi:rg.*.rde its trai*i::g circ;:lar 20 cf 20'2$
dated 27th &{ay 20'20 has made it manrlatory to issue all certificate rligitally including
signatures of officers with effect from l.t August ZB,ZA
The ir:stitute iras given reariiness to conriuct tiie onitre teachisg to its siuriellts CIt' pr* sea Course
DNS and GP Rating. We have completed all fbnnalities as requested b1, the office of the
Directorate general of Shipping. We are norv at standby mode to collurlence the online ciasses al
any time from noiv. Tire tirne table, teaciring syllabus and urdertaking seflt to DGS. Faculties are
also readl.and confirrnation fr-ora each faculty received.
All facult;'. Peru:anett full time, Par:t lirne. Visiting part tine r.vhat so ever and roli of this

institllte a*C st*Cents of, Pre Sea C+lrrse sf Dipla*a i* Nautical Scre*ce aild rJ3 class cf Gp
Ratrng course are to complete the login process brr i000 lrrs on 28th IvIa1, 20'20,1'lr*rs6ay. The
registration process is as under:-fhis 

is important to tiote that this process sirall be tlirough oir instrtrite website: www.simsnd.in
a::cl the procedure is as unrler.

1 CliCk On institgte WebSite : !,,.,.,r.ij:,,.,.;.i.,., .r : .,,
2 Open link Online classes. This urillopen 02links 'f#f#ifr}

Pre Sea faculty login
Pre Sca Student logur
Ciick cn Your resp€ci iink i*: facuiiy cn Fi'e sea facuity iink anei stucients on pre Sea
student link

3 Screen will show vou IMS Faculty/Student portal respectiveiv and vou will be asked to
sign in your account. lt will dernand your mail id and password.

4 You can submit your operational mail id and create password of 6 and more character"
5 Click on Sign up. The screen will display;

Control of Production
& Service Provision(Standard
Operating Procedure Virtual
Tr

L
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Register:

Emailaddress
Password
Ca^{;.* nr--..,^-^tL'-,1 r: 1: ! ii i_,XtrJy{i_.i,_:

Press enter key

ro. F-.ICW SCi'eerf t"il.I Chaifge and Can See tlie iOi.;*. Fill r]* r,.^!:. c!!.,to+-,lq +r.:r1-+.,{..,.J
Sttbmit- 

r rtr Lty -rutrr (lii uEtarrr cis aisi\cu .ijiri

7. Video Link for create accolult can also be done by below Iink directly bv faculty and
students and is as l. Stutlent Registration

lllw
blview?uso:sharins
2. Faculfy for registration and Addirg Time Table and How Students view Time
Table

L All studetts are herebv advised to

aa

L

L

(a) Cbmplete their registration at tlie earliest by 1000 hrs on 2B'l'May 20'20.
ft) No out srder students shall be permitted to attend the class.
(c ) We triay also fbrbid entry to tlie students those have not paid their course t'ees
(d) TIie attendance shail be audio-velbal and recordtrg shall rernain avarlable.
ici iaciiiry- to crcaie i;nk aiiri seit<i tc uniiersigrc-ii f*r iiieir respectiv-e ciass ai:ii iire sai-,ir
r.vill sent to DGS off*rce for ruo*iforing.
1tl lhis attenrlance shail be accoiurting for Final examination ancl absertees shall be fined
INR 5001iFive hundred oni3.) per class.
All students drte to pay their. course fees are hereby informed to pay the tees in the
account of the iristitute by 30th May 20'20 ar strict iisciplinary acti,on including forbicl
firrther studies shall be taken.
For any clarification do write us o1r : ;.,.,,1;, ,,,: .I11:,.,,,I:

Thrs is for strict compliances rvith imrnediate effect by all concems.

ffi..

Chairman:
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trol of Production
& Service provision{standard
Operating Procedure Virtual
T

Con

ucti & on:
The Directorate General of shipping'ir1e its office orcler {Trai,ing Circularl No 16 of 20,20has r'sslrerl g4itlelines on eondnet of virtuallliye 

'irleo/or digital learning in all eoursesapproved by the IIG shipping with immetliate effect.
Approved Maritilne Institutes L send their confirmation *n reacliness to take upfuon4uct thethe*ry. cf all c+*rscs b5. 2?th Apil 2+,2+.
Facrtltr-and shtdents of this itsiitute such courses are to fill up an onli*e form by il00 hrs o*JTti'April 20'liJ. Tlie.link for filuig upif," foril is : ZZO.t-si.f gg.1gj:44J, Faculty anC Srudentsto iogin $'ww'gogsei'com s,brait ii,* tini. ard enrer rh,.';;;-"rii"-:-i",; Il'ii'n*-, fbnn,.neeach for fu{TI' Facultv and the student. Kr,iliy note ihat ali nacuity u,r,l *rt u.io.u u.* to fill upthe form online only bv Monda-v I i00 lrrs on zJil 

"rrii'jo'r*. 
Kindly note tliat tr.re instituteunique id No is 1oloo5 rrYrtr r;L

The instittite has planned to hire vendor to take trp the tirll rnanagernenf of the system so that itci:it be laiiiiclreii ii: a p'l-Uilssl**al i*aiii:*i. The Jfsct*iefc lies cicare,i that it l-ras irite*si.;* i.;monitor, execute and ass,^ss tiie rvhole virtual leammg of *ul*.v institute. AI1 faculty and sturJentsare to kindly ensllre the fbllowings:
ia) Make arrangement oi internet ciesk topf iaptop or android phone to attend the vii"tuallearning from 2gth April 20,20.
{b) Enr"olment of students for the cligital learnins shall Ie wiil be clone i-r,v the yendnr class wise.Hence course wise list of stucients showing name, Date of birth, lNDos No, contact no andyil,::: be senr tc the ver:dcr bv 1208 hrs on f+4cncay the 27il Aprir 20,20. ycu wiil beenroiied vicie your name, DoD, irriDas ita. intry/ioggii-rg of a*y uutsidey.change ir-iclass/personltime is not ailowed by any students, means you can attend oniy the classassigned.
(c) vendor shall facilitate you all to see course time tahle, alsc on ycur meil in calendar t,,,pe"you can login that class only as per this system.
(d) Etiquettes and safe*r': stucents tc i-neintain et;quettes at all tirnes. Kincl,y,,y.Jear pi-cpei-formal dress during conduct/attending the ciass.
{ei officers from the Directorate shali monitor the oniine live video/virtual learning at anv time.

L
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{f} rhe time for the virtual classes shali be 0900 hrs to 1600 hrs on every day, six days a week.
sh AK sharma MEo 2; Trg' coordinator and Service provide. Aqua marine is hereby
requested to kindly keep timing for lunch 13L5-L400 hrs) and 02 tea hreaks at {1100-1115
& 1500-1515 hrs) in time table.

{gi students *nd faculty are hereby inforrned tlrat the attendance will be mult! times. Every
entry and exit shall be monitored and recorded in new syster-n. Any student not able to
prccuce 90% ett*ndence shail cen.y tc appear in fin:! e.v;ernineilcn.

{h} This system has features of taking snapshots, live feedback of faculty and student and their
digltal identification thraugh iris or voice.

{ii Stucents name if i"ici app€areo ci with faxe name shaii be i-esponsioie for. their atten*ai;ce
as the system will mark them Absent.

ili The system wiil be having procedures/communicate tool as video cailing, Teiephone or
i nte rn et.

{k} students are to note that they will receive tinks directly on their e mait from the vendor,
hence ensuie thai !t:'h+u!d be +peiat;cnai ilght f;'+i'n noln.. rhe lnstitute a;. lt_:6ffii;1 5fial1nct be invoived in the process' Facuity wiii cnly ccnduct the class through the above
platform' Faculty and students to arrange the internet and no excurse shall be entertained.(l) Student can submit self-assessment and grievances.

(mistudents found doing any mischiefs, shall be punished including withdralv him from the on-
going ti'ainlng.

i n ) Lin k to logi nlRegistratio n for Stud ents - http ://si ms. ma ri ne i ms.cofii/srude fi ts
Faculty * http I f marineims.corn/adrnin

This is for strict eompliance tr_v cne and all.
gffiuffiffim

&$e.$T,rflq c*j?Y

Chairman:

Page 2 of 2
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C_unkol of FroductioRL & Serwice.P{avision:

Company has identifierl & plairned the trainii"lg processes, which r-lirectly affects qualitv
& ensures thi'lt thet, are carried out uncler controlled conditions"

Executive Director assisted by staff memhers is responsible for ensuring tl'mt all
*perations are perforined under conditions as enu-merated belowr gW nftfte
Description: MASTER COpl

rutN

t

L

Attenelance of Staff
Adn'rinTl:e organizatioir strictlv follows attenclance svstem for sta{f

personnel" Very perscnnel shoulcl make his/her attenr-lancc in
ii i*m,etr-ic S1,s I gpl ir-rstalle d a t Rec ep tion.
Attendance of Trainees
T1"re clailv attendance c{ trainees are enterc.d in clailv attenilance

isheet. Trainees have to sign against their nalne at app":ropriate
column. 'Ihe sheets are then signecl br, l{O1 {Head o{ institute),
{-hief Instructor & Executive Director {EI}).

Aclmin

Training
FacuitvExecutive Director along with staff members prepares r,r,eekly plan

fc;r courses to be conducted. Itecords of planning are kept in
Training Prcgramme - FAI I 7.5

any amendment is desired try staff members, I'o Review &
tl"re plan, Infoi:m necessary changes to Concerned {unction

ful case

ltervise
for necessar,r, action. Keep recorrl in Training Programme * F0L/7.5

Facultv

Frocess parameters are monitored-contrerllet1 as per flor,rr chart.
Crit*ria for lr.orkmanship is rlefined tcr all tire lectures to be taken
bv reier.arrt staf{.

Instructor

Aclmin& statu lt'llererrer are

Page 1 of 3
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Criteria to ensure that prccess cantrol proeedures are effective:

Effectiveness of operation and control on process is rer.ieu,'ed through periodic ir"rternal
ariciits hy constiltantf internai aucliior. In aclciition to this di.rector fcrr:rali1, reviervs and
mcnitors that:

a.. Lectures are as per fraining p1an,

tl. Proeess |-Jon-Con-formitv is w'ithin stirrulated lin.its,
c. Complaints of similar tlpe frorn the same student is not recurring,
d. Respon-ce tirne and compl;rint rectification time is reciucing.

Reccrtls will be kept for anv' Non-Confclrn'ity observecl during ar"ly such in{ormal
rcvierws in internai audit NCR Format.

Yalidation of processes for Production & Service Frovision
As there is no special process so tiris clauses can be considered as Exclusion.

XGfi Efrfrffi
Identification & Traceability h{eSTER GOPY
Company has established the following system of identify.ing the education & its test
status right from receipt of material to dispatch of finished education.

Traceability of aii the stuctents are maintained as per enroilrnent numl:er provicled at
time of admission. This ensures the students can be traced from the day of admissicn by
enroiiment number for cotrrses attcnded during his tenure & date of course ccmpletion.

Customer Property
Ail Testirnonials received from stur-lents are treatecl as Customer Property. Care is taken
tirat dccuments are not lost deteriorate tluring st,*rrage. List of dccuments taken frorx
indivielual student is rnaintaineel in an inciividual student file.
Entire Documents are returned back to respective students after satisfactorv
examination from the Heacl Office.

Preservation nf Products
Cam;ranv has established a documented system to ensure that 'The Eclucation' is
Identified, F{anr-lied, Packaged, Store't1 & Protecter"l in such a nr&I that it is not damaged
*r lleteriorated & conforms to ali specilied requirements during internal processing &
r"lelivery to the intended destination.
Through this procetlure company ensures prese.rvation o{ incoming ralv materials.
Supervisor is ol.erall responsible for implementation of this proceclure for preserving

d*I

t

L
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the con{ormitv of edr-rcatior-r eluring internal processing and tleiiverv to intender{
s-lestination.

gw rfrfrft
MAETER COPY

: SECTI0N il

L
\. _-

L

Handling
Consumables are unioaded at rlesignated area and handied
proprs11, t<; prerren t d ama ge I rl eterioration.

Warden

Receipt
On receipt of materials, check foliorving things against reievant
p ur:chase infrirmation:

l!4igl{ry:oicer/ Item Description/ QuantityBili/Deli

Duty
Instiuctor /Wardetd
%\?re '{'*"r1,Yr'. R{

Shift l{eceived tv{aterial to Desiglrated Location DuV S\h*o "'-1'.*f$,or

Instiuctor/Warder$
Items fcund Non-Conf*rn'ring ar* recorrler"l in form F01-8.3 &

*f{ as per Sub-Section No. li
!Vard-en

Issue
,.

lierns are userl as per planning & ccnsuraption is entered in stock
sheet.

Warden f# c r'e*
/r\".cL<: iq

A d Chairma*:

Page 3 of 3
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Issue of course completion certificate: Procedure of generating certificate No, stock,
Preparation and issue of a certificate to course participant 

jf*_qf ,f$&ft&
Safecustodyof biank/stockedcertificates' ldASTF,q CUF,

The institute procured printed biank certificates frorn the local priirier as per the format promulgaterl
vide orders and directives b,v the DG Shipping, Govt. of India. On receipt of printed certificate, the
institute proceeds as under;

(a) T'he certificate is taken on in stock register of respective course. The same is endorsecl hv
the clerk, Trg. Coord and Executive clirector.

(b) Certificates are withdraw,n from the stock for preparing certificates as per the strength of
the course by the cierk and re endorsed by clerk, TrgCoord and Exe Director aud stock
registered are up dated.

2. Generate preparation and issue of a course certificate: On completion of a course, the
successful partii:ipants are issued with a passing/participation certificates b1, the institute. The
certiJicate No's are generated b,v the E Covernance svstem of the DG Shipping, Govt. of India.
The follorving steps are taken prior to issue a certificate :

(a) Student to register them on the DGS w'eb link to select a course initially and reports
institute for training

ft) iNDoS no's are generated by the institute of such students as pff the procedure laid
dorvn by the DG Shipping. The application and certilicates anci passport is verified lry
the authorized officers of the institute.

(c) Students are enrolled through Batch details module of the DG Shipping and as per the
DGS rule, the list of sturients has to be uploaded on the batch details latest by 1000 Ah{
on the course day.

(ci) The course completion certilicate No's are generated through the Same mor-1ule of tI-re

DG Shipping and the same can be import.
(e) The Trg. Coordinator obtains the approval of Head of institute and the Executive

Director in wriling to generate the certificate No's.
Certificates are printed in house ancl put up to students to check their data, correction if
anlr 3n4 to sign.

ffi

L
1

\

*(ft



t

SRIRAM IhISTITUTE OF MARINE STUDIES
(Institute of Merchant Nrty Training)

Approved by Director General of Shipping, Govt. of India
An ISO 9001:20L5 Certified Institute

'1(g) Certilicates are put up to auihorize signatories for signatures.
(h) The details are available in the Master checker of every indiviclual.

v,1i; Students to endorse the receipt of certificate in the register maintaiued by the cierk.
, (j) Photo copv of eacl'r certificates are preserved for 3 (three) years.

(AA) Pre-sea Courses:
r On completion of Pre-Sea course, trainees are issued with the certificates after cleclalation

of results by the DG Shipping, Govt. of india of A11 Inclia Exit examination conducted by
the Board of Examination for Seafarers, Trust, Mumbai. The course completion certificates
are issued to the successful students those passes the above examinatiou.

o Students of DNS course are issuecl ilrith "Attenclance" Diplorna, termed as Diploma in
Nautir:al Science as per the format issued /promulgated by the Indian Malitime Llniversity,

r:i;r :.;.; j i-. 1.i "]1, t.l,.;,,,

r Record of certi{icates and issue are maintained in the respective registers and the details re
also al.aiiable on tire master checker of seafarers and Training module of the DG Shipping,
Gol,t. of india.

r The photocopies of each certificate are kept in order in separate files per course per batch.
r Fatilures of GP Rating and DNS Courses are to re appear in the next examination of BES

anci IMU as concerned termed as Repeaters and Re appears.

Modular Courses:

Failures students to re-appear the'examination (may conducted orally) in order to complete the
certification process,
Certi{icates issuerl to the course participants are recorded in registers and the candidates to
sign as to endorsernent of issue of a certificate to him.
Tire photocopies of eacir certiticate are to be kept in order in separate files per course per
course per financiai year basis.

(AB)

r
a

a

Approved tly:- I
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MASTER COPY

QM

111Crrler
force

Issuing
Authoritr.,

SipratureDate of
Issue

Date.rme*ded Descriptiorr Rerrision
Number

S.Not_

t

IApproved by: Chairman:
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T'he institr-lte keeps a proBer record of all course attenciapce f completecl certificate
issued to a student. By somehor.v or r,vhatever reasons, if it becomes mindatorl, to issue
a duplicate certificate to fulfili requirements of a stuclent:

Proeedtrres:

it n'ritten request from a student is received. The application shoulci be addressed to
the Executir,'e Director stating reasons of issue and following clocuments neE-clecl:

'/ Cnpy of FIR cleariv mr,:ntior-ring name, course & certificate number,
{' 2 Passport Sized Fhotograpi-rs,
'/ Application/stationarv charge & Rs. 500/ (Rs. Five Hundrecl only) per

certificate.

Hndorsement:

The application to be approved b). Executive Director ancl an encloisement of
'Duplicate' in red color stamp Lre given r:ln top ancl bottom of the certificate. It is
permitted that the prr-sent course in-eharge can slppr the eertific;rte if tire previous one
has ctr'ranged, L-y what-so*e\,'er reasons. The eertificate Nurnber & Tin=re of Attending ti're
Course shail remain unchanged.

Reeord Keeiing;
These activities need a proper record keeping & updating. Instirute maintains a
'Duplicate Certificate Issue register'. The candidate signs this Register prior receiving
the duplicate certificate.

s@ sfeffi.m
fdA,$'ffif*: rJOIry

.L
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Extra Classes:

Exfua Ciasses fnr n'eek students are being conducted to bring them into the required
DGS Standards of qualifying the exams.

Any change in training syllabus blr DGS is implemented at the earliest and are reviewed
/ apprCIved b3r the Management.

Sw s;##tft
rdA$"!-f;Ft iJ{ii,.

L)

Approved by: Chairman: //
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Examinations are the vital part of training & certification process. The process anc{
moc-le of examinabion are rlifferent for eaeh conrse. Candidatei are preprarerltt-r carry* otrt
vit;"j**= iaskc ''o;i:ic]: are ellotteri t* t}:em <luring their stav q:n Lroarcl it"tip*. J"o acirie,e
desirecl results various stetrrs are taken as statecl below:

Pre-sea Courses: swxeftrh
l'', L:"'1*[:i",i {*]#py

* B':th Exterr-:al & internai H::aminati*irs are coi:c1uctec1 for pre*sea course trainees
respectively iry the institute & competent authority,

o The Internal Examinations are concluctecl to measure the prerforrnance &
standard of the trainees & to inclu de 2A% iveightage in final exaffr results,

r The- External Examinaticlrs are coni-lucted by the External authority like Boarcl of
Examinations (for Fre*sea GF rating) & Inciian fu{aritinie Unirrersity (for DNS
Course),

o The External Examinations are conducted as per the direction ancl- supervision of
conrpetent authr>rities & the secr-rrity norms are rlecieled ..7 executc.t{ by
ii:eritselves dr*rring the Term ilnii Examinaticins.

SRIRAM INSTITUTE OF MARINE STUDIE
trInstitute of Merchant Navy Training;

Approved by Directar General af shipping Govt. of India
An trSO 9001:1013 Cerrified Insrirute

.\' ,.,1 . (,
fP\\-- . , a\/ t* "r

thgreiamination to reeeive Modular

Mcdular Cours (srcw - 20101:

* E;:eh rnr-rdular {ilurse participant is to elear
Course Certificate,

r In the last sessicn of each klo'dular Ccurse the participants are given the sets of
question paper, , '

I The Examination is conducted under the strict **upervision cf the respective
c{iurse officer & course instrrietor,

.' Question paper sets are kept in sealed custody af Executive Director & issued to
examinees about 05 mir,.utes prior to conduct of exan.s,

r'-'h'linimlln:l pass marks is 60?-. In casr. anv sea*farer is unahrle to rearl-writc, ire
i:ta;' be -'xar:ri:red *raily ar:d attestt-rticn to this eftect is er-leicsed ar-r tire ens\,l,er"
sheet.

Page 1 of 2
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Term-En d..Examinations:

The Tcrm-End Examinaiions are conducteci for all pre-sea courses at enrl of their
semesters. Exanrs are conducted by the external boclies only. The Examinations are
conductecl under skict supervision and guic{ance of the externa} bodies only in case of
Pre-Sea eanr,lidates. The controlling and secrrrity norms as preseribed bv thl controller
*f ti-re Exalt]inati.lfls aie sfrietlv adi*,ered during tire conduct of this Examinations by the
external authorities.

The evolution/exams for Post-Sea candidates are conducted by DGS approved faculty
& Certificate= are issued.

sewr srffiffiffi
rb{A&TER CSpy
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Chairman:
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t

C*mpanv has established a systern tc ensure that the e.lucationai proceriures that does
uot conform to the specifieel requirements are preventecl from uninteni-led use ancl not
prnvided to the students.

Description:

L

ru'ffi ffiffim",fq
MASTEffi CSPY

Activity Responsibility
Identifv NCP at all stages * Receipt till Dispatch, as mentionecl in
sub-seetir:n No. 8.r1.

Adminiskator

lrtentiiv
nature &

& Segregate NCP wherever pcssible for evaluating the
ofN

Administrator

Er.aluate natrrr* & of NCP anci clecide on its Ar"lministrator
_ ts=Sg_dg*il],: qf_ry*: q gl{qlg1i t_},, {Epa qs a n d ci i s p o s ar l R.ec o r cler d . z\clnrinistrator
l1iiren i{CP's are re*rorked, re-inspect Lhr=m to veriiy that thei,.
meet ts. Maintain records of re-validation.

Administratar

of NCtrs for discussion in Administrator
about results of their carrdidates Administrator

Doc. No. Title I.gcation Retention
Period

Disposal
Authoritv

3r{}1r;9.3 1{+:":*

Conforniing
Sheet'

f,lffice I Year Ar-lministret*r

Approved by: Chairman; /

+
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General
( Eval u ati ory'As s es s m e nt of
Facul

STAFF EVALUATION

The institute recruit's faculty & Instructors purely as per clirectives & guidelines as laicl down by
Indian Administrators. Prime Objective of Institute is to ensure recruitment of duly quali{ied
people meeting minimum standards as required by DGS Office. These Teachers-Facultv etc. are
assessed from time to time (once in a quarter) on their performance, ability, clelivery & knowledge
on the subject. The institute has prepared a Performa titled 'Evaluation Sheet for Faculty &
Instructors'. Objectives are:

r Faculty has prepared his lecture on the subject as plotted in the course time table/training
Program,

. Faculty-Trainer has the lesson Plan, relevant training aids, CD's, Videos to cover the
syllabus,

. To ensure subject is covered as per time table,

. Trainer is capable to conduct the class in a well-organrzed, Planned & in a Disciplined
manner meeting the needs of the students,

r To improve the present standarcl by advising him on the grev areas.

Faculty is advised to monitor following during concluct of classes:
. All students in class and same displayed on white board,
. All relevant training aids used by facult.y,
. He is to proceecl/conduct class as per lesson plan provided tr: him

UNDER PERFORMER

Evaluation officer during ciass evaluation if he observed any short coming in delivering of iecture
or knowiedge of facuity/h-rstructor on that particular subject which is being taught is not up to the
levei same faculty/instructor is given time to improve his competence and re-evaluate the same

member within one month period, and report submitted to Executive Director.

sw,seee
torAsTER eopy
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Reporting:

Chr completion of assessment, evaluating officer to complete assessment sheet. He is to endorse the

same with his recommendations. In addition to this he is to advise the faculty accordingly and take

his initials on the report.
The assessment sheet is submitted to ED's office.

Counseling:
a) At the time of adrnission individual originai documents are clrecked and verif-ied.

b) Medical fitness certificate from the DG approved doctor is checked.

c) Passport is checked and verified from the matric certificate.
d) Records of admission fee paid are checkeci j;,ll-il ii: : if:ii.:

n ffi,:?$,ffi:f;"1*:ffi:$:ffI',1t.ffi:*triried 
;1i{';:;''' 

o

g) School verification for matric certificate.
h) N.O.tl from Police Station.

Atter checking of above said documents the student is enrolled in coulse and allotted class room and hostel

r0om.
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Feed-Back on Trainine of Cadets/ftatines

N Vessel:

Qrx,

\-. Rank: Date:

Excellent
a. Generai llehavicir

b. Understand & Comply rvith
Standard Orders-Work Assignec'l

c. Cornply with Timings-Routlre ml
On Board

d. Cornpliance with Sa{ety-security m
Art,areness-Cornmitment to Same

e. Sobrietr - Use oi Drugs-Aicohol

Verv Goodnt Good
t-I
tTl

gw.I srft}ftffi
h4A$TER COPY

Average
r:=

r-1

t-I

l-J

t-l

I-l

l-J
l-1

t-l

r-1

I-1

l-I
I-1

r-1

II

r-1

f. Appearance:PersonalHygiene,
Cleanliness & press Coiie

g. Co-operation-Communication
Skiils - Able to work as Team.

h. lnitiative: 1,Vork fnll*L,e.*l
ifuougir ta Cr:mFietian

i. A'fTiINDANCE-Punctuality:
Maintaining Work Scheclule,
Keenness t* r,trlrk Extr'r

tTl

t-]

t-I

I-1

t-l
II

t-]

1-1

t-l

Page 1 of 2
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i. 1{orking under Stress: hrorking fTI
Under exeeptional Circum*etances

f-l l,-

Remarks (if

L
Sign (Company Superintendent): Name:

rv&AtiTF.R COFY

L
:
!.

Approved by: Chairman: /
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felntil'iuous Ass*ssment of Pre*Seir trainees to be conductecl & Performance of trainees
to be measured:

. Sfudents are to be assessed on course svllabus only,

. At encl of etrery Assessment, Trainees to be ranked as per their performance,
I Stuilents rar:ker1 bekru.' a\.ererge to be pairl speeial attention in raising their

stanrlarcis,
r Exlra Classes to be provided to students below, average standard.

{T'.-:i" ; ":;,,::ft
Student PerformaRce: i,,1i:-ij trxii{ {:{}fY

The instirute has installed a continuous assessment of performance of students of Pre-
Sea Courses as detailed l-relow:

a. Continuous Assessment of Performance (Pre-Sea Courses):
Tire Institute has a systent tr: eontluc-t tests every three lveeks of training through
rriritten examir:ations on the srrlialrus coverecl in the tenure of those three ureeks
and records are to be kept,

b. Review Test The review tests are to be conducted after completion of er.ery six
weeks of training on the syllabus cervered rluring those six weeks only.

r'. SfCW-ry3O: Olr final clar oi r+s1',1.r1ite *io,-iular ccursc, in thr. [r:rni ui a vr,'ritterr
test & Participants scoring more.tha4 6A% are issued with course completion
certificate. Week students are 

*re-examined through oral tests and on
accomplishing-measuring satisfactory standard; they are issued lvith course
comPrlellsn eertificates.

Internal Assessmenr l' '''
The institute eonciucts internal assessment tests for resp-,ective prs-ssa courses as per DG

S.* 
,

a!\tr\^

Shipp;ir:g. Baarcl af Examinaticrr & I*diai-r Maritin:e Unir.*rsity & ihe Results a;'e
forwarded to them in their respective formats to incorporate in the finai results.

Page L of 2
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The institute aseertains the fonr.arding of results to the parents through SMS - A
$vsien"i p*-vl,*ied i:y Yciia phcne * Campus C*;rnect (Outsource Agency) ordy for Pre-
Sea Courses.

ffiffi Bftftm
fu{ASTER COPY

km

L

L

/Apprcved by: fhairman:
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The eompan),i has ideirtified and collected follorving data for analysis and
demonstrating suitabilit1, and eff'ectiveness of QIvIS:

1. Aehievenrent af Quality Policy & Objeetives,

2" Minutes of N.{Rlvf,

3. Stuclent Feedback & Complaints,

4. Suppliers Performance,

5. Conformity to Educational Requirements (Inspectir:n & Test Records),
6. Sumr"rrarv of NCP,

7. Internal Audit Records,

8. Recorels of Correetive & Preventive Actior-rs.

These Records are analyzed in Meeting (Part of MRM) to identify areas where continual
irnprovemen! in the effectiveness of QMS can be done.

h.IR is *verall resp*risible for the analysis af data initiation of appr*priate co*tin*ai
improvement action.

gqffi sRffie
MASTER COPY

Approved by: Chairrnan: /
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Monitoring, Measurement,
Analysis and Evaluation

Procedure of conducting online examination

Al1 traritiiire trainiug Tnstrtrrte approverl b1, the frG Shipping in India ate uonifored by the
ilirectorate General of Shipping in term of education. training ind assessmeilt as per the eristing
directir''es and orders oi the adrninistration <lurilg scheduledisurprises or annuai
utrdits, uispcciiuii:

1' Institute lias developed system to cary out classes online including monitor, execute aud
assess llre eramrnation process

I '2 l-ea-chers anrl StLrclcrits a-re erlu.cated to uploa.rl tlreir harid. u.ritten clocurnents tiirougli
Assignrnent iink available for botli, (teacliers and itLrdents on the online system)

t 2. To cxa;iiitatiiiii fori-ns tlie pafi of s-r,liabiis aii,j ;iiaiidatoi-y. to condiict oi-i the s,viiabiis ci;vei-c,j. tili mid time of course.

2.1' Tliese exatninatiott can also be considered as a real exercise of tlre Final examrnation.

2'2' The Mirl-tenn exarnination eouid not have eonelucteil view of ongoing Clcivid l9 tlrreats on I
. scheduled tirue. Now it is decided to erect an on line system for \,{id-te;m dxaminatiol..

1 ? Atl.-li",it-r^ -a.:)' AiieiidiiDi€stiide;itsofPreSra &:l1C'yV,,rr,rr*,ioaiieiicitlie e.raiiiinatiiir-r;.

3' Time table of examination sl:or,ving date subject aild tirne shall be promuigated tirorigh tirne
tabie.

4' Faculty can *pload qiiestion paper tlilaugh their or.rtr assignment lir:k iust bef,r:re of
commencement af the Exalnination.

4't' Stndents shall use white;liner u'hite paper 1'*r lniting-answers and upload only lrand
written scripts thraugh assignrnent link.

i:'.:g* -i. *f 1
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4.2.Hard copy of the ansr.ver sheet shall be dor.vnloaded aad ltand over for checking/evaluation
to respective faculties.

5 This systen has akeady. ineorporated io l\4aniral of Quality Ma-oagcment Systetrr (QNIS)

A NI^ -^,1-F-+^ ^*,,,,,,i-^ri^,. ..1.^ll l-., ^^-,-,l,,.,r,'.{ l^,' il.- l^€+ -'.-.,/.'l-" 'rrt crlrlarrtc.\\, JLyqrLi(v LA.iiiiiii(ilil/ii f,it(tlt UL LirliiliiLlLil t\il LIrU lLlt trrLl'(lt/,r!llt .rt(luUrllJ.

6.1. Copying rn an-v form siraii not be perrnitted and defaulters exaurination considered as

cancelied and allottecl cl,.pher marks.

6.3. A link of this Online Teaching Systern is available rvith DG Shippins and Indian Maritime
IJnir,-ersit,v*, lrenr=.g tlre invigilator-q and sflrdent..s tc rema,in ea::tioi=rs of'therr entry at anr,,' tinrc.

8. Daily class via online sirall remain intact soon cornpletior of the eramination tbl IINS and
/- D Il -+i*tLi-r r\dttrrE; LULII >u.

Tiris is for strict compiiances for strict ci:mpiiances by aii coficelrs

w wmffie
*i#"4"$}-ffift S{_}py

t
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Criteria to Ensure that Process of Internal Auditins is Effective:

Effeetir.'c'ness of Cperation & Control on Process (Intemal Auiliting) is reviewed
througl-i Periadie li-lternal Auclits by Cansultant ,i lnternal Aui.litor. In addition tc this
Director Informally Reviews and Monitors that:

r Internal Audits are eondueted as per plan, .

* Titne bound correctil,e action are taken against Internal Audits NC&
e Actions taken are effective,
r NCR's identified in lnternal Audits are not f Repetitive Nature,
r Number of NC's identified by Second partylThird Party Auditors are less than

those identified by Internal Auditsrsf C*nsultants,
r Records will be kept for any Non-Conformify observed during any such informal

review, in internal audit NCR Format.

sw EfBftfr
Frqqe-s-"sr- h{ASTER COpy

Qrs

Hanclover t:ne- copy of the NCR to tJre ar-rclitee for Ne'cessar-y
{l*rrectiv*-Freventive Action

Ir-rternal
r 1.. lrj{11 Li i lfi i-rt L(,-'tnt U, tO n,

Submit original NCR to MR Internal
Auditor/Consultant

On Completiorr of The Correetive Aetion, Inform MR for
lni.tiating Clcrsing Acti+n

Head Aullitee
Ilepartment

Depute a Trained Auditor to Verify The Corrective Action &
Closing the NCR (Trv to senel for Auditor who has done
Initial Audit)

MR

Ccnrlur:t Aurlit & if The eorreetivt Acticxr i-* satisfaetorv,
Ciase NCR, eise Raise Ner,r. l,iC& giving Reference of

Irrternal

-s 
nti o

?
(n
t.

1O
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5sry IrftfuR
MASTER COPY

QM

L\

L
a,

Previous NCR Auditor/Consultant
If n* Nr:n*Cor'{arr:rities ar* fauirei during i:n audit as per the
Cheek-List fl54 Standar:d & Reler.ant documents don't dig
for NCR), Close the Audit, saying The samples evaluated
rvr/ere fountl complying with The Standard Requirements,
h.rtr{.,etr,*r, it is not 100?.6 Audit.

Intenlal
Auditor/Consultant

Approved by: Chairman: r/,
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Briefine for the Auditor

institute has planned Internal Audit on Under mentioned

.- au.,-litors are requested to be seated in conference room on at

hrs f{--}r Lrriefing as mentinned against their area c-rf cl'incern.

Qrx

Deik Labcrratories r/ 1,{i sri;lq

e.hrrne
DCS
Cuidelines

Equipment/Quantity
/Cperatiolralf Non-
Operational
Inventory / Y end,ctr I List I
Quotation List/Sub
YenCars
List/ Infrastructure

St*-lre / Of f ice/ Inf ra structure
DGS
Gui*.lelines

DGS
Cuiclelines

Teaching Aids/
Equipment's/Time-
Tabie/Instructor
Lo g/ Atter:d ance/ Questio
nnaire
Equipment/Quantity
lOperationalf Non-
Cperati*nal

Engineering Laboratories,/
1-d,.'ark *€hops

DGS
Guideiiires

DGS
Cuiclelii-res

Class Rocm & Practical
Training Equipment's/
Training
Frogra*ranef L*ssan Pianr/
Attendancey' Questicnnair
e/Certificate Issue

Ar-{r.ance irrlo clu I ar Cou-rse s

Competencv Courses

$ul sRfrrR
MASTER COPYPage 1 of 2



SRIRAM IhISTITUTE OF MARINE STUDIES
(Institute of Merchant lr{avy Training)

Approved by Director General of Shipping, Govt. of India
An ISO 9001:2015 Certified Institute Aex

Record.

STCW BasiclRefresher
Courses

DGS
Guidelines

Teaching Aicls/ Training
Equipnrent's/Time-
Tabie/ Lesson
Plan/Instructor
Log/ Attendance/ Evaluati
0n/
Qu e sti*rrr:aire ri Cer:titi ca te
Issue Record.

.-

Internal Auctit/MRM/
l)ocument
Cr:ntrollT'raining

" Top Management

3w sRfrfr
r-4ASTER COPY

L
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General:

Top N4anagement rel,iews the Organization's Quality management svstem, at least once
in 6 Months, to ensure its continuing suitability, adequacv & effectiveness. These
:'*r-'ie1t''s ilss€=s ,:pportunities fr:r impr,*-r.er1':ent and need fe-rr ehanges in Q?r,iS, inclucling
quality Policies & Objectives.

r The Participants in the management Revier,r, hleeting (MRh4) are:
tlirectrr, Erecutirre Directr-rr, N{R, Cffieers & Instr-uctors.

r Director may permit anv other person to attend h,{RN{ as inviteer/guest,

" Records of NfF.M n.illbe kept in Forrn F0115.6. These rninutes -*riil}:e apcrcveC
by Director & are accessible to Participants for timelv action on various Identifierl
Pcints 

:

Review Inpu* . ,'.. ,'

The Inputs to Management Revier,r. include informatioll Gn:

* Cust*mer satisfaction arrri fe*ol'*aek fri:m relevant parfies
. The extent to which quality objectirres harre been met
r Process performance and conformity of products and services
r Non-conformities and corrective actions

1",{or"ritaring and measurements results,
r Status of eorrective & Prer,-entive Aeti*irs,
* Results of Audits,
e The performance of externai providers

Review Output:

Top N4anagement shouid ensure that specific actions are identified for improvement in
t}::e ei'lucatir:ry effeetivenr:ss ef Q,\4S & lts Freieesccs. Rescurces f*r eff*ctive
Irtplementatian & Impravement of QS{S shoui.l also be ciefinerl.

Qrx

Page 1 of 2
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\{R is responsibie for monitoring the process and completion of various actions decided
in MRlvl[ in the pianned time f,rame.

Criteria to ensure that

Ef{eetive;ress af Operati,:n & Cor:trol on Froee-cs (N,{ar-ragement Review) is
revierveri through perioiiic Internal Audits by Consultantf llrternal Auriitor. In
addition to this, Director intorn'raliy revier,r.s anii monitors tirat tir:re bound
Management Review action points are being achieved,
Reee-rrrls n ill lre kept for anv Nnn-Clonformity olrserved rluring anv sueh infolmal
reviews i* internal auc'lit NCR format.

Records:

Qrx

a

a

L.

rlsg'Hq, Title Location ltet_e+6q{!
Period

Qiqpqsal
ArrthoriW

FA1l5.6 Minutes of MRM I\4ain
tlffice

01 Year Director

:

//Approved by: Chairman:
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Contin ual trmprcvement:

The Company is continuaily improving the effectiveness of the Quality
Management System through the use o{ Quality Folicy, Qualitv Cbjectives, Audit
Results, Analysis of Data, Corrective & Preventive Action & Management Review.

sn xtuftfr
CarrectiygAcson: ['{A6TER COPY

The Campany has established a Documented Procedure (Civen Below) to initiate
Corrective Action to prevent recurrence of Non-ConJormities (Including Custorner
Compiaints) and eliminate causes of Potential Non-Conformities.
Descri

. SECTTON tO

1 , ...,

Activity Responsibility
Whener,.er i1fl1, irisp-Con{orrning Education is observed, to enter
Reler,,ant Details in Non-Conforming Sheet f01/8.3

MIt ta eflsure

lnvestigate the causes of Non-Conforrnitv & Record reason for same
in Flil/8.3

MIt to ensure

l)iscuss results of investigation rvitir concernecl personnetr &
IJeterrrdne Corrective Acticn to be taken

h4R to ensure

Recr:rd Correctirre Action in F01/8.3 & acir.,ise concerned personnel
for taking th6 Corrective Action

\4R to ensure

Review F01/8.3 everv month & ensure that tl:ie type of Non-
Ccrnformit), is i"rot recurring

MR tc: ensrlre

Customer Complaints
tr{erceive Student Cornpiaints & Record in Chroni:logicai Orrler in
F{}:1/S.3

DIRECTOR

l3rirrg the Cornprlaint tc the notice of DII{ECTOR DIRECT'OR
In case the Complaint Pertains to 'I'echnical Feature & Performance,
sanle is comrnunicatecl to concernecl Lecturer for initiation r:rf

appropriate action

DIRECTOR

Page L of 2
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Preventive Action:

The Con:parly has estabiishecl a llocurnented Procedure (Gir.en Belolv) to initiate
Preventirre Action t<:

elirninate caLlses of Potential Non-Conformifies. Preventive Action terken is appropriate
to the effects o{ tl're Potential Protrrlem.

3TH Hffifr
IdASTER COP /

t

Monitor ar--tior"ls taken by concerned person, & ciose complaint if
action taken is effective

DIRECTO1T

Lrpdate cor:rplaint register for e;rch action taken till ciosure of
ccrmplaint

DIRECTOR

Frepa::e summarlr of Customer Compiaints for l)iscl,tssior-r in MI{M I}IRECTOR

Approved by: Chairman: /
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SHOW CAUSE }{OTICE

Show cause notice No Dated
Name: Position date of tornrng
Present status of job; Active/ Su spend ed/ terminated/ Absent without
l*ar.elor as speeifii

1. The employeesfconsultants are recruited/appointed as per the
orders/guidelines of the Directorate general of Shipping, Ministry of
Shipping, G*lt. af India pur€hr cln the merits and expected to
perfcrm their duties as per the specification of their quaiification and
ranks.

2. The employees/consults are expected to meet the requirements of the
institute in terms c{ teaehing/demonstratior: and aq.lminis8ation"

3. The appointed staff is responsible for the safety, security and
maintenance of the internal and orders as issued time to time brz the
lndian maritirne aclminiskation and the ir:stitute.

4. It is observed that the above named could not perfcrm/found under
performer/absent or low caliber in discharging his assigned
prr:tessional Cuties in tern:s of ._

C-l
',q I

Page 1 of 2
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5. You are hereby informed to reply the same within 03 days from the
issue of this notice in writing explaining the reasons true to your
knor+.ledge, trust and belief in the office of the unclersigned.

6" In case no reply within the stimulated time, ex partv decision will be
taken including the permanent removal of the jobs and legal acticn as
needed/suits to the institute. q:1; ,r1,iffifrt

:'. _, ,'r-:,:l {,_:i)ti:y'

Qtu

L
Date:
Place: Ner,r'Delhi

Copy to : Chairman, for info
Trainirrg Coordinator
F{eati of the lnstitute

Executive Director

L

Revised & ABproyed By: Chaiuuan Sisnature: //

-:r:.

!
i,)

.(ii e \lu.-!
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Sriram institute of Marine Studies is totally cornmitted to impart best training, and tc:
provide best environment and infrasfructure to str:dents of all its courses. To ensure the
a-Lrcve, tl"re instihrte has erecteri ;r Svstem calle,-l, 'Grievance and Redressed N{echanisn-L
Strstem'. A L-rr:x marked rtith objectives has been instaiied near Facuity Room, on
Ground Floor, Main Alleyway. A Register is also marked to 1og the same and to take
necessary actions through proper channel. Students are permitted to submit their
grier,'ances in writing onl)'. Nci unanimerus request is eonsidered to ar.oirl the flooding of
irrelevant issues. Tlie Request,/Grierrar:ce sh*ulci he duly signed lry The Applicant.
Foilowing is adhered to: '"r;.lx ,;l:i.i"ifi:E

a. Tlre lnstitute has - C#i*iti;i;iii6d'oiscipiine Cornmittee (DISco)' hearlecl b1,

r:ne c;f the Senir:r Facultv h,tember n*minated as In-Charge of DISCO. He is
assisted by an Inskuctor nominated as Discipline in-charge, who is custodian of
all documents/books concerned to the above,

b. Grievance Redressed Box is openecl on every Saturday by Discipline in-charge in
Fresenfe af One Se*icr Faculty r:r h{ember r-r{ DISCO arrd endors€fi1ci-rt are d*rte
by them to this effect in the Grievance Register,

c. All Grievance found in Grievance Box is logged in Grievance Redressed Register
anr-1he same is forwarrle'cl to HearJ of Institute along w.ith Griernance,

d. The Heaci of Institute is to scrutinize the issue, write his opinion & for*,ard ta
The Executive Director for further adl.ancement views. Same is then reviewed by
him and sent to Chairman for finai DisposallActioru

e. Finallv, The etrrairftlan gces thic:ugh the reeor:rmer:clations/aeticns as ar-k'iser.1b-v

The Head of institute and T'he Executive Director. He discusses the issue with his
Deputies-Directs them for action in lVriting, as the case may be. The applicant is
informed on the actions and measures taken by The Institute.
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SRIRAM INSTITUTE OF MARINE STUDIES
llnstitute of Merchant l{avy Trainingy

Approved by Director General of Shipping, Govt. of India
An ISO 9001:2015 Certified Institute

The Campar:y has established a systern tc ensure that the educational procedures that
dn not conform to the specified requirements is prevented from unintended use and not
provided to the students.

5@sfttuft'
EeEcription: IL{ASTER COpy

Qru

L-,*

identifv the NCP at all stages - Receipt till Dispatch - as Mentioned
i;r S*b*Seetiorr 8.5. I / S.5.2

Administrator

Identif;,' & Segregate the NCP ft,heretr er passil-.le for evaluating the
Naiure & klagnitude of Non-Conformity

Administrator

Evaluatr. the Nature & Magnitude of NCP & Decide on its Disposal Aeiministrator

&eer:rr1 'Details cf Ni:r:*eonfi:rmitv', 'Repairs a::i-l Disprosal Deeisir:r-rs'

in sub section 8.5.1/8.5.2.
Administratar

IVhen NCP's are reworked, re-inspect them to verify that they meet
the specilied requirements. Maintain recorcls of re*valiciation.

Administratar

I'repatre a surRmarv of NCI"s for Discussion rn The: lv'lonthlr..N4eeting Administrator

Approved by: Chairman: /t
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SRIRAM INSTITUTE OFMARINE STUDIES
qlnstitute of Merchant Navy Training;

Approved by Director General of Shipping, Govt. of India
An ISO 9001:2015 Certified Institute

We MIS Sriram Institute of Marine Studies has established, document,
implementation and maintaining qualiqv rnanagement system and continually
improve its effectivefless in accordance rvith the requirements of the international
srandard. 

fii::q sfik&,{it
f,l.i:..r: r. : i., ,"..

To Achieve Taieet [us6tute fqllow followins procedure

tdentifl, fh* processes needed ftrr quaiiry-' manag€ment s)-stem and their application
throughout the orga nizatian
-Determine the sequence and interaction of these processes -Determine the criteria
and methods needed that hoth the operation and eontrol of these processes are
*f-fective
-Ensure the availabiiity of the resources and information necessary to support the
operation and monitoring of these processes
-Monitor, measure and analyze these processes -lmplement actions necessary to
acl:ier,e pianned results aniJ continual imprr":l,ement rif these processes.
'The Institute continually improves the effectiveness of the quality management
system through the use of the quality policy, qualitr, objectives, audit results,
analysis of data

, cilrrective and Frreventive actions are iaken and sa*re is rjiscussed in management
rerriew, meeting
Top management is committed lbr the development and implementation of the
quality management system and eontinr.rally' improving its effeetiyeness.
Ccntinuai imprcveinent *f th* efi-ectivesiess af ihe qualit)'- fiianag*n:ent syste::: is
included in the quality policy. Also management revierv rvhich is carried out at
planned intervals: include the assessment of opportunities frrr improvement and the

Qts

Continual Improvement
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SRIRAM INSTITUTE OF MARINE STUDIES
llnstitute of N{erchant Navy T'raining;

Approved by Director Generatr of Shippinp Govr. of India
An ISO 9001:2015 Certified Institute

need ttrr changes to the quaiity managelrlent s-n-stem" inclucling quality policv and
quality objectives

"fhe Management plan and irnplement the monitoring, measurement, anal3rsis and
irnproveinent processes needed to demonstrate conformity of the product, to ensure
eonfbrmi$" of the quality managerrlent s_-r.stern. and to continually improve the
ei ctivt--ness of the qi"rality mafiagement s,ystem
. This include determination of applicable rnetlrods, including statistical
iechniques, and the extent of their use . 'Management continually seek to improve
the effectiveness and efficiency of the processes of the organization,

3s rfrfrE
MASTER COPY
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SRIRAM INSTITUTE OFMARINE STUDIES
llnstitute of Merchant Navy Trainingl

hipping, Govt. of India
Certified

Inform to Admin.
For arrangement

*t-\

L
Recruit the appropriate
Personnel

Advertisement

Receipt of
A on

of
n

Fulfillment uirement

Cond Test

Plan

Control

Cond Test

Certificates
ent

1) Ensure Document Control
for the all the processes.

2) Keep record of various
processes.

3) Competent Personnel
assigned f,or processes
affecting Quality.

4) Non - Conformity
identified at various
stages, root cause analyzed
& appropriate.

5) Student complaints
resolved.

6) Carry out preventive
maintenance.

7) Use Calibrator, for
monitoring and
measurement.

8) Cary out Intemal Audit.
9) Carry out Management

Review.
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