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FOREWORD:

| am delighted to present Ministry of Employment and Human
Resources’ Work-plan for 2019, which outlines the strategic
visions and goals we have identified to help the Ministry to
realize its full potential and better fulfil its mission to create,
provide quality, industry driven and inclusive technical and
vocational (TVET) programs to enhance work-force skills,
productivity, employability, and to maximize decent work
opportunities for I-Kiribati, nationally and internationally.

The process of formulating the Ministry’s Strategic Plan 2019 was formulated during
the end of year retreat in the Ocean Breeze Hotel in Tebero Village, Abaiang. The
retreat has provided an opportunity to take stock on our achievements and successes
and also on the challenges encountered.

This has prepared the team to determine our visions and future goals in the light of
challenges ahead, and enabled the formulation of strategies for our development not
only in response to changing needs but also as an active and participating ministry to
drive intellectual, social and economic changes.

The strategic themes in the 2019 work-plan will assure strong commitment to achieve
excellence, providing support and dedication towards the ministry’s core functions
which include the maximization of employment opportunities within Kiribati and
abroad. We will be striving to train and educate our people so that they possess the
right skills and knowledge that is on demand by both the domestic and international
labor markets.

Equipping our people through trainings will improve our national employability in the
labor market hence securing of jobs can be easier and the |-Kiribati can live a happy
and healthy life. We cannot do this without the support from our national and
international donor partners so we will continue to engage stakeholders and the
community and work in partnership to find possible ways forward to deliver the best
we can from the Ministry to the people of Kiribati.

The Ministry of Employment and Human Resources’ Work-plan for 2019 is aiming to
enrich the Kiribati Development Plan 2016-2019 by aligning its activities addressing
the Key Priority Areas of Human Resources Development, Economic Growth and
Poverty Reduction, and Governance and link them targets set in Te Motinnano, which
also supports one of the priorities of the KV 20 focusing on the Wealth Pillar, Human
Capital component.

As an employment-led Ministry we shall continue to engage with our existing
employers who have assisted us in the past years to renew our relationships and
commitments to advance the partnership we have enjoyed to new heights. Existing
mechanisms we have in place to be reviewed to ensure they cater for changes as well
as to empower work-force through capacity building trainings with ultimate aim for an
effective and efficient service delivery.




Through engagement with the public we will better articulate, develop and
communicate an identity consistent with our visions in order to facilitate the community
in understanding our goals and recognizing our achievements.

In order to implement the Ministry Work-plan 2019, we need to develop an enabling
environment in which our human, financial and physical resources are appropriately
allocated and deployed to help us attain sustainable excellence in delivering and
serving the people of Kiribati.

Similarly, the Ministry aims to maintain a world-class infrastructure in our very own
Institutions such as Kiribati Institute of Technology and Marine Training Centre that
supports our employment endeavours in a competitive labour markets in Kiribati and
abroad.

The Ministry's Work-plan 2019 represents the concerted efforts of the Heads of
Divisions and their Staff as well as stakeholders, whose valuable input has been
incorporated in this document. Let me take this opportunity to thank all of them for
giving us so much food for thought during the process of consultation and drafting of
the 2019 Work-plan. | would like to thank, in particular, the Executive Management,
Senior Management Team and Heads of Divisions for approving the 2019 Work-plan
and ready to taking up the responsibility for overseeing and monitoring its
implementation.

| am sure that, with the collaboration of our talented staff, and supporters, the goals
we aspire to accomplish will in time translate into milestones of which we can be proud.
By investing in the future of the Ministry of Employment and Human Resources, we
are investing to build a better future for Kiribati.

| would like to invite you to join hands with us to help this fine and unique Ministry with
its Divisions to maintain its characteristics whilst fostering its further developments.
May | thank you heartily for taking an interest in the future of the Ministry of
Employment and Human Resources and in particular the people of Kiribati we serve.

Te Mauri, Te Raoi ao Te Tabomoa.

S |
Hon. lotebwa Redfern

Minister and MP for Betio




MESSAGE FROM THE SECRETARY:

| wish to take this opportunity to express my heartfelt thanks with deep

appreciation towards efforts made by the Ministry of Employment and

Human Resources’ Team for their contribution towards the completion
of the 2019 work-plan.

The Ministry’'s Work-plan 2019 is an outcome of the Ministry’s end of

year consultation that was held at Ocean Breeze Hotel in Tebero,

Abaiang and proves the great support and commitment of all the
divisions of the Ministry of Employment and Human Resources.

The Ministry's work-plan for 2019 is aiming to implement activities that are of great priority
to the Kiribati Development Plan 2016-2019. Ministry of Employment and Human
Resources is a leading and supporting Ministry to Key Priority Areas namely KPA1:
Human Resources Development, KPA2: Economic Growth and Poverty Reduction and
KPAS5: Governance.

Hence, it is formulated in a way that it can feed in to the KDP and also to specifically
address issues that are being highlighted in “Te Motinnano” or Government Manifesto. A
number of the issues are employment related such as the increase of unemployment rate,
the scarce employment opportunity, to name a few, so to advocate, the workplan focuses
on the need to build up the capacity of Human Resources in the country and to facilitate
an enabling environment to secure jobs in both the domestic and international markets.

On the other hand, there is a Kiribati Vision for the next years which is known as our
KV20. Itis a long-term blueprint for the period 2016-2036 which aims to transform Kiribati
into a wealthier, healthier and peaceful country and the ministry's workplan reflects
achievable milestones that promotes this vision.

The Human Capital Development is one of the key priorities under the KV20 which aims
to build the capacity of Kiribati nationals through education, academic trainings and
vocational trainings. The trainings are well spelt out in the workplan by our two national
training divisions; Kiribati Institute of Technology (KIT) and Marine Training Centre (MTC)
given its great importance of developing a highly trained, productive and healthy I-Kiribati
workforce that will greatly contribute in achieving a sustainable economic growth.

The Ministry of Employment and Human Resource Development’s vision which is to
provide a highly trained, productive, healthy sustainable and internationally competitive
and employable workforce in Kiribati links well with the KV20.

The Ministry’'s Work-plan for 2019 encompasses contributions from all the Divisions of
the Ministry such as the Administration Division, Labour Division, MTC and KIT and on
this note, | wish to commend on the great collaboration between the ministry, our key
donor partners, employers and the people of Kiribati through their Island Councils.
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It is through this great partnership that the Ministry of Employment and Human
Resources’ Team have managed to develop and bring about a well-focused and
achievable work-plan for 2019.

| acknowledge all efforts and contributions of the MEHR team staff. Your contributions
and sacrifices towards the completion of the Ministry’s work-plan for 2019 is very precious
and | am confident that this year's work-plan will drive the Ministry of Employment and
Human Resources to achieve its set targets and to grow into a stronger force with great
team spirit that can serve and deliver precise services to the people of Kiribati.

My well wishes to all staff of the Ministry of Employment and Human Resources’ Team in
all your very important undertakings for the Government and the People of Kiribati, let be
all the change in 2019.

Te Mauri, Te Raoi ao Te Tabomoa iaora nikabane.
Kam rabwa,

g

Tiene Tooki Kanoua (Mrs)
SECRETARY




MEHR Admin Section Work Plan 2019

1YEAR TARGET

and Progress Reporting January February March April May June July August September October November December
Ta
sk
Planned Activities
No'
PostER| . Action Indicators 1Year Target
\g the operation of the ministry 1.1 Follow ups on on-going activities with HoDs & Admin officers Timely completion of tasks or reminder to HoDs Daily
1
Monitoring and Coordinating of Programmes 2.1 Monthly monitoring of alldivisional f are on schedule Monthly
2
Secreta Evaluation of Programmes Progress 3.1 Monthly evaluation of divisional progress Challenges &issues are timely addressed Monthly
ryand
Deputy | 3
Secreta
v
Reporting to Cal 4.1 Submission of Progress Report against Te Motinnano, KV20 and ~ Cabinet information paper on MEHR's progress before every ~ Three times a
porting MSP to Cabinet Parliament meeting year
4
Cabinet ers 5.1 Work in collaboration with HoDs & Admin officers on matters at least 4 papers per month minimum of 48
paps relevant for Cabinet's consideration papers p Cabinet papers,
5
Routine tasks 6.1 Provide advice to HM no negative implication of advice Daily
3
5.2 provide guidance to HoDs and admin offcrs new issues and challenges are effectively and efficiently oaly
addressed
&3 Financil Management Effcent use of financial resources Daily
MEHR is financiallv ooerational until end of 2018 Dailv.
i 1.1 All divisions to submit their staff list updates 2018 by 18 Janua ) .
Staf list update 2018 sl e Y 18 January Timely submission with e-copies produce 18-4an-19
1
Staff attendance 21 Al staffattendance to be monitored by all divsions and reports Timely/Efficient for Monitoring of Staff Daily
of absentism to Admin for disciplinary actions
2
. - 3.1 All positions descriptions to be submitted on e-copies and hard . . .
Positions Descriptions for vacant posts . L Timely/Effi it for PDs of the Di Posts 12-Jan-19
: ptions for vacant p copies for Vacancies that the Ministry has not yet updated with . mely/EMicient for PDs of the Divsions Posts an
SAS. 3
3.2 Proposals for New Posts and PDS submission to the Ministry | Timely/Efficient submission to the Ministry 7-Mar-19
. ] 4.1 Allvacancies within Minstry's post will be filled before the end January to
4 |Vacandles to be filed of February 2018 Timely/Efficient of filling the vacant positions February 2019
5.1 26 Janaury 2019 for all SPA's to be submitted to the Ministry
e ) :
5 |Progress reports on SPA for all staffs of MEHR and forward to PSO by 31 January 2019 Timely/Efficient submission to the Ministry
6 |SPAto be it A st 6.1 end of July 2019 Timelv/t to the Ministry 27-Jul-19
7 |Vacant Post 7.1 2nd Half ER 2018 to be advertised Timely/ Efficient submission to PSO Jul19
8 |Undate of Staff lst for 2019 8.1 Submission of safflst for 2020 Timely/Efficient submission to the Ministry Sep-19
9 |Induction Programme 9.1 Induction to new staff Completed induction to all new staff Monthly
10 | HM Weeklv Meeting 10.1 Minister's Meeting Weekly meeting minute taking Weekly
1.1 Relievers to be submitted to the Ministry from divisions 1 et M .
11 | Contracts, HRD Plan, ER 2019, In-house Tr: month before the end of the temporary and contracts extended Atleast 1 month notice to Ministry before each contracts lapse | Monthly basis
Support to MTCon administrative matters Tasks assigned from time to time Timely action on tasks Daily.
12 | Assist Work Relation 12.1 Assist EIRC process of regulation drafting with AG's oofice Efficient drafting of regulation Monthly
13| moP 201 13.1 Compile and submit final MOP. Timely compilation and dissemination of MOP 2019 End of Jan
14 Budget Compilation 2020 14.1 Submission of budget 2020 Timely submission of a correct and well prepared budget | Sep-18
14.2 Divisional budet
143 o Doc. When required
15 | Standard Operating Procedure 15.1 SOP for Account and Registrv. Well defined Standard Operating Procedure Feb-18
16 | Progress report of all Divisions 16.1 Gathering and Consolidation of progress report
Support to Employment Unit to Strengthen the 17.1 Issuance of reminders to workers & letters of apology to
17 |performance of Workers Overseas employers Timely delivery of reminders/letters When reauired
18 | Admin Staff Fortnightlv Meeting. 18.1 Fortnightly admin staff meeting Timely fortnightly admin meeting Fortnightly.
DS [ 19 staff Team Building 19.1 Monthly staff team building Efficient team Monthly
29  Assist Admin 20.1 Assist team from time to time Efficient and timely action on tasks When required
21 | Routine Tasks 21.1 Response to Daily action on Daily.

21.2 Cabinet paper

Timely submission of cabinet paper

When required

21.3 Personnel matters Timely action to personnel matters Daily
21.4 Ministry tasks from time to time Timely action on tasks Dalil
Support to KIT on administrative matters
2 22.1 Tasks assigned from time to time. Timely action on tasks Daily




MEHR REGISTRY WORKPLAN 2019

Responsibl Repo
e officer Activity Action rt Timeframe
JANUARY |FEBRUARY| MARCH APRIL MAY JUNE JULY AUGUST |SEPTEMBE| OCTOBER | NOVEMBE | DECEMBE
WW[W|W|W|W[WWWWWWWWWWWWWwwwwwwwwwwwwwwwwwwwwwwwwwwwwwlw
Routine kik|k|lklk{klk{k|lklkfkik{kjlk|lklkfkik{k{k|lkfk{k{k{k{k|lkfkfk{k{kj k|iklkikjk{kjlkflkfkik{k{k|kf kfkfk]|k
102]|3|4|1(2|3|4|1|2|3|4|1|2|3|4(1|2|3|4|1|2|3|4|1|2|3|4|1|2|3|4|1|2|3|4|1]|2|3|4|1|2|3|4|1|2|3|4
Maintain the Bring up and put away of Dail
correspondences in their correct PF's v
Maintaining the record of PF's Movement Every Monday & >
Wednesday =
Keep Personal Files away in cabinets Daily S
Registry 1 Recording and Despatching of PFs . 2
Daily =
Bonrenga correspondences o
. i N o
Creating of new PF's & ?ontract File for new When required E
recruits s
Serving Customers at the front counter Daily (refer to rooster) 2
Answering phone calls in a courtesy manner| Daily (3 rings allowed)
Circulating Flimsy Every Monday
Maintain the filling of correspondences in .
. § Daily
their allocated files
- . Every Monday &
M f File M
aintaining of File Movement Wednesday >
- - - - <
Keep files away in cabinets Daily =
Recording and Despatching of mails on Every Tuesday and §
Registry 2 Bairiki Thursday =
Tita Ataona| Creating of new Files as advised by OM When required %
R fil i b
ecord and Update cur'reth iles according End of the week £
to the new file index s
Serving Customers at the front counter Daily (refer to rooster) o

Answering phone calls in a courtesy manner| Daily (3 rings allowed)

Circulating Flimsy Every Monday
Routine
Recording of Incoming Mails electronically Daily

Keep Updating & Maintain the Record of

At the end of every week
Leave Forms, Leave Balances ¥

Entering of Fingerprint record Every Monday o
Circulating of Attendance Monthly §
Temporary appointments When required §

Updating of File Index and PF Index End of the week >
o When needed from g
Maintaining Record of Fuel R o
Drivers ‘S




oM
Taretonga
Marea

Dealing with correspondences (vacancy

When assigned by Senior

clearance, work permit, Staff
vat & exemption, temporary appointment,
allowances etc)
Monitoring of the Front Counter so that .
At all times
Customers attended properly
Ensure the Office furnitures & facilities are Daily

in good conditions

Non - Routine

Set-Up at Storeroom

Start first week of Feb &
complet b4 end of Feb

File Census

Jan & July

Provide Report/Feedback to SAS at end

Work with MISE for Front gate drainage

3td week of Jan

Install of new phone connection with ATHKL

as soon as possible




MEHR Account Section Work Plan 2019

and Progress Reporting

1 YEAR TARGET

January

February

March

April

June

July

August

October

Dece

Task/
Post ER I:: Planned Activities Action Performance Indicators |1 Year Target
afe guar'dmg Account 1.1 Procurement Timely/Efficient for .
1 Register Book . . Daily
B Register Book Auditing
Accounting
T N Timely/Efficient for .
1.2 LPO Register Book Auditing Daily
1.3 Debi Note Register Timely/Efficient for Dail
Book Auditing v
1.4 Payment Voucher Timely/Efficient for Dail
Register Book Auditing v
1.5 Imprest Register Timely/Efficient for Dail
Book Auditing v
Account 16 Tra»vellmg Claim Tlmely/Ef‘_ﬁf;lent for Daily
Officer Register Book Auditing
1.7 Bus Ticket - Timely/Efficient for Dail
Inward/Outward Auditing v
Timely/Efficient for .
1.8 Stock Ledger Card Auditing Daily
1.9 Filing of Accounting Timely/Efficient for Dail
Document Auditing v
1.10 Make copies of Timely/Efficient for Dail
Accounting Document Auditing v
Payment Recurrent 2.1 Receiving of Debit Minimize query from .
2 . Routine
and Project Note company
2.2 Process/Issue LPO Payment Procedure Routine
2.3 Process/Raise .
Payment Voucher Payment Procedure Routine
Safeguarding Public | 3.1 Collection (Receipt) | Control theft of public .
3 Routine
Funds of Revenue funds
" .
3.2 Deposit of Cash Bank Control theft of public Routine
funds
3.3 Prepare Form Control theft of public .
. . Routine
Cashier A/Deliver MFED funds
3.4 Control theft of public
Maintaining/Updating funds P Routine
CashBook
3.5 Reconcile Revenue
4.1 Amendment return
2 Payroll to salary overtln.1e, Staff receive c'orrect Once every
allowance, correction of salary on time month
salary etc.
4.2 Collection of Salary | Receive salary on time Twice every
month
4.3 Payment of salary Routine
4.4 Payslip Routine
4.5 Enter Paysheet Minimize query on the Once every
Database salary month
4.6 Reconcile Personal Accurate Report Monthly
Emolument
Managing Vote
Ledger Developi n!ent 5.1 Updating Vote
Revenue/Expenditure . .
5 | y y Ledger Timely report Daily
including New Project .
d RSE i Recurrent/Project
Accountan an revolving
t fund
5.2 Updating record for Depend on
Asset bought Accurate Report Asset bought
5.3 Tracking of Incoming Release fund on time Depend
funds.
5.4 Correspond with
MFED Planning for the Release fund on time Depend
fund to be released.




5.5 Updating record on

Answers for Audit query

" Accurate Report Monthly
outstanding loan
5.6 Prepare Brief
. A te R t Dy d
Template for all Project ceurate Repor epen
5.7 Reconcile Revenue Accurate and Quality
. Quarterly
and Project Payment. Report
5.8 Reconclllaltlor} Minimize query from Monthly
Company Outstanding company
5.9 Stock taking Accurate Report Twice a year
Monitoring and
controlling of
Ministry Budget and 6.1 Collectiong Vote
A te R rt Monthl:
Revenue Budget Ledger (Database) ceurate Repol onthly
(Reccurrent and
Project).
6.2 Reconcile Vote with | To control overspent of
) Monthly
Finance GL Budget
6.3 Prepare and
. . P For Desion making on
circulating Management utilizing funds Quarterly
Report to HODs' 8
6.4 Process Imprest and Depend on
Travelling claim travel
6.5 Prepare
Supplementary/Viremen| To cor.nplete activity When required
t/Transfer when budget during the year
is not suffient
6.6 Surprise Internal
H pri To control theft of public
Inspection, Revenue and Quarterly
funds
Voteledger
6.7 Dispose of Asset | For Internal Audit report Depend
6.8 Process Procurement | Transparancy/Fairness/C Depend
form under 5,000.00 heapest/Quality P
6.9 Process Procurement
Transparancy/Fairness/C
form Over 5,000.00 and hZa es?/’élu;lit / Depend
over 50,000.00 P Y
. 7.1 Compile Divisions' . . N
7 | Budget Preparation P Timely for discussion June
Proposal
7.2 Discuss SMM
. lity submissi Jul
Meetings Quality submission uly
7.3 Submit Proposal to MFED
MFED Schedule
8 Closing of Account Make Adjustment Accurate Report December
P Justificati d "
Audit Report repare Justitication an Audit Schedule

PAC Meeting on Audit

Response and make
actions for what PAC

Audit Schedule

query had recommend or
decide
Managing 11.1 Monitoring .
. s . . E Work
1 | Accounting Division | Attendance, Behaviour Fairness veryDa (:r ing
Staff etc ¥
11.2 Approving Leave Fairness As required

Every Six

11.3 Complete SPA Fairness v
month

11.4 Collect Divisional
Database
11.5 Visiting Account
Division

Accurate Report

Fairness

Every month

Quarterly




In house training on
Capacity building to Customer Service,
Account stafffor | Government Accounting.
1 8 For good performance, .
accurate USP courses on wality of work from staff Twice a year
reconciliation/reporti | Accounting and KIT short a Y
ng course in Accounting
and English Language
Upgrade Accounting
Datab
ata 'nse Change Computers every| Timely, efficient and
(Computerized Vote 3 years effective Every 3 year
Ledger) and Finance ¥
Network.




# OF RESP 1YEAR
ACTIVITIES ACTIVITIES OFFICER ACTION KPI TARGET IMPLEMENTATION
Jan Feb Mar Apr May  Jun Jul Aug Sep Oct Nov Dec
123412341234123412341234123412341234123412341234
1 Ministry Website IT & HODs Respective Division contents
lotaake New post uploading/updating
Downloadable files
Online job application
Network cable Align with Non
2 arrangement T Toos to procure OHS routine
Reduce
latency
- . To purchase new one for staff
3 Ncomputing L-Series IT standby PC and
maintenance backup (L350
recommended)
4 Antivirus IT Installation for new computers
Configure update manually Monthly . . l l l l l l l l l l
Centralize update definition on
server
5 Backup Photocopy T Ricoh network machine awaiting
machine for toners
Computer Non
6 . IT Backup and reformat .
maintenance routine
Use recovery build in
15 Computer & In{ernet T Discover problem and solve it Routine
troubleshooting accordingly
Note unsolved issues to find
alternate solution
7 V\.Imd.ows and T To be set after working hours esp| 1. Reduce Monthly
application updates weekends slower
Centralize data update on server | performance
* of PCs
1 HDD external drive to be 1. Duplicate
8 Network drive Backup IT purchased (1/2TB) - offline data Monthly
backup
Configure and purchase for online
backup
9 Internet Connection IT Process invoice for 6 months Tv;/:;i @
Change connection from ADSL to
a private net
otherwise not to use 21097 as a
switchboard
10 Access point full IT UBNT Access point - upgrade No.n -
coverage routine
. . Non
11 Wireless Adapter IT For backup connection .
routine
12 . Pow'er saver IT UPS to purchase and installed No.n
installation - backup routine

PROGRESS
REPORT



13 Network switch T Cisco switch recommended for Non
upgrade mordern routing - purchase routine
DHCP/DNS and Data Non
14 / IT Installation plus offsite backup .
backup Server routine
15 Broadband bonding T Truffle I|Fe product to aggregate No.n
multiple Internet Access routine
16 New Post - Assistant IT & Admin Job description with Admin

IT Manager

assistance

To be submitted before deadline




MEHR DRIVER, CHAUFFEUR & CLEANER 2019

Ministry Vehicles with PVU

2. Secretary Vechicle

Cleaning Exterior and Interior of
Ministry vehicles

1. Daily cleaning for

GOV 165A

2. Three times a week

Activity Action _Indurcato Timeframe Timeframe
Februan March April May June July August September October November
WWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWWW wiw
Routine kik|k|k|k{kfk|lk|klk{klk|k{k|jk|k]|k k|k
k1|k2|k3|k4|k1|k2|k3|k4|k1|k2|k3|k4|kl|k2|k3|k4|k1|k2|k3|k4 1l213lal1l213lal1]2]3]al1]2]3]al1 3|4
Maintenance and Service of 1. GOV 165A

for Secretary's vehicle 100%
Overall Vehicle maintenance 1. Checking of battery | Complet
(once a week) and brake fluid e
2. Engine oil and coolant
3. Lightings and tires
Ministry official vehicle trips 1. Normal run deliveries
(tuesdays and thursdays)
2. Inspection
Maintenance and Service of HM's | 1. Checking of battery
vehicle with PVU and break fluids
Cleaning Interior and Exterior of 2. Engine Oil and 100%
(]
HM's vehicle (daily) coolant
- - Complet
Overall vehicle maintenance (once L .
3. Lightings and tires e
a week)
Routine 1. Dusting

Cleaning inside the Office

2. Daily sweeping and

mopping

3. Wash paint of walls

4. Ceiling and tables

5. Window sills and
louvers

6. All office equipments

1. Sweeping

Outside the office

2. Weeding or trimming

of grass

1. Dusting

Toilets

2. Wash paint of walls




Cleaner

3. Wash toilet bowls,
sink, mirror etc

4. Refill of toilet papers

5. sweeping and
mopping

1. Cleaning of all kitchen
utentils

Kitchen

2. Cleaning of the fridge

Non - Routine

1. HM, Secretary, DS &
EA rooms

Thorough cleaning of Rooms

2. Beereka, Tekotaake,
Dir & Tomi rooms

3. SAS, Accounts, IT
rooms & boardroom

4. Moataake, AS, Roiti,
centre rooms & Registry

100%
clean




LABOUR DIVISION WORKPLAN 2019

1. LMIM UNIT
Key Result Area Activities Indicator R ible Officer Jan Feb Mar Apr May Jun Jul Aug Sep Nov Dec
Validating vacancies and open for public registration. No. of vacancies open for registration ALO (SS Team)
1. National Employment Registration Double Checking of screening result Screening results validated. SLOLO
Screening results submitted within 3 -5 working ALO
i ion of Applications days after closing.
Register and coordinate profiling of job seekers details No. of job seekers registered. ALO/CO (SS Team)
Provide a career counselling to job seekers (school leavers &
tertiary outputs) No. of job seekers counselled. SLOILOICO
. Coordinate a pre-employment training for potential skilled
2. Job Seeker (Placement) Service workers (NCCEC) No. of job seekers trained. SLOLO
Provide a Job Placement Service No. of job seekers employed.
Update a work ready pool and employment status of job seekers | Work ready pool categorised. ALO/CO
accordingly Record entry and database updated
Seek confirmation on meeting schedules with Chair. Meeting scheduled as advised by Chair SLO/LODoL
Prepare and organise a Board meeting. Quaterly meetings convened as scheduled.
Provide a secretariat role to the Board Minutes drafted and circulated. SLO/LO
3. Apprenticeship Advisory Board SLOILO/ALO
Implement Board decisions Follow up actions implemented.
) ) ) SLO/LO & ALO (LD Team)
Conduct a quarterly review of trainees list Alist of trainees reviewed and updated.
Sponsorship list up to date and well communicated
Update list of sponsored students and communciate the to students, account divison and other related
- decisions accordingly. parties.
4. Monitoring of Sponsored Students Transportrun as scheduled and recorded on log SLO/LO/ALO (LD Team)
Ensure student transport run as schedlued book. Payment made accordingly.
Timely payment of pocket money Pocket money paid timely and recorded
Improve a career counseling and related services for job Service delivery improved/queries attended well
seekers (drafting CVs, etc) and promptly SLOILO/ALOICO
5. National Career Counseling and Employment Create p0§ters, brochures on the services of NCCEC, TVET Posters and Brochures created SLO/LOJ/ALO/CO
Centre entry requirement, etc.
Develop a national job guide. At least one employment sector developed.
Establish job seeker database Job seeker database developed SLO/LO/ALOICO
Administer a work experience scheme No. of job seekers engaged.
Seek confirmation on meeting schedules with Chair. Meeting scheduled as advised by Chair SLOLODoL
6. Anti Drug & Alcohol Committee Prepgre and crgapise a_meeting. i anterly meetings covvened as scheduled.
Provide a secretariat role to the committee Minutes draftt_ed aqd circulated. SLOILO (LM)
Implement Board decisions Follow up actions implemented.
Seek confirmation on meeting schedules with Chair. Meeting scheduled as advised by Chair SLO/LO/DoL (LD team)
- . Prepare and organise a meeting. Quaterly meetings convened as scheduled. SLOILO
7. Labour Mobility Working Group Provide a secretariat role to the committee. Minutes drafted and circulated. LO
Implement LMWG degisions Follow up actions implemented. SLOLO/ALO
Develop or revise marketing materials Number of marketing materials developed/revised SLOILO (LD team)
Fact-finding and marketing missions implemented
. Implement official fact-finding/strategic marketing missions.
8. Foreign Employ Research & F - — -
Engage the private sector to identify and secure foreign DOLSLO/LO
employment opportunities. Private companies and oranization engaged.
Work with employment/recruiting agencies to market capacity of |Recruiting agencies engaged in marketing
skilled workers. missions.
Compose and coordinate press rel 1ess News published/advertised regularly LO
Provide awareness on the services of LMIM UnittNCCEC. Radio programs conducted SLOLO
Conduct outer island awareness campaigns on the benefits of
9. Press Release & Awareness Programs TVET, marketing issues/qualities of I-Kiribati, alcohol and drug LMIM team
issues. programs conducted.
Provide regular reports on the performance of overseas worker |Overseas Workers underperformance reports
accordingly provided. SLOLO
Attract local employers to recruit through the services of the No. of job seekers employed locally. SLOLO
NCCEC.
10. Promoting Institute output Work closely with employer organization/prviate sector to No. of employers engaged with NCCEC.
promote the services of NCCEC. SLOLO
Implementation of the cerntralized database for data collection. Labour Market Information System established. SLO/LO (LD)
Work closely with donor partner which is IOM
11. Labour Market Information & Programs SLOLODoL

Objectives & milestones of project met and
implemented on schedule (IOM)

12. Securing new market.
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Marshal Island

Pursue employment in RMI-PII- through follow-up on MoU

MoU signed/Workers mobilized

Canada Promotion to potential employers (tourism sector) and explore
small scale agreement. eg. Canadian International Training and | Partnership MoU formulated
Educatlop Corpgrat\on (C.ITREC), NAIT etc. _ DoL/SLOILO
Communicate with potential employers on hosipitality sector- Number of employrs secured.
Cook Island Edgewater Resort, Land-Holdings (contructior i
Monitor of Pearl divers performance through communication with | Complaints resovied
employer and workers
FSM Explore potential job opportunities Onshore employment secured
i Promotion to potential employers (after review of pacific
Contruction sector/NZ migration visa -2019)
Follow-up on communication to pursue Japan (JITCO) & Taiwan
13. Fisheries Recruitment onshore employment opportunties Suitable candidates identify SLO/LO/ALO
Identify potential candidates in line with Sealord's criteria. Workers deployed on time
Workers Preparation Prompt communication
14. Seafarers Recruitment On going communication Suitable candidates identify
Identify potential candidates in line with Swire/Nordic criteria. Workers deployed on time SLO/LO/ALO
Workers Preparafion Prompt communication
2. EMPLOYMENT UNIT
Key Result ibilities Activities Officer Jan |Feb Mar Apr May Jun July Aug Sep Oct Nov Dec
1. RSE, SWP & PLS Recruitment Preparation
STEPS:

a) Pre selection process

b) Final Recruitments

c) Travel logistics (passports, medicals, visas etc)
d) Pre-departure briefing

e) Communication with workers on field

f) De-briefing with workers upon arrival

g) One-on One Interview

Criteria clarified for every nofification received

SLO, LOs, ALOs

Criteria clarified for every nofification received

SLOs, LOs

LOs/ALOs

LOs, ALOs

zero error & delay/errors and delays rectified

ALOs

Report on issues compiled for every de-brief

LOs/ALOs

LOs

2. PLS Data entry

i) Data entry - 1000s data to be entered

All data entered

ALO, Work attachees

ii) Data entry for new intake - 2nd round of recruitment All data entered ALOs

3. PLS 2nd round of recruitment
i) PLS 2nd round of intake SLO/LO David
ii) Allocate dates for English Testing & Announcements David/Anny
iy Names and English Testing dates put up at notice board Anny
iv)Arrange work-attachment program and English Training for Canidates

4. Work Ready Pool Preparation I

RSE and SWP English Training | LO/ALO and ESS

Fitness Testing

ALO and MWYSA (Sport division)

Cross-check of TB cases with DOT SLO/LO
Police/Character check for all RSE/SWP applicants LO/ALO
Pacific Labour Scheme English Test LO/ALO and ESS

Pre-interview (100 interviewees per month) SLO/LOs
Special English Training (skilled people with weak English) LO/ESS
Police and Character check for all PLS applicants LO/ALO

5. Development of Policies i) Development of "NO ALCOHOL POLICY" for all workers Policy created DoL/SLO
i) MEHR (EU) condition/contract for all workers before departure
and while on assignment:(e.qg. pre-selection, Affair Issues, Last
minute withdrawal of Offer, Early returns and incomplete
contracts, terminated workers) Policy created Dol/SLO
iii) Development of "Bond Agreement" for all workers before
departure Policy created Dol/SLO
i) Development of PLS taskforce to strengthen pre-screening

6.PLS Task force process and fast track preparations Task force established DoL/SLO/LO David
i) Task force meeting

7. Strengthening relationship to increase numbers with

existing and prospect Employers
i) Regular communication with existing employers - seeking strong relationship retained and issues addressed

- Strengthening relationships feedback on workers performance etc promptly SLO/LOs
- Marketing and feedback monitoring i) On-going communication with workers (team leaders) on field |Issues identified and addressed promptly LOs/ALOs

& sending of e-local news papers for motivational purposes
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iii) On site monitoring visit to strengthen relationship with

Employers and improve worker's performance Strong relationship and issues addressed promptly Dol/ALL
v) Leading new team (RSE, SWP and PLS new employer) to New group performed and acquired the techniques
coach the workers for the first 3-6 months to work fast SLO/LOs and ALOs
iv) On-going improvement of our processes to ensure workers
are of quality (Word of mouth) Robust process maintained DoL/ALL
vi) Communicating to potential employers within RSE, SWP and
PLS At least two new employers secured SLO/LOs
i) Arrange with ANZ Bank a monthly remittance from seasonal | Superannuation and remittances automatically
8. Seasonal & PLS Workers remittance and NAWPP workers remmitted on monthly basis SLO/LOs/ALOs
ii) To work with MFED on average remittance/revenues from
seasonal and NAWPP workers to reflect next year Revenues reflected in Gov't budget SLO/LOs
9. Customer Service i) To monitor and ensure that all EU related complaints/issues | Complaints settled within 3 days SLO
ii) To have spreadsheet/register of all EU related complaints that { Complaints register created ALL
10. Domestic Awareness Program
i) Awareness to Island Councils - Improving pre-selection at
Island Council level Awareness conducted/zero unresolved complaints SLO/LOs
ii) Radio Awareness Awareness conducted SLO/Los
11. Report to Island Councils i) Quarterly report to Island Councils Update reported LO
ii) Urgent reports if required Update reported SLO/LOs/ALOs
iii) Implementing MoU penaties Timely report and action SLOLO
12. RSE Website& Database entry i) Regularly updating website Updated website SLO/LOs
ii) Database entry and updating Updated and active database ALOs
13. Monitoring of RSE revolving funds i) Recovering of seasonal workers and NAWPP outstanding Outstanding are cleared SLO/ACC
ii) Changing of authorized signatory for MEHR RSE Account in
New Zealand Bank Authorized signatory updated SLO/ACC
iiiy Transfer of funds from RSE New Zealand Account to Gov't
Account Funds transferred SLO/ACC
iv) Request for increase of revolving fund Funds injected in Revolving fund DOL/SLO/ACC/IMFED
1) Assess performance of Liaison Officer according to workplan
14. Monitoring of activties for RSE Liaison Officer and signed contract Number of new workers/employers increased DOL/SLO
2) Review and settle payment of claim Claim settled promptly DOL/SLO
3) Promotional activity to potential employers (awaiting NZ policy
15. Marketing to new sectors-Construction review on pacific migration visa -2019) new employer secured DOL/SLO

3. WORK RELATIONS UNIT

Key Result Area/Responsibilities Activities/Action Responsible Officers Dec

Employers Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
Employees Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
Gov't Bodies Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
Gov't Employees Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
N . |Outer Islands & Xmass Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
;’y;g?aﬁ_!\éi;: :fr:sersiz’a(;?grfgl;aelﬁz :n\gvro;::;l;ps e Trade Union Cons.u\te.ation i Consultat?ons Conducted/Queries Addressed SLO&LO(1)
Regulations or Guidelines Employers Organization Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
Contracted Services Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
Recruiting Agencies Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
Council Bodies Consultation Consultations Conducted/Queries Addressed SLO&LO(1)
Ministry Website & Labour Laws Website is updated regularly LO (1) &ALO
Radio Awareness South Tarawa & Xmass Radio Awareness aired regularly for South Tarawa LO (1) &ALO
Private Companies Inspection Inspection Conducted according to Schedule SLO&LO(2)
Government Ministries Inspection Inspection Conducted according to Schedule SLO&LO(2)
Contracted Services Inspection Inspection Conducted according to Schedule SLO&LO(2)
Vessel Inspection Inspection Conducted on arrival SLO&LO(2)

2. Inspection in accords with Schedule Kava Bars & Night Club Inspection Inspection Conducted according to Schedule SLO&LO(2) According to Inspection Schedule
Record Numbers of Employees Employees Recorded SLO&LO(2)
Serve Demand Notice Demand Notice Served Registrar/SLO
Serve Spot Fines Spot Fines Served Registrar/SLO
Refer Business/Organization for Prosecution Businesses/Organizations Prosecuted Registrar/SLO
Adoption of Administrative Regulation Registrar/SLO
Adoption of EIRC regulation for Hazardous Works Registrar/SLO
. Adoption of EIRC regulations for Light Works Regulations Adopted Registrar/SLO
3-Labour Laws & Regulation review Adoption of a Guide to recruit Fishers & Seafarers Regislrar/SLO
Adoption of draft regulation for S.77 of EIRC Registrar/SLO
Amendment of Workmen Compensation Act, 1977 A i Bill Tabled Registrar/SLO
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4. Government on ILO ratified Conventions

Seafarers ID Document Conventon

of subseq Report on C105: (2018)

n of subsequent Report on C138: (2018)

of subseq Report on C182: (2018)

SLO&LO

SLO&LO

SLO&LO

Report to DWAB for C: &ILO G

ion of subsequent Report on MLC

SLO&LO

SLO&LO

4.0HS Technical Working Group

MHMS - accident and injury reporting

Consultation with technical member committee
convened

OSP/OHS Inspector

MELAD (ECD) - Housekeeping and Cleanness

Consultation with technical member committee
convened

OSP/OHS Inspector

MISE - Quality of buildings (Construction)

Consultation with technical member committee
convened

OSP/OHS Inspector

5.Enforcement and Compliance

Inspection of companies at TUC

Inspection done/ issues rectified promptly

OSP/OHS Inspector

Inspection of companies at BTC

Inspection done/ issues rectified promptly

OSP/OHS Inspector

Inspection of companies on Outer Islands

Inspection done/ issues rectified promptly

OSP/OHS Inspector

6.Data Entry/Database

Recording of OHS related Accident reported

Accident recorded

OSP/OHS Inspector

7. Inspection monitoring

Regular monitoring of inspection activities in line with schedule

Progress is on-track

osp

121 of 12:

1

ion of Report for Unratified Convention SLO&LO
Ratification of tripartism convention deposit of ratification with DG DOL/SL
Registration of new recruiting agencies No of R/agencies registered SLO&LO(2)
Reviewing of agencies prior license condition No of R/agencies reviewed SLO&LO(2)
Renewal of Licenses License renewed SLO&LO(2)
Annual MLC, 2006 Audit to Seafarers Agency All Recruiting Agencies audited SLO&LO(2)
ion of 1st Quarter report quarterly report submitted ALO
5. Monitoring of Recruiting Agencies of 2nd Quarter report quarterly report submitted ALO
ion of 3rd Quarter report quarterly report submitted ALO -
of 4th Quarter report quarterly report submitted ALO
Training of Recruiting Agencies on PDT conduct Training completed Registrar/SLO
Recruiting agencies to conduct PDT PDT completed LO (2) & ALO
Record of crews working with registered agencies Records updated ALO H
1st Quarter meeting meeting convened as scheduled Registrar/SLO/LO (1)
2nd Quarter meeting meeting convened as scheduled Registrar/SLO/LO (1)
6. Decent Work Advisory Board (DWAB) 3rd Quarter meeting meeting convened as scheduled Registrar/SLO/LO (1)
4th Quarter meeting meeting convened as scheduled Registrar/SLO/LO (1)
Record of Meetings to be documented Records updated Registrar/SLO/LO (1)
Registration of trade unions & employer organizations No of newly TU & EO registered LO(2) &ALO
ission of TU's audited account report to Registrar Alaccount LO (2) &ALO
7. Trade Union & Employers Organisation R Determination of inactive unions No of inactive TU identified LO(2) &ALO
Monitoring & Coordination of TU & EO priorities with ILO TU & EO priorities monitored LO (2) &ALO
Records of Registered Trade Unions & EO TU & EO recorded ALO
:]’:Ieaol::;gs tglfﬁl(lﬁﬁs;/e bargaining from ILO(subject to ILO's skilsknowledge boosted Al
Training on labour inspection(subject to ILO's priorities & .
8. Capacity Building funding% i (subi P skills/knowledge boosted Al
Training on Employment dispute (develop prodoc) skills/knowledge boosted Al
Training on Database skills/knowledge boosted All
Training on MLC, 2006 audit skills/knowledge boosted Al
" Determine relevant disputes Individual & Union Dispute settled Registrar/ LO (2
9.Employment Dispute Recording & update of%atabase Disgutes all recorded & updated. . LO (2 @
Ensuring di forms provided to relevant claimants All claims given di form and settled LO(2)
10. Banaba Phosphate Compensation Record claims given disclaimer forms Disclaimer forms recorded ALO
11, Workmen Compensafion Endorsgment of {\greed claim between Employer & Employee ReIeV§nt claims endorsed LO(1)
| Recording of accidents or death (work related) All claims recorded ALO
. . Receive Complaints from public Complaints addressed promptl LO(2
12. Complaints/Customer Service Recording of gomplaints : Comglaims recorded rerg’;ularrl’yy AL(O)
Key Result Area/Responsibilities Activities/Actions Indicator Responsible Officer Jan Feb Mar r M Jun Jul Aug | Sept Nov Dec
Private Companies/Employer A completed/queries addressed OHS P/OHSInspector
SOEs p queri OHS P/OHSInspector
1.0HS Awareness Government A completed/queries addressed OHS P/OHSInspector
Workers p queri OHS P/OHSInspector
Public completed/queries addressed OHS P/OHSInspector
Awareness workshop on OHS Act Al workshop convened OSHP
2.08H Awareness in Xmas Island Implementation of OHS Act and Regulations through Inspection | Awareness successfully conducted/ complaints
ol aron OSHP
(Government, SOE's, Private Companies) in Xmas Island settled promptly
Work with AG's office to finalized Regulations before approved
- N by HM Draft regulations finalized and approved osHP
3.Finalised OHS Regulations y —— - P
Consultation with committee members convened
Consult with DWAB Committee and Technical Ct before regulations approved by HM OSHP




Installation and deiver training on fire extinguishers operational

8. Fire Extinguisher Operational

to all Ministries including Kiritimati Island

Training conducted to all Gov't

OSP/OHS Inspector

9. Test and Tag Activity

[ of all Ministries wiring to make sure they are safe

Inspection to all Ministries

(OSP/OHS Inspector

10. Incorporation of OHS Act 2015 into Building Permit
Application form

To make sure that Fire extinguisher, Disability access,
Emergency exit and Evacuation plan should form part of the
Building Permit Application

OHS Act 2015

(OSP/OHS Inspector

11. Inspection Checklists and OHS Regulation

Working closely with MISE incorporate our Checklists with their
Inspection checklists

One of the tool for Govement Building Inspection

(OSP/OHS Inspector

12. Customer Service

Gri ) 5

Assist relevant customers and work accordingly on gri

(OSP/OHS Inspector

Work closely with Ministries/Private Business/
NGO's/Organisations to promote and encourage OHS
Committee

OHS Committee established within mentioned
Organisati

13. Establishment of OHS C«

OHS Inspector
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KIT Deputy Directors Work Plan 2019 1 YEAR TARGET
and Progress Reportin sune september November December
Task
PostER | No. Planned Activities Action Indicators 1Year Target 2 5|41 2 2 2|3
Bannau Tiiata VET Quality Framework, ASQA standards for RTOs 2015,
(DD Quality) Support Director to make sure that KIT meets all its | Pacific Quality Framework and other regulatory and Daily
1| Compliance in Teaching & Learning for quality compliance stawtory
Moodle, Training packages, TAS, teaching and learning
Work with staff to review, implement and comply | resources, attendance and summary results sheet, taff Daily
attendar li
To establish the quality team School Annually
2 KIT Quality Team To ensure effectiveness of the team to respective
Termly
areas
- To plan and carry out internal quality audit and "
3 Audits report to Executive on appropriate action Internal Audt report Annually
C , revi \TLC i
onduct review and update QTLC meeting KIT calendar, QTLC minutes, agendas Termly
4 schedule
T hat chs f i ke
Changa managament 0 ensure that changes of training packages are | Training package, TAS, DAS, School/Dept meeting Amuaky
5 trar ioned wel minutes, Lecturers PD plans
8 Risk tratesie: Proactively identify potentialrisks i drils Evacuation procedures Twice a vear
Surveys, M & E Review end of term (EOT) and end of course (EOC) | COTinUoUS Improvement log book and EOT/EOC survey Termly
° report
] surveys and updated according to
o Management of Course Advisory Committees &
10 KIT meeting with stakeholders | 7¢ in coniunction with MEHR CAC & ITAC meeting minutes Annually
" ) ; Students evidence, Peer moderation reports, RTO
41 |Recognition of Prior Learning (RPL) Coordination of moderation of and RPL |feedback Termly
) - Data analysis report, Y drive, School meeting minutes, )
12 |Management and reporting Management and reporting of student results | bowy AR Daiy
Quality and compliance information for staff and | Induction processes, course brochures, orientation Amalywice a year
13 | Staff and student cor and induction materials package v v
diti
- Audit I ly with the (201¢ Al
Quality documentations and makes recommendations to improve internal | it FEmplate to comply with the (2016) ASQA Au Termly
model, Complaints and Appeals, TAS documents
1 control, efficiency and
Oversight of: KIT inclusion and equity strategies, | Intake applications criteria, T&L textbooks and
Other roles as may be directed by Learning resource centre (Library), School of resources, School meeting minutes and Lecturers oai
Director General Studies, General studies-related short Position Descriptions, public short courses brochures, o
15 courses.
Rokobati Tearo Teaching & Learning policies and procedures,
(0D Teaching & | * Policies and Procedures review E files, ASQA for RTOs 2015 Annually
Learning Teaching and training delivery and 4
e Room Bookings ‘eaching and training delivery and assessment E-booking system Daily
2 room use
H t and professional
Human Resource uman resource management and professional |, 51onc, Gok templates Daily
a4 lecturers
s Innovation Innovation in training and assessment PD session deliveries, Teacher observation log/reports Termly
8 Outerisland delivery Flexible and outer island delivery Planning, Exec minutes, reports Annually
9 Trade testing  trade testing by KIT Reports Annually
f i l
w Students work placement Management of effective student work placements | o e g books Termly
1 apprentice reform Minutes Annually
Management of Teachers Return to Industry TRIP schedule, Industry or workplace meetings and
TRIP Termly
12 Program reports.
13 Chairing meetings Chair of QTLC and Graduation Committee QTLC and Graduation minutes Termly
Other roles as may be directed by |, . okt of: School of Business, Business-related | SPAs, School meeting minutes, Lecturers PD Daily
Director .
14 short courses and of KIT short courses
Taitai Teororo | 1 Policies and Procedures ini policies and procedures E files, ASQA standards for RTOs 2015 Annually
o : -
! Admin Management and oversight of KIT admin and | 0, 1o meeting minutes Daily
2 service
Management of faciltes staffincluding janitors,
Facilities management cleaning, security and grounds maintenance at | SPAs, log books Daily
a4 Betio and Bikenibeu campuses
™ tof staff and student transport and
Transport and vehicle use anagement of staff and student transport and. o books Daly
5 vehicle use
H t and professional
N PD of non-teaching staff uman resource managermen i:ﬂp ssion2l 1 pp plans, GoK templates Twice a year
ICT and
. ) ;
9 Y SUPPOTt | echnology support £ Dally
Efing Management of KT electronic and hard copy ilng Sally
10 d archi
. for i ion system and ;
1 3% data Edu-Point Daily
" Student  support ;\dmln Processess and Procedures, Institutes standards Termly
13 Marketing Institute marketing. Brochures, Annually
Other roles as may be directed by Budget, templates, recording systems Daily
Director Finance administration (budgeting, resources,
14 stationery and assets




DDSONH Tareti
loane Ruaia

1

Develop SONH Annual Workplan in line
the whole KIT Annual workplan and
endorse to Executive Director for
Ministry's endorsement.

Ensure annual workplan for Staff is set in place,

implemented, reviewed and evaluated at
designated timelines appropriately.

Assure 100% workplan achievement with quality
outcomes.

2 Weeks before Financial and
Operational Year commences and
ME fortnightly.

Develop SONH Academic calendars as
well timetables for each semester and
ensure they are i line with the KIT
Calendar and are achieved acordingly.

Ensure academic plans and timetables are

developed and implemented, monitored, reviewed

and evaluated at designated timelines by
designated staff.

Assure 100% academic plan and timetables
achievement with quality outcomes.

Same as above,

Revise and develop KIT SONH Annual
Budget in line with its operational
academic and organizational plans and
activities.

Ensure all activities are budgeted for and are
implemented at designatged timelines.

Assure 100% delivery and implementation of academic
and other operational goals, objectives and activities.

2 Weeks before Financial and
Operational Year commences.

4

Identify Professional Nursing and
Teaching Development needs of Staff
and ensure they are implemented and
achieved at designated timelines.

Ensure staff Professional development needs are

explored, documented, consulted and
implemented.

Assure and promote competency of Staj
and support staff competency in teaching and learning
as well as organizational operational or
administrational strategical operational plans, goals
and objectives.

Before beginning of the academic
year and every semester.

4

sign off and endorse to KIT Director
SONH Staff Appraisal System for Staff at
designated timelines.

Ensure Staff complies with dead lines of SPA

submission for performance assessment review

and analysis.

Assure Public Service Office requirements for SONH
Staff' work performance are reviewed to justify
increment, internal promotions and other rewarding
systems.

Atend and beginning at each
semester at designated timelines.

Spokeperson of School of Nursing
program curriculum contents towards
scaling up health workforce training,
towards mainstreaming and embedding
recommended WHO regional and
international health intervention
strategies.

Ensure the SONH training programs achieve WHO's

d

Assure wide-recognition of SONH training programs

recommended strategies through

from which d

This will ensure
the Health Sustainable at

national, regional and international levels.

Beginning of each semesters as
well throughout training
programs implementation

6|

Spokeperson for School of Nursing
programs aiming to achieve MoH Nursing
Service's demand for Nurse Practitioner’
recruitment, however, such proposed
Training will need to seek formal
approval from KIT Executive's approval to|
consider possibility of training to
commence in July, 2018.

Agreed with MoH Nursing Service Chair of Kiribati

Nursing Council to seek KIT Executive's approval to

collaborate with FNU to explore avenues for

possibility of pioneering FNU's Nurse Practitioner

program in the KIT SONH in July, 2018,

Ensure KIT Executive's approval is sought as earlier as
appropriate so that collaboration with FNU is
commenced as earlier as possible so that preparations
for FNU's Nurse Practitioner program could be
pioneered and commenced in the KIT SONH in July,

20;

Between beginning of March til
end of June.

7]

10

11]

Member of the KIT Executive Team.

Provide moderation and advise to SONH
Academic Team and SQTLC meetings.

Team Leader with MFAT, WINTEC &
James Cook University (JCU) Diploma
Nursing Curriculum Review Project with
Discussion and Scholarly debate in
Conference at James Cook University,
Caims. Key Theme is 'SDGs and Health
Education’. Other proposed Team
members from Kiribati include KIT
Director, Ministry SRO/ Minister and HOS
SONH.

Member of the South Pacific Chief
Nurses and Midwife Officers Alliance
(SPCNMOA) who i required to attend bi-
annual Conference and making a
Presentation to SPCNMOA Conference at
the Cook Islands sometime in October to
November, this year, 2018. Other
proposed Team members include HOS
SONH and Midwifery Program Co-
ordinator and Nurse Practitioner Program
Co-ordinator.

Ensure ongoing Year 1and Year 2
Students and Midwifery Students keep
up with ongoing and final academic
assessment requirements to verify their
eligibility to the next level

Ensure full participation to KIT Executive is
achieved.

Ensure full participation to SONH Academic Team

meetings, SQTLC and QTLC in key roles as
Moderator and Advisor.

Ensure the Wintec-JCU Project and the KIT School

of Nursing developed a refreshed and updated

curriculum that can achieve several of the SDGs in

Kiribati, in particular to SDGs #3 Good Health and
Wellbeing, #4 Quality Education, #11 Sustainable

Cities and Communities, #8 Decent work and
economic growth and #13 Climate Action.

Ensure SPCNMOA Goals and objectives are

relevant SDGs in particular Universal Health

Coverage and Better Health Outcomes for I-Kiribati

population

Follow up with HOS, AHOS and Lecturers all

students across all program have high compliance

with School Policies as well as all academic

assessment requirements for both theory and

clinical.

Assure 100% contribution to KIT Executive or

trategic and Operational Planning,
Implementation, Review and Evaluation and
Achievement.

Assure SONH Key Academic Roles and Functions
towards Nursing Education standards and KIT
Standards are achieved with quality outcomes.

Ensure wide-international recognition of Wintec-JCU
Nursing Curriculum review Project for KIT School of
Nursing, MEHR, Government of Kiribati to seek
avenues for international donor partnerships and links
towards investment in the project to achieve

rom this
of identified SDGs as well as wide economic and health
benefits for nursing graduates and communities at
national, regional or international levels they would
serve.

Ensure wide-international recognition of KIT School of
Nursing and WINTEC-ICU's Diploma Nursing
Curriculum Review Project by SPCNMOA and such

p links ions to get
more assistants on technical affiliation on
development of Bachelor Nursing and other post-
registration Nursing programs including Midwifery,
Nurse Practitioner, Public Health Nursing and other
specialised program in Nursing and Health Sciences in
line with demand of the Kiribati Health system.

Ensure progressed reports for all students are

filed as well as issues or repr
for those who are at high risk.

a fortnight

Oncein a fortnight, SQTLC takes
place at end of each semester and|
QTLC meetings.

July, actual dates TBC

October to November - TBC.

Once in a month

12|

Advocator for Nursing Graduation and
getting employment for every Nursing
Graduate by end of Year 3 Academic Plan
2018,

Ensure Year 3 Nursing Students complete and
achieve national registration

Ensure formal ongoing and final academic and

Registered Nurses (RN) and eligible for KIT SONH/.

Ministry Graduation.

Diploma Nursing
graduates meet national registration RN.

End of second semester.




Head of Schools Work Plan 2018 1 YEAR TARGET
and Progress Reporting January February March April May June July August October
Task Planned Activities
Post ER | No. Action Per dic 1VYearTarget |1|2|3 2(3|4 2|3 2|3 2|3 2|3 2|3 2|3 2|3
Mikaere . " 100% LLN policy implementation within
Tioro 1 |LLN Policy Implementation Enforce LLN School Daily
(Head of Delivery and assessment strategies All training and assessment meets ATQF
School of for all courses and/or regional quality frameworks; and is
Applied consistent with each course Training &
Technology Assessment (TAS). All Delivery and
) are up-to-dat
2 Follow quality requirements and reflect current practice. Termly
Validation and moderation Validation and peer moderation is
3 Conduct to all department completed within agreed schedules Termly
Equipment and resources are monitored
Equipment and resources and properly maintained to ATQF
4 Enforce asset management Weekly
. Based on organization strategic direction
Professional development N
N y N " and Lecturer professional needs, Lecturer
requirements of trainers (including .
Lecturers retum to indusry program) professional development plans are
5 Arrange placement for a return to industry veloped and i Twice a year
Manages securing the student work
Student Work Placement placement, employer agreement; and
6 Develop industry relationship monitoring placement and documentation. Termly
Member and participate in KIT Attendance at KIT Combined Schools
7 _|Combined Schools Work Group Schedule meetings Work Group and QTLC. Weekly
Membgr and panlg\pate n K,IT Qualty Completion of actions arising out of KIT
Teaching & Leaming Committee Combined Schools Work Group and QTLC
8 [(QTLC) Provide feedback and improvement P Monthly
Mentor KIT staff on quality and
compliance with the ATQF and/or KIT compliance with ATQF
9 |regional quality frameworks Check lecturers work to quaity requirement Termly
Ensure School based implementation
of key KIT policies and procedures Successful implementation of staff
relating to KIT compliance with the professional development activities
10 |AQTF and AQF Apply policies as required relating to quality, compliance and audit | Daily
Review and ensure the School hard
copy and electronic filing systems are o " .
functional and files retrievable for Check evidences in storage cabinet and e 100% KIT compliance with ATQF.
11 |audit purposes. copies on a shared drive Termly
Ma_nage_student, employer and staff Conduct CAC Competency and course completion Twice a year
12 |satisfaction surveys for the School monitored annually.
Manage and record School Satisfaction surveys are completed within
13 tinuous improvement activities. Fill in continuous improvement register time frames. Monthly
Assist DD Quality with planning and . "
14 |implementation of KIT external audits |Provide current information Contribute to KIT exteral audits Each Semeter
Oversight School peer moderation of Peer moderation of assi;si;r]?:ms are
15 assessments Sign off moderation report Termly
Actions within continuous improvement
Develop and implement continuous plans are completed within designated
16 |improvement plans arising from audits | Provide improvement findings at QTLC timeframes. Monthly
oversight of the School's compliance Assist DD with a review of the service
17 |with Training Agreements Ensure compliance across the school provided at the conclusion of the input Termly
lumea 1|Assist DDSONH in planning of Monioring of timetable delivery both for 100% compliance for all Lecturers in | Daily and
(Acting academic plans and ensuring that | theory and clinical plecement. following academic calendar and through-out all
Head of plans are implemented appropriately. delivery of timetables.
School and 2|Unit Lecturer in Nursing Theory and | Develop session plans, faciliate and guide | Assure 100% quality academic delivery | Daily during
Lecturer in Practice 4 in Semester 1to Year 3 |Year 3 and Year 2 Nursing Students' of prescribed hours being designated |theory blocks
Diploma Studentes and Nursing Theory and | learning at designated weeks in each for for each theory Unit at designated | ithin
Nursing Practice 3 to Year 2 Students in Semester. semesters and weeks. designated
program) Semeser 2. weeks for each
semester.
- " 5 —— - -
3|LLN Policy Implementation and Enforce LLN Policy during both theory and 10.0/:; LLN policy implementation Daily
enforcement . within School
clinical blocks.
4|Ensure that Lecturers complies with | Follow quality requirements during theory |All training and assessment meets Daily

timetable full delivery during
prescribed contacted hours.

and clinical blocks normal and spot checks
and follow ups.

Global Nursing Education standards,
ATQF and/or regional quality
frameworks; and is consistent with
each course Training & Assessment
(TAS). All Delivery and Assessment
Schedules are up-to-date and reflect
current practice.




w

Validation and moderation

Conduct to all department

At of

and peer
within agreed

Skill set or Unit
(Theory or
Clinical)
Assessment
within a
Semester

)

Manages equipment and resources

Enforce asset management

Equipment and resources are
monitored and properly maintained in
classrooms and skill labs to assure
100% quality classroom and clinical
lab sessions.

Weekly

~

Assist DDSONH in planning, delivery
and evaluation of Induction and
Professional development
requirements for Nursing Lecturers
and new Clinical Facilitators.

Arrange for mentorship program for new
Lecturers and buddy system for senior
Nursing Lecturers and Clinical Facilitators to
work with new Lecturers for theory and
clinic Units deliveries.

Based on organization strategic
direction and Lecturer professional
needs, Lecturer professional

and

From Beginning
and throughout
course of each

plans are
implemented.

P

©

Oversight to Nursing Student Clinical
Placement

Work together with AHOS to develop
clinical rosters for students s well as rosters
for clinical faciliators and lecturers' clinical

Manages securing the student work
placement, employer agreement;
ensuring preceptorship workshops for
clinical facilitators and lecturers take

From beginning
and throughout
course of each

supervision. Semester
place to improve and assure quality
clinical placement outcomes.
9| . ) . Provide current information Contribute to KIT and SONH internal | Weekly or as
Assist DDSON with planning and and external audits seen necessary
implementation, and revn?w of SONH throughout each
internal and external audits
semester
10| Oversight to SONHI peer moderation |Sign off moderation report and reporting | Peer moderation of assessments are | During
of assessments them to DDSONH and KIT QTLC. successfully completed and reported | processes of
to DDSONH and QTLC within theory Unit
i i assessments.
11Chair of SONH Academic Team Schedule, chair academic team meetings  |Ensuring fortnightly academic Fortnightly
meetings & SQTLC meetings. and report minutes to DDSONH. meetings happen at reqular basis with
the full attendance of full academic
team and DDSON as Moderator.
12| Assure quality outcomes of the Check evidences of session plans with all 100% teaching and student outcomes |Beginning of
academic delivery for Diploma Lecturers for all Theory Units readiness acoross all cohorts in line with ATQF | each semester.
cohorts. prior every Semester commences. And also |Standards. Continuous
ensuring all teaching and learning resources improvement
are uploaded on p-drive or Moodle for all happen every
students information. fortnightly
academic team
meeting.

-
w

Endorsement of SON's Students
academic results to Quality Teaching
& Learning Committee (QTLC)

Present academic results for nursing
students during QTLC for endorsement as
well as providing facilities and resources
requirements.

Completion of actions arising out of
KIT Combined Schools Work Group
and QTLC

Every end of
Semester or at
end of Semester
QTLC.

14| Ensure preper implementation of Apply policies as required Propoer and successful professional | Daily
SONH academic and conduct nursing clinical practice and
professional policies reflected in KIT discipinary outcomes are achieved on
Students Handbook and procedures parts of the nursing students.
relating to KIT compliance with SONH
and the AQTF and AQFstandards
15| Review and ensure the School hard | Check evidences in storage cabinet and e | 100% KIT compliance with ATQF. End of every
copy and electronic filing systems are | copies on a shared drive month

functional and files retrievable for
audit purposes.

-
o

Work with AHOS to manage all
clinical placements in designated
clinical placement areas including
health clinics in TUC, specific wards
in hospital and selected outer-islands.

Assist HOS to manage and conduct CAC
with Nursing Service counterparts during
Nursing Education Training Committee.

Assure 100% achivement of prescribed
clinical training for nursing students
across all programs: Diploma,
Midwifery and Nurse Practitioner.

Before every
clinical
placement take
place for each
cohort.

I
~

Assist DDSONH to manage and
record SONH continuous
improvement activities and plans from
SONH and KIT Audits.

Ensure team meeting minutes are recorded
for every ME activities mainly meetings and
Fill in continuous improvement register

surveys are
within designated time frames as well
meeting minutes and staff attendance
autdits in designatged shared drives/
repositories.

First week of
each month




18| Progress reporting to DDSONH on Ensure continous quality improvement of |Assure 100% quality outcomes of Daily or as seen
general agenda in particular to academic delivery and identified HR, ICT academic delivery of SONH programs  |appropriate
academic, resources, ICT and HR and resource issues on the spot are across all programs and cohorts.
issues. reported and professionally addressed.
19| Carry out other duties as directed by |Work in a team to help each other Willing to contribute to Daily or as seen
the DDSONH or KIT Director. organizational key objectives in |appropriate
collaborative manner.
20| Trainee in TAE. Required to complete TAE training this Ensure KIT requirements for March, Sem 1 -
semester. Lecturers to gain teaching TBC.
qualification at Australian
Vocational and academic levels
is achieved.
21|Member of South Pacific Required to attend the SPNF which runs in |Ensure wide-international October to
Nurses Forum (SPNF)who is parrallel with the DDSONH's conference at |recognition of KIT SONH and November -
required to give a presentation |the SPCNMOA in the Cook Islands. how development partners like |appropriate
on the KIT School of Nursing AusAID and MFAT and other date TBC.
Diploma Nursing program donors will invest in SONH's
indicating how the School goals, objectives and activities.
achieved the Goals of the last
South Paific Nurses Forum in
the KIT SONH'S Strategic and
Operational goals and
objectives,
lona . . 100% LLN policy implementation within
Ramuz 1 LLN Policy Implementation Enforce LLN School Daily
(Acting Delivery and assessment strategies All training and assessment meets ATQF
Head of for all courses andlor regional quality frameworks; and is
School) consistent with each course Training &
Assessment (TAS). All Delivery and
are up-to-dat
2 Follow quality requirements and reflect current practice. Termly
Validation and moderation Validation apd peer moderation is
3 Conduct to all department completed within agreed schedules Termly
i and are monil
Equipment and resources and properly maintained to ATQF
4 Enforce asset management standards. Weekly
. Based on organization strategic direction
Professional development 3
requirements of trainers (including and Legturer professional needs, Lecturer
Lecturers retum to indusry program) professional development plans are
5 Arrange placement for a return to industry |developed and i Twice a year
Manages securing the student work
Student Work Placement placement, employer agreement; and
6 Develop industry relationship and Termly
Member and participate in KIT Attendance at KIT Combined Schools
7 _|Combined Schools Work Group Schedule meetings Work Group and QTLC. Weekly
Memb_er and partcipate in K.IT Quality Completion of actions arising out of KIT
Teaching & Leaming Commitiee Combined Schools Work Group and QTLC
8 |(QTLC) Provide feedback and improvement Monthly
Mentor KIT staff on quality and
compliance with the ATQF and/or KIT compliance with ATQF
9 |regional quality frameworks Check lecturers work to quaity requirement Termly
Ensure School based implementation
of key KIT policies and procedures Successful implementation of staff
relating to KIT compliance with the professional development activities
10 |AQTF and AQF Apply policies as required relating to quality, compliance and audit | Daily
Review and ensure the School hard
copy and electronic filing systems are . .
fu:cytional and files re(rigvaile for Check evidences in storage cabinet and e 100% KIT compliance with ATQF.
11 |audit purposes. copies on a shared drive Termly
Ma.nage.studem, employer and staff Conduct CAC Competency and course completion Twice a year
| 12 |satisfaction surveys for the School monitored annually.
Manage and record School Satisfaction surveys are completed within
13 i improvement activities. | Fill in continuous improvement register i time frames. Monthly
Assist DD Quality with planning and .
| 14 |implementation 0¥KIT eiternal%udits Provide current information Contribute to KIT external audits Each Semeter
Oversight School peer moderation of Peer moderation of asse;i;r]?:ms are
15 assessments Sign off moderation report ) Termly
Actions within continuous improvement
Develop and implement continuous plans are completed within designated
16 |improvement plans arising from audits | Provide improvement findings at QTLC i Monthly
oversight of the School's compliance Assist DD with a review of the service
17 |with Training Agreements Ensure compliance across the school provided at the conclusion of the input Termly




HOS
(Tekeinang
Morimai)
Assistant
HOS
(Mwaake
Taburimai)

Teaching & Learning compliance

Management of Lecturers

Validation and moderation
Delivery strategies
Equipment and resources
PD

LLN Policy implementation

Public short courses in English

Teaching students according to their
educational needs, including the

appropriate setting and marking of work to -

be carried out by the students

Managing and monitoring individual
Lecturer professional development plans,
performance and attendance.

Mentor and co-faciliate validation and
moderation

Delivery and assessment strategies for all
courses

Order, manage and maintain resources
Plan Professional development
requirements of trainers

Establish strategies and best approaches
for implementation of LLN

Delivering suitable level of English course
relevant for interested members of the
public or other groups as required

100% LLN policy
implementation within School

All training and assessment meets
ATQF and/or regional quality frameworks;
and is consistent with each course
Training & Assessment (TAS). All
Delivery and Assessment Schedules are
up-to-date and reflect current practice.

Teaching & Learning templates

100% compliance with ATQF
Record and register, e-recording
system

SPAs, PD schedules
School meeting minutes & KITSA
meeting minutes

PS delivery schedule, EOC/EOT survey
forms

Termly

Daily
Termly
Daily
Termly

Annually

Termly




School of Applied Technology Lecturers Work Plan 2018 1YEAR TARGET
and Progress Reporting January February March April May June July August October
Task . .
Planned Activities Action I
Post ER No. Performance Indicators |1 Year Target 2|3 2|3 2|3 2|3 2|3 203lal1l2]3 2|3 2|3
Tabaeko Planning and delivery |Deliver effectively to Student numbers are
Kanitio of trade/automotive |objectives and retained in timetabled
1 |classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
2 and endorsed by QTLC | manner. Termly
Training in delivery Student numbers in
and assessment :
N classes are retained and
strategies to engage : :
an increase in successful
and promote student | New staff to engage completion rates.
3 |learning. with in house PDs P ) Termly
Development and
implementation of .
changes to the Increase in .
. trade/Automotive
Automotive N
N competency using
curriculum to reflect student benchmarks
continuous Update TAS to the new "
4 |improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Automotive |QTLC meetings and SLT
5 |studies. meetings review Termly
To maintain student Student Record
. Management System
records in N
" : provides for accurate
confidential and d timel lting of
timely manner. Carry out Moderations |and timely resulting of
6 and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual ~ |Report issues to Student |student consultation
7 |needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help  |objectives in
8 |of School. each other collaborative manner. Daily
Butonga Planning and delivery |Deliver effectively to Student numbers are
Maninraoi of trade/automotive |objectives and retained in timetabled
1 |classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
2 and endorsed by QTLC | manner. Termly
Zr:?i”:gge:sii:’tery Student numbers in
strategies to engage classes are retained and
9 929 an increase in successful
and promote student |New staff to engage completion rates
3 |learning. with in house PDs P i Termly
Development and
implementation of .
changes to the Increase in
: trade/Automotive
Automotive -
N competency using
curriculum to reflect student benchmarks
continuous Update TAS to the new -
4 |improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Automotive |QTLC meetings and SLT
5 |studies. meetings review Termly
To maintain student Student Record
. Management System
records in N
confidential and provides for accurate
timely manner Carry out Moderations |and timely resulting of
6 Y ) and Validation student results. Termly




Time is allocated for
student consultation
to meet individual

Report issues to Student

Timetable of staff clearly
indicates allocated
student consultation

needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help | objectives in
of School. each other collaborative manner. Daily
Kabiriera Planning and delivery |Deliver effectively to Student numbers are
Karibwana of trade/automotive |objectives and retained in timetabled
ng (Team classes expectation classes. Daily
leader) Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC |manner. Termly
Training in delivery Student numbers in
and assessment :
N classes are retained and
strategies to engage : :
an increase in successful
and promote student | New staff to engage y
N - completion rates.
learning. with in house PDs Termly
Development and
implementation of .
changes to the Increase in .
. trade/Automotive
Automotive N
Ny competency using
curriculum to reflect student benchmarks
continuous Update TAS to the new "
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Automotive | QTLC meetings and SLT
studies. meetings review Termly
To maintain student Student Record
- Management System
records in N
) - provides for accurate
confidential and derati N N
imely manner Carry out Moderations |and timely resulting of
| and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual ~ |Report issues to Student |student consultation
needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help  |objectives in
of School. each other collaborative manner. Daily
Obwaia Planning and delivery |Deliver effectively to Student numbers are
Mataro of trade/electrical objectives and retained in timetabled
classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC _|manner. Termly
Training in delivery Student numbers in
and assessment N
N classes are retained and
strategies to engage > y
an increase in successful
and promote student |New staff to engage N
" - completion rates.
learning. with in house PDs Termly
Development and
implementation of :
changes to the Increase in
N trade/Electrical compete
Electrical i
N ncy using student
curriculum to reflect benchmarks.
continuous Update TAS to the new .
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Electrical QTLC meetings and SLT
studies. meetings review Termly




To maintain student
records in
confidential and
timely manner.

Carry out Moderations

Student Record
Management System
provides for accurate
and timely resulting of

and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual ~ |Report issues to Student | student consultation
needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help | objectives in
of School. each other collaborative manner. Daily
Teangnga Planning and delivery |Deliver effectively to Student numbers are
ng of trade/electrical objectives and retained in timetabled
Barekiau classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC _|manner. Termly
Training in delivery Student numbers in
and assessment .
N classes are retained and
strategies to engage > .
an increase in successful
and promote student |New staff to engage ¢
" S completion rates.
learning. with in house PDs Termly
Development and
implementation of Increase in
changes to the trade/Electrical
Electrical competency usin:
curriculum to reflect stu dSm ber{chma?ks
continuous Update TAS to the new "
improvement. training package 1-Jan-18




To assist the Head
of School of Applied
Technology in
innovative and
creative program
development in
trade/Electrical stud

QTLC meetings and SLT

New initiatives
implemented

ies. meetings review Termly
A Student Record
To maintain student
- Management System
records in N
) N provides for accurate
confidential and derati N -
{imely manner. Carry out Moderations |and timely resulting of
. and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual  |Report issues to Student |student consultation
needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help | objectives in
of School. each other collaborative manner. Daily
Tarataake Planning and delivery |Deliver effectively to Student numbers are
Buibui of trade/electrical objectives and retained in timetabled
(Team classes expectation classes. Daily
leader) Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC _|manner. Termly
Training in delivery Student numbers in
and assessment :
N classes are retained and
strategies to engage N N
an increase in successful
and promote student |New staff to engage N
" . completion rates.
learning. with in house PDs Termly
Development and
implementation of Increase in
changes to the trade/Electrical compete
Electrical curriculum ncy using student
itrc;1 rfgsgtré:;:ltmuous Update TAS to the new benchmarks.
P! ) training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Electrical QTLC meetings and SLT
studies. meetings review Termly
To maintain student Student Record
- Management System
records in
confidential and provides for accurate
timely manner Carry out Moderations |and timely resulting of
Y ) and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual  |Report issues to Student |student consultation
needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help | objectives in
of School. each other collaborative manner. Daily
Mariteeta Planning and delivery |Deliver effectively to Student numbers are
Neemia of trade/automotive | objectives and retained in timetabled
classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC _|manner. Termly
Training in delivery Student numbers in
and assessment .
N classes are retained and
strategies to engage > .
an increase in successful
and promote student |New staff to engage N
" s completion rates.
learning. with in house PDs Termly




Development and
implementation of
changes to the

Increase in
trade/Carpentry compet

Electrical ency using student
curriculum to reflect benchmarks.
continuous Update TAS to the new -
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Carpentry stu |QTLC meetings and SLT
dies. meetings review Termly
To maintain student Student Record
records in Man_agemem System
confidential and . provides for accurate
timely manner. Carry out Moderations |and timely resulting of
| and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual ~ |Report issues to Student | student consultation
needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help | objectives in
of School. each other collaborative manner. Daily
laotite Planning and delivery |Deliver effectively to Student numbers are
Monite of trade/automotive | objectives and retained in timetabled
(Team classes expectation classes. Daily
leader) Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC |manner. Termly
-ara?jlr;ggegsiilr:’tery Student number_s in
strategies to engage cla_sses are (etalned and
and promote student | New staff to engage sgrlnnclgeﬁé:)sner;nt::ccessful
learning. with in house PDs P . Termly
Development and
implementation of
changes to the Increase in
Carpentry curriculu tradelC_arpentry compet
m to reflect ency using student
continuous Update TAS to the new |Penchmarks.
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Carpentry stu |QTLC meetings and SLT
dies. meetings review Termly
To maintain student Student Record
records in Man_a(;_:jerr;em Syste!m
provides for accurate
::iomnenlge;naliln:?d Carry out Moderations |and timely resulting of
. and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual ~ |Report issues to Student |student consultation
needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help | objectives in
of School. each other collaborative manner. Daily
Tetarae Planning and delivery |Deliver effectively to Student numbers are
Inatio of trade/automotive |objectives and retained in timetabled
(Team classes expectation classes. Daily
leader) Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC |manner. Termly




Training in delivery
and assessment
strategies to engage
and promote student

New staff to engage

Student numbers in
classes are retained and
an increase in successful
completion rates.

learning. with in house PDs Termly
Development and
implementation of .
Increase in
changes to the .
. trade/Plumbing compet
Carpentry curriculu .
ency using student
m fo reflect benchmarks.
continuous Update TAS to the new "
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Carpentry stu |QTLC meetings and SLT
dies. meetings review Termly
A Student Record
To maintain student
- Management System
records in N
) N provides for accurate
confidential and derati N -
{imely manner. Carry out Moderations |and timely resulting of
| and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual  |Report issues to Student |student consultation
needs. support officer time. weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in a team to help | objectives in
of School. each other collaborative manner. Daily
Taratobw Planning and delivery |Deliver effectively to Student numbers are
aJames of trade/automotive |objectives and retained in timetabled
classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC _|manner. Termly
;Tj”:ggelsnsdme;:’tery Student numbers in
strategies to engage classes are retained and
9 929 an increase in successful
and promote student | New staff to engage
. - completion rates.
learning. with in house PDs Termly
Development and
implementation of Increase in
changes to the
Carpentry curriculu trade/Plumbing
competency using
m to reflect student benchmarks
continuous Update TAS to the new g
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Carpentry stu |QTLC meetings and SLT
dies. meetings review Termly
To maintain student Student Record
. Management System
records in .
confidential and provides for accurate
timely manner Carry out Moderations |and timely resulting of
Y ) and Validation student results. Termly
Time is allocated for Timetable of staff clearly
student consultation indicates allocated
to meet individual ~ |Report issues to Student | student consultation
needs. support officer time. weekly

To carry out other
duties as directed by
the Director or Head
of School.

work in a team to help
each other

Willing to contribute to
organizational key
objectives in
collaborative manner.

Daily




School of Applied Technology Work Plan 2018 1 YEAR TARGET
and Progress Reporting January Februal March April May June July August October
Task| Planned Activities
Post ER | No. Action Performance Indicators |1 Year Target |1 |2 |3 2|3 2|3 2|3 2|3 2|3 2|3 2|3 2|3
Atanibweb Planning and delivery |Deliver effectively to Student numbers are
we Tauia of trade/automotive  |objectives and retained in timetabled
1 |classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
2 and endorsed by QTLC | manner. Termly
Training in delivery Student numbers in
and assessment ;
N classes are retained and
strategies to engage : .
... |an increase in successful
and promote student |New staff to engage with .
" N completion rates.
3 |learning. in house PDs Termly
Development and
implementation of .
Increase in
changes to the X .
h Business/Acounting
Accounting X
; competency using
curriculum to reflect student benchmarks
continuous Update TAS to the new .
4 |improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
Business/Accounti |QTLC meetings and SLT
5 |ng studies. meetings review Termly
To maintain student Student Record
. Management System
records in ¢
N X provides for accurate and
confidential and . X )
timely manner. Carry out Moderations  |timely resulting of student
6 ) and Validation results. Termly
Time is allocated _for Timetable of staff clearly
student consultation -
S . indicates allocated
to meet individual Report issues to Student A .
) student consultation time.
7 |needs. support officer weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work inateamto help |objectives in collaborative
8 |of School. each other manner. Daily
Mamere Planning and delivery |Deliver effectively to Student numbers are
Christophe of trade/automotive  |objectives and retained in timetabled
r 1 |classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed  |and updated in a timely
2 and endorsed by QTLC | manner. Termly
Training in delivery Student numbers in
and assessment ;
N classes are retained and
strategies to engage ; .
... |an increase in successful
and promote student |New staff to engage with N
. N completion rates.
3 |learning. in house PDs Termly
Development and
implementation of .
Increase in
changes to the : .
n Business/Acounting
Accounting X
; competency using
curriculum to reflect student benchmarks
continuous Update TAS to the new .
4 |improvement. training package 1-Jan-18




To assist the Head
of School of Applied
Technology in
innovative and
creative program
development in
Business/Accounti

QTLC meetings and SLT

New initiatives
implemented

ng studies. meetings review Termly
To maintain student Student Record
. Management System
records in N
N X provides for accurate and
confidential and . X .
timely manner. Carry out Moderations  |timely resulting of student
) and Validation results. Termly
Time is allocated _for Timetable of staff clearly
student consultation -
o B indicates allocated
to meet individual Report issues to Student A .
N student consultation time.
needs. support officer weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work in ateamto help |objectives in collaborative
of School. each other manner. Daily
Teburea Planning and delivery |Deliver effectively to Student numbers are
Maio of trade/electrical objectives and retained in timetabled
(Team classes expectation classes. Daily
Leader) Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC  |manner. Termly
Training in delivery Student numbers in
and assessment ;
N classes are retained and
strategies to engage ; .
... |an increase in successful
and promote student |New staff to engage with ;
. N completion rates.
learning. in house PDs Termly
Development and
implementation of .
changes to the Increase in
0 trade/Electrical compete
Electrical -
: ncy using student
curriculum to reflect benchmarks
continuous Update TAS to the new !
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in
innovative and New initiatives
creative program implemented
development in
trade/Electrical QTLC meetings and SLT
studies. meetings review Termly
To maintain student Student Record
. Management System
records in N
y X provides for accurate and
confidential and derati X )
timely manner. Carry out Moderations  |timely resulting of student
} and Validation results. Termly
Time is allocated _for Timetable of staff clearly
student consultation -
S . indicates allocated
to meet individual Report issues to Student . .
) student consultation time.
needs. support officer weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work inateamto help |objectives in collaborative
of School. each other manner. Daily
Tareere Planning and delivery |Deliver effectively to Student numbers are
Kaitara of trade/electrical objectives and retained in timetabled
(Team classes expectation classes. Daily




Leader)

Assess student work

Result to be completed

Course results are
provided to

administration personnel

and updated in a timely

and endorsed by QTLC |manner. Termly
Training in delivery Student numbers in
and assessment ;
N classes are retained and
strategies to engage ) .
-, |an increase in successful
and promote student |New staff to engage with )
X . completion rates.
learning. in house PDs Termly
Development and
implementation of
changes to the Increase in Business
Business competency using
curriculum to reflect student benchmarks.
continuous Update TAS to the new
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Techno_logy n New initiatives
innovative and .
y implemented
creative program
development in QTLC meetings and SLT
Busineess studies. |meetings review Termly
To maintain student Student Record
. Management System
records in ¢
N X provides for accurate and
confidential and . X .
timely manner. Carry out Moderations  |timely resulting of student
) and Validation results. Termly
Time is allocated _for Timetable of staff clearly
student consultation -
S B indicates allocated
to meet individual Report issues to Student A .
) student consultation time.
needs. support officer weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |workinateamto help |objectives in collaborative
of School. each other manner. Daily
Bairenga Planning and delivery |Deliver effectively to Student numbers are
Tiia of trade/electrical objectives and retained in timetabled
classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC | manner. Termly
Training in delivery Student numbers in
and assessment ;
N classes are retained and
strategies to engage ; .
... |an increase in successful
and promote student |New staff to engage with )
X N completion rates.
learning. in house PDs Termly
Development and
implementation of
changes to the Increase in Business
Business competency using
curriculum to reflect student benchmarks.
continuous Update TAS to the new
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in L
innovative and i’\r:fv;lelrr:giltggs
creative program P
development in QTLC meetings and SLT
Busineess studies. |meetings review Termly

To maintain student
records in
confidential and
timely manner.

Carry out Moderations
and Validation

Student Record
Management System

provides for accurate and
timely resulting of student

results.

Termly




Time is allocated for
student consultation
to meet individual

Report issues to Student

Timetable of staff clearly
indicates allocated
student consultation time.

needs. support officer weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work inateamto help |objectives in collaborative
of School. each other manner. Daily
Rigamoto Planning and delivery |Deliver effectively to Student numbers are
of trade/automotive |objectives and retained in timetabled
classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC | manner. Termly
Training in delivery Student numbers in
and assessment ;
N classes are retained and
strategies to engage : .
... |an increase in successful
and promote student |New staff to engage with .
" N completion rates.
learning. in house PDs Termly
Development and
implementation of .
Increase in
changes to the ICT .
. ICT competency using
curriculum to reflect student benchmarks
continuous Update TAS to the new .
improvement. training package 1-Jan-18
To assist the Head
of School of Applied
Technology in L
innovative and :\rfvre'rqgi?ggs
creative program P
development in QTLC meetings and SLT
ICT studies. meetings review Termly
To maintain student Student Record
N Management System
records in -
N X provides for accurate and
confidential and . X .
. Carry out Moderations  |timely resulting of student
timely manner. I
and Validation results. Termly
Time is allocated .for Timetable of staff clearly
student consultation indicates allocated
to meet individual Report issues to Student A
) student consultation time.
needs. support officer weekly
To carry out other Willing to contribute to
duties as directed by organizational key
the Director or Head |work inateamto help |objectives in collaborative
of School. each other manner. Daily
Kaewaua Planning and delivery |Deliver effectively to Student numbers are
Benikira of trade/automotive  |objectives and retained in timetabled
classes expectation classes. Daily
Course results are
provided to
Assess student work administration personnel
Result to be completed |and updated in a timely
and endorsed by QTLC |manner. Termly
Training in delivery Student numbers in
and assessment ;
N classes are retained and
strategies to engage - .
... |an increase in successful
and promote student |New staff to engage with ;
" N completion rates.
learning. in house PDs Termly
Development and
implementation of .
Increase in
changes to the ICT .
. ICT competency using
curriculum to reflect student benchmarks
continuous Update TAS to the new .
improvement. training package 1-Jan-18




To assist the Head
of School of Applied
Technology in
innovative and

New initiatives

R implemented
creative program
development in QTLC meetings and SLT
ICT studies. meetings review Termly
To maintain student Student Record
. Management System
records in ;
N X provides for accurate and
confidential and derati X )
timely manner. Carry out Moderations  |timely resulting of student
) and Validation results. Termly
Time is allocated _for Timetable of staff clearly
student consultation -
S . indicates allocated
to meet individual Report issues to Student . .
) student consultation time.
needs. support officer weekly

To carry out other
duties as directed by
the Director or Head
of School.

work in a team to help

each other

Willing to contribute to
organizational key

objectives in collaborative

manner.

Daily




School of General Studies (SoG) Lecturers Work Plan 2018 1 YEAR TARGET
and Progress Reporting ‘ January February March April May June July August October Nove
PostER sk N Planned Activities Action [ Performance Indicators |1 Year Target {1 23 4|1 23 4[1 23 4[1 234|123 4[1234[1234|1234[1234[1234)1234[1234
Teaching students according to their educational needs, Chec'k curriculum for unit
. . R X requirements, prepare
|nc|uc?||ng the approprla(e setting and materials and deliver Timely check the master This is done on a termly
marking of work carried out by the students ) .
lessons curriculum basis
Assessing, recording and reporting on the attendance, Keep records uptodate and
progress, development and attainment of students whilst |report to HOS any
keeping electronic records required student deemed at risk Timely check on Y-Drive Daily basis
Preparing and regularly updating teaching materials. browse through the resource populating. take place
Ensuring a high quality learning experience for students, |Prepare well and in advance Timely efficient for
which meets internal and external quality standards. for each class praparation Prior teaching
Ensuring that Literacy and Numeracy are part of the
teaching and learning
experience of students to prepare them for pathways into
further learning, training or employment Encourage use of English by Ongoing reminder to both
all students at all times staff and students At all times
Mwaake
Taburimai Using a variety of delivery methods, which will stimulate |Study curriculum for
(Acting HOS) learning appropriate to suggested teaching ideas,

student needs and demands of the syllabus.

Administering assessment of students and ensuring that
departmental and institutional procedures and policies
are complied with.

Marking and grading students work which enables you to
give written/verbal and diagnostic feedback, and to
complete records required for QTLC

Encouraging and modelling good practice with regard to
punctuality, behaviour, standards of work and
independent learning and the use of English in
communication.

research other sources or
ask colleagues for assistance
procedures and policies,
before administering the
asessment tools.

Mark ASAP, give feedabck ,
participate in moderation
then complete records for
QrLc

Arrive early to class,
communicate in English
and counsel students when

necessary

Weekly meet for Team
building - Teaching

Timely efficient for
Assessment

Timely work on marking,
marks recording for QTLC

Timely and efficient action
on task

Weekly or when required

Every time before
assessment is conducted

Termly

Daily basis

Beeta Taabua

Teaching students according to their vocationalneeds,
including the appropriate setting and
marking of work carried out by the students

Assessing, recording and reporting on the attendance,
progress, development and attainment of students whilst
keeping electronic records required

Preparing and regularly updating teaching materials.

Ensuring a high quality learning experience for students,
which meets internal and external quality standards.

Ensuring that Literacy and Numeracy are part of the
teaching and learning

experience of students to prepare them for pathways into
further learning, training or employment

Using a variety of delivery methods, which will stimulate
learning appropriate to
student needs and demands of the syllabus.

Administering assessment of students and ensuring that
departmental and institutional procedures and policies
are complied with.

Marking and grading students work which enables you to
give written/verbal and diagnostic feedback, and to
complete records required for QTLC

Encouraging and modeling+ good practice with regard to
punctuality, behaviour, standards of work and
independent learning and the use of English in
communication.

Check curriculum for unit
requirements, prepare
materials and deliver
lessons

Keep records uptodate and
report to HOS any

student deemed at risk
Surf the internet for ideas,
browse through the
available resource
materials, share materials
Prepare well and in advance
for each class

Encourage use of English by
all students at all times

Study curriculum for
suggested teaching ideas,
research other sources or
ask colleagues for assistance
Study assessement
procedures and policies,
before administering the
asessment tools.

Mark ASAP, give feedabck,
participate in moderation
then complete records for
QT

Arrive early to class,
communicate in English
and counsel students when
necessary

Timely check the master
curriculum

Timely check on Y-Drive

Ongoing research for
resource populating.
Timely efficient for
praparation

Ongoing reminder to both
staff and students

Weekly meet for Team
building - Teaching

Timely efficient for
Assessment

Timely work on marking,
marks recording for QTLC

Timely and efficient action
on task

This is done on a termly
basis

Daily basis

Every time before classes

take place

Prior teaching

At all times

Weekly or when required

Every time before

assessment is conducted

Termly

Daily basis




Delivering suitable level of English course relevant for
interested members of the public as required

Georgina
Worru

Teaching students according to their vocationalneeds,
including the appropriate setting and
marking of work carried out by the students

Assessing, recording and reporting on the attendance,
progress, development and attainment of students whilst
keeping electronic records required

Preparing and regularly updating teaching materials.

Ensuring a high quality learning experience for students,
which meets internal and external quality standards.
Ensuring that Literacy and Numeracy are part of the
teaching and learning

experience of students to prepare them for pathways into
further learning, training or employment

Using a variety of delivery methods, which will stimulate
learning appropriate to
student needs and demands of the syllabus.

Administering assessment of students and ensuring that
departmental and institutional procedures and policies
are complied with.

Marking and grading students work which enables you to
give written/verbal and diagnostic feedback, and to
complete records required for QTLC

Encouraging and modeling+ good practice with regard to
punctuality, behaviour, standards of work and
independent learning and the use of English in
communication.

Delivering suitable level of English course relevant for
interested members of the public as required

Check curriculum for unit
requirements, prepare
materials and deliver
lessons

Keep records uptodate and
report to HOS any

student deemed at risk
Surf the internet for ideas,
browse through the
available resource
materials, share materials
Prepare well and in advance
for each class

Encourage use of English by
all students at all times

Study curriculum for
suggested teaching ideas,
research other sources or
ask colleagues for assistance
Study assessement
procedures and policies,
before administering the
asessment tools.

Mark ASAP, give feedabck ,
participate in moderation
then complete records for
QrLc

Arrive early to class,
communicate in English
and counsel students when
necessary

Timely check the master
curriculum

Timely check on Y-Drive

Ongoing research for
resource populating.
Timely efficient for
praparation

Ongoing reminder to both

staff and students

Weekly meet for Team

building - Teaching

Timely efficient for
Assessment

Timely work on marking,
marks recording for QTLC

Timely and efficient action
on task

This is done on a termly
basis

Daily basis

Every time before classes

take place

Prior teaching

At all times

Weekly or when required

Every time before
is

Termly

Daily basis

Karina laoniba

Teaching students according to their vocationalneeds,
including the appropriate setting and
marking of work carried out by the students

Assessing, recording and reporting on the attendance,
progress, development and attainment of students whilst
keeping electronic records required

Preparing and regularly updating teaching materials.

Ensuring a high quality learning experience for students,
which meets internal and external quality standards.

Ensuring that Literacy and Numeracy are part of the
teaching and learning

experience of students to prepare them for pathways into
further learning, training or employment

Using a variety of delivery methods, which will stimulate
learning appropriate to
student needs and demands of the syllabus.

Administering assessment of students and ensuring that
departmental and institutional procedures and policies
are complied with.

Marking and grading students work which enables you to
give written/verbal and diagnostic feedback, and to
complete records required for QTLC

Check curriculum for unit
requirements, prepare
materials and deliver
lessons

Keep records uptodate and
report to HOS any

student deemed at risk
Surf the internet for ideas,
browse through the
available resource
materials, share materials
Prepare well and in advance
for each class

Encourage use of English by
all students at all times

Study curriculum for
suggested teaching ideas,
research other sources or
ask colleagues for assistance
Study assessement
procedures and policies,
before administering the
asessment tools.

Mark ASAP, give feedabck ,
participate in moderation
then complete records for
QTLc

Timely check the master
curriculum

Timely check on Y-Drive

Ongoing research for
resource populating.
Timely efficient for
praparation

Ongoing reminder to both
staff and students

Weekly meet for Team
building - Teaching

Timely efficient for
Assessment

Timely work on marking,
marks recording for QTLC

This is done on a termly
basis

Daily basis

Every time before classes

take place

Prior teaching

At all times

Weekly or when required

Every time before
assessment is conducted

Termly




Encouraging and modeling+ good practice with regard to
punctuality, behaviour, standards of work and
independent learning and the use of English in
communication.

Delivering suitable level of English course relevant for
interested members of the public as required

Arrive early to class,
communicate in English
and counsel students when
necessary

Timely and efficient action
on task

Daily basis

Conduct sub-QTLC meetings

Teaching students according to their vocationalneeds,
including the appropriate setting and
marking of work carried out by the students

Assessing, recording and reporting on the attendance,
progress, development and attainment of students whilst
keeping electronic records required

Preparing and regularly updating teaching materials.

Ensuring a high quality learning experience for students,

which meets internal and external quality standards.
Ensuring that Literacy and Numeracy are part ot the

tanrhing And laarninn

Using a variety of delivery methods, which will stimulate
learning appropriate to

Check curriculum for unit
requirements, prepare
materials and deliver
lessons

Keep records uptodate and
report to HOS any

student deemed at risk
Surf the internet for ideas,
browse through the
available resource
materials, share materials
Prepare well and in advance
for each class

all students at all times

Study curriculum for
suggested teaching ideas,

Timely check the master
curriculum

Timely check on Y-Drive

Ongoing research for
resource populating.
Timely efficient for

praparation

staff and students

This is done on a termly
basis

Daily basis

Every time before classes
take place

Prior teaching

At all times

Teutibita student needs and demands of the syllabus. research other sourcesor  Weekly meet for Team
Nemta ask colleagues for assistance building - Teaching Weekly or when required
o N Study assessement
Administering asse.ssm.ent. of students and ensurlng t.hat procedures and policies,
departme.ntal ar\d institutional procedures and policies before administering the Timely efficient for Every time before
are complied with. asessment tools. Assessment is
Marking and grading students work which enables you to Mar?( .ASAP,.gwe feedapck ’
give written/verbal and diagnostic feedback, and to participate in moderation . .
. then complete records for ~ Timely work on marking,
complete records required for QTLC QrLc marks recording for QTLC Termly
Encouraging and modeling+ good practice with regard to Arrive early to class,
punctuality, behaviour, standards of work and communicate in English
independent learning and the use of English in and counsel students when Timely and efficient action
communication. necessary on task Daily basis
Delivering suitable level of English course relevant for
interested members of the public as required
Y-drive for students must be
updated in shared drive Daily updates of student
1 |Student roll call - call and record (intranet) attendance to be ¢ i each day
Attend class regularly and to| Weekly updates of session
2 |Plan course lesson/session and present as per til bl be prepared plan/comply with timetable
Student roll call - call and record— missing students Monitoring Students
3 |inform Team Leader attendance On a daily basis
Assessment papers should
be ready to be printed and |Student to be informed in
a4 and peer moderation mark/validate to mark the first week (Orientation)
Conducting RPL to new
students and to submit it to
5 |Coordinate RPL evidence to TL TL First week
Checking Room setting and
student to be presented in  |Before Classs and after using
6 |Ensure work safety within the department good health condition the classroom
Maintaining and enforcing
KIT Procedures/Policies to
7 |Overseer students and comply to KIT Procedures/Policies |students On a daily basis
Planning and Organising One month before the actual
8 |Attend in meetings. Eg. CAC, IRG, Staff and school CAC, IRG, Staff and School  |time
Maintain and to update
moodle stuff for Community|
9 |Check Moodle stuff are updated, current Services (Training Packages |Every week
Adherence with student
performances to ensure
Lecturer 1 that they all sit their
Turiataake Responsible for student performance and report any assessment and to report
Kevin 10 |issues to TL. any issues if arises On a daily basis




11

Deliver duty of care at all times to peers and students —

Primary roles is to take
subtiantial care for our
students

During class and working
hours

12

Work in Collaboration with different areas within KIT

Building good relationship
would bring more trust and
respects in working
together with great team
spirit

Working hours

13

Attend all Activities and functions organised related with
Community Service.

Monitoring and Evaluation
should be carried out for
the end of terms

Term breaks

14

Be role models to students

Maintaining Pr

On a daily basis

15

Attend TRIP/LRIP to stay current and updates with
Industry skills

Making appointments
should be booked in
advance as part of workplan
for 2018

Depend on the workplan
2018

16

Accountable for school facilities used by Community
Service

Looking after school
facilities/house keeping and
to report any matters

il diately to

Everyday especially during
working hours

17

Supervise students during work placement

Organising and booking in
advance to reserve the
places for our students in
different organisations

August/Sept two months
earlier

18

Attend all required PD

To be present in all required
PD

Depend on KIT Calender 2018

Lecturer 2
Natuteka Allan
(Team Leader)

Y-drive for students must be
updated in shared drive

Daily updates of student

1 |Studentroll call - call and record (intranet) attendance to be completed each day
Attend class regularly and to| Weekly updates of session
2 |Plan course lesson/session and present as per ti bl be prepared plan/comply with timetable
Student roll call - call and record— missing students Monitoring Students
3 |inform Team Leader attendance On a daily basis
Assessment papers should
be ready to be printed and |Student to be informed in
4 and peer moderation mark/validate to mark the first week (Orientation)
Conducting RPL to new
students and to submit it to
5 |Coordinate RPL evidence to TL L First week
Checking Room setting and
student to be presented in |Before Classs and after using
6 |Ensure work safety within the department good health condition the classroom
Maintaining and enforcing
KIT Procedures/Policies to
7 |Overseer students and comply to KIT Procedures/Policies |students On a daily basis
Planning and Organising One month before the actual
8 |Attend in meetings. Eg. CAC, IRG, Staff and school CAC, IRG, Staff and School |time
Maintain and to update
moodle stuff for Community]|
9 |Check Moodle stuff are updated, current Services (Training Packages |Every week
Adherence with student
performances to ensure
that they all sit their
Responsible for student performance and report any assessment and to report
10 |issues to TL. any issues if arises On a daily basis
Primary roles is to take
subtiantial care for our During class and working
11 |Deliver duty of care at all times to peers and students— |students hours
Building good relationship
would bring more trust and
respects in working
together with great team
12 |Work in Collaboration with different areas within KIT spirit Working hours
Monitoring and Evaluation
Attend all Activities and functions organised related with |should be carried out for
13 |C ity Service. the end of terms Term breaks
14 |Be role models to students Maintaining Pr On a daily basis
Making appointments
should be booked in
Attend TRIP/LRIP to stay current and updates with advance as part of workplan [ Depend on the workplan
15 |Industry skills for 2018 2018




Looking after school
facilities/house keeping and
Accountable for school facilities used by Community to report any matters Everyday especially during
16 |Service il i y to working hours
Organising and booking in
advance to reserve the
places for our students in August/Sept two months
17 |Supervise students during work placement different organisations earlier
To be present in all required
18 |Attend all required PD PD Depend on KIT Calender 2018




School of Nursing and Health Lecturers Workplan 2018

and Progress Reporting

1 YEAR TARGET
January February March April May June July August October | November | Decemb
Task|Planned Activities Action Performance Indicators 1 Year Target
Post ER No.
1(2|3 1(2|3|4 2|3 2|3 2|3 2|3 2|3 2|3 2|3 1|2(3[|4|1]|2|3
Monica Tarabo 1| Co-odinator and Co-Lecturer of Continuously monitor Assure 100% academic and Daily and
Thomas (Team Midwifery program. Midwifery 6-months clinical assessment requirements are |throughout 6
Leader) and internship program is carried achieved. months
Midwifery Co- out effectively and efficiently. internship
ordinator and program.
Co-Lecturer. 2| Co-Lecturer in 2 Normal Obstetric | Develop session plans, facilitate | Assure 100% academic and Daily
Units for Year 2 Students for and guide Year Year 2 Nursing |assessment requirements for |throughout
Semester 1 and Semester 2. Students' learning in Normal | Year 2 Studens in Obstetric each
Obstetric Unit in Semester 1 Units for both semesters Semester.
and Abnormal Obstetric Unit in |respectively are achieved.
semester 2 respectively during
designated theory weeks.
3| Assist DDSONH and HOS in Continuously monitoring of 100% compliance for all Daily and
planning of academic plans and timetable delivery both for Lecturers in following academic |throughout all
ensuring that plans are theory and clinical plecement in| calendar and delivery of semesters.
implemented appropriately. Midwifery as well as in Diploma timetables.
programs.
4|LLN Policy Implementation and Enforce LLN Policy during both [100% LLN policy implementation | Daily
enforcement theory and clinical blocks. within School
5| Assist HOS to ensure that Lecturers| Follow quality requirements All training and assessment Daily

complies with timetable full delivery
during prescribed contacted hours.

during theory and clinical
blocks normal and spot checks
and follow ups.

meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Validation and moderation

Arrange for validation and
moderation at end of
assessment of designated
Midwifery and Diploma
Obstetric Units.

Validation and peer moderation
is completed within agreed
schedules

At completion
of Skill set or
Unit (Theory or
Clinical)
Assessment
within a
Semester

7|Assist DDSONH with HOS in Arrange for mentorship Based on organization strategic | From
planning, delivery and evaluation of | program for new Lecturers and | direction and Lecturer Beginning and
Induction and Professional buddy system for senior professional needs, Lecturer throughout
development requirements for Nursing Lecturers and Clinical | Professional development plans |course of each
nursing lecturers and new clinical | Facilitators to work with new | are developed and implemented. | samester
facilitators. Lecturers for clinical
8|In Charge of Nursing Student Work together with HOS to Manages securing the student  |From
Clinical Placement develop clinical rosters for work placement, employer beginning and
students s well as rosters for | agreement; ensuring throughout
clinical faciliators and lecturers'|Preceptorship workshops for course of each
clinical supervision. clinical facilitators and lecturers | o oster

take place to improve and assure
quality clinical placement
outcomes.




Responsible for peer moderation of
Midwifery Units and Diploma,
Obstetric Unit assessments

Work together with HOS and
academic pool in Midwifery
and Diploma, Obstetric Unit to
complete Sign off academic
moderation report and
submitting them on designated
timelines to HOS before SQTLC.

Peer moderation of assessments
are successfully completed and
reported to DDSONH and QTLC
within designated timeframes.

During
processes of
theory Unit
assessments in
each semester.

10| Co-chair of SONH Academic Team |Schedule, chair academic team |Ensuring fortnightly academic  |Fortnightly
meetings & SQTLC meetings when |meetings and report minutes to | meetings at reqular basis with
HOS is on leave or on duty travel. |DDSONH. the full attendance of all
Lecturers.
11|Assure quality outcomes of the Check evidences of session 100% teaching and student Beginning of
academic delivery for Diploma and |plans with all Lecturers for all |outcomes acoross all cohorts in |each semester.
Midwifery cohorts. Theory Units readiness prior | line with ATQF standards. Continuous
every Semester commences. improvement
And also ensuring all teaching happen every
and learning resources are fortnightly
uploaded on p-drive or Moodle academic team|
for all students information. meeting.
12|Endorsement of SON's Students | Present academic results for Completion of actions arising Every end of

academic results to Quality

nursing students during QTLC

out of KIT Combined Schools

Semester or at

Teaching & Learning Committee | for endorsement as well as Work Group and QTLC end of
(QTLC) providing facilities and Semester
resources requirements. QTLC.

13| Ensure proper implementation of | Apply policies as required to Propoer and successful Daily
SONH academic and conduct students. professional nursing clinical
professional policies reflected in practice and discipinary
KIT Students Handbook and outcomes are achieved on parts
procedures relating to KIT of the nursing students.
compliance with SONH and the
AQTF and AQFstandards.

14| Review and ensure the School Check evidences in storage 100% KIT compliance with End of every
hard copy and electronic filing cabinet and e copies on a ATQF. month

systems are functional and files
retrievable for audit purposes.

shared drive

-

5]

Work with HOS to manage all
clinical placements in designated
clinical placement areas including
health clinics in TUC, specific
wards in hospital and selected outer:
islands.

Assist HOS to manage and
conduct CAC with Nursing
Service counterparts during
Nursing Education Training
Committee.

Assure 100% achivement of
prescribed clinical training for
nursing students across all
programs: Diploma, Midwifery
and Nurse Practitioner.

Before every
clinical
placement
take place for
each cohort.

=
o

Trainee in TAE.

Required to complete TAE
training this semester.

Ensure KIT requirements
for Lecturers to gain
teaching qualification at
Australian Vocational and
academic levels is
achieved.

March, Sem 1 -
TBC.

-
~

Assist HOS to manage and record

Assist HOS in ensuring minutes

Satisfaction surveys are

First week of

SONH continuous improvement are recorded for every ME completed within designated each month
activities and plans from SONH and | activities mainly for team time frames as well meeting
KIT Audits. meetings and Fill in continuous |Minutes and staff attendance
improvement register au_{d:fs in des':gn_atged shared
drives/ repositories.
18| To carry out other duties as |Work in a team to help each Willing to contribute to Daily

directed by the Head of
School.

other

organizational key
objectives in collaborative
manner.




19| Member of South Pacific Required also to attend the Ensure wide-international |October to
Nurses Forum (SPNF) who  |SPNF which runs in parrallel recognition of KIT SONH  |November -
is required to give a with the DDSONH's conference |and how development appropriate
presentation on the KIT at the SPCNMOA in the Cook partners like AusAID and  |date TBC.
School of Nursing Midwifery ||gands. MFAT and other donors
program indicating how the will invest in SONH's
School achieved the Goals of goals, objectives and
the last South Paific Nurses activities towards
Forum in the KIT SONH'S achievement of SPCNMOA
Strategic and Operational and SPNF's goals and
goals and objectives, objectives for the next two
years at the next bi-annual
meeting in which KIT
SONH's senior academic
Team could also attend.
Lecturer 1|SONH Intranet Moodle Updated moodle contents and |Assure 100% currency of Daily and
Thomas Administrator for both SONH. assist Lecturers to current moodle to ensure session throughout
Anterea, course files to ensure session plans and all recommended each Semester
Lecturer in plans and teaching and learning |teaching and learning for each Unit
Diploma resources are uploaded. resources are uploaded for delivery.
Nursing students' learning resources.
program. 2|Lecturer in Child Health Nursing, | Develop session plans, faciliate, |Assure 100% academic and Daily and
Co-facilitator in IMCI Training for  |guide and assess Year 2 assessment requirements for | throughout

Year 2 Students.

Nursing Students' learning in
Child Health Nursing Unit in

Child Health and IMCI Training
for Year 2 Students are

each Semester
for each Unit

Semester 1 and IMCI Training | achieved. delivery.
to Year 2 Students in semester
2 respectively during
designated theory weeks.
3|Lecturerr in Mental Health Nursing | Develop session plans, faciliate |Assure 100% academic and Daily
to Year 2 Students in Semester 2. |and guide and assess Year 2 assessment requirements for | throughout

Nursing Students' learning in
Mental Health Nursing Unit in
Semester 2.

Year 2 Students in Mental
Health Nursing in semester
two is achieved.

each Semester.

4| Co-facilitator in 11-day IMCI
Training to 39 Diploma Year 3
Nursing Students, 15 Midwifery
Students and 4 Lecturers in
Semester 1.

Conduct 11-days IMCI Training
to participants to promote safe
clinical practice in child health
nursing for students and
lecturers.

Promote safe preparation of
future health workforce to
promote good health
indicators for child health
nursing and child clinical
nursing practice in Kiribati.

Week 5-8,
Semester 1.

(1)

Co-facilitator in 4-Days Facilitator

Conduct 4-day Facilitator

Same as above as well build the

Week 2 or 3 of

Training Workshop to 12 IMCI Training Workshop to develop |whole school capacity and December.
Lecturers and Principal Nursing Professional Development to | nUrsing service capacity to
Officers from MoH who will be more Lecturers to facilitate maintain quality of IMCI Training
trained into IMCI Facilitators. future IMCI Training to future | and services to improve child
nursing students and nurses. health mdn::ators ma!nl}f to
prevent child mortality in
Kiribati.
6|LLN Policy Implementation and Enforce LLN Policy during both |100% LLN policy implementation | Daily
enforcement theory and clinical blocks. within School
7| Complies with timetable full delivery| Follow quality requirements All training and assessment Daily

during prescribed contacted hours.

during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

8| Validation and moderation

Arrange for validation and
moderation at end of
assessment of designated
Midwifery and Diploma
Obstetric Units.

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit
(Theory or
Clinical)
Assessment
within a
Semester




Responsible for peer moderation of
designated Units: Child Health,
IMCI and Mental Health Nursing
assessments

Work together with HOS to
complete Sign off academic
moderation report and
submitting them on designated
timelines to HOS before SQTLC.

Peer moderation of assessments
are successfully completed and
submitted to HOS before
SQTLC.

During
processes of
theory Unit
assessments in
each semester.

Member of SONH Academic Team
meetings & SQTLC meetings.

Full participates in scheduled
SONH's normal, academic team
meetings, SQTLC and other
urgent team meetings.

Ensuring 100% participation to
morning, normal and general
team and fortnightly academic
meetings at designated
timelines.

Daily,
Fortnightly or
as seen
foreseeable
and necessary.

11| Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diploma and | plans for designated Units have |student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded | Units in line with SONH and Continuous
as well teaching and learning |ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly
academic team
meeting.
12| Ensure proper implementation of | Apply policies as required to Proper and successful Daily
SONH academic and conduct students. professional nursing clinical
professional policies reflected in practice and discipinary
KIT Students Handbook and outcomes are achieved on parts
procedures relating to KIT of the nursing students.

compliance with SONH and the
AQTF and AQFstandards.

Assist HOS and AHOS to manage
and record SONH continuous
improvement activities and plans
from SONH and KIT Audits.

Assist HOS in ensuring minutes
are recorded for every ME
activities mainly for team
meetings and Fill in continuous
improvement register

Satisfaction surveys are
completed within designated
time frames as well meeting
minutes and staff attendance
autdits in designated shared
drives/ repositories.

First week of
each month

Maintain student records
confidentially within timely
manner related to attendance
and contributions to class
sessions.

Carry out Moderations and
Validation

Assure 100% quality and
availability of accurate and
timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

Daily throught
each semester.

Continue implement risk
management strategies to
address at risk students for
both theory and clinical.

Report issues to Student
support officer and later to HOS
and DDSONH for disciplinary
actions if seen no
improvements identified.

Assure 100% compliance
of students to required
professional nursing and
academic and standards in
line with SONH/ KIT
Student Policies.

Daily and
throughout
each Semester
for theory and
clinical blocks.

12| Trainee in TAE. Required to complete TAE Ensure KIT requirements March, Sem 1 -
training this semester. for Lecturers to gain TBC.

teaching qualification at
Australian Vocational and
academic levels is
achieved.

16| To carry out other duties as  |Work in a team to help each Assure 100% Daily

directed by the HOS, other organizational teamwork  |throughout

DDSONH or KIT Director.

towards KIT organizational
strategic objective
achievements.

each semester.




Lecturer Tatiku
Okitawa
Kabuati,
Lecturer in
Diploma
Nursing
program.

1

S

Lecturer in Medical Surgical
Nursing, Level 3 to Year 3 Nursing
Students in Semester 1 and Co-
Lecturer in Registered Nursing

Develop session plans, faciliate,
guide and assess Year 3
Nursing Students' learning in
MSN3 in Semester 1 and

Assure 100% academic and
assessment quality
requirements for MSN3 and
RNP for Year 3 Students are

Daily and
throughout
each Semester
for each Unit

Practice (RNP) in Semester 20 | pegistered Nursing Practice to | achieved. delivery.

same cohort Year 3 Students in Semester 2
respectively during designated
theory weeks.

Participant in IMCI Training. Ensure the Lecturer meets Assure the Lecturer concerned |Weeks 5-6 of
professional technical gain the right qualification for |Year 3
requirements for a Nursing national Nursing Education academic plan,
Lecturer through acquiring the |requirements to promote Semester 1.

qualification.

recruitment of a health and
nursing workforce with
required qualifications for
national and international
nursing registration.

LLN Policy Implementation and
enforcement

Enforce LLN Policy to nursing
students during both theory
and clinical blocks.

100% LLN policy implementation
within School

Daily

Complies with timetable full delivery
during prescribed contacted hours.

Follow quality requirements
during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

All training and assessment
meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Daily

Validation and moderation

Arrange for validation and
moderation at end of
assessment of designated

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit

Diploma designated Units. (Theory or
Clinical)
Assessment
within a
Semester
Responsible for peer moderation of | Work together with HOS to Peer moderation of assessments |During
designated Units' assessment complete Sign off academic are successfully completed and | processes of
academic requirements both theory | moderation report and submitted to HOS before theory Unit
and clinical. SQTLC.

submitting them on designated
timelines to HOS before SQTLC.

assessments in
each semester.

Member of SONH Academic Team |Full participates in scheduled  |Ensuring 100% participation to | Daily,
meetings & SQTLC meetings. SONH's normal, academic team | morning, normal and general Fortnightly or
meetings, SQTLC and other |team and fortnightly academic  |as seen
urgent team meetings. " gs at i for bl
timelines. and necessary.
Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diploma and |plans for designated Units have | student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded |Units in line with SONH and Continuous
as well teaching and learning | ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly

academic team
meeting.
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Ensure proper implementation of
SONH academic and conduct
professional policies reflected in
KIT Students Handbook and
procedures relating to KIT
compliance with SONH and the

Apply policies as required to
students.

Proper and successful
professional nursing clinical
practice and discipinary
outcomes are achieved on parts
of the nursing students.

Daily

AQTF and AQFstandards.
Assist HOS and AHOS to manage |Assist HOS in ensuring minutes |Satisfaction surveys are First week of
and record SONH continuous are recorded for every ME completed within designated each month
improvement activities and plans | activities mainly for team time frames as well meeting
from SONH and KIT Audits. meetings and Fill in continuous |Minutes and staff attendance

improvement register autdits in designated shared

drives/ repositories.

Maintain student records Carry out Moderations and Assure 100% quality and | Daily
confidentially within timely  |validation availability of accurate and |throughout

manner related to attendance
and contributions to class
sessions.

timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

each semester.

Continue implement risk
management strategies to
address at risk students for
both theory and clinical.

Report issues to Student
support officer and later to HOS
and DDSONH for disciplinary
actions if seen no
improvements identified.

Assure 100% compliance
of students to required
professional nursing and
academic and standards in
line with SONH/ KIT
Student Policies.

Daily
throughout
each Semester
for theory and
clinical blocks.

Trainee in TAE. Required to complete TAE Ensure KIT requirements March, Sem 1 -
training this semester. for Lecturers to gain TBC.
teaching qualification at
Australian Vocational and
academic levels is
achieved.
Carry other duties as Work in a team to help each Assure 100% Daily
directed by the HOS, other organizational teamwork  |throughout

DDSONH or KIT Director.

towards KIT SONH
organizational strategic
objective achievements.

each semester.

Lecturer Maile
Kiritome,
Lecturer in
Diploma
Nursing
program.

1

Lecturer in Medical Surgical Develop session plans, faciliate, | Assure 100% academic and Daily

Nursing Level 1 to Year 2 Nursing  |guide and assess Year 2 Nursing | assessment quality throughout

Students in Semester 1 and Students' learning in Diploma | requirements achievement for |each semester

Nursing in Remote Areas Level 2 |designated Units for both 2 designated Units for for each

in Semester 2 to Year 3 Students. | semesters during designated | designated Nursing Students, |designated
theory weeks. Year 2 and Year 3 Students. Unit.

LLN Policy Implementation and Enforce LLN Policy to nursing  [100% LLN policy implementation | Daily

enforcement

students during both theory
and clinical blocks.

within School
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Complies with timetable full delivery
during prescribed contacted hours.

Follow quality requirements
during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

All training and assessment
meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Daily

Validation and moderation

Arrange for validation and
moderation at end of
assessment of designated

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit

Diploma designated Units. (Theory or
Clinical)
Assessment
within a
Semester
Responsible for peer moderation of | Work together with HOS to Peer moderation of assessments |During
designated Units' assessment complete Sign off academic are successfully completed and |processes of
academic requirements both theory |moderation report and submitted to HOS before theory Unit
and clinical. SQTLC. assessments in

submitting them on designated
timelines to HOS before SQTLC.

each semester.

Member of SONH Academic Team |Full participates in scheduled  |Ensuring 100% participation to | Daily,
meetings & SQTLC meetings. SONH's normal, academic team |morning, normal and general Fortnightly or
meetings, SQTLC and other team and fortnightly academic | as seen
urgent team meetings. ”"99"‘_"95 at designated foreseeable
timelines. and necessary.
Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diploma and | plans for designated Units have |student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded | Units in line with SONH and Continuous
as well teaching and learning |ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly
academic team
meeting.
Ensure proper implementation of | Apply policies as required to | Proper and successful Daily

SONH academic and conduct
professional policies reflected in
KIT Students Handbook and
procedures relating to KIT
compliance with SONH and the
AQTF and AQFstandards.

students.

professional nursing clinical
practice and discipinary
outcomes are achieved on parts
of the nursing students.

Assist HOS and AHOS to manage |Assist HOS in ensuring minutes | Satisfaction surveys are First week of
and record SONH continuous are recorded for every ME completed within designated each month
improvement activities and plans | activities mainly for team time frames as well meeting
from SONH and KIT Audits. meetings and Fill in continuous |Minutes and staff attendance

improvement register autdits in designated shared

drives/ repositories.

Maintain student records Carry out Moderations and Assure 100% quality and Daily
confidentially within timely Validation availability of accurate and |throughout

manner related to attendance
and contributions to class
sessions.

timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

each semester.

Continue implement risk
management strategies to
address at risk students for
both theory and clinical.

Report issues to Student
support officer and later to HOS
and DDSONH for disciplinary
actions if seen no
improvements identified.

Assure 100% compliance
of students to required
professional nursing and
academic and standards in
line with SONH/ KIT
Student Policies.

Daily
throughout
each Semester
for theory and
clinical blocks.
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Trainee in TAE.

Required to complete TAE
training this semester.

Ensure KIT requirements
for Lecturers to gain
teaching qualification at
Australian Vocational and
academic levels is
achieved.

March, Sem 1 -
TBC.

17|Required to pioneer To develop capacity to teach in |Assure quality teaching Actual dates
international upskilling international nursing education |and learning outcomes at  |and funding -
teaching program in at diploma level. Australian academic TBC
Australia. qualification standards.

13|Carry other duties as Work in a team to help each Assure 100% Daily
directed by the HOS, other organizational teamwork  |throughout

DDSONH or KIT Director.

towards KIT SONH
organizational strategic
objective achievements.

each semester.

Lecturer
Martha
Beiataake,
Lecturer in
Diploma
Nursing
program as well
as Co-Lecturer
in Midwifery
program

-

N

w

Y

[0}

o

Lecturer in Human Biological
Science Level 1 (HBSc1) to Year 1
Nursing Students in Semester 1
and Human Biological Science
Level 2 (HBSc2) in Semester 2 to
same cohort.

Develop session plans,
facilitate, guide and assess Year
1 Nursing Students' learning in
HBSC1 in Semester 1 and HBSc2
to same cohort in Semester 2
respectively during designated
theory weeks.

Assure 100% academic and
assessment quality
requirements for Human
Biological Science Units Levels
1 and 2) for Year 2 Students
are achieved.

Daily and
throughout
each Semester
for each Unit
delivery.

Co-Lecturer in Midiwery program
for the next 6 months-clinical
internship training of 15 Midwifery
Students program in TCH and Betio

Required to assist with 15
Students' Conitnuum of Care
Case Studies (4 CoC
assignments each students) as

Assure Midwifery Students
achieve and complete
professional academic
requirements for completion a

Fortnightly or
as regular as
required.

Maternity Hospitals. well assessment of Clinical Postgraduate Certificate in
Competency Logs and carry out | Midwifery program.
final Clinical Asssessment.
LLN Policy Implementation and Enforce LLN Policy to nursing | 100% LLN policy implementation Daily through

enforcement

students during both theory
and clinical blocks.

within School

each semester.

Complies with timetable full delivery
during prescribed contacted hours.

Follow quality requirements
during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

All training and assessment
meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Daily
throughout
each semester.

Validation and moderation

Arrange for validation and
moderation at end of

assessment of designated
Diploma designated Units.

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit
(Theory or
Clinical)
Assessment
within a
Semester

Responsible for peer moderation of
designated Units' assessment
academic requirements both theory
and clinical.

Work together with HOS to
complete Sign off academic
moderation report and
submitting them on designated
timelines to HOS before SQTLC.

Peer moderation of assessments
are successfully completed and
submitted to HOS before
SQTLC.

During
processes of
theory Unit
assessments in
each semester.

Member of SONH Academic Team
meetings & SQTLC meetings.

Full participates in scheduled
SONH's normal, academic team
meetings, SQTLC and other
urgent team meetings.

Ensuring 100% participation to | Daily,
morning, normal and general Fortnightly or
team and fortnightly academic | a5 seen

ings at desi for bl
timelines.

and necessary.
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Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diploma and | plans for designated Units have |student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded | Units in line with SONH and Continuous
as well teaching and learning | ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly
academic team
meeting.
Ensure proper implementation of | Apply policies as required to Proper and successful Daily
SONH academic and conduct students. professional nursing clinical
professional policies reflected in practice and discipinary
KIT Students Handbook and outcomes are achieved on parts
procedures relating to KIT of the nursing students.

compliance with SONH and the
AQTF and AQFstandards.

Assist HOS and AHOS to manage |Assist HOS in ensuring minutes | Satisfaction surveys are First week of
and record SONH continuous are recorded for every ME completed within designated each month
improvement activities and plans | activities mainly for team time frames as well meeting
from SONH and KIT Audits. meetings and Fill in continuous |Minutes and staff attendance

improvement register autdits in designated shared

drives/ repositories.

Maintain student records Carry out Moderations and Assure 100% quality and Daily
confidentially within timely Validation availability of accurate and |throughout

manner related to attendance
and contributions to class
sessions.

timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

each semester.

Continue implement risk
management strategies to
address at risk students for
both theory and clinical.

Report issues to Student
support officer and later to HOS
and DDSONH for disciplinary
actions if seen no
improvements identified.

Assure 100% compliance
of students to required
professional nursing and
academic and standards in
line with SONH/ KIT
Student Policies.

Daily
throughout
each Semester
for theory and
clinical blocks.

Trainee in TAE.

Required to complete TAE
training this semester.

Ensure KIT requirements
for Lecturers to gain
teaching qualification at
Australian Vocational and
academic levels is
achieved.

March, Sem 1 -
TBC.

13|Required to pioneer To develop capacity to teach in |Assure quality teaching Actual dates
international upskilling international nursing education |and learning outcomes at |and funding -
teaching program in at diploma level. Australian academic TBC
Australia. qualification standards.

14| Carry other duties as Work in a team to help each Assure 100% Daily
directed by the HOS, other organizational teamwork  |throughout

DDSONH or KIT Director.

towards KIT SONH
organizational strategic
objective achievements.

each semester.

Lecturer Aribo
Mwea, Lecturer
in Diploma
Nursing
program.

N

N

Lecturer in Population Health to
Year 3 Nursing Students in
Semester 1 and Primary Health
Care and Health Promotion (PHC/
HP) in Semester 2 to Year 1
Nursing Students.

Develop session plans,
facilitate, guide and assess Year
3 Nursing Students' learning in
Population Health in Semester
1 and PHC/ HP to Year 1
Nursing Student in Semester 2
respectively during designated
theory weeks.

Assure 100% academic and
assessment quality
requirements for Population
Health and PHC/ HP Units Lfor
Year 3 and Year 1 Students
within designated semesters
are achieved respectively.

Daily and
throughout
each Semester
for each Unit
delivery.

LLN Policy Implementation and
enforcement

Enforce LLN Policy to nursing
students during both theory
and clinical blocks.

100% LLN policy implementation
within School

Daily through
each semester.
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Complies with timetable full delivery
during prescribed contacted hours.

Follow quality requirements
during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

All training and assessment
meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Daily
throughout
each semester.

Validation and moderation

Arrange for validation and
moderation at end of

assessment of designated
Diploma designated Units.

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit
(Theory or
Clinical)
Assessment
within a
Semester

Responsible for peer moderation of
designated Units' assessment
academic requirements both theory
and clinical.

Work together with HOS to
complete Sign off academic
moderation report and
submitting them on designated
timelines to HOS before SQTLC.

Peer moderation of assessments
are successfully completed and
submitted to HOS before
SQTLC.

During
processes of
theory Unit
assessments in
each semester.

Member of SONH Academic Team
meetings & SQTLC meetings.

Full participates in scheduled
SONH's normal, academic team
meetings, SQTLC and other
urgent team meetings.

Ensuring 100% participation to | Daily,
morning, normal and general Fortnightly or
team and fortnightly academic | a5 seen

atd / for bl
timelines.

and necessary.

Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diploma and |plans for designated Units have |student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded | Units in line with SONH and Continuous
as well teaching and learning |ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly
academic team
meeting.
Ensure proper implementation of | Apply policies as required to Proper and successful Daily

SONH academic and conduct
professional policies reflected in
KIT Students Handbook and
procedures relating to KIT
compliance with SONH and the
AQTF and AQFstandards.

students.

professional nursing clinical
practice and discipinary
outcomes are achieved on parts
of the nursing students.

Assist HOS and AHOS to manage

Assist HOS in ensuring minutes

Satisfaction surveys are

First week of

and record SONH continuous are recorded for every ME completed within designated each month
improvement activities and plans | activities mainly for team time frames as well meeting
from SONH and KIT Audits. meetings and Fill in continuous |Minutes and staff attendance
improvement register au.fdifs in des_ign_ated shared
drives/ repositories.
Maintain student records Carry out Moderations and Assure 100% quality and  |Daily
confidentially within timely Validation availability of accurate and |throughout

manner related to attendance
and contributions to class
sessions.

timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

each semester.

Continue implement risk
management strategies to
address at risk students for
both theory and clinical.

Report issues to Student
support officer and later to HOS
and DDSONH for disciplinary
actions if seen no
improvements identified.

Assure 100% compliance
of students to required
professional nursing and
academic and standards in
line with SONH/ KIT
Student Policies.

Daily
throughout
each Semester
for theory and
clinical blocks.

Trainee in TAE.

Required to complete TAE
training this semester.

Ensure KIT requirements
for Lecturers to gain
teaching qualification at
Australian Vocational and
academic levels is
achieved.

March, Sem 1 -
TBC.




Carry other duties as
directed by the HOS,
DDSONH or KIT Director.

Work in a team to help each
other

Assure 100%
organizational teamwork
towards KIT SONH
organizational strategic
objective achievements.

Daily
throughout
each semester.

Lecturer
Bwebwenteang
Toromon,
Lecturer in
Diploma
Nursing
program.
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Lecturer in Introduction to Nursing
to Year 1 Nursing Students in
Semester 1 and also Lecturer in
Nursing Theory and Practice Level
1 to same cohort in Semester 2.

Develop session plans,
facilitate, guide and assess Year
1 Nursing Students' learning in
Introduction to Nursing and
Nursing Theory and Practice 1
in Semeser 1 and Semester 2
respectively during designated
theory weeks.

Assure 100% academic and
assessment quality
requirements for Introduction
to Nursing and Nursing Theory
and Practice 1 Units Year 1
Students within designated
semesters are achieved
respectively.

Daily and
throughout
each Semester
for each Unit
delivery.

LLN Policy Implementation and
enforcement

Enforce LLN Policy to nursing
students during both theory
and clinical blocks.

100% LLN policy implementation
within School

Daily through
each semester.

Complies with timetable full delivery
during prescribed contacted hours.

Follow quality requirements
during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

All training and assessment
meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Daily
throughout
each semester.

Validation and moderation

Arrange for validation and
moderation at end of

assessment of designated
Diploma designated Units.

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit
(Theory or
Clinical)
Assessment
within a
Semester

Responsible for peer moderation of
designated Units' assessment
academic requirements both theory
and clinical.

Work together with HOS to
complete Sign off academic
moderation report and
submitting them on designated
timelines to HOS before SQTLC.

Peer moderation of assessments
are successfully completed and
submitted to HOS before
SQTLC.

During
processes of
theory Unit
assessments in
each semester.

Member of SONH Academic Team |Full participates in scheduled  |Ensuring 100% participation to | Daily,
meetings & SQTLC meetings. SONH's normal, academic team |morning, normal and general Fortnightly or
meetings, SQTLC and other |team and fortnightly academic  |as seen
urgent team meetings. 4 at desil ! for bl
timelines. and necessary.
Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diploma and |plans for designated Units have |student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded | Units in line with SONH and Continuous
as well teaching and learning |ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly
academic team
meeting.
Ensure proper implementation of | Apply policies as required to Proper and successful Daily

SONH academic and conduct
professional policies reflected in
KIT Students Handbook and
procedures relating to KIT
compliance with SONH and the
AQTF and AQFstandards.

students.

professional nursing clinical
practice and discipinary
outcomes are achieved on parts
of the nursing students.

Assist HOS and AHOS to manage
and record SONH continuous
improvement activities and plans
from SONH and KIT Audits.

Assist HOS in ensuring minutes
are recorded for every ME
activities mainly for team
meetings and Fill in continuous
improvement register

Satisfaction surveys are
completed within designated
time frames as well meeting
minutes and staff attendance
autdits in designated shared
drives/ repositories.

First week of
each month




Maintain student records
confidentially within timely
manner related to attendance
and contributions to class
sessions.

Carry out Moderations and
Validation

Assure 100% quality and
availability of accurate and
timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

Daily
throughout
each semester.

Continue implement risk
management strategies to
address at risk students for
both theory and clinical.

Report issues to Student
support officer and later to HOS
and DDSONH for disciplinary
actions if seen no
improvements identified.

Assure 100% compliance
of students to required
professional nursing and
academic and standards in
line with SONH/ KIT
Student Policies.

Daily
throughout
each Semester
for theory and
clinical blocks.

Trainee in TAE.

Required to start and complete

Ensure KIT requirements

March, Sem 1

TAE training this semester. for Lecturers to gain and other
teaching qualification at dates - TBC.
Australian Vocational and
academic levels is
achieved.
Carry other duties as Work in a team to help each Assure 100% Daily
directed by the HOS, other organizational teamwork  |throughout

DDSONH or KIT Director.

towards KIT SONH
organizational strategic
objective achievements.

each semester.

Lecturer Kiing
Rotitaake,
Lecturer in
Diploma
Nursing
program.

N

N

w

Y

w

Lecturer in Health and Healthy
Living to Year 1 Nursing Students in
Semester 1 and also Lecturer in
Communicable Diseases to Year
same cohort in Semester 2.

Develop session plans,
facilitate, guide and assess Year
1 Nursing Students' learning in
each designated Unit during
designated semesters.

Assure 100% academic and
assessment quality
requirements for desgnated
Units Year 1 Students within
designated semesters are
achieved respectively.

Daily and
throughout
each Semester
for each Unit
delivery.

LLN Policy Implementation and
enforcement

Enforce LLN Policy to nursing
students during both theory
and clinical blocks.

100% LLN policy implementation
within School

Daily through
each semester.

Complies with timetable full delivery
during prescribed contacted hours.

Follow quality requirements
during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

All training and assessment
meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Daily
throughout
each semester.

Validation and moderation

Arrange for validation and
moderation at end of

assessment of designated
Diploma designated Units.

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit
(Theory or
Clinical)
Assessment
within a
Semester

Responsible for peer moderation of
designated Units' assessment
academic requirements both theory
and clinical.

Work together with HOS to
complete Sign off academic
moderation report and
submitting them on designated
timelines to HOS before SQTLC.

Peer moderation of assessments
are successfully completed and
submitted to HOS before
SQTLC.

During
processes of
theory Unit
assessments in
each semester.

Member of SONH Academic Team
meetings & SQTLC meetings.

Full participates in scheduled
SONH's normal, academic team
meetings, SQTLC and other
urgent team meetings.

Ensuring 100% participation to | Daily,
morning, normal and general Fortnightly or
team and fortnightly academic | a5 seen

ings at desi for bl
timelines.

and necessary.
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Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diploma and |plans for designated Units have | student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded | Units in line with SONH and Continuous
as well teaching and learning | ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly
academic team
meeting.
Ensure proper implementation of | Apply policies as required to Proper and successful Daily

SONH academic and conduct
professional policies reflected in
KIT Students Handbook and
procedures relating to KIT
compliance with SONH and the
AQTF and AQFstandards.

students.

professional nursing clinical
practice and discipinary
outcomes are achieved on parts
of the nursing students.

Assist HOS and AHOS to manage

Assist HOS in ensuring minutes

Satisfaction surveys are

First week of

and record SONH continuous are recorded for every ME completed within designated each month
improvement activities and plans | activities mainly for team time frames as well meeting
from SONH and KIT Audits. meetings and Fill in continuous |Minutes and staff attendance
improvement register au‘{dlfs in des'lgn_aled shared
drives/ repositories.
Maintain student records Carry out Moderations and Assure 100% quality and Daily
confidentially within timely Validation availability of accurate and |throughout

manner related to attendance
and contributions to class
sessions.

timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

each semester.

Continue implement risk
management strategies to
address at risk students for
both theory and clinical.

Report issues to Student
support officer and later to HOS
and DDSONH for disciplinary
actions if seen no
improvements identified.

Assure 100% compliance
of students to required
professional nursing and
academic and standards in
line with SONH/ KIT
Student Policies.

Daily
throughout
each Semester
for theory and
clinical blocks.

Trainee in TAE. Required to start and complete |Ensure KIT requirements March, Sem 1
TAE training this semester. for Lecturers to gain and other
teaching qualification at dates - TBC.
Australian Vocational and
academic levels is
achieved.
Carry other duties as Work in a team to help each Assure 100% Daily
directed by the HOS, other organizational teamwork  |throughout

DDSONH or KIT Director.

towards KIT SONH
organizational strategic
objective achievements.

each semester.

Lecturer leta
Enari, Lecturer
in Diploma
Nursing
program.

N

N

w

Lecturer in Nursing and Theory
Practice Level 2 to Year 2 Nursing
Students in Semester 1 and also
Lecturer in Nursing Theory and
Practice Level 3 to same cohort in
Semester 2.

Develop session plans,
facilitate, guide and assess Year
1 Nursing Students' learning in
each designated Units during
designated semesters.

Assure 100% academic and
assessment quality
requirements for designated
Units for Year 2 Students
within designated semesters
are achieved respectively.

Daily and
throughout
each Semester
for each Unit
delivery.

LLN Policy Implementation and
enforcement

Enforce LLN Policy to nursing
students during both theory
and clinical blocks.

100% LLN policy implementation
within School

Daily through
each semester.

Complies with timetable full delivery
during prescribed contacted hours.

Follow quality requirements
during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

All training and assessment
meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Daily
throughout
each semester.
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Validation and moderation

Arrange for validation and
moderation at end of

assessment of designated
Diploma designated Units.

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit
(Theory or
Clinical)
Assessment
within a
Semester

Responsible for peer moderation of
designated Units' assessment
academic requirements both theory
and clinical.

Work together with HOS to
complete Sign off academic
moderation report and
submitting them on designated
timelines to HOS before SQTLC.

Peer moderation of assessments
are successfully completed and
submitted to HOS before
SQTLC.

During
processes of
theory Unit
assessments in
each semester.

Member of SONH Academic Team
meetings & SQTLC meetings.

Full participates in scheduled
SONH's normal, academic team
meetings, SQTLC and other
urgent team meetings.

Ensuring 100% participation to
morning, normal and general
team and fortnightly academic
meetings at designated
timelines.

Daily,
Fortnightly or
as seen
foreseeable
and necessary.

Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diplomaand |plans for designated Units have | student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded | Units in line with SONH and Continuous
as well teaching and learning |ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly
academic team
meeting.
Ensure proper implementation of | Apply policies as required to Proper and successful Daily

SONH academic and conduct
professional policies reflected in
KIT Students Handbook and
procedures relating to KIT
compliance with SONH and the
AQTF and AQFstandards.

students.

professional nursing clinical
practice and discipinary
outcomes are achieved on parts
of the nursing students.

Assist HOS and AHOS to manage |Assist HOS in ensuring minutes |Satisfaction surveys are First week of
and record SONH continuous are recorded for every ME completed within designated each month
improvement activities and plans | activities mainly for team time frames as well meeting
from SONH and KIT Audits. meetings and Fill in continuous |Minutes and staff attendance

improvement register au.fdlfs in des_lgn_ated shared

drives/ repositories.

Maintain student records Carry out Moderations and Assure 100% quality and  |Daily
confidentially within timely Validation availability of accurate and |throughout

manner related to attendance
and contributions to class
sessions.

timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

each semester.

Continue implement risk Report issues to Student Assure 100% compliance |Daily
management strategies to  |support officer and later to HOS |of students to required throughout
address at risk students for  |and DDSONH for disciplinary ~ |professional nursing and  |each Semester
both theory and clinical. actions if seen no academic and standards in |for theory and
improvements identified. line with SONH/ KIT clinical blocks.
Student Policies.
Trainee in TAE. Required to complete TAE Ensure KIT requirements March, Sem 1
training this semester. for Lecturers to gain and other
teaching qualification at dates - TBC.
Australian Vocational and
academic levels is
achieved.
Carry other duties as Work in a team to help each Assure 100% Daily
directed by the HOS, other organizational teamwork  |throughout

DDSONH or KIT Director.

towards KIT SONH
organizational strategic
objective achievements.

each semester.




Lecturer
Marose
Taomati,
Lecturer in
Diploma
Nursing
program.

N
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Co-ordinator and Co-lecturer in
Applied Science to Year 1 Nursing
Students in Semester 1 and also
Lecturer in Medical and Surgical
Nursing Level 2 to Year 2 Nursing
Students Semester 2.

Develop session plans,
facilitate, guide and assess Year
1 Nursing Students' learning in
each designated Unit during
designated semesters.

Assure 100% academic and
assessment quality
requirements for designated
Units for Year 1 and Year 2
Nursing Students within
designated semesters are
achieved respectively.

Daily and
throughout
each Semester
for each Unit
delivery.

LLN Policy Implementation and
enforcement

Enforce LLN Policy to nursing
students during both theory
and clinical blocks.

100% LLN policy implementation
within School

Daily through
each semester.

Complies with timetable full delivery
during prescribed contacted hours.

Follow quality requirements
during theory and clinical
blocks normal follow ups and
classroom and clinical
supervision and assessments of
students at designated
timeframes.

All training and assessment
meets SONH standards, ATQF
and/or regional quality
frameworks; and is consistent
with each course Training &
Assessment (TAS). All Delivery
and Assessment Schedules are
up-to-date and reflect current
practice.

Daily
throughout
each semester.

Validation and moderation

Arrange for validation and
moderation at end of
assessment of designated

Validation and peer moderation
is completed within agreed
schedules

At completion
of designated
Skill set or Unit

Diploma designated Units. (Theory or
Clinical)
Assessment
within a
Semester
Responsible for peer moderation of | Work together with HOS to Peer moderation of assessments |During
designated Units' assessment complete Sign off academic are successfully completed and | processes of
academic requirements both theory | moderation report and submitted to HOS before theory Unit
and clinical. SQTLC. assessments in

submitting them on designated
timelines to HOS before SQTLC.

each semester.

Member of SONH Academic Team |Full participates in scheduled  |Ensuring 100% participation to | Daily,
meetings & SQTLC meetings. SONH's normal, academic team |morning, normal and general Fortnightly or
meetings, SQTLC and other team and fortnightly academic | as seen
urgent team meetings. ”.'99":"95 at designated foreseeable
timelines. and necessary.
Assure quality outcomes of the Check evidences of session Ensure 100% teaching and Beginning of
academic delivery for Diplomaand |plans for designated Units have | student outcomes in designated |each semester.
Midwifery cohorts. been developed and uploaded | Units in line with SONH and Continuous
as well teaching and learning | ATQF standards. improvement
resources on p-drive or Moodle happen every
for all students information. fortnightly
academic team
meeting.
Ensure proper implementation of | Apply policies as required to | Proper and successful Daily

SONH academic and conduct
professional policies reflected in
KIT Students Handbook and
procedures relating to KIT
compliance with SONH and the
AQTF and AQFstandards.

students.

professional nursing clinical
practice and discipinary
outcomes are achieved on parts
of the nursing students.

Assist HOS and AHOS to manage |Assist HOS in ensuring minutes | Satisfaction surveys are First week of
and record SONH continuous are recorded for every ME completed within designated | each month
improvement activities and plans | activities mainly for team time frames as well meeting
from SONH and KIT Audits. meetings and Fill in continuous |Minutes and staff attendance

improvement register au_{d:fs in des':gn_ated shared

drives/ repositories.

Maintain student records Carry out Moderations and Assure 100% quality and Daily
confidentially within timely Validation availability of accurate and |throughout

manner related to attendance
and contributions to class
sessions.

timely evidence of
students' academic
records required for
accurate and timely
recording and reporting.

each semester.
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Continue implement risk
management strategies to
address at risk students for
both theory and clinical.

Report issues to Student
support officer and later to HOS
and DDSONH for disciplinary
actions if seen no
improvements identified.

Assure 100% compliance
of students to required
professional nursing and
academic and standards in
line with SONH/ KIT
Student Policies.

Daily
throughout
each Semester
for theory and
clinical blocks.

Trainee in TAE. Required to start and complete |[Ensure KIT requirements  |March, Sem 1
TAE training this semester. for Lecturers to gain and other
teaching qualification at dates - TBC,.
Australian Vocational and
academic levels is
achieved.
Carry other duties as Work in a team to help each Assure 100% Daily
directed by the HOS, other organizational teamwork  |throughout

DDSONH or KIT Director.

towards KIT SONH
organizational strategic
objective achievements.

each semester.




KIT School Work Plan 2018 1 YEAR TARGET

and Progress Reporting January February March April May June July August k October b Decemb
P 1 Year
Post ER jask N Planned Activities Action Performance Indicators | Target 1 2 3 4|1 2 3 4 1 2 3 4|1 2 3 4 12 3 4
loane Administration Office |Manage the Staff workplans are in place
Karaiti has a systematic Administration Office and scheduled performance
(om) approach to team on a day to day reviews are carried out. KIT
prioritising and basis and oversee the Planner, KIT Calendar and
meeting organisational| work performance of other key organisational
work demands facilities staff documents are in place,
reviewed and updated at
least annually, Processes
are in place to provide an
efficient administrative
service to KIT staff and a
quality service to customers
1 Daily
i _ |Ensure students policies |Admin section meets
KIT Sernor Leadershm and procedures are quality audit standards
Team s SUP?QREd " |updated and monitor KIT Senior Leadership
its key functions, implementation receives effective

Adhered policies and
developmental
changes happened. All
other duties as
requested from time
to time in the area of
Enrolments, Marketing
and Promotion by the
Principal and/or Heads

of School .
2 Daily

Student Management |Supervise student
Information System related data entry and  |Student database is in place

administration and
executive support

reports are accurate | ensure accuracy and and related reports are

and current and confidentiality of data  |accurate, complete timely

student records meet |Maintain the integrity of |Coordinate monitoring of

Australian VET Quality |students’ enrolment, students’ progress and

Framework /SNR academic and attendance and report to

standards attendance records to | the appropriate KIT senior
meet SNR standards manager

Student related records are
accurate and meet the
Australian SNR standards

3 Termly
KIT information for Assist KIT senior leaders |Student Handbook
students is accurate  |in updating information |produced annually

and current and and for students, such as |Assist KIT senior leaders in
student related course information, fees, |updating information and
processes are efficient |student handbooks, for students, such as course
and on schedule application and information, fees, student

4 enrolment forms Termly




Facilities and support
staff have systematic
approaches to
prioritising and
meeting organisational
work demands provide

Manage the facilities and
support staff on a day to
day basis and, with a KIT
senior leader, oversee
work performance. ¢ In
consultation with a KIT
senior leader and the
Librarian, ensure that
the Assets Management
Register is up to date
and accurate for
resources, equipment
and licenses in all work
areas, including ICT.

KIT facilities are clean and
the campus is fully
functional

KIT meets financial audit
requirements

5 Daily
Retai To establish and
Toabo maintain filling system
(Adminis Files and records are |and reference "
) . . Good record of files
trative manageable information in database
assistant form such as the file
1) 1 index, PF index etc. Daily
To update inward and
P Allinward and outward
. . outward
A register is updated correspondence are
correspondences
. recorded "
2 registers Daily
. |To answer telephoneina
Good customer service . X . | All calls are attended and
. . professional, confidential
is provided served.
and courteous manner .
3 Daily
To receive incoming
Staff received assigned | mails and bring up to Incoming mails are
mails. officers in a circulation  |attended properly
4 folder. Daily
To assist in maintain
Annual and sick leave |annual and sick leave Annual and sick leave are
are in place record for all KIT all updated
5 employees. Daily
To handle confidential
Confidential records and Confidential information
information are kept | correspondence in a does not pass around
6 confidential manner Daily
Staff in tray and out To bring in and out files |In tray and out tray are
7 |tray are attended from staff periodically checked Daily
Photocopying and To photocopy and Photocopier and computer
8 |typing work are done |operate a computer are operated well weekly
To provide high standard
All customers are P s ) Customers are served
of customer service to .
served accordingly
the customers. .
9 Daily
. To help in procuring and |Procurement and
Teaching resources . ) )
. . purchasing the teaching |purchasing procedures are
and materials available )
resources and materials. |followed
10 Termly
Raete To establish and
Kareta maintain filling system
(Adminis Files and records are  |and reference .
. X L Good record of files
trative manageable information in database
assistant form such as the file
2) 1 index, PF index etc. Daily
To update inward and )
P All inward and outward
) . outward
A register is updated correspondence are
correspondences
) recorded "
2 registers Daily




Good customer service
is provided

To answer telephone in a
professional, confidential
and courteous manner

All calls are attended and
served.

3 Daily
To receive incoming
Staff received assigned | mails and bring up to Incoming mails are
mails. officers in a circulation  |attended properly
4 folder. Daily
To assist in maintain
Annual and sick leave |annual and sick leave Annual and sick leave are
are in place record for all KIT all updated
5 employees. Daily
To handle confidential
Confidential records and Confidential information
information are kept | correspondence in a does not pass around
6 confidential manner Daily
Staff in tray and out | To bring in and out files |In tray and out tray are
7 |tray are attended from staff periodically checked Daily
Photocopying and To photocopy and Photocopier and computer
typing work are done |operate a computer are operated well
g |typing p 3 3 weekly
T ide high standard
All customers are O provice hig s‘an ar Customers are served
of customer service to .
served accordingly
the customers. .
9 Daily
. To help in procuring and |Procurement and
Teaching resources . K .
) i purchasing the teaching |purchasing procedures are
and materials available .
resources and materials. |followed
10 Termly
Tabera To establish and
Barenaba maintain filling system
(Adminis Files and records are  |and reference .
; ) L Good record of files
trative manageable information in database
assistant form such as the file
3) 1 index, PF index etc. Daily
To update inward and
P All inward and outward
. . outward
A register is updated correspondence are
correspondences
. recorded "
2 registers Daily
. |Toanswer telephoneina
Good customer service . ¥ .| All calls are attended and
. . professional, confidential
is provided served.
and courteous manner .
3 Daily
To receive incoming
Staff received assigned | mails and bring up to Incoming mails are
mails. officers in a circulation  |attended properly
4 folder. Daily
To assist in maintain
Annual and sick leave |annual and sick leave Annual and sick leave are
are in place record for all KIT all updated
5 employees. Daily
To handle confidential
Confidential records and Confidential information
information are kept | correspondence in a does not pass around
6 confidential manner Daily
Staff in tray and out | To bring in and out files |In tray and out tray are
7 |tray are attended from staff periodically checked Daily
Photocopying and To photocopy and Photocopier and computer
8 |typing work are done |operate a computer are operated well weekly
To provide services in
Booking terms of booking from | Log book, e-booking system
9 customers Daily




10

Teaching resources
and materials available

To help in procuring and
purchasing the teaching
resources and materials.

Procurement and
purchasing procedures are
followed

Termly




School of Applied Technology Workshop Technicians Work Plan 2018 1 YEAR TARGET
and Progress Reporting January | February | March April May June July August Sep ber| October ber|December
Task L . . 1 Year
PostER | No. Planned Activities Action Performance Indicators |- et |1]2|3)4|1]2]3)41]2]3]4|1]2|3]4|1|2|3]a]1|2|3]4|1]2|3)4]1]2]3|a1]2]3]4|1]2|3]4|1|2]3]a|1|2]3]4
Undertake duties in relation | carry out safety checks of all Minimal breakdowns of KIT
using basic maintenance facilities utilities and facilities. Good
skills to ensure the effective working order with reduction in| Termly
operations of all facilities and operational campus costs.
1 utilities on campus.
Responsible for the Maintan a safe and a clean | All equipment, machinery and
Workshop conditions workshop tools are current and in good | Daily
2 working order.
To assist lecturers in Prepare practical materials Well organized and effective
practical class and act as a flexible learning environment .
facilitator/supervisor as is promoted in workshops. Daily
3 needed.
To setup and adjust tools, | Prepare required tools for the All tools, equipment and
equipment and machinery in session machinery required for
a timely manner prior to the practical classes are Daily
commencement of practical prepared.
4 classes.
Structured maintenance and Follow Maintenance SOP  |Good condition and operations
testing system is developed system of all tools, equipment and
Karotu for all tools, equipment and machinery is established and
Bakae machinery. maintained. Weekly
(Carpentry
Worshop
Technician) 5
Assist lecturers in the Liaise with Lecturers Cost effective
planning process to identify materials/consumables are
the necessary materials identified and acquired. .
required to meet industry Daily
competency based
6 standards.
To develop and maintain an Follow asset management Minimal losses and wastage
accurate recording system system attributable to the industry
for all inventories of area.
consumables, tools and .
equipment. A system for Daily
students borrowing tools is
developed and rigorously
7 applied.
To carry out duties as work effectively in a team Ongoing improvement in KIT
specified with approval by trades and campus reputation
the Head of School/Campus for a clean, healthy, safe and | Daily
Facilities Manager. effective learning
8 environment.
Tiite Undertake duties in relation | carry out safety checks of all Minimal breakdowns of KIT
Takineti using basic maintenance facilities utilities and facilities. Good
( Electrical skills to ensure the effective working order with reduction in| Termly
Worshop operations of all facilities and operational campus costs.
Technician) 1 utilities on campus.
Responsible for the Maintan a safe and a clean | All equipment, machinery and
Workshop conditions workshop tools are current and in good | Daily
2 working order.
To assist lecturers in Prepare practical materials Well organized and effective
practical class and act as a flexible learning environment .
facilitator/supervisor as is promoted in workshops. Daily
3 needed.




To setup and adjust tools,
equipment and machinery in

Prepare required tools for the
session

All tools, equipment and
machinery required for

a timely manner prior to the practical classes are Daily
commencement of practical prepared.
classes.
Structured maintenance and Follow Maintenance SOP  |Good condition and operations
testing system is developed system of all tools, equipment and
for all tools, equipment and machinery is established and Weekly
, équip y
machinery. maintained.
Assist lecturers in the Liaise with Lecturers Cost effective
planning process to identify materials/consumables are
the necessary materials identified and acquired. i
required to meet industry Daily
competency based
standards.
To develop and maintain an | Follow asset management Minimal losses and wastage
accurate recording system system attributable to the industry
for all inventories of area.
consumables, tools and .
equipment. A system for Daily
students borrowing tools is
developed and rigorously
applied.
To carry out duties as work effectively in a team Ongoing improvement in KIT
specified with approval by trades and campus reputation
the Head of School/Campus for a clean, healthy, safe and | Daily
Facilities Manager. effective learning
environment.
Ruruaba Undertake duties in relation | carry out safety checks of all Minimal breakdowns of KIT
Tinte using basic maintenance facilities utilities and facilities. Good
(Plumbing skills to ensure the effective working order with reduction in| Termly
Worshop operations of all facilities and operational campus costs.
Technician) utilities on campus.
Responsible for the Maintan a safe and a clean | All equipment, machinery and
Workshop conditions workshop tools are current and in good | Daily
working order.
To assist lecturers in Prepare practical materials Well organized and effective
practical class and act as a flexible learning environment .
facilitator/supervisor as is promoted in workshops. | P21V
needed.
To setup and adjust tools, | Prepare required tools for the All tools, equipment and
equipment and machinery in session machinery required for
a timely manner prior to the practical classes are Daily
commencement of practical prepared.
classes.
Structured maintenance and Follow Maintenance SOP  |Good condition and operations
testing system is developed system of all tools, equipment and
for all tools, equipment and machinery is established and | Weeklv
machinery. maintained.
Assist lecturers in the Liaise with Lecturers Cost effective
planning process to identify materials/consumables are
the necessary materials identified and acquired. Daily

required to meet industry
competency based
standards.




To develop and maintain an
accurate recording system
for all inventories of
consumables, tools and
equipment. A system for
students borrowing tools is
developed and rigorously
applied.

Follow asset management
system

Minimal losses and wastage
attributable to the industry
area.

Daily

To carry out duties as
specified with approval by
the Head of School/Campus
Facilities Manager.

work effectively in a team

Ongoing improvement in KIT
trades and campus reputation
for a clean, healthy, safe and
effective learning
environment.

Daily




School of Nursing and Health Support staff Workplan 2018 1YEAR TARGET
and Progress Reporting January February March April May June July August October Decemb
Task| Planned Activities  |Action
Post ER No. Performance Indicators 1 Year Target 2|3 2|3 2|3 2|3 2|3 2(3|4]|1|2|3 2|3 2|3 2|3
Admin Officer - 1|Data Operator Ensure all data and Ensure required data and Daily mainly at end of
Registry information about students |information about students |each semester.
Edupoint are printed, copied and are available at designated
Officer: filed in students' PFs. timelines.
Tieningare
James 2|Assist Lecturers to | Ensure assistance is Ensure printer, photocopy, |Daily as required.
print, photocopy and |available during Lecturers' |toners and inks and papers
scan students need for technical are all available with good
academic results for | assistance. functioning and order.
validation and
moderation
purposes.
3|Assist DDSONH and |Ensure assistance is Efficiency and flexibility in | Daily or when required.
HOS to provide data |available during DDSONH | getting required data or
when required. or HOS requires it at information from Ministry or
timelines. KIT Executive.
4| Assist with academic | Ensure assistance to team |Promote teamwork and Once in a fortnight.
team meeting meeting minute writing is | helping the academic team
minute writing when |available in particular when assistance is required,
necessary. when not busy with in particular to minute
administration roles. recording, documentation
and dissemination to
everyone after the meeting.
5|Identify and plan for |Ensure PD plans for edu-|Assure 100% quality and Once in a year - depend
PD plans point and data motivation in work to on APTC's or Scope
implementation as management is promote best practice and | Global's program for
provided by APTC or ~ |undertaken. excellent performance Admin Staff - TBC.
Scope Global
whenever possible.
6|Ensure students and |Ensure safe, security and | Promote 100 % security, Once in a month as
staff information are | confidentiality of staff and |confidentiality and required.
stored, retrievable  |students' information retrievability of staff and
and kept in safe which can be retrievable  |Students' information when
cabinet with when needed by KIT SONH |needed.
confidentiality. Management Team.
Assistant 1|Library book keeper. |Ensure all library books are | Ensure 100% safety and Daily mainly at end of
Librarian, safely stored and kept in  |quality of books. each semester.

Retibati Natan.

the library shelves.

N

Book cataloguing
using Dewey's

Ensure all library books are
catalogued appropriately.

Ensure cataloguing is in line
with international library

Daily as required.

and functionality of
library service and
systems.

are well oriented to library
recommended collections

for different Unit research

assignments.

reading and citation during
research work.

system. cataloguing systems and
standards.
3|Promote usability Ensure staff and students |Promote cost-efficiency in | Daily or when required.

&

Organize and assist
in implementing
acquisition services
to Lecturers,
students and people
from outside.

Ensure Lecturers and
students are well oriented
about the services
available and to seek for
opportunity to maximize
those services for their
teaching and learning
benefits respectively.

Ensure maximization of
usability and functionality of
the library for both Lecturers
and Students.

Daily as required.

5|

Identify and plan for
PD plans
implementation as
provided by APTC or
Scope Global
whenever possible.

Ensure PD plans for
library training and
programs is undertaken
whenever possible.

Assure 100% quality and
motivation in work to
promote best practice and
excellent performance in
library service at
international standards.

Once in a year - depend
on USP, APTC's or Scope
Global's program for
Library Staff - TBC.

Ensure auditing of
library resources,
textbooks, journals,
reference books, etc.
Library and lending
policies need
enforcement.

Ensure good auditing of
library resources is
maintained and such
policy, English speaking
and lending policies should
be maintained by all Staff
and Students.

Assure 10% compliance to
KIT SONH Library policy to
promote teaching and
learning outcomes.

Once in a month as
required.




Account Clerk,
Teunaia
Bonobati

-

Ensure pocket money
for all enrolled
students in Diploma
and Midwifery
programs and later
Nurse Practitioner
programs are paid at
designated
timeframes.

Promote securing of funds
for students to meet their
learning needs.

Assure 100% enrolled
students' economical and
learning needs when required.

Every fortnight

Meet other work
priorities required for
local procurement or
purchases for
stationary, machinary
resources and
equipment as well as
vehicles part.

Ensure 100% good stock of
stationary, 100% fix of
broken machinary
equipment and resources
as well vehicles part and
repairs when required.

Assure 100% good functioning
of machinary equipment and
resources as well as vehicles
on a daily basis.

Daily as required

In Charge of bills
settlement at
designated timelines.

Ensure 100% clearance of
bills for phones, electricity,
machinary repair when
required.

Ensure best functioning of
campus programs with
excellent access to phones,
electricity, photocopies, etc.

Weekly as required.

IS

Report of SONH
Account to DDSONH at
every end of month.

Ensure updating of SONH
Budget every month.

Promote good control and use
of KIT SONH budget according
to set purpose.

Beginning of semester,
monthly until end of
each semester.




KIT School Work Plan 2018- Facility staff 1 YEAR TARGET
and Progress Reporting January February March April May June July August P b October November | Decemb
Task| Planned Activities
Post ER | No. Action Performance Indicators |1YearTarget (1 2 3 4| 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4
To operate the provide good service to |A comfortable driving is
government vehicle to |users provided
transport staff and
other approved
officers to approved
places, safely and
comfortably and on a
1 |timely manner Daily
To maintain the good Scheduled check and
working order of the service to the vehicle
vehicle by doing a .
regular service
regular check on all
Tekatau 3
serviceable parts
Merang 2 |including gas and oil monthl
(Driver 1) 8 8! : . y
To report fault of the |, . . Vehicle maintenance record
N N fill in maintenance .
vehicle immediately to is kept and updated
. request form when
the Officer concern for .
X . . required X
3 |immediate action. anytime
To keep a daily A logbook is available and
logbook of all trips of regular entr checked
the vehicle for auditing g v
4 |purpose Daily
To carry out other Contribute to
duties as directed by work closly as a team organizational key
the Director or Deputy v objectives in collaborative
5 |Director. manner. Daily
To operate the provide good service to |A comfortable driving is
government vehicle to |users provided
transport staff and
other approved
officers to approved
places, safely and
comfortably and on a
1 |timely manner Daily
To maintain the good Scheduled check and
working order of the service to the vehicle
vehicle by doing a regular service
Burenteat regular check on all 8
u serviceable parts
Atanibeia | 2 |including gas and oil monthly
(Driver 2) To report fault of the |, . Vehicle maintenance record
o . fill in maintenance .
vehicle immediately to is kept and updated
' request form when
the Officer concern for .
X . . required .
3 |immediate action. anytime
To keep a daily A logbook is available and
logbook of all trips of regular ent checked
the vehicle for auditing 8 v
4 |purpose Daily
To carry out other Contribute to
duties as directed by work closly as a team organizational key
the Director or Deputy v objectives in collaborative
5 |Director. manner. Daily
Toilet Block
! L . Maintenance and repair job
Empty Bins in Ladies list
1 |toilet areas routine schedule weekly

Check and sweep for
rubbish and mop with
water

routine schedule

Daily work timetable and
work plan

Daily




Clean basins, toilets
and showers

Sustain cleanliness

completed routine schedule Daily
Ensure toilets rolls . .
N . Daily work timetable and
available and soap in
. . work plan '
dispenser routine schedule Daily

Teaa Clean and wipe N
. N . Require tissue are procure
Tetoki interior and exterior X
. in advance
(Cleaner) walls routine schedule each semester
Staff Offices
.I Daily work timetable and
Clean, tidy, sweep, work plan
remove rubbish routine schedule P Daily
Wipe desk, shelve Daily work timetable and
areas to remove dust | routine schedule work plan Daily
Maintain tidiness and
cleanness in the Daily work timetable and
kitchen, boardroom work plan
and office routine schedule Daily
Cl
assrooms Daily work timetable and
Sweep and remove work plan
rubbish and tidy area |routine schedule P Daily
1 |Basic repair and Regular check of Daily work timetable and __[fortnightly
Dail k timetable and
Site cleaning follow schedule Ay WOTICHMEESDIE an "
2 work plan Daily
Willing to contribute to
organizational ke
Campus Gardening follow schedule g A v .
objectives in collaborative
3 manner. weekly
Daily work timetable and
ite L. i foll hedul
a Site Landscaping ollow schedule work plan monthly
5 Campus Lawn mowing |follow schedule Daily workplan Daily
To ensure regular contact council for
. collection of rubbish X Checking of areas regularly
Aratin collection
6 |out of KIT weekly
Mwemwe denti —
(Janitor) To identify, maintain . ) . )
and look after tools maintence system and  |Basic maintenance skills
needed for the job and |schedule and work with others
7 |keep them safely monthly
To keep a record of
the tools for the job maintain record Recording system in place
8 |for auditing purpose. Daily
To provide assistance |drive safetly when - .
. . . Driving License .
9 |indriving require when required
To carry out other
. i . Willing to contribute to
duties as directed by o
. . organizational key
the Facility work in a team IS .
objectives in collaborative
Manager/Deputy manner
10 |Principal/Principal. | when required
To make sure the
t d On'ti i d
gates are open an_ daily schedule n _|me opening an
locked at appropriate locking of gate
1 [times Daily
To guard the campus .
secure the campus No break in "
2 |from breaking in Y pu ! Daily
To monitor moving in
log book entr Visitors entry card is carried | _ .
3 |and out of people e v ! i ! ' Daily
To stop people who
der th
.are uncertne restrict area for drunken |Drunken people are
. influence of alcohol
Ibeari from going in the people stopped
Raititi | soing Dail
(Security1) campus - aty
To check offices are regular check Equipment is secured
5 |locked after work 8 quip Daily




To keep a log of aday |sum up entry log Log book is updated Daily
To keep th

° " .e.ep © campus secure the area Facilities are secured .
facilities from damage Daily

To check and report
the broken fence

fill in maintenance
request form

Fence is repaired

when required

To carry out other
duties as specified by
the Office Manager or
Deputy Principal

work in a team

Other duties are accepted

when required




KIT School Work Plan 2018- Facility staff 1 YEAR TARGET
and Progress Reporting January February March April May June July August P b October November | Decemb
Task| Planned Activities
Post ER | No. Action Performance Indicators |1YearTarget (1 2 3 4| 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4(1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4|1 2 3 4
To make sure the
t d On'ti i d
gates are open an_ daily schedule n _|me opening an
locked at appropriate locking of gate
1 |times Daily
To guard the campus .
2 |from breaking in secure the campus No break in Daily
T i P
3 azdm:;l;rprggg;zg n log book entry Visitors entry card is carried Daily
To stop people who
der th
?re uncerthe restrict area for drunken |Drunken people are
. influence of alcohol
Teirannau o people stopped
from going in the
Tebwatoa 4 |camous Dail
(Security2) P - ally
To check offices are regular check Equipment is secured
5 |locked after work 8 quip Daily
6 |Tokeep alogofaday |sum up entrylog Log book is updated Daily
T !(.e.ep the campus secure the area Facilities are secured "
7 |facilities from damage Daily
To check and report fill in maintenance Fence is repaired
8 |the broken fence request form P when required
To carry out other
duti ified b
t:elgsff?csespMe:rl\;Zer Zr work in a team Other duties are accepted
9 |Deputy Principal when required

KIT KIRIBATI INSTITUTE OF TECHNOLOGY




MTC Workplan 2019

January February March April May June July August | Septembe | October | November | December
Post ER/
Responsi | Task | Key Result Actlwtle.s/Strat Ped‘o.rmunce Fund |Specific 11213 2134 203 203 213 203 2|3 213 1l213lal1l213lalzl213]al1l213]4
ble No. Area egies Indicators | (R/D) |Target
Officer
cs 1 Daily supervise the MTC runs
operation of | work of DCS and | smoothly and R daily
MTC HoDs efficiently
2 . MTC is a state-
. following latest
strategic X of-the-art
planning of trends in training centre
MTC's shlppl_ng,_ that graduates R daily
communication
development| " employable
with employers
graduates
3 -
communicating
cooperation | and meeting MTCis
with with currentand | supported by R dail
development| possible future | development 4
partners development partners
partners
4 MTC is well
- informed about
communicating )
. . latest trends in .
cooperation | and meeting emplovment 27 April
with | with currentand| TP % R |2018 (sPMS
employers ibl and about Hamburg)
ploy possible issues at the amburg
employers R
respective
workplaces
5 . Annual Report
collecting data .
. . 2017is
Annual and information ublished R 23 February
Report2017|  on MTC's co:} el and 2018
activities in 2017| TP StV
timely
6 Participation in
Project
P k:
PCC Coordination C(; ‘f“’r s R on demand
R efficiently
Commity
meetings
7 —
Supervising and | |, 4 oot al
managing the .
Institutional targets laid
ISP IV . dwon in the R daily
Strengthening .
respective
Programme workplan
Phase IV P
8 MTC's staff is
staff participates | properly trained
is necessary and has 27 July
staff training and necessary b 2018 (for
development| workshops and preactical ISP IV 1st
gains practical | experience for year)

experience

their tasks and
duties




a pathway for
high performing

succession designing a staff is created,
succession plan | a plan for the R/D | June2018
plan .
for staff succession of
key positions at
MTC exists
10 i
The HQis
articipation in briefed and
P Se’:ﬂor informed when
SMM comprehensivel R
Management necessary
. y about all
Meetings
relevant matters
at MTC.
11 ! i
Monitoring and MTC's bL_Jc?get 'S
. used efficiently
Budget planning the . .
R and according R daily
control spending of to the planned
MTC's budget .p. .
activities
12
Planning and MTC's budget
Budget submittii the for 2019 reflects R September
submission 8 planned 2018

budget for 2019

activities




13 . quality of
implement new
. . students
new intake |intake test for 97 accepted at June 2018
test BSHC, 47 FVP M$ b
and 100 IDF VR
improved
14 ising th
supervising the
K P 'g 99 IDF students 5 February
. introduction of R
english . reach a until 28
N Curriculum
curriculum “Marlin's English reasonable December
g + | Marlin"s Score 2018
for Seafarers
15 i
G | ateme
ABM g 8 Boards meets monthly
meetings of the reaularl
Academic Board i v
16 .
checking and all graduates
certificates 5|gr_1lr1g MTC | leave MTC with daily
certificates to | complete and
graduates valid certificates
17 all trainess
employed by
individual pre- SPMS are
graduates departue properly briefed on demand
briefing for their
position on-
board.
18 coordinatin cooperation
. 8 between MTC
KIT activities and . on demand
strategies and KITis
effective
DCs
1 all courses run
according to
curriculum and
planning schedule,
timetables for training
i | on demand
timetable BSHC, IDF and | resources and
FVP courses rooms are
allocated
efficiently and
wisely
daily Coordlngte and MTC runs
. supervise the
operation of R . smoothly and
MTC daily operation effectivel
of MTC Y
3 Developing the
annual plan work plan for work plan for
P 2019 together [2019 is available November 2018
2019 X
with Head of and complete
Departments




Developing the
short course
plan for 2019

short course

short course | together with plan_for 2019 is November 2018
plan 2019 Head of available and
Departments complete
and Short Course
Instructors
5 Developing th
leave plan I:::afl?:fuf leave plan for
i i November 2018
for2019 | 2019 with Head | 201 1 2vailable
and complete
of Departments
6 CSis releaved if | MTC is headed
releaving C5 ° sickne,ss or ‘ 50:1 etent until 10
omp May 2018
overseas without any
commitments. issues
7 ' )
auditing of High q'uallty ar1d
. . compliance with
internal audit administration international | February 2018
of short and IDF L
regulations is
courses
ensured.
8 L
Organising and All courses
reviewing review| delivered are
curriculum | of curriculum for| updated and
. . . . . November 2018
review basic training aligned with
and short relevant
courses reagulations
9 organising .
active and new
Alcohol
seafarers are
Awareness and trained in
AAFR - PSSR | Family Recovery K on demand
) handling alcohol
workshops in
. . and drugr
cooperation with responsibl
AAFR ponsibly
10 Master Class 6
course is
M | Teachi
aster Class eaching and delivered to the on demand
6 Assessment . .
satisfaction of
the customer
11 GMDSS course
GMDSS Teaching and is dell\{ered_to on demand
Assessment | the satisfaction
of the customer
12 Radar/ARPA
. course is
Radar/ARPA Teaching and delivered to the on demand
Assessment . .
satisfaction of
the customer
13 . .
cabinet . HQ receives all
collecting data |. .
papers & N N information and on demand
o and information .
briefings data required




IT Technician

MTC's IT

All hardware, equipment,
IT software and including CBT daily
equipment |licenses are valid | and simulator is
and up to date ready for
unlimited use
install Kasperks
. p A v All computers at
Antivirus Antivirus
. MTC are
software on Software is rotected b 23 February
MTC's procured and P 4 2018
. Kaspersky
computers | installed on all L
. Antivirus
and server |relevant devices.
MTC_archive
and MTC_share
are secured
complete back-
back-up of weekly on an b is availabe
MTC's external P ) weekly
. any time
servers harddrive,
needed
stored separated
from server
room.
- MTC has a
monitoring and .
. . realiable
internet supervising internet daily
connection | MTC's internet .
X connection at all
connection X
times
Monitoring and
;ai:taingi: MTC's CBT is
MTC's CBT MTC's CBTg operat'ional at daily
- all times
facility
MTC's
Monitoringand | .
MTC's - g simulators are .
. maintaining . daily
Simulator operational at

MTC's simulator

all times




January February March April May June July August October December
Fun
Post ER/ Performance d | Specific
Responsible sk Ney Result ! pecific | 1 2 3 2 3 2 3 2 3 2 3 2 3 2 2 3 2 3 2 3 4
Indicators (R/ | Target
Officer
D)
Different dishes
Supervising | preparedasper | ¢ o
and cooking| menu, oversee
! healthy and ready :
1 | &preparing | trainees follow R | Daily
" according as per
trainees | galley safety and cine a:
N trainee list
menu hygienically
Prepare teaching| Teaching aids are
materials ready.
srepareand | Lesson delivery is
Teaching IDF P: ready for the
h review lesson
2 catering students with
plans j
course curriculum
Review, Records are ready
moderate and | for use and kept in
maintains archieves
Prepare teaching| Teaching aids are
materials ready. Daily as
[y aeh R per
esson delivery is
Kiroon Kautabuki Prepare and ready for the planned
review lesson ]
trainees with
plans )
] curriculum
Teaching v
Qualified evelops .
3 practical, | Assessmentarein
steward ° : ’
written skills line to the
course
and knowledge curriculum
Review,
moderate and | Records are ready
maintains | for use and kept in
assessment archieves
records for each
Controls
daily routine| Duty Officerat | Trainees and Monthly
4 and MTCafter | facilties are secured| R | asper
maintain | working hours and safe roster
decpline
Reliing | Takngoneral | g hen
s | chief | responsibilies | 10 SO || chief
Caterer |inadditiontohis| | b MO B Catereris
when absent|  duties ® v absent
Prepare teaching| Teaching aids are
materials ready.
prepareand | 1550 delveryis
: ready for the
review lesson )
students with
plans j
curriculum
Dail
Teaching& |  Develops aly as
1| raining practical, | Assessmentarein | R per
written skills line to the planned
and knowledge curriculum
Teren Aata Review,
moderate and | Records are ready
maintains | for use and kept in
assessment archieves
records for each
. Perform th ] Wh
Relieving eriorm the The Catering en
; HoD's duties in Chief
2 | Chief Caterer| department is R
addition to his ° Catereris
when absent running smoothly
roles absent
Control: N
Controls | puty officer Trainees and Monthly
daily routine A ’
| after working | facilities are secured | R | as per
and maintain|
: hours and safe roster
decpline
Prepare teaching| Teaching aids are
materials ready.
prepareand | 1550 deliveryis
° ready for the
review lesson )
students with
plans
curriculum
Develops
Daily as
o | Teaching& | practical, | Assessmentarein | peyr
Training | written skills line to the
planned
and knowledge curriculum

Review




tephen Namakain moderate and
° Records are ready
maintains
for use and kept in
assessment
archieves
records for each
course
Relieving | O™ | e Catering When
, HoD's duties in Chief
2 | Chief Caterer| department is R
addition to his P Catereris
when absent running smoothly
roles absent
Controls |1y officer Trainees and Monthly
daily routine A )
3 | after working | facilities are secured | R | as per
and maintain|
’ hours and safe roster
decpline
Sufficient meal ready| DAILY AS
Breakfast accordingasper | R PER
trainee lst ROSTER
Preparing Sufficient meal ready| DAILY AS.
1| trainees Lunch accordingasper | R | PER
meal trainee list ROSTER
Sufficient meal ready| DAILY AS
Dinner accordingasper | R PER
trainee lst ROSTER
S .
upervising|  supervise ) DALY AS
2 of students trainees to | trainees receive safe R PER
ongalley | properserving | and equal portions
ROSTER
duties procedures
i Providin
Teerua Tiim g ;
guidance in °"fe"‘5e:l"a"‘"ees DAILY AS
3| galley © ‘S’a . :: Y| trainees work safely| R |  PER
safety to o v ROSTER
students. procedures
N Trainees have
Trainees follow
alley ina | up on cleaning | 24 ProPer way Daily as
al|® - of cleaning and R
cleanand | and hygienic caning and per roster
nan following hygienic
hygienic | precedures
o procedures
condition.
Relieving | _Performing
storeman | dutiesof | Provision for trainees|
5 |and leading| storemanin |[is always enoughand| R | Daily
cook when | addtiontohis | ready at all times
on leave duties
Sufficient meal ready|
Breakfast according as per | R
trainee list
Preparing Sufficient meal ready|
1| trainees Lunch accordingas per | R
meal trainee list
Sufficient meal ready| DAILY AS
Dinner accordingasper | R PER
trainee st ROSTER
Supervising|  supervise
2 of students | traineesto | trainees receive safe R
ongalley | proper serving | and equal portions
duties procedures
Feleti Melang Providing | | cce trainees
guidance in
follow galley |
3| galley trainees work safely| R
safety
safety to rocedures
students. | P
Maintaining| Trainees follow | 2inees have
alleyina | upon cleaning | 2S¢ ProPer way Daily as
4| ¥ ani of cleaningand | R
cleanand | and hygienic caning anc per roster
R following hygienic
ygienic |  precedures
o procedures
condition.
Relieving | Performing
storeman | dutiesof | Provision for trainees|
5 |and leading| storemanin |isalways enoughand| R | Daily
cook when | addtiontohis | ready at all times
on leave duties
Sufficient meal ready| DAILY AS
Breakfast accordingasper | R | PER
trainee list ROSTER
Preparing Sufficient meal ready| DAILY AS
1 trainees Lunch according as per R PER
meal trainee list ROSTER
Sufficient meal ready| DAILY AS
Dinner accordingasper | R | PER
trainee list ROSTER
Supervising|  supervise _ DALY AS
of students trainees to trainees receive safe PER
ongalley | properserving | and equal portions
N ROSTER
duties procedures




Providing

Eria Komeri
guidance in 0‘;90"‘5;;":"":55 DAILY AS
3| galley el |trainees work safely| R | PER
safety to : v ROSTER
students. procedures
’ Trainees have
Trainees follow
alleyina | up on cleaning | 2S¢ ProPer way Daily as
4| " of cleaningand | R
cleanand | and hygienic e s per roster
! following hygienic
hygienic | precedures
: procedures
condition.
Relieving | Performing
storeman duties of Provision for trainees|
5 |and leading| storemanin |is always enoughand| R | Daily
cook when | addtion to his ready at all times
on leave duties
Sufficient meal ready DAILY AS
Breakfast accordingasper | R PER
trainee list ROSTER
Preparing Sufficient meal ready| DAILY AS
1| trainees Lunch accordingasper | R | PER
meal trainee list ROSTER
Sufficient meal ready DAILY AS
Dinner accordingasper | R PER
trainee list ROSTER
s )
upervising|  supervise ) DALY AS
2 of students trainees to | trainees receive safe R PER
ongalley | properserving | and equal portions
ROSTER
duties procedures
Providing
Moataake Marib TOVICING | oersee trainees
guidancein| oo o DAILY AS
3| galley o :t Y| trainees work safely| R |  PER
safety to . mrr ROSTER
students. Procedures
N Trainees have
Trainees follow
alley ina | up on cleaning learned proper way Daily as
a8 . of cleaning and R
cleanand | and hygienic ° g per roster
e following hygienic
ygienic | precedures
- procedures
condition.
Relieving | Performing
storeman | dutiesof | Provision for trainees|
5 |and leading storemanin |is always enough and| R Daily
cook when | addtiontohis | ready at all times
on leave duties
Monitoring records and
and | Proper recording| documents should
1| keeping | and keepingof | beuptodate, kept | R
records of | invoices | inarchive and ready
stores for auditing
Purchasing|  looking for n
stores | cheap, quality, N
P AW | provision for trainees|
under | healthy foods |! N
2 °*|is always enough and| R
approval of | and budgetis |'* " "<V® EED u
Chief | enough through | '€2Y 221 fimes A
Caterer out the year L
Maroieta Ataraot| Daily
FIFO system
Rotating performed atall| ¢\ oo not b
3 times(use of old R E
stocks > wasted
stocks first and A
new stocks later) v
Daily E
maintaining | Pest control and
. the cleanliness | hygienic procedures
o |Cleaning of| L diness of | are wellfollowed | R
store rooms .
the entire all according to the
provision standard
rooms
Trainees
4 |Washingand| uniforms are | Trainees uniforms |
Ironing | washedand | are clean and ready.
ironed
Maintaining
the cleanliness | The laundry is always
Taotangare | 2 | Cleaning | and tidiness of ina clean L.
loane the entire environment
laundry
Reporting any
Lookafter | defectson | All equipment are
3 | laundry | equipment |working properly and| R
equipment | which can cause | safe tostaff
accidents
Trainees
4 |Washingand| uniforms are | Traines uniforms |
Ironing | washedand | are clean and ready.

ironed




Maintaining
the cleanliness |The laundry is always
Baroo Buren | 2 | Cleaning | and tidiness of inaclean LI
the entire environment
laundry
Reporting any
Look after defects on All equipment are
3 laundry equipment  |working properly and| R
equipment | which can cause safe to staff
accidents
Trainees
4 |Washingand| uniformsare | Trainees uniforms |
Ironing washed and | are clean and ready.
ironed
Maintaining
the cleanliness | The laundry is always
Kirata Nabetari | 2 | Cleaning. | and tidiness of inaclean R by
the entire environment
laundry
Reporting any
Look after defects on All equipment are
3 | laundry equipment  |working properly and| R
equipment | which can cause | safe to staff
accidents




January February March April May June July August October December

Post ER/ | Task No. Key Result Area Activities/Stra | Performance | Fun | Specific
Responsibl tegies Indicators d Target
e Officer

D)




Senior
Skipper
Fishing

Oversee, conduct and
deliver the STCW F95
modules - Shipboard
operation - General
seamanship, ropework and
wire ropework to FVP LI
trainees - A Class

Prepare
teaching

Before a

reachie | Teaching aids course
{Prin notes and| e readyand commence
sufficient as per
textbook
ook s schedule
e :r:”u”’i:‘;‘;’e celiymiien
upgrade p FVP LI

teaching notes

and consistent

program

e || Sy running
Lesson delivery|
prepareand | fitforthe daily when
: trainees and FVP LI
review lesson )
Fars consistent program
with running
curriculum
Class work is
Reviewang | COmPlete with daily when
o major FVP LI
evalusteclass | ") B9 arogram
CEREY || ot running
Oversees and
instructs
Practical
training on the
Mooring, Cargo, | Trainees have
bridge and the
fishing | opportunity to As per
simulatoron | realistic, safe lesson plan
any vessel ideal | and quality
foraspecific | training
training in an
Efficient and

Safe manner at
all times.




Commercial
Fishing
Instructor
Class |

Develops

practical and
written
hi
By
MANSHIP | Assessment topicis
skills and p
arein line to complete
knowledge !
the curriculum as per FVP
assessment for L schedule
FVP Ll trainees
in collaboration
with CSF and
ssF
Oversees Trainees When a
trainee’s SBO ainees o
. | receive valid topic is.
assessments in
; assessments. complete
collaboration )
p and achieve as per FVP
with CSF and
competence Ui schedule
SsF
Review, | Recordsare
When a
moderate and | ready for use "
y y topicis.
maintains | and keptin
- complete
assessment | archieves for
as per FVP.
records for each| future
LI schedule
course reference
7
Support the FisheriesDept.| - | Intakeis )
intake in cooperation with l:::k':"’:::s effected a‘f;:'"“
the Intake Coordinator P accordingly P
8 MTC Trainees
d facilit thi
controls daily routineat | Duty Officer at a:‘ se::re ':: # '::c"u rd‘i’n"'
MTC as duty officer in MTC after ! =
7 " ) safe and daily Duty
accordance with standing | working hours :
. routines are Roster
effected
9 Perform the
Relieve the Chief Fishing | oD elesin | The Fisheries inthe
e addition to his | department is
Skipper when on leave or " absence of
during s absence | "oles (referto | running the HoD
e HoD's roles | efficiently
above)
10 i
MTC urgent commitments | 10 Perferm | commitments When
e urgent task | are dealt with B
when required | _accordingly
1 Record
e | Before and
participants to | candidates are during
standard | registered and 8
: course as
procedures, | enteredin .
progressand | relevant forms pel
schedule
assements | and database
results
P
repare Beforea
teaching ’
! Teaching aids course
materals | o eady and commence
(Print notes and L7
sufficient as per
textbooks as
; schedule
Before,
Researchang | Course notes during and
are up to date aftera

Oversee, conduct and
deliver the STCW F95
Bridging course modules -
Shipboard and fishing
operations

upgrade
teaching notes

and consistent

course

el | With ndustry commence
requirement as per
schedule
) Before,
Lesson delivery P
is fit for the
Prepare and X aftera
participants
review lesson course
and consistent
plans ’ commence
with e
curriculum
schedule
Class work s
complete with
Reviewclass | nomajor .
delivery issues,
students learn
Oversees and
instructs
Practical
trainingonthe | 1 os have
fishing " During
simulator each
opportunity to
platform or on | 2PPO"™ course as
O | realistic, safe
any vessel deal| 521 %8 per
for a specific quality schedule
) training.
training in an
Efficient and

Safe manner at
all times




Develops

practical and
written fishing

and shipboard During

operation | Assessment each
assessments for| areinlineto | R | courseas
Short course | the curriculum per

trainees in schedule
collaboration

with CSF and

SSF
Oversees Trainees

trainee’s fishing| receive valid
and shipboard | assessments | R
operations | and achieve
assessments | competence

After each
course

Review, | Recordsare
moderate and | ready for use
maintains | andkeptin | | After each
assessment | archieves for course
records for each| future
course reference
The FVP
Stand in f bject and
Deliver FVP LI program el [ S When
other VP | programis | R h
modules ] required
classes | continuosly
Develop and Implement
Fisheries Upgrading and
Refresher courses (Short [ Collect data and| The demand is
N When
courses) where and when | design the met R | s
needed in collaboration | required course| accordingly .
with the Chief Skipper and
Senior Fishing Skipper
Monitorand |  Training
Maintains and updates | assessthe | resources are
fisheries upgradingand | suitabityand | sufficientin | |
refresher courses training | current status | numbers, 4
resources of training | ready and safe
resources to use
Maintains discipline and CREUCS
LBET and facilities monthly or
controls daily routine at | Duty Officer at | T
MTC as duty officer in MTC after " R =
7 " ) safe and daily Duty
accordance with standing | working hours :
. routines are Roster
effected
e e s || O | G When
: urgenttask | are dealt with | R <
and emergencies required
when required










Assistant
Instructor -
Fishing /
Vacantprop
ose retitle
to Fishing
Instructor
Class Il and
new salary
level from
(14-12)to
(11-9)to
be
consistent
with MTC
ranks and
salary)

1 Prepare Daily
teachi
eachine | Toaching aids EEma
materials course
) are ready and
(Print notes and L ‘commence
sufficient
textbooks as as per
i schedule
Course n
Research and | COUrse notes daily when
are up to date
upgrade g FVP LI
teaching notes ki program
andmaterials || i1 IndCetry runhing;
Lesson delivery|
prepareang | 1 fitforthe daily when
P trainees and FVP LI
review lesson n
consistent program
plans : §
with running
curriculum
Class work s
ith i
Reviewand | complete wit daily when
o major FVP LI
evaluate class p— program
G || Gttt running
as anticipated
Instructs
Practical
training on the
Conduct and deliver the ,"5":“5 I e
STCW F95 modulesin | st'f""“ ator . e_t . "
collaboartion with the | P1atform or on | opportunity to per
. e | any vessel ideal | realistic, safe lesson plan
Senior Instructor Fishing - | 7 e e
Pole & Line Fishing '°’ 2 specific ""; quality
. raininginan | training
tion, Net work and
operation, Met WOtk A | Efficient and
Purse seine fishing | £ .
operation to FVP Ll trainees| /¢ Manner a
alltimes
-Bclass
Conduct
practical and
iy Whena
8Y | Assessment topicis
assessment for | 255"
" are in line to complete
FVP Ll trainees :
h " | the curriculum as per FVP
in collaboration o
with Senior
Instructor
Fishing
Conduct
trainee's fishing| | cee Whena
operations ° . -
receive valid topicis
assessments in
§ assessments complete
collaboration )
) and achieve as per FVP
with Senior
competence Ui schedule
Instructor
Fishing
Support review
, moderate and
° Records are
maintains When a
ready for use o
assessment topic is
and kept in
records in _ complete
" | archieves for
collaboartion | '}V as per FVP
with the Senior Ui schedule
reference
Instructor
Fishing
2 The FVP
Standinfor | subjectand
Deliver FVP LI program ey When
other FVP | programis
modules required
classes | continuosly
3 Training
’ resources are
support Senor nstructor | (| TSRS
Fishing carries out o
inventory of all fishing CEly (D G, monthly
fisheries | ready and safe
methodology ready use | ">
e — training store | to use and
sufficient in
numbers
" :
Maintains discipline and CREUERS
e and facilities monthly or
controls daily routine at | Duty Officer at T EETRe) T
MTC as duty officer in MTC after 8
! " ) safe and daily Duty
accordance with standing | working hours ?
e routines are Roster
effected




Training

Carryout | resources and
Support Senior Instructor in| _inspections, | the fishing
maintaining isheries | maintenance | platform arein| oo |
Training Resources (fishery | and ordering of | good working u
facilities) required | conditions and
resources | are sufficient
and safe to use|
MTC urgent commitments To perform commltmey_ns When
o e urgent task | are dealtwith [ R | 05
when required | accordingly
Assistant speci
Instructor - Work | yirc fisheries | al
N " " - attachement on .
Marine - Trainer capaciy building on| * 1" °"| department | arra | daily s per
(propose aTrawler fishing vessel ’ gotatrawler | nge| plan
’ fishing vessel - | &°
retitle to NZ instructor men
Fishing t
Instructor Prepare -
Class i to teaching o corea
o ! Teaching aids course
materials | o eadyand | R |commence
consistent (Print notes and| *'*" mci‘e’n y pl
with MTC textbooks as he T 1
ranks and i schedule
salary) C te
Researchand | _ourc O daily when
b are up to date FVP LI
teaching notes | 2N COMSStent] R\ ooy
BNOLES | ith Industry prosa!
and materials ! running
Lesson delivery
prepareand | i fitforthe daily when
& trainees and FVP LI
review lesson : R
consistent program
plans : j
with running
curriculum
Class workis
lete with daily wh
Reviewand | COmPlete wi aily when
no major FVP LI
evaluateclass | ") R | rogram
R || ot running
Conduct and
instructs
Practical
Conduct and deliver the | trainingonthe | N
e v Mn:%ng Ca;gc, Tralnt:s ave
collaboration with the ’;_ ghe_ an e
Senior Instructor Marine - | fisine | opportunity to) o 1| As per
’ ; simulatoron | realistic, safe lesson plan
Shipboard operation - o I
General seamanship, | 2N vesselideal| -and quality
i foraspecific | training
ropework and wire o
ropework to FVP Ll trainees| tr2ininginan
Efficient and
-BClass
Safe manner at
all times
Conduct
practical and
written
et
MNP Assessment topicis
skills and
areinlineto | R | complete
knowledge !
the curriculum as per FVP
assessment for e
FVP L trainees
in collaboration
with CSF and
SSF
Conduct Trainees Whena
trainee’s SBO | receive valid topicis
assessments in | assessments | R | complete
collaboration | and achieve as per FVP
with SSF U schedule
Support review
,moderation | [
and maintains Whena
ready for use o
assessment | © A DL topic is
records in ! R | complete
" | archieves for
collaboartion | %[ e* as per FVP
with Senior Ll schedule
reference
Instructor
Marine
The FVP
Standinfor | subjectand
Deliver FVP LI program e When
other FVP | programis | R
modules required
classes

continuosly




4
Training
Carry out resources and
Supports maintenance of | MSPections, | the fishing
N " maintenance | platform are in
seamanship and shipboard ! M R/D | weekly
and noting of | good working
skills training resources
required conditions and
resources are sufficient
and safe to use|
8 Maintains discipline and MTC Trainees
! h and facilities monthly or
controls daily routine at | Duty Officer at P —— .
MTC as duty officer in MTC after el R 3
" A safe and daily Duty
accordance with standing | working hours
orders routines are Roster
effected
O | et e | P || GRS When
rlemerseticies urgent task | are dealt with | R featied
when required i




January February March April May June July August September October November December
Fun
R‘;‘;;toi':ﬁi Task| Key Result Activitie.s/strat Pelfo'lmnnce d | Specific 1 2 3 2 3 2 3 2 3 P 2 3 2 3 2 3 2 3 2 3 2 3 2 3
0. Area egies Indicators | (R/ |Target
le Officer
D)
cs
DCS Releaving CS
Managing engine |Engine R Daily
department Department
activities runs smoothly
Delegate a special| Engineers R When
technical job manage to required
when needed complete the
especially from  |job as per their
the Captain or capabilities and
from our expertise
Ministry's office
Mornitoring of ~ |Manning of all | R Daily
Engineers Engineers
attandance and  |responsibilities
delegate other
engineers to
replace someone
being absent with
his class or
maintenance.
Electrical and
Water
consumption
are well
Mornitoring and |controlled and
Head of |recording of daily | boarding
: Electical and student had
1 Engine
Department | Vater enough water
for their need. | R |Daily
Correspondence
with suppliers or |The Marine
other companies |Training centre
for spare parts or |had a technical
machineries support when As per
needed. needed. R |required
The School had
what is needed End of year|
Preparing Engine |for a daily and or during
Department ayear urgent
Overseas order _|operation. R |need
Signing of goods | staffs and
requirement Instructors had
forms for staffs  |\yhat they need|
and Instructors for teaching
and
maintenance
and the
movement of
goods from the
central store
are well
recorded and
controlled.. R |Daily
Prepare teaching | Teaching aids |R
materials are ready.
Prepareand |Lesson delivery
review lesson | is ready for the
Chief plans studepts with
N curriculum
Engineer
KOKORIA
Develops Assessment
practical, written| are in line to
skills and the curriculum
knowledge As per
Teaching short term
2 Marine Recording and Records are R and
Engineer filing of well kept and upgrading
Class 5 Assessment to be used as course
results future schedule.
references




Prepare Acception of R
references for our MEC-5
MEC-5 candidates| Candidates by
who found to be |  the Marine
competent to the| Division for
Marine division doing Oral
for an Oral exam Exams.
3 Teaching | Prepare teaching | Teachingaids | R As per
Able materials are ready. short term
Seafarer Prepareand |Lesson delivery and
engine review lesson | is ready for the upgrading
plans students with course
curriculum schedule.
Develops Assessment
practical, written| are in line to
skills and the curriculum
knowledge
Recording and Records are
filing of well kept and
Assessment to be used as
results future
references
Prepare teaching | Teaching aids
materials are ready.
Prepareand  |Lesson delivery
review lesson | is ready for the
plans students with
curriculum
As per
Teaching short term
Develops Assessment
4 T.a.nk.er .| practical, written| arein line to R and.
familiarizatio - ! upgrading
skills and the curriculum
n course
knowledge schedule.
Recordingand | Records are
filing of well kept and
Assessment to be used as
results future
references
5 Subtitute Delivering of Trainee's R | Daily when
engine lesson as per lesson is necessary
instructors in| record of class | continuous.
the event of work.
any shortage
6 | New project | Forseeing of new More R When
design project for school | buildings/room required
needs and s and facilities
development to
accommodate
the school
need
7 Making sure that | Completion of | R Daily
the maintenance | maintenance
was done as per | as per time
plan. frame.
8 |Annual Leave| Taking the right | OFF from duty | R As per
number of days leave plan
as per
entitlement
Chief HoD's duties in | department is Chief
Engineer addition to his running Engineer is
1 during roles smoothly R |on leave or]
Prepare teaching | Teaching aids
materials are ready.
Prepareand |Lesson delivery
review lesson | is ready for the
plans students with
curriculum
As per
Teaching short term
N Develops Assessment
2 | Marne | ctical, written| areinineto | R | 279
Engineer i N upgrading
Class 5 skills and the curriculum course
knowledge

schedule.




Recording and Records are

. filing of well kept and
Marine
Engineering Assessment to be used as
€I 1ARON results future
references
Prepare teaching | Teaching aids
materials are ready.
Prepareand |Lesson delivery
review lesson | is ready for the As per
Teaching plans students with short term
3 Able curriculum R and
Seafarer upgrading
engine Develops Assessment course
practical, written| are in line to schedule.
skills and the curriculum
knowledge
4 i Making sure that | Completion of | R Daily
the maintenance | maintenance
was done as per |  as per time
plan. frame.
5 |Duty officer Controls daily | Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
6 |Annual Leave| Taking the right | OFF from duty | R As per
number of days leave plan
as per
entitlement

Slobodan | 1 |Teaching IDF| Prepare teaching | Teachingaids | R | Dailyas

Engine materials are ready. per IDF
Knowledge | Prepareand |Lesson delivery time table

review lesson | is ready for the

plans students with

curriculum

Develops Assessment

practical, written| are in line to
skills and the curriculum

knowledge

2 Engine | Prepare teaching | Teaching aids | SPM| As per IDF

Simulator materials are ready. S senior
trainer for Prepareand |Lesson delivery stage time
IDF Trainees | review lesson |is ready for the table
plans students with
curriculum
Develops Assessment
practical, written| arein line to
skills and the curriculum
knowledge

3 Engine | Prepare teaching | Teaching aids | SPM | As per ASE

Simulator materials are ready. S course
trainer for Prepareand |Lesson delivery schecule
SPMS ASE review lesson | is ready for the
Seafarers plans students with
curriculum
Develops Assessment
practical, written| arein line to
skills and the curriculum
knowledge

4 Engine Prepare teaching | Teaching aids | SPM| As per

Simulator materials are ready. S |shortterm
trainer for Prepare and  |Lesson delivery and
MEC-5 review lesson | is ready for the upgrading
plans students with course
curriculum schecule
Develops Assessment
practical, written| arein line to
skills and the curriculum

knowledge




5 |HoD Reliver for HoD  |Maintaining SPM | During the

assistance | engine, assistin |the good S |absentofa
planing for the | operation of an Chief or
improve, Engine 2nd
upgrading of the |Department Engineer

department and
supervise
Annual leave | Taking aleave |Off from duty |SPM |As per
according to leave plan
SPMS or
Company's policy.

@
«

Teaching | Prepare teaching | Teaching aids

advance materials are ready.
welding to Prepareand |Lesson delivery
SPMS review lesson | is ready for the
seaferer and plans students with course
local curriculum schecule
welders.
Develops Assessment
practical, written| are in line to
skills and the curriculum
knowledge

2 Teaching | Prepare teaching | Teachingaids | R As per
Marine fitter materials are ready. short term
course Prepareand | Lesson delivery and
review lesson | is ready for the upgrading
plans students with course
curriculum schecule
Develops Assessment
practical, written| are in line to
skills and the curriculum
knowledge
3 |Teaching IDF| Prepare teaching | Teachingaids | R | Dailyas
Engine materials are ready. per IDF
Knowledge | Prepareand |Lesson delivery time table
review lesson | is ready for the
plans students with
curriculum
Develops Assessment
practical, written| arein line to
skills and the curriculum
knowledge
4 |Duty officer Controls daily Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
5 |Annual leave | Taking the right |Off from duty R |Asper
number of days leave plan

as per
entitlement

Bwenaiti. Teaching IDF | Prepare teaching | Teaching aids Daily as
Bouataake Engine materials are ready. per IDF
Knowledge Prepare and  |Lesson delivery time table
review lesson | is ready for the
plans students with
curriculum
Develops Assessment
practical, written| arein line to
skills and the curriculum
knowledge
2 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries
are well




3 i Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other order and
school facitlities. operatinal
4 | Duty officer Controls daily | Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
5 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
Timuata 1 |Teaching IDF| Prepare teaching | Teachingaids | R Daily as
Terakei Engine materials are ready. per IDF
Knowledge Prepareand |Lesson delivery time table
review lesson | is ready for the
plans students with
curriculum
Develops Assessment
practical, written| are in line to
skills and the curriculum
knowledge
2 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries
are well
3 i Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other order and
school facitlities. |  operatinal
4 | Duty officer Controls daily | Traineesand | R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
5 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
Marine 1 |Teaching IDF| Prepare teaching | Teaching aids | R Daily as
Engineer Engine materials are ready. per IDF
Class 2 Knowledge Prepare and |Lesson delivery time table
TEOI review lesson | is ready for the
plans students with
curriculum
Develops Assessment
practical, written| arein line to
skills and the curriculum
knowledge
2 Teaching | Prepare teaching | Teaching aids | R As per
Able materials are ready. short term
Seafarer Prepareand  |Lesson delivery and
engine review lesson | is ready for the upgrading
plans students with course
curriculum schedule.
Develops Assessment
practical, written| arein line to
skills and the curriculum
knowledge
3 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system$S machineries
are well




Marine
Engineer
class 2
I0ATA

Marine
Engineer
class 2
RABAERE

4 Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other order and
school facitlities. operatinal
5 |Duty officer Controls daily | Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
6 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan

Teaching

as per
entitlement

Prepare teaching

Teaching aids

As per ASE

Able materials are ready. course
Seafarer Prepareand |Lesson delivery schecule
Engine review lesson | is ready for the
Engine plans students with
Knowledge curriculum
Develops Assessment
practical, written| are in line to
skills and the curriculum
knowledge
2 Teaching | Prepare teaching | Teaching aids | R As per
MEC-5 materials are ready. short term
Engine Prepareand | Lesson delivery and
Knowledge | review lesson |is ready for the upgrading
plans students with course
curriculum schecule
Develops Assessment
practical, written| are in line to
skills and the curriculum
knowledge
3 |HoD Reliver for HoD | Maintaining R | During the
assistance | engine, assistin |the good absent of a
planing for the |operation of an Chief or
improve, Engine 2nd
upgrading of the |Department Engineer
department and
supervise
4 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries
are well
5 Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other | order and
school facitlities. operatinal
6 |Duty officer Controls daily Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
7 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per

Teaching IDF
Tools and
‘Workshop

entitlement

materials

Prepare teaching

Teaching aids
are ready.

Prepare and
review lesson

Lesson delivery
is ready for the

skills and
knowledge

plans students with
curriculum
Develops Assessment

practical, written| arein line to

the curriculum

Daily as
per IDF

time table




2 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries

are well
3 i Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other order and
school facitlities. operatinal
4 |Duty officer Controls daily | Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
5 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
\
Marine 1 |Teaching IDF| Prepare teaching | Teachingaids | R Daily as
Engineer Tools and materials are ready. per IDF
Class 3 Workshop Prepareand |Lesson delivery time table
TABURUEA Practical review lesson | is ready for the
plans students with
curriculum
Develops Assessment
practical skills are in line to
the curriculum
2 Teaching | Prepare teaching | Teachingaids | R Daily as
Able materials are ready. per IDF
Seafarer Prepareand | Lesson delivery time table
Engine review lesson | is ready for the
Welding plans students with
practice and curriculum
Metal
Fittings Develops Assessment
practical skills are in line to
the curriculum
3 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries
are well
4 i Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other | order and
school facitlities. operatinal
4 |Duty officer Controls daily Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
5 |Annual leave | Taking the right |Off from duty R |Asper
number of days leave plan
as per
entitlement

Marine 1 |Teaching IDF| Prepare teaching | Teachingaids | R Daily as

Engineer Tools and materials are ready. per IDF
Class 3 Workshop Prepare and  |Lesson delivery time table
RUATAAKE Practical review lesson | is ready for the
plans students with
curriculum
Develops Assessment

practical skills arein line to
the curriculum

2 Teaching | Prepare teaching | Teaching aids | R Daily as
Able materials are ready. per IDF
Seafarer Prepare and  |Lesson delivery time table
Engine review lesson | is ready for the
Welding plans students with
practice and curriculum
Metal
Fittings Develops Assessment

practical skills are in line to
the curriculum




3 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries

are well
4 i Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other order and
school facitlities. operatinal
5 |Duty officer Controls daily | Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
6 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement

Marine 1 |Teaching IDF| Prepare teaching | Teachingaids | R Daily as
Engineer Tools and materials are ready. per IDF
Class 3 Workshop Prepareand |Lesson delivery time table
Practical review lesson | is ready for the
plans students with
curriculum
Develops Assessment
practical skills are in line to
the curriculum
2 Teaching | Prepare teaching | Teachingaids | R Daily as
Able materials are ready. per IDF
Seafarer Prepareand | Lesson delivery time table
Engine review lesson | is ready for the
Welding plans students with
practice and curriculum
Metal
Fittings Develops Assessment
practical skills are in line to
the curriculum
3 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries
are well
4 i Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other | order and
school facitlities. operatinal
5 |Duty officer Controls daily | Traineesand | R As per
routine and facilities are duty roster
maintain decpline| secured and
safe
6 |Annual leave | Taking the right |Off from duty R |Asper
number of days leave plan
as per
entitlement

Senior 1 |Teaching FVP| Prepare teaching | Teachingaids | R Daily as
Instructor Basic materials are ready. per FVP
Engineering| Engineering time table

TERIKIAI Prepare and Lesson delivery
review lesson | is ready for the
plans students with
curriculum
Develops Assessment
practical, written| arein line to
skills and the curriculum
knowledge
2 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries

are well




3 i Repair of All machineries| R Daily

machineries, and systems
water,seawage are in good
system and other order and
school facitlities. operatinal
4 | Duty officer Controls daily | Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
5 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
Asst 1 |Teaching FVP| Prepare teaching | Teaching aids | R Daily as
Instructor Basic materials are ready. per FVP
Engineering Engineering | Prepareand |Lesson delivery time table
TEMAUA review lesson | is ready for the
plans students with
curriculum
Develops Assessment
practical, written| are in line to
skills and the curriculum
knowledge
2 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries
are well
3 i Repair of All machineries| R Daily
machineries, and systems
water,seawage are in good
system and other order and
school facitlities. |  operatinal
4 | Duty officer Controls daily | Traineesand | R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
5 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
Electrician | 1 |Teaching IDF| Prepare teaching | Teachingaids | R | As per IDF

ETEKIA electricity materials are ready. time table
Prepare and |Lesson delivery
review lesson | is ready for the

plans students with
curriculum
Develops Assessment

practical skills arein line to
the curriculum
2 Teaching | Prepare teaching | Teachingaids | R As per

Able materials are ready. short term
Seafarer Prepare and  |Lesson delivery and
Engine review lesson | is ready for the upgrading
Electricity plans students with course
curriculum schecule
Develops Assessment

practical skills arein line to
the curriculum
3 Teaching | Prepare teaching | Teachingaids | R As per

MEC-5 materials are ready. short term
Electricity Prepare and  |Lesson delivery and
review lesson | is ready for the upgrading
plans students with course
curriculum schecule
Develops Assessment

practical skills arein line to
the curriculum




4 |Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all system machineries

are well
5 i Check and All machineries| R Daily
Repairing of and systems

machineries, light| are in good
fittings and other order and

school facitlities. operatinal
6 |Duty officer Controls daily | Trainees and R |As per
routine and facilities are duty roster
maintain decpline| secured and
safe
7 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
Electrician | 1 |Teaching IDF| Prepare teaching | Teachingaids | R | As per IDF

KARAWAITI electricity materials are ready. time table
Prepareand |Lesson delivery

review lesson | is ready for the

plans students with
curriculum
Develops Assessment

practical skills are in line to
the curriculum
2 Teaching | Prepare teaching | Teaching aids | R As per

Able materials are ready. short term
Seafarer Prepareand | Lesson delivery and
Engine review lesson | is ready for the upgrading
Electricity plans students with course
curriculum schecule
Develops Assessment

practical skills are in line to
the curriculum

3 Teaching | Prepare teaching | Teachingaids | R As per

MEC-5 materials are ready. short term
Electricity | Prepareand | Lesson delivery and
review lesson | is ready for the upgrading
plans students with course
curriculum schecule
Develops Assessment

practical skills arein line to
the curriculum

Weekly Check all Working R | Weekly as
routine machineries and | condition of all per plan
check all Electrical machineries

circuit. are well

Check and All machineries| R Daily

Repairing of and systems

machineries, light| are in good
fittings and other order and
school facitlities. operatinal

Duty officer Controls daily Trainees and R |As per

routine and facilities are duty roster
maintain decpline| secured and
safe

Annual leave | Taking the right |Off from duty | SPM |As per

number of days S |leave plan
as per
entitlement
Storeman 1 Monitoring | Proper recording | Records and R Daily
grade 1 and keeping | and keeping of | posting are all
KOBAIA records of invoices updated and
stores reported to
Chief Engineer
2 Driver Doing run for All requests R
office, Staffs and | and needs for
store needs staffs, office
and trainees
being served




Purchasing |Looking for cheap| Stationaries, R
stores under | and quality goods | spare parts and
approval of | and to make sure| other goods
Chief that the budget | are available
Engineer is enough when needed
through out the | for a school
year daily needs
Rotating FIFO system Stocks arenot | R
stocks performed at all wasted
times(use of old
stocks first and
new stocks later)
Cleaning of | Daily maintaining Good R
store rooms | the cleanliness | housekeeping
and tidiness of
the entire
storerooms
Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
Storeman Monitoring | Proper recording | records and R Daily
grade 1 and keeping | and keeping of documents
IAOKIM records of invoices should be up to|
stores date , kept in
archive and
ready for
auditing
Assisting MTC vehicles R
Engineers with are well
vehicle maintained,
maintenance and| checked and
daily check safe for safe
driving.
Driver Doingrunfor | Allrequests | R
office, Staffs and | and needs for
store needs staffs, office
and trainees
being served
Purchasing |Looking for cheap| Stationaries, R
stores under | and quality goods | spare parts and
approval of | and to make sure| other goods
Chief that the budget | are available
Engineer is enough when needed
through out the | for aschool
year daily needs
Rotating FIFO system Stocks arenot | R
stocks performed at all wasted
times(use of old
stocks first and
new stocks later)
Cleaning of | Daily maintaining Good R
store rooms | the cleanliness | housekeeping
and tidiness of
the entire
storerooms
Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
Storeman Monitoring | Proper recording | records and R Daily
Grade 2 and keeping | and keeping of documents
MATANG records of invoices should be up to
stores date, kept in
archive and
ready for
auditing
Driver Doing run for All requests R
office, Staffs and | and needs for
store needs staffs, office

and trainees
being served




3 Purchasing |Looking for cheap| Stationaries, R
stores under | and quality goods| spare parts and
approval of | and to make sure| other goods
Chief that the budget | are available
Engineer is enough when needed
through out the | for a school
year daily needs
4 Rotating FIFO system Stocks arenot | R
stocks performed at all wasted
times(use of old
stocks first and
new stocks later)
5 | Cleaning of | Daily maintaining Good R
store rooms | the cleanliness | housekeeping
and tidiness of
the entire
storerooms
6 |Annual leave | Taking the right |Off from duty R |As per
number of days leave plan
as per
entitlement
Storeman | 1 Monitoring | Proper recording | records and R Daily
Grade 2 and keeping | and keeping of documents
TEBUAKA records of invoices should be up to|
stores date , kept in
archive and
ready for
auditing
2 Driver Doing run for All requests R
office, Staffs and | and needs for
store needs staffs, office
and trainees
being served
3 Purchasing |Looking for cheap| Stationaries, R
stores under | and quality goods | spare parts and
approval of |and to make sure| other goods
Chief that the budget | are available
Engineer is enough when needed
through out the | for a school
year daily needs
4 Rotating FIFO system Stocks arenot | R
stocks performed at all wasted
times(use of old
stocks first and
new stocks later)
5 | Cleaning of | Daily maintaining Good R
store rooms | the cleanliness | housekeeping
and tidiness of
the entire
storerooms
6 |Annual leave | Taking the right |Off from duty R
number of days
as per
entitlement




January February March April May June July August October
Post ER/ |Task |Key Result Area |Activities/Str |Performance |Fu |Specific |1 2 1 2 1 2 1 2 1 1 2 1 2 1 2 1 2
Responsib |No. ategies Indicators nd |Target
le Officer (R
/D
)
Chief 1
Marine daily
Officer organizing of | Trainees are
Daily organizing | the logbook | able to follow
and running of | for duty dailyand | R | Daily
school officersesp. | weekend
after working | routine
hours
2
Delivership | o
Construction caching Ship Trainees Daily /
4 | Construction o i 4
lessons to 99" | "M | receive training| R | acerding
IDF according to accordingly ™
trainees
the syllabi table.
3 Deliver Security B According
s, | o) st ||
SDSD to active Y € course
Awareness & | accordingly, | R
seafarers program
i SDSD to and a
accordingtothe | " g certificate me &
syllabi table. © Schedules
2
Deliver Ship . According
N o |Off
Security Officer | Teaching Ship ‘if;n":“"'e to Short
to active marine | Security ne course
accordingly, | R
officres Officer to . program
; N and reciceve a
accordingtothe | officers Certificate me &
syllabi table. Schedules
5 Daily recording
trainees’
overtimes, extra
studies and
producing Entry to Outstanding
weekend trainees overtime to "
. N Daily and
overtime list, | overtime and | work and extra | R
Weekly
shoreleave | extrastudy | studytoclear
record and to records every week 9
distribute the 3
lists to various =
places as per E
needed. s
c
6 File °
i " At end of
Maintain records| assessment On going "
) each unit
of trainees’ resultsand |assessment and R| orsub
ongoing submit for porgres is ;
. ! unit or
assessment. | validationand| monitored
weekly
record
7 Signing of MTC | to make sure
forms; STO08, | that MTC -
Signing of
Borrowing form, | standards | ¥V "E0! |
Notification of | formsare | P
etc | used correctly
8 Daily recording All deck staff
of deck staff attend workon| R | Daily
time
9 . .
Monitoring of | Stock taking of | SBO 2 container|
deckmonthly | theSBO2 | stocklistisup | R | Monthly
inventories container to date
10| approving of test| 10 make sure
pproving that MTC Signing of
and/or exam
standards test/exam R Daily
results for deck
forms are results
modules
used correctly
11 allocating
delegation tasks | instructors | all tasks are Daily,
toinstructors | and trainees | carried out Weekly &
and trainees | with specific | accordingly Monthly
roles
12
tocarryout | all oustanding
necessary tasks are
incharge of | tasks for the | completed, and Daily,
maintenancein | smooth traineesare | R | Weekly &
the compound | runningand | able to carry Monthly
operation of | out shipboard
the school | maintenance




Marine 1 Joining SPMS Enhanced

Officer CL2 dEMV;CDs::“ asathird | qualification | D '\g:flgf
No1 P officer and profile
Marine |1
Officer CL.2 Delivership |
No2 handling lessons | Te2CPN8 SPIP | g oineag Daily /
a handling to anees /
t0 99" IDF ot 1o | receive training| R | accrding
according to the accordingly ™
" trainees
syllabi table.
2
Deliver Master |
Class 6 to local % | Local seafarers Daily /
Master Class 6| o oot /
seafarers receive training| R | accrding
. tolocal :
according to the accordingly ™
seafarers
syllabi table.
3
Checking gangway | proper entries
logbook | in the gangway
gangway logbook| .
maintainedin | lobook,
& weekend and .
PO goodorder | including | R | Weekly
v andshore | proper entries
shoreleave !
leave records |  in the shore
records
updated | lave record
4
MTC instructors
. duty roster
Planning for duty follow the
posted every R | Monthly
roster roster
month )
accordingly
5
Monitor and
Maintaining the | guide trainees ,
evaluationon | to progress | MeES
o o progressis | R | Daily
trainees’ working|  towards -
- consistent
progress. recognised
standards
Marine |1 Deliver Bridge | Teaching
Officer CL2 Simulator Bridge Trainees Daily /
No3 lessons to 99" | simulator to | receive training| R | accrding
IDF accordingto|  99thIDF | accordingly s
the syllabi table. | _trainees
2
Posting of
Updating trainee| " OSi"8©
d trainee list, -
list, bunk & Trainee list,
* | bunk & locker
locker allocation 3 bunk & locker
allocation plan - R| Weekly
plan and °"! allocation plan
| and cleanship
cleanship | ° ’ are updated
st | instruction on
Y notice board
3
Monitor and
Maintaining the | guide trainees ,
. Trainees
evaluationon | to progress . '
o o progressis | R | daily
trainees’ working|  towards "
consistent
progress. recognised
standards
4
tolook after
the compound
perform watch | on duty asper | after working | ¢ | 1o
asaduty officer | duty roster hours,
weekends and
public holidays
5 | Deliver Practical | Teaching
Steering lessons. Bridge Trainees Daily /
099" IDF simulator to | receive training| R | accrding
accordingtothe | 99thIDF | accordingly m
|M—
Marine |1 Deliver BT to | T€Chng BST | local seafarers Daily /
Officer CL2 tolocal | receive training| R | accrding
local saefarers. :
Nod seafarers | _accordingly b
2
Monitor and
Maintaining the | guide trainees )
Trainees
evaluationon | to progress > ’
A progressis | R | daily
trainees’ working|  towards A
i consistent
progress. recognised
standards




SURC Seam:

Marine
Instructor
Class| No
1

) Posting of | Muster list and
Updating Muster| ) o ict | safety plan are Weekly/
List and safety R
andsafety | regularly Monthly
Plan
plan updated
to look after
the compound
perform watch | on duty as per| after working
asa duty officer | duty roster hours, R | Monthly
weekends and
public holidays

Teaching short

to deliver basic

courses to safety, fire
Teaching ¢ fighting & | R | program
active .
seafarers prevention, me
and schedule
to manage
safety and
ri Ing
tolook after | %2V ity aorund
compound and
compound
" | tomake sure
perform watch | after office °
that all trainees| R
asaduyofficer | hours, |17 AT
weekends & e roster
ublic holida .
p V2| regulations,
standing orders
etc..
alllife saving | all life saving
appliances |  appliances
 Monthly insidethe |  inside the
inventories of ! ! R | Monthly
o survival shed | survival shed
the survival shed A
arearranged | are working

propely

propely

Deliverfire | o hand | Trainees
training module | ctFire | receive Fire
t0 99th IDF and ve R| daily
A module toIDF | training
accordigtothe| T e | according
syllabi table. v
- trainees receive|
Establishing test | assess " ’
! i fair and valid
questions, latter | trainees at
53t | assessment and
approved by | completion of
¢ progress or sub
C/0, foreach | each unit or . y
' according unit
sub-module. | sub unit
standards
Monitor and
Maintaining the | guide trainees )
evaluationon | to progress Trainees
valuation on progressis | R | daily
trainees’ working|  towards "
. consistent
progress. | recognised
standards
Maintainallfire | AllMITC FFE are
! Visual MTe
fighting | V" maintained and
! | inspections to weekly
equipments in | "SI | ready and safe
good conditions. for use
Perform tasks as| Carry outand [ o
per the Chief | or implement
e orimplement | o completed | R | weekly
Officer instructions P
N . intime
File
Maintain records| assessment | On going
of trainees’ | resultsand |assessment and|
weekly
ongoing submitfor | porgresis
assessment. | validation and|  monitored
record
Carry out
inventory for
The FFE stocks
firefighting | Stock taking of )
are sufficient,
equipments FFE R | monthly
) | ready and safe
aroundthe | inventories
for use
compound &

Safety Store.

Deliver Steering
training to 99™
IDF according to

Teach and
conduct
Steering

trainings to

the syllabi table.

IDF trainees

Trainees
receive Steering|
training

accordingly

daily




Marine
Instructor
Class| No
3

Establishing test

assess

trainees receive|

questions, latter | trainees at fair and valid Atend of
" and| _ | each unit
approved by €O, | completion of
‘ progress orsub
foreachsub- | each unit or " "
N according unit
module. sub unit
standards
3 File
Maintain records| assessment | On going
of trainees’ | resultsand |assessment and
" ° . weekly
ongoing submitfor | porgresis
assessment. | validation and|  monitored
record
4
Perform tasks as E:'"‘: T::nz’:: Required works
per requested by i"m:cﬁons are completed | R | weekly
the Chief Officer. ' intime
5 Maintain | o eang | TTeinees duty
Watchkeeping gate and watch duty
plan trainees
plans for " | rotates evenly
" watchkeeping R| weeky
Trainees, N and
and duties .
Gangway Watch o | watchkeeping s
&DutyPlanetc | P intai
6 heck
Maintain Checkand | - )
stoerin reportany | Simulatoris
teering defects or working | R | Monthly
simulator
programmed | properly
computers N
malfunctions
1 Teaching.
Deliver Survival | Survivalto | Trainees
099" IDF 99" IDF | receive Survival| daily
according to the | accordingto | training
syllabitable. | thesyllabi | accordingly
table.
2 trainees receive
Establishing test | assess | "o alig Atend of
questions, latter | trainees at "
2 |assessmentand| _ | each unit
approved by €O, | completion of R
‘ progress orsub
for each sub- | each unit or . h
module. sub unit according unit
B standards
3 File
Maintain records| assessment | On going
of trainees’ | resultsand |assessment and
" ° iy weekly
ongoing submitfor | porgres s
assessment. | validationand| monitored
record
4
Monitor and
e B
valuation on Prog progressis | R | daily
trainees’ working|  towards "
. consistent
progress. | recognised
standards
5 Carryout | Maintenance |
necessary works | of shed, v ;
" . and it contents | R | daily
atthe survival | fittings and cone
: are maintained
shed
5 o
Checkingof | MOMitoring of |- g el
survival o
stocks and ! training
oct equipments R | weekly
providing order M | resources are
and training ‘
when necessary. available
resources
7
Survival
Checking Comy out training
working - resources are
" | visual and urees 3
conditions of Life available, in | R | weekly
functional
saving good condition,
. checks on LSA
Appliances. ready and safe
for use
8
Perform tasks as| Carryoutand [ o
per the Chief | or implement
" rImPIement | e completed | R | weekly
Officer’s | instructions | °'¢ "
intime
9 Record
Maintain records| ~ trainees | Assessments
of trainees’ | assessment | areupdated | |
ongoing recordsand | and ready for i
assessment. | submit for use
archieving
10| Carryout ) LSA training
inventory for all | Stock taking of
ntory resources are | R | Monthly
Life Saving allLsA r
available

Appliances.




Marine
Instructor
Class1 No
4

Marine
Instructor
Class1 No
5

Senior

Instructor
(Japanese
Language)

11
Report of Fillingthe | Progress of
Trainees . L
character and | trainees ability
Character& | 2"
ar ability forms |and characteris| R | Monthly
Ability Sheet '
foreach | available for
every three (3) :
trainee assessment
months.
' Attend Enhanced
MTC staff e nanee End of
develonment Maritime | qualification | D | " &
P Institute in NZ| and profile
1| peliverseo1to| Teachand Trainees
th conduct SBO 1 N
99" IDF ut receive SBO 1 :
4 training to 5 R| daily
according to the 99th IDF training
syllabi table. trainees accordingly
2
- trainees receive|
Establishing test | assess | (o aiig Atend of
questions, latter |  trainees at .
" assessment and each unit
approved by CO, | completion of R
; progress or sub
foreachsub- | each unit or " "
. according unit
module. sub unit
standards
3 File
Maintain records| assessment | On going
of trainees’ | resultsand |assessment and|
" ° "2 R | weekly
ongoing submitfor | porgresis
assessment. | validation and|  monitored
record
4
Monitor and
Maintaining the | guide trainees | .
evaluationon | to progress > .
e vation o progressis | R | daily
trainees’ working|  towards "
.y consistent
progress. | recognised
standards
5
carry out .
Maintain the | maintenance | T simufators
A are maintained, ;
Mooringand | to the cargo R| daily
A €% | ready and safe
cargo simulator | and mooring
A for use
simulators
6 Checking of | Monitoring of
stocks and SBO1 | SBO1training
providing order | equipments | resourcesare | R | weekly
when necessary | and training |  available
forsBOL. | resources
7 Carry out i
SBO trainin
Checking visual and 8
‘ . resources are
working functional | "Seorene o
conditions of the| checks on the * "R | weekly
° good condition,
Mooringand | Cargo and
! : ready and safe
cargo simulators|  mooring
' for use
simulators
& [ perform tasks as | Carryoutand [
per the Chief | o implement | 707 0 MO |
Officer’s instructions comp v
N y . intime
9 Record
Maintain records| trainees | Assessments
of trainees’ | assessment | are updated
’ R| weeky
ongoing | recordsand | and ready for
assessment. | submit for use
archieving
10 Carryout | Stock taking of| MTC buildings
inventory for | all furniture | are well
MTC buldings | forallMTC | furnishedfor | | MOt
and furnitures | _buildings | their prupose
5 Report of
pe Fillingthe | Progress of
Trainees
character and | trainees ability
Character & | 12" !
> ability forms |and character is| R | Monthly
Ability Sheet
foreach | available for
every three (3) 5
trainee assessment
months.
1 Prepare Daily
eaching | e before a
materials course
: are readyand | R
(Print notes. sufficient commenc
and textbooks e as per
as appli schedule
Course notes daily
Rezem:a"d are up to date when FVP
PErace | and consistent [ R | LI
teaching notes
program

and materials

with Industry

running




Lesson delivery daily
Prepareand | is fit for the when FVP
review lesson | traineesand | R [ LI
plans | consistent with| | program
curriculum running
Class work s .
complete with daily
Review and plete when FVP
evaluate class o major u
Deliver apanese | %% issues, students
Language studies|  d€livery learn as program
toFVP LI ic running
trainees Develops
written When a
assessment [\ o tare topic is
for FVP LI - complete
. . inlinetothe | R
traineesin | e as per FVP
collaboration u
with JICA schedule
volunteer
Oversees _ When a
ersee Trainees e
trainee’s il topicis
| receive valid
ssessments in complete
SN assessments | R
collaboration | 2SN | ¥ |as per rup
withJica | 70 :tem u
volunteer P schedule
Review, | Recordsare Whena
moderate and | ready for use topicis
maintains | and kept in complete
assessment. archieves for as per FVP)
records for future u
each course | _reference schedule
2
Perform tasks as| Carry outand [ oo
per the Chief | or implement
" orimplement | o completed | R | weekly
Officer's | instructions | °' €
. " . intime
3 po -
Viaintain | Monitoring of | Teaching and
i learning learning
® | resourcesand | resourcesare | R | Monthly
resources - ces °
o providing | available and
P order sufficient
English Tea
nel N Staff Capacity | Study program. E:::z::::" End of
building in Australia | 9 " 2018
and profile
Marine |1
Instructor
Staff Capacity Attend Enhanced End of
Class I o, Maritime | qualiication | 0 | 5
Instructor ® | instituteinNz| and profile
Nol
Marine |1 Deliver SBO2 Trainees oaily/
Instructor lessons to 99'" |Teaching SB02| receive SB02 | a::r'!i"
Class Il IDF according to| o 99th IDF training e 8
Instructor the syllabi table. accordingly
No2 2
- trainees receive|
Establishing test | assess | "o alig Atend of
questions , latter| trainees at "
22t |assessmentand| _ | each unit
approved by CO, | completion of
; progress o sub
for each sub- | each unit or . h
N according unit
module. sub unit
standards
3 -
. File . Atend of
Maintain records| assessment | On going °
e each unit
oftrainees’ | resultsand [assessmentand| | 2
ongoing submitfor | porgresis )
N " unit or
assessment. | validation and|  monitored
weekly
record
4 Caryout || ang | 580 container
necessary works | ere ¢ |is maintained in| o | oo
at the SBO arry agood v
N ‘maintenance .
container. condition
® | CheckingofsB0 Deficient stocks
container Inventory R | weekly
are noted
contents.
6
Providing order | MM COOF | e are
deficient items rsare g | weekly
when necessary. M| made in time
for ordering
7
Toperform | Caryoutand [
worksas | or implement
orimplement | o completed | R | weekly
requested by the| instructions intime
c/o.
9
Carryout | Stock taking of [SBO 2 container]
inventory of SBO| theSBO2 | stocklistis up | R | Monthly
container stock. container to date
10 i i
sureyingnarc | Visualy | seawallis kept
inspectingthe| inagood | R | Monthly
seawall. -
seawall condition

Study leave

Study leave




Marine
Instructor
Class Il
Instructor
No3

Asst

Instructor
(tapanese
Language)

. Trainees
Deliver Fire e
ive Fi
Lessons to 99" | Teaching Fire lessons ®| daiy
:ﬁF acﬁo?l:\i © togothior |
© syllabi table- standards
Manage and )
conduct T::':::
Supervising CBT | appropriate ) '
toshort courses. | CBTtoshort | 2PPPOPriate | R | dally
CBT courses as
courses ;
o required
Establishing test assess. trainees receive
Sne . fair and valid Atend of
questions, latter | trainees at "
52t |assessmentand| _ | each unit
approved by €O, | completion of
; progress or sub
for each sub- | each unit or " h
' according unit
module. sub unit
standards
File
Atend of
Maintain records| assessment |  On going tend o
nrece! each unit
of trainees’ | resultsand |assessment and| vk
ongoing submitfor | porgresis h
N " unit or
assessment. | validation and|  monitored
weekly
record
n
Perform tasks as 2‘;‘:"" "I:""aen': Required works
per requested by ins""mons are completed | R | weekly
the Chief Officer. vt in time
Checking of CBT
computers and The CBT
Toraportamy | VS| el
POrtany | g nctional | P8 R| weekly
defects or maintained and
checks on PCs
programmed ready for use
Garbage | check garbage|  Garbage
Management | disposal | management
Plan according to| procedures | plan is working | & | M"Y
MARPOL. andbins | _as expected
Carryout | In liaision with inv:"i;er:'e"sga" ’
inventory of | the catering - R | Monthly
! " stocks are
Catering stock. | stock taking ocKs
maintained
Prepare Daily
teachin before a
"8 | Teaching aids
materials course
) are ready and | R
(Print notes it commenc
and textbooks eas per
as appli schedule
Course notes dail
Research and v
e | areuptodate | | when FvP
P and consistent [ R | LI
teaching notes g rogram
and materials Incustry Progrs
running
Lesson delivery daily
Prepareand | is ft for the when FVP
review lesson | traineesand | R [ LI
plans | consistent with| | program
curriculum running
Class work s .
complete with daily
Review and : when FVP
luate class | " Mr u
Deliver Japanese e"ad N issues, students
Language studies|  9€Ve"Y learn as program
o running

toFVP LI




trainees Develops
written When a
assessment |\ o tare topic s
forFvpLl | o%€8 complete
VP intine tothe | R
trainees in Curriculm as per FVP
collaboration u
with JICA schedule
volunteer
Oversees . When a
¢ Trainees O
trainee’s _ y topic s
| receive valid
ssessments in complete
N assessments R
collaboration and achieve as per FVP)
with JICA competence u
volunteer P schedule
Review, | Recordsare Whena
moderate and | ready for use topicis
maintains | andkeptin | | complete
assessment | archieves for as per FVP)
records for future u
each course | _reference schedule
2| perform tasks as| Carryoutand |
y " Required works
per the Chief | orimplement | 10 RS
Officer's | instructions | °' <P v
N " . intime
instruction. accordingly

First Aid Deliver First Aid

Teaching First Trainees

Instructor - thy
Not to99 (;T' STMS Aid to 99"IDF | receive First aid as per
oefavers | Traincesand | Training | R | short
catarers upgraders | according course
according to the
' Seafarers | standards
svllabi table..
2
o trainees receive|
Establishing test|  assess " .
! . fair and valid
questions, latter | trainees at
03¢ | assessment and
approved by €O, | completion of
‘ progress or sub
for each sub- | each unit or . h
' according unit
module. sub unit
standards
3 File
Maintain records| assessment |  On going Atend of
nreco! each unit
of trainees’ results and |assessment and| R or sub
ongoing submitfor | porgresis h
s " unit or
assessment. | validation and|  monitored
weekly
record
4 Checkin
€ |maintainstock| .
contents of First . L First aid kit are .
ents of first aid kits R| daily
Aid kit for ° ready for use
; for trainees
trainees.
B Stock takin
o % | MTC dispensary|
Order stock for ! has sufficient
i stock and ready| " | ek
pensan: | of mtc
. for use
dispensary
6 Clean andor
i 997 | Sickbays stays
Maintaining the |  supervise 2/
e " hygienically
cleanliness inside| maintenance R | weekly
" 12IMMENANCE | clean and ready|
of sickbay. | inthe sick
for use
bays
7 Trainees

Enter register | compensate
foranysick | their absence
cases and from any
inform CO | training period

8 stock taking | controlof
Monthly e stocks,
. and control of >
inventory of ¢ replenishment
© medical and monthly
Medical stores | ™% records are
and Sickbay. | Y | maintained and
inventories "
monitored

First Aid 1 Deliver First Aid

Recording of
trainees’ hospital
&sick bay visits.

R| weekly

»

Teaching First | Trainees
Instructor - to 99™IDF, SPMS sm ve First aid
No2 ool | Aid to 99"IDF | receive First ai
Traineesand | Training | R
Seafarers ;
according tothe|  UPEraders | according
standards
syllabitable., | Se3farers
2 trainees receive
Establishing test | assess
y " fair and valid
questions, latter | traineesat | C o
approved by CO, | completion of
‘ progress
for each sub- | each unit or N
according
module. sub unit
standards
3 File
Maintain records| assessment |  Ongoing
oftrainees’ | resultsand |assessment and|
ongoing submitfor | porgres is

assessment. | validationand |  monitored

ek
record weeky




Checking
contents of First
Aid kit for
trainees.

Order stock for
MTC dispensary.

cleanliness inside
of sickbay.

Recording of
trainees’ hospital
& sick bay visits.

Monthly
ventory of

Medical Stores
and Sickbay.

Deliver PSSR to
99" IDF
according to the
syllabi table.

Establishing test
questions, latter
approved by CO,
for each sub-
module.

Maintain records
of trainees’
ongoing
assessment.

Perform tasks as

To carry out
inventory of
missing glass
louvers of all
buildings

Teaching Survival

according to the
syllabi table.

Establishing test
questions, latter
approved by CO,
for each sub-
module.

Maintain records
of trainees’
ongoing
assessment.

Carry out
necessary works
at the survival

shed
Checking of
stocks and
providing order
he

saving
Appliances.

Maintain stock
of first aid kits
for trainees

Stock taking
and
replenishment
of MTC
dispensary
Clean andor
supervise
maintenance
in the sick
bays

Enter register
for any sick
cases and
inform CO

Stock taking
and control of
medical and
sick bay
inventories

Teaching PS &
SRt0 99" IDF
according to
the syllabi
table.

assess
trainees at
completion of
each unit or
sub unit

File
assessment
results and
submit for

validation and
record
Carry out and
or implement
instructions
accordingly
Count and
chek of
missing
louvres of all

Teaching
Survival
modules to
99" IDF
according to
the syllabi
table.

assess
trainees at
completion of
each unit or
sub unit

File
assessment
results and
submit for

validation and
record

Maintenance
works for the
survival shed

Monitoring
training and
LSA stocks and
inventory

Frequent and
periodic
functonal
checks

First aid kit are
ready for use

MTC dispensary
has sufficient

Sickbays stays
hygienically
clean and ready|
for use

Trainees
compensate
their absence
from any
training period
accordingly
control of
stocks,
replenishment
records are
maintained and
monitored

Trainees
receive PSSR
lessons
according
standards

trainees receive|
fair and valid
assessment and|
progress
according
standards

On going
assessment and|
porgres is
monitored

Required works
are completed
in time

Missing louvres
are
replacement
and or record
maintained

Trainees
receive Survival
lessons.
according
standards

trainees receive|
fair and valid
assessment and|
progress
according
standards

On going
assessment and|
porgres is
monitored

The survival
shed is.
maintained

The LSA stocks
are sufficient
and safe for use|

LSA are in good
working
conditions and
safe for use




[
Marine
Instructor
(Class 111)
No.3

Marine

(Class Il
No.4

Perform tasks as| Carryoutand [ oo
per the Chief | or implement
" rimplement | o completed | R | weekly
Officer’s | instructions | °'¢ "
N " . intime
| Caryout | MONIOMING | iy g5 giocks
inventory forall | trainingand | ° SRE0CE ||
Life Saving | LSA stocks and v
N " and safe for use
Appliances. inventory
Report of o
Trainees :'"::':a::e These forms
Character & PP are updated
. forms for use R | monthly
Ability Sheet and ready for
by the
everythree(3) | Ve use
months. &
trainees receive|
- nduct an
supervising | “M9 AN | o0 woriing
N ‘monitor .
Maintenance for ! andcorrect | R | daily
99" IDF course. | 1% working
11 | maintenance y
practises
Teaching spon | 1¢2CNNESB0 [ Trainees
\th 1t099" IDF | receive SBO 1
099" IDF A ’
h accordingto | lessons | R | daily
according to the N .
b e | thesvllabi | according
i : table. standards
- trainees receive|
Establishing test | assess | (o aiig Atend of
questions, latter | trainees at .
" assessment and each unit
approved by €O, | completion of R
‘ progress orsub
for each sub- | each unit or . h
t according unit
module. sub unit
standards
File
Maintain records| assessment |  On going Atend of
e each unit
of trainees’ | resultsand |assessment and B,
ongoing submitfor | progres s )
o " unit or
assessment. | validationand| monitored
weekly
record
Perform tasks as| S Ut 3N | g ired works
orimplement
per requested by| & 17 ST | are completed | R | weekly
the Chief Officer. h intime
Maintaining | Carryout  |The simulator is
conditions of | functional and| in good working
¢ one o monthly
mooring & cargo condition and
simulators safe for use
Tocarryout | Checkand
inventory of | monitor
Classrooms are
classroom | classroom | SO O monthly
furnitures and | furnitures and [ 'Y €94PP®
teaching aids_| teaching aids
Teaching SB0 2 | TeachingSBO | Trainees
099" IDF | 2t099" IDF | receive SBO 2
Charlie according| accordingto | lessons | R | daily
tothesyllabi | thesyllabi | according
table. table. standards
- trainees receive
Establishing test | - assess | e valid Atend of
questions, latter |  trainees at assessment and| each unit
approved by €O, | completion of R
‘ progress orsub
for each sub- | each unit or . h
N according unit
module. sub unit
standards
conduct and trainees rec.elve
Supervising N nior | good working
Maintenance for andcorrect | R | daily
o trainees .
99™ IDF course. N working
‘maintenance
practises
Weekly Carryoutand| o ired works
) orimplement
inventory of are completed | R | weekly
instructions
Bosun store. . in time
Perform tasks as :::'r: "IZ:"‘:':“: Required works
per requested by| 1 * trz oot | are completed | R | weeky
the Chief Officer. . intime
File
- . Atend of
Maintain records| assessment | On going
each unit
of trainees’ | resultsand |assessment and b
ongoing submitfor | porgresis b
assessment. | validationand| monitored
weekly
record




Tradesman
no2

Maintenance of

carry out

1ance of | intenance |deficiencies and
MTC facilities in ’
e asper | damagesare | R | daily
collaboration | o ficien rectified
with the CO cency
register
Perform tasks as| 2™ ©¢ a9 | goiced works
or implement '
per requested by | """ | are completed | R | - daily
the Chief Officer. . intime
accordingly

Maintenance of

carry out

131€ OF | maintenance | deficiencies and
MTC facilities in .
N asper | damagesare | R | daily
collaboration o ¢
! deficiency | rectified
with the CO -
register
n
Perform tasks as gf:nv "I:""aen': Required works
per requested by ins""mons are completed | R | daily
the Chief Officer. u intime

accordingly




MTC ADMINISTRATION WORK PLAN January February March April May June July August September October November December
Post ER/ A " Fund ;
Responsib Task| KeