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Document Revisions 
Revisions to the IALA document are to be noted in the table prior to the issue of a revised 
document. 

Date Page / Section Revised Requirement for Revision 

May 2005 Reformatting to comply with 
IALA document hierarchy  

December 2009 Total revision of document General updating in light of 10 years 
experience and evolving technology 
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Foreword 
The International Association of Marine Aids to Navigation and Lighthouse Authorities has been 
associated with Vessel Traffic Services since 1955 and recognises the importance of human 
resources to the development of efficient Vessel Traffic Services worldwide. 

Taking into account the International Convention on Standards of Training, Certification and 
Watchkeeping of Seafarers, 1978, as amended in 1995 (STCW Convention), the Seafarer’s 
Training, Certification and Watchkeeping Code (STCW Code) and STCW 95 Resolution 10, IALA 
has adopted Recommendation V-103 on Standards of Training and Certification of VTS personnel. 

The model training courses developed, or being developed, by IALA for VTS personnel are: 

• Model Course V-103/1 - VTS Operator; 

• Model Course V-103/2 - VTS Supervisor; 

• Model Course V-103/3 - On-the-Job Training; 

• Model Course V-103/4 - On-the-Job Training Instructor. 

These model courses are intended to provide national members and other appropriate authorities 
charged with the provision of Vessel Traffic Services with specific guidance on the training of VTS 
Operators and VTS Supervisors.  They may be used by maritime training organisations, and 
assistance in implementing any course may be obtained through IALA at the following address: 

 

 
The Secretary General,  
IALA, Tel: +33 34 51 70 01 
20 ter rue Schnapper, Fax +33 34 51 82 05 
78100 Saint Germain en Laye e-mail: iala-aism@wanadoo.fr 
France 
 

mailto:iala-aism@wanadoo.fr�
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1 INTRODUCTION 

1.1 Purpose of the Model Course 
The purpose of the model course is to assist VTS centres and their instructors in delivering On-the-
Job Training (OJT) programme, and in enhancing and complementing existing training material 
where the quality and effectiveness of the training courses may thereby be improved to fully meet 
the intent of IALA Recommendation V-103. 

The course should provide a standardised tool for the practical delivery of V-103/3 On-the-Job 
Training through the provision of tools to facilitate the: 

• creation and validation of training programmes; 

• practical delivery of training programmes in a variety of circumstances: 
- Presentation techniques; 

- Demonstration and practice techniques; 

- One-to-one training. 

• provision of guidance on the assessment of VTS personnel; 

• development of instructional, coaching and mentoring skills. 

The required standard of competence is considered to be the level of proficiency that should be 
achieved for the supervision and delivery of training by OJT Instructors in a consistent manner.  
The training should take into account the level of competence already acquired and build on this to 
meet the needs of the trainee and the VTS centre. 

It is not the intention of the model course to present instructors with a rigid teaching package.  The 
knowledge, skills and dedication of instructors are key components in the transfer of knowledge 
and skills to those being trained through this model course material. 

1.2 Use of the Model Course 
This course is intended to cover the knowledge and practical competence required by an On-the-
Job Training Instructor (OJTI) for VTS personnel. 

The course is designed to ensure trainees are provided with realistic exercises on their role as On-
the-Job Training Instructors for VTS.  The training programme should include both practical and 
theoretical elements to prepare VTS personnel for the delivery of OJT (V-103/3). 

Adjustment of the training objectives, scope and content for each subject may also be necessary if 
the trainees completing the course are to undertake duties which differ from the objectives 
specified.  Additionally, consideration should also be given to the past experience of VTS 
personnel, which may necessitate an adjustment in the subject areas delivered. 

1.3 Lesson Plans 
The instructor should draw up lesson plans based on each section of the syllabus and include 
references to textbooks and teaching material suggested for the course.  Where no adjustment has 
been found necessary in the subject areas, the lesson plans may simply consist of the syllabus 
with keywords or other reminders added to assist the instructor in making his presentation of the 
material.  Lesson plans should emphasise the unique aspects of training methodology and 
coaching skills required by On-the-Job Training Instructors. 

In preparing a teaching scheme and lesson plans, the instructor is free to use any teaching method 
of combination of methods that will ensure trainees can meet the stated objectives.  However, it is 
essential that trainees attain all objectives set out in each syllabus. 
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1.4 Presentation 
Competent authorities should ensure that OJT Instructors are appropriately qualified and 
experienced to meet the required standards.  In addition to this, the OJT Instructor course should 
ensure that instructors have an appropriate balance of professional training experience and where 
a competent authority deems necessary professional VTS knowledge. 

The presentation of concepts and methodologies may be repeated in various ways until the OJT 
Instructor is satisfied that the trainee has attained each specific learning objective.  The syllabus in 
each subject should be laid out in learning-objective format so that each objective specifies what 
the trainee must be able to do as the learning outcome. 

1.5 Implementation 
The competent authority should ensure that as a minimum the following standards and 
requirements are met in any development of model course V-103/4: 

• OJT Instructors meet the standards set by the competent authority; 

• support staff; 

• rooms and other spaces suitable for the provision of training; 

• equipment / tools, including the use of camcorders, to facilitate the effective delivery of 
training; 

• textbooks, technical papers, workbooks, equipment manuals; 

• opportunities to practice training techniques; 

• other reference material. 

Thorough preparation is key to successful implementation of the course. 
1.6 Validation 
The information contained in this document has been validated by a group of technical advisers, 
consultants and experts on training of VTS personnel for use in the training and certification of VTS 
Operators, VTS Supervisors and instructors, so that the minimum standards implemented may be 
as uniform as possible.  The technical advisers were drawn from the IALA VTS Committee, training 
organisations of IALA members and experienced VTS personnel.  Validation in the context of this 
document means that the group has found no grounds to objects to its contents. 

2 COURSE FRAMEWORK 

2.1 Scope 
This course is intended to provide the training and practical guidance required to become an 
effective instructor of model course V-103/3 On-the-Job Training.  Successful completion of this 
training must be indicated by an endorsement in their VTS certification log issued in accordance 
with IALA Recommendation V-103 on Standards for Training and Certification of VTS Personnel. 

2.2 Objective 
Upon completion of the V-103/4 course the newly qualified On-the-Job Training Instructor should 
have a thorough understanding of the specific On-the-Job Training objectives and: 

• have a thorough understanding of adult learning techniques taking into account the 
specific needs of the trainees; 

• have the tools to develop a detailed VTS centre On-the-Job Training programme; 

• are qualified in the task for which training is being conducted and assessment is being 
made; 
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• have an appropriate level of knowledge & understanding of the competence to be 
assessed; 

• be able to develop, create and maintain an OJT task book; 

• be able to effectively manage the training process to meet the specific needs of 
individual trainees; 

• be able to continually review the effectiveness of the training programme; 

• be able to maintain accurate records of training and progress to facilitate effective 
assessment; 

• be able to develop and apply OJT assessment methods; 

• where a simulator is used, be able to gain practical operational simulator experience; 
and able to gain practical assessment experience on the particular simulator, under 
supervision and to satisfaction of an experienced assessor; and 

• be able to review and adapt training programmes to meet new and emerging 
techniques, technologies and procedures. 

2.3 Selection of OJTI trainees 
The competent or VTS authority should ensure that candidates for OJTI demonstrate the relevant 
experience and aptitude to deliver effective On-the-Job Training (model course V-103/3). 

2.3.1 V-103/4 endorsement in the VTS certification log 

Every candidate for gaining an endorsement in the VTS certification log should satisfy the 
requirements of the competent authority by successfully completing the training for OJT Instructor. 

The form and timing of examinations for the issue of an endorsement in the VTS certification log is 
a matter for the competent authority concerned. 

An adequate period of time should be allowed at the end of the course for revision and review of 
the course content. 

3 COURSE OUTLINE 

The phased process below describes the essential components of a V-103/4 course that must be 
present to ensure that effective On-the-Job training can be delivered within VTS centres.  The 
phased approach detailed below allows for continues development of a training process to enable 
a V-103/3 OJT instructor to meet the individual needs of trainees within VTS centres. 

