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Saltwave Academy is a Malta-based training centre dedicated to delivering high-
quality maritime and recreational boating training. The Academy operates in line
with national regulatory requirements and international best practices to ensure
safe, effective, and industry-relevant instruction.

This Quality Management System (QMS) has been developed to support Saltwave
Academy’s commitment to continuous improvement, regulatory compliance, and
learner satisfaction. It is structured to align with the principles of ISO 9001:2015
and the Standards for Approval of Non-STCW Maritime Training Centres
(Document No. SND/TM/MSD/SCU/001) as issued by Transport Malta.

Scope of the Quality Management System

This QMS applies exclusively to the design, development, delivery, evaluation, and
certification of training courses offered by Saltwave Academy. It covers all non-
STCW training programmes delivered under the authority or oversight of Transport
Malta, including:

- Recreational Skipper Courses.
- VHF Radio Operator Courses.
- Anyother TM approved short maritime training programmes.

Mission Statement

Our mission is to deliver safe, high-quality maritime and boating education that
meets regulatory standards and exceeds learner expectations. We strive to equip
students with the skills, knwledge, and confidence needed to operate safely and
responsibly at sea.

Vision Statement

Saltwave Academy’s vision is to become a trusted leader in recreational and
professional maritime training by fostering a culture of excellence, regulatory
compliance, and continuous improvement.

The Saltwave Academy Quality Management System (QMS) has been developed to
be structured in accordance with the principles and requirements of ISO
9001:2015, ensuring a strong foundation of quality management practices.

The following normative documents provide the framework and reference
standards upon which this QMS is based:



1ISO 9001:2015 - While not accredited under ISO 9001, Saltwave Academy adopts
its core principles to establish a system that promotes consistent service delivery,
regulatory compliance, customer satisfaction, and continuous improvement.

SND/TM/MSD/SCU/001 (Administrative Standard) - This administrative
standard, issued by Transport Malta, sets out the quality system requirements for
non-STCW training providers, including documentation control, instructor
approval, course development, internal audits, and management reviews.
Compliance with this standard is essential for the approval and operation of the
Academy.

The Academy provides instruction to recreational and professional seafarers,
ensuring that its programmes align with national standards, industry expectations,
and the regulatory requirements of the Maltese administration.

The Academy recognises the importance of understanding both internal and
external issues that affect its ability to achieve intended outcomes of the QMS.

External Issues:

Compliance with Transport Malta’s
Regulatory Requirements approval standards is essential for
continued operation and recognition.

The public expects safe and reliable
Public Safety and Trust training from Transport Malta-approved
institutions.

Changes in recreational boating
Industry Trends regulations or best practices impact
course content and delivery.

Other local training centres offering

Competition similar courses may affect demand

and market positioning.




Internal Issues:

Instructor Competence Maintaining a pool of qualified,
Transport Malta-approved instructors
is critical to operational success.

Record Management Proper documentation of training
delivery and assessments is essential
for transparency and audit readiness.

Training Infrastructure Classroom environments, equipment
(e.g., VHF simulators), and learning
aids must be kept current and
functional.

Organisational Growth As course demand increases,
processes and resources must scale
accordingly.

These factors are monitored and reviewed through regular internal audits,
management reviews, and stakeholder feedback mechanisms.

Leadership and Committment

Top management at Saltwave Academy demonstrates leadership and
commitment to the Quality Management System (QMS) by:

o Ensuring the QMS is aligned with the strategic direction of the Academy

o Establishing and communicating a clear Quality Policy and measurable
objectives

e Ensuringintegration of the QMS into operational processes
e Promoting a culture of continual improvement and regulatory compliance

e Providing adequate resources to support quality training and system
effectiveness

e Supporting instructors and staff in understanding their roles in achieving
quality

o Engaging with external auditors, regulators, and students to foster trust and
transparency

Customer Focus

The Academy is committed to understanding and meeting customer needs by:



Delivering training programmes that comply with Transport Malta
requirements

Gathering and acting on student feedback to improve course delivery

Ensuring fairness, accessibility, and transparency in assessments and
certification

Managing course delivery and documentation to minimise nonconformities

Treating Transport Malta and other approving authorities as primary
stakeholders

Quality Policy

Saltwave Academy has established a Quality Policy that reflects its values and

strategic objectives. The policy is:

Documented in a separate signed and dated statement.

Communicated to all staff and instructors through induction and periodic
reviews.

Posted in prominent areas at the Academy’s premises.
Reviewed annually during the Management Review.

Aligned with the standards of SND/TM/MSD/SCU/001.

Refer to the standalone Quality Policy document for the full statement.

Roles, Responsibilities, and Authorities

Responsibilities and authorities for relevant roles within the QMS are defined and

communicated via:

The Quality Manual
Organisational charts
Job descriptions

Internal training and induction

Key roles include:

Role Responsibility
Managing e : .

. Strategic direction, resource allocation, policy approval
Director

QHSE Manager

QMS oversight, internal audits, document control,
compliance monitoring




. Course quality, instructor support, feedback monitoring,

Quality Manager i )

continuous improvement
Administration Document control, student record-keeping, communication
Staff with stakeholders

Course delivery, assessment, student engagement, safety
Instructors .

compliance

Actions to Address Risks and Opportunities

Saltwave Academy identifies risks and opportunities that could impact the ability
of the Quality Management System (QMS) to achieve its intended outcomes,
maintain compliance, and improve training services. These are considered during:

e Management Review

e Course planning and delivery
e Internal audits

e Day-to-day operations

Key Risks Identified:

Risk Mitigation/Action

Instructor attrition or lack of Maintain updated Training Matrix and

Transport Malta approval instructor pool; track certificate expiry.

Loss of exam records or Enforce exam paper storage protocol and

incomplete documentation record retention policies.

Delayed internal audits Pre-scheduled in audit calendar; QHSE
oversight.

Inconsistent marking or student | Standardised Marking Checklist and training

assessment issues memo.
Lack of feedback or Post-course evaluations and regular review
improvement data cycles.

Key Opportunities Identified:

e Streamlining document change processes via the DCR form.



e Enhancingtransparency in marking and assessment.
e Introducinginstructor development initiatives.
e Usinginternal audits to drive performance.

Risks and opportunities are reviewed periodically during management review and
updated as needed.

Quality Objectivs and Planning to Achieve Them

Saltwave Academy establishes measurable quality objectives aligned with its
Quality Policy and strategic direction. These are:

e Maintained in the Quality Objectives Document.

o Reviewed during Management Review.

e Monitored throughout the year for progress and effectiveness.
Each objective includes:

e What will be done.

o Resources needed.

e Whoisresponsible.

o Target completion timeframe.

e How performance will be evaluated.
Refer to the Quality Objectives Document for the current list and status.
Planning of Changes

When changes to the QMS or training delivery are needed, Saltwave Academy
ensures that:

e Changes are planned and documented using the Document Change
Request (DCR) process.

e Potential consequences are assessed before implementation.
e Resources and responsibilities are allocated.
e Communication of the changes is made to all affected personnel.

o Related documentation is updated and controlled through the Document
Control Procedure.



Resources
Saltwave Academy ensures that adequate resources are available to support the
implementation, maintenance, and improvement of the QMS, as well as the
delivery of high-quality training.

(a) People

The Academy maintains a staff of qualified instructors and administrative
personnel. Roles and responsibilities are clearly defined, and competence is
monitored through appraisals, certification checks, and the Training Matrix.

(b) Infrastructure

Training is delivered using dedicated classrooms, VHF simulators, teaching
aids, and IT resources. Facilities are maintained to ensure a safe, clean, and
effective learning environment.

(c) Environment for Operation
Learning and working environments are designed to ensure focus,
accessibility, and safety. This includes climate control, ergonomic seating,
and appropriate lighting.

(d) Monitoring and Measuring Resources
Where applicable, training and assessment tools (e.g., simulators) are
calibrated and maintained. No regulated measuring devices are currently in
use.

(e) Organisational Knowledge

The Academy captures and shares knowledge through instructor briefings,
document updates, and structured onboarding. Knowledge is retained via
lesson plans, course files, and staff experience.

Competence

Saltwave Academy ensures all staff are competent to perform their roles based on
education, training, and experience. This includes:

e Documented training requirements by role in the Training Matrix.
e Ongoing instructor development and refresher sessions.

e \Verification of certificates and approvals (e.g., TM recognition, Train-the-
Trainer).

e Evaluation during internal audits and annual appraisals.

Awareness

All staff are made aware of:



e The Quality Policy and objectives

e Theirrole in achieving compliance and quality

e The consequences of non-conformity

e Document control, marking standards, and audit findings (where relevant)

Awareness is reinforced through onboarding, checklists, team meetings, and
feedback loops.

Communication

Effective communication is essential to maintaining an operational QMS.

Type Channels

Internal Communication | Emails, meetings, briefings, WhatsApp groups

External Communication | Emails, regulatory correspondence, official memos

Student Communication | Orientation, handouts, course announcements

Documented Information

General

The QMS includes documented policies, procedures, templates, and records
required to ensure effective planning, operation, and control of processes.

Creating and Updating

Documents are created and updated using the Document Change Request (DCR)
form. All new documents are:

e Version-controlled.

e Reviewed and approved by authorised personnel.
e Added to the Master Document List.

o Distributed to relevant staff.

Control of Documented Information

Documents and records are:
e Identified, stored, and protected (physically and digitally).
e Accessible only by authorised personnel.
¢ Archived when obsolete and disposed of securely.

e Retained for a minimum of five (5) years as per the Records Management
Procedure.



Operational Planning and Control

Saltwave Academy plans, implements, and controls the processes needed to
deliver high-quality training in line with Transport Malta’s requirements. This
includes:

o Defining course content and requirements.

e Allocating qualified instructors and appropriate resources.

e Controlling documentation and versioning of course materials.
e Collecting and reviewing participant feedback.

e Managing records of enrolment, assessment, and certification.

All training activities follow documented procedures as outlined in the Academy’s
Course Lifecycle Framework, which includes development, delivery, evaluation,
and examination.

Requirements for Training Services

Saltwave Academy determines and reviews requirements related to:
o Course learning outcomes and regulatory alignment
e Instructor qualifications and approvals
e \enue, equipment, and logistical needs
o Participant prerequisites and eligibility
e Assessment standards and certification criteria

Requirements are communicated clearly in course documentation and participant
onboarding materials.

Design and Development of Training Courses

Training courses are designed to meet applicable standards and learner needs.
The process is documented and includes:

e Needs analysis and industry relevance

e Course syllabus and structure

e Validation and piloting (dry runs where applicable)
e Approval by Transport Malta, where required

All design and development activities are tracked using the Course Planning &
Development Form (F-017) and reviewed periodically.



Control of Externally Provided Services
External services (e.g., third-party instructors, facility rentals, printing services) are
evaluated for quality and reliability. The Academy:

¢ Maintains a List of Approved Suppliers.

e Performs annual reviews or on-demand checks.

o Retains service agreements and verification of instructor credentials where
applicable.
Provision of Training Services

Saltwave ensures effective control of course delivery by:
e Assigning approved instructors
e Using up-to-date course materials
e Maintaining attendance records and assessment logs
e Enforcing exam protocols (see Marking Checklist)

Records of delivery, evaluation, and marking are stored in compliance with the
Records Management Procedure.
(a) Identification and Traceability
Each student is assigned a unique identifier for traceability in course records and
certificates. Exam papers and assessments are tagged and archived accordingly.
(b) Customer Property
Any personal data, documents, or physical items provided by students or
regulators are protected in accordance with data protection regulations.
(c) Preservation

Physical and digital records are preserved in a secure, controlled-access
environment. Certificates, exam papers, and attendance sheets are retained as
per regulatory requirements.

Release of Certification

Certificates are issued only when students have met the learning outcomes and
passed all assessments. A second person (typically the QHSE or Quality Manager)
verifies completion records prior to certification.

Control of Nonconforming Output

If training delivery or assessments do not meet expected standards (e.g., missing
exams, instructor deviation), the nonconformance is recorded, investigated, and
resolved through:

e The Nonconformity & Corrective Action Form.



e Review by the QHSE Manager.

e Preventive measures to avoid recurrence.

Monitoring, Measurement, Analysis and Evaluation

Saltwave Academy monitors and evaluates the performance and effectiveness of
its Quality Management System (QMS) to ensure continued suitability and
compliance with Transport Malta standards.

Performance data is collected through:
o Course feedback and student evaluations.
e Internal audits and compliance checks.
e Instructor and staff performance reviews.
e Completion rates, exam results, and certification statistics.
e Nonconformities and corrective action trends.

Analysis of this data is used to identify improvement areas, training needs, and
compliance gaps.

Internal Audit

Saltwave Academy conducts internal audits to verify implementation of the QMS
and evaluate its effectiveness. The internal audit process is governed by the
Internal Audit Procedure and includes:

e An Internal Audit Plan, reviewed and approved by management

e Audits conducted twice during the first year, then annually thereafter
e Independent and impartial auditors where feasible

e Use of audit checklists and documented evidence review

e Findings categorised as Non-Conformity (NC), Observation (OBS), or
Opportunity for Improvement (OFI)

e Audit reports issued within two weeks of completion
e Corrective actions documented and followed up

Audit results feed directly into management review and quality improvement
efforts.
Management Review

Top management conducts a formal Management Review at least once per year
to assess the continued adequacy, effectiveness, and alignment of the QMS.



The Management Review covers:
e Status of actions from previous reviews
e Results of audits (internal and external)
o Student feedback and satisfaction data
e Performance against quality objectives
e Nonconformities and corrective actions
e Changes in external/internal context or regulatory environment
e Adequacy of resources and staff training
e Opportunities for improvement

Output of the review includes documented decisions on improvements, objective
updates, and resource needs. Results are recorded in a Management Review
Report and communicated to relevant stakeholders.

General

Saltwave Academy is committed to continual improvement of its Quality
Management System (QMS), training services, and overall operational
performance. Improvement opportunities are identified through:

e Internal audits

e Management reviews

e Course evaluations and student feedback
e Nonconformity reports

e Staff input and operational observations

e Industry trends or regulatory updates

Opportunities for improvement (OFIs) are recorded and reviewed to determine
feasibility, priority, and implementation timelines.

Nonconformity and Corrective Action

When a nonconformity is identified (either through audit, complaint, or
observation), Saltwave Academy takes prompt and structured action to:

1. React to the nonconformity and control or correct it
2. Investigate the root cause to understand why it occurred

3. Evaluate the need for action to prevent recurrence



4. Implement corrective actions, including updates to procedures or training
5. Verify effectiveness of the action taken

All corrective actions are documented using the Corrective & Preventive Action
Form and monitored by the QHSE Manager. Follow-ups are conducted to ensure
issues are fully resolved and do not repeat.

Continual Improvement

Saltwave Academy actively identifies and implements opportunities for enhancing
its:

Course design and delivery
e Instructor development and support
e Student satisfaction
¢ Administrative efficiency
¢ (QMS documentation and compliance
Tools used to support continual improvement include:
e Audit trends analysis
e Managementreview actions
e Training feedback loops
e DCR (Document Change Requests)

Continualimprovement efforts are prioritised based on impact, urgency, and
alignment with strategic goals and the Quality Policy.



Annex 1: Course Lifecycle SOP

This document outlines the standard operating procedure for the full lifecycle of a
training course at Saltwave Academy, including:

e Course development and design

e Instructor assignment and material preparation

e Training delivery and attendance tracking

e Assessment, examination, and marking standards
e Student feedback and post-course review

o Certification and recordkeeping

Referenced Forms: F-017 (Course Planning & Development), Marking Checklist,
Attendance Sheet



Annex 2: Job Descriptions

Detailed role descriptions for all key personnel involved in QMS implementation,
including:

Role Key Areas of Responsibility

Managing Director | Strategic oversight, resource allocation, final approvals

QHSE Manager QMS compliance, audits, corrective actions, document
control

Quality Manager Course quality assurance, instructor support, student

feedback

Administrative Records, scheduling, regulatory correspondence

Staff

Instructors Course delivery, assessment, compliance with marking
standards

Each job description includes qualification requirements and reporting lines.



Annex 3: Forms Index (DCR, Marking Checklist, Evaluation Forms)

Doc Issue Last Owner/ Approved Storage
Ref No. Document Title Version Date :ewewe Author By Location Status Remarks
QMS- . 02/04/ | 02/04/2 | Andrea Managing . Updated to
lity M l Act
001 Quality Manual | 6 2025 | 025 Cassar Director UV 1 reflect audit
New
POL- . . 05/05/ | 05/05/2 QHSE . .
lity Pol 1.1 Direct Act standalone
001 Quality Policy 2025 | 025 Manager rector ctive \
version
Linked t
PROC- ;e‘;gd;mem . 01/03/ | 01/03/2 | Admin Quality Active T'rgnidocr’t
002 anag 2025 | 025 Team Manager P
Procedure Malta
FORM- gEC:meFf;; uest 1 21/03/ | 21/03/2 Andrea Director Active (L:Jt?:: fgr
DCR ange Req 2025 | 025 Cassar g
(DCR) control
LIST- Master 1 07/05/ | 07/05/2 QHSE Director Active This
MAST Document List 2025 025 Manager document
Added 6-
AUD- Internal Audit 1 04/04/ | 07/05/2 Quality Director Active month audit
001 Plan 2025 025 Manager
note
For
FORM- Marking 07/05/ | 07/05/2 Quality QHSE . .
1 Active standardisin
MARK Checklist 2025 025 Manager Manager . 8
corrections
LIST- . For
MATRI Training Matrix 1 07/08/ | 07/05/2 Quality QHSE Active standardising
2025 025 Manager Manager L
X of training