When developing or selecting a V-103/4 course, competent authorities should ensure that the 
following phases are included in the training process: 

Module 1 - DEVELOPMENT of a VTS centre specific training programme 

Develop a programme of V-103/3 training to meet the individual needs of the VTS authority/VTS 
centre.  This should include the development of measurable learning objectives that meet the 
requirements of model course V-103/3. 

Consider the: 

• desired outcome of the training programme; 

• expectations of training staff; and 

• diversity of the audience/cultural expectations. 
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Module 2 - PREPARATION of a trainee specific programme 

Select appropriately qualified staff to conduct the elements of the V-103/3 training programme and 
assemble all necessary resources to enable the effective delivery of training. 

Consider: 

• adult learning concepts and models; 

• instructional techniques relevant to the audience; and 

• communication skills. 

Module 3 - DELIVERY of On-the-Job Training 

Deliver training in the form of: 

• instruction/presentations; 

• one-on-one coaching; and 

• continuous mentoring. 

Module 4 - EVALUATION/ASSESSMENT/EXAMINATION of trainees 

Review and conduct appropriate feedback, review and assessment/examination of trainees to 
ensure compliance with model course V-103/3 objectives. 

Validate the trainee’s compliance with the V-103/3 model course and provide feedback to the 
trainee and VTS Management with regards to the suitability to assume operational duties. 

Methods utilised may include, but not be limited to: 

• written/oral examination; 

• practical demonstration; and 

• On-the-Job delivery under close one-on-one supervision. 

Module 5 - COMPLETION of OJT leading to authorisation to operate 

Review training processes to enable continuous improvement and development of V-103/3 training 
programmes. 

Methods utilised may include, but not be limited to: 

• obtaining feedback from trainees; 

• obtaining feedback from instructors; and 

• sharing expertise with the wider VTS industry. 
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4 GUIDANCE FOR INSTRUCTORS 

4.1 Introduction 
Courses should be designed to enable VTS personnel to obtain an endorsement in their 
certification log to permit provision of training to VTS Operators and/or Supervisors in an On-the-
Job Training environment. 

4.2 Curriculum 
The course outline is not set out in a teaching order and On-the-Job Training Instructors are not 
obliged to follow the order in which they appear but should treat them in the order that is 
considered to be the most effective for the trainees.  Equally elements may be added or removed 
by the VTS authority to meet their specific needs.  This recognises the diversity of VTS operations 
with regard to level of service provided and the complexity of VTS areas and infrastructures. 

The success of the course will depend, to a large extent, upon detailed co-ordination of the 
individual subjects into a coherent teaching scheme.  It is important that an experienced On-the-
Job Training Instructor acts as course co-ordinator to plan and supervise the implementation of the 
course. 

The teaching schemes should be reviewed carefully to ensure that all of the listed subjects are 
covered, that repetition is avoided and that essential pre-requisite knowledge at any stage has 
already been covered.  Care should be taken to see that items not included in the syllabus or 
treatments beyond the depth indicated by the objectives have not been introduced except where 
necessary to meet additional requirements of the competent authority. 

Course providers should hold regular reviews concerning the progress of trainees and any 
problems that have become apparent.  Modifications of the teaching scheme should be made 
where necessary to ensure that trainees are attaining the required levels of competence. 

5 EVALUATION OR ASSESSMENT 

To evaluate trainee progress regular assessment must be undertaken.  The evaluation criteria will 
depend on the needs of the particular requirements of the competent authority and the style of 
training used.  Assessors must be able to ascertain the competence of the trainee to carry out the 
duties of an instructor of model course V-103/3 before the certification log of the trainee is 
endorsed. 

Records should be maintained of the progress made by trainees.  All task completed should be 
recorded by the Instructor, together with any comments which would assist trainees to obtain the 
OJT endorsement in their certification log. 

These assessments are additional to any examination required for the purposes of endorsing the 
VTS certification log.  However, if the competent authority does not require an examination at the 
end of the V-103/4 training process the assessments should be taken into account during the 
evaluation of trainees. 
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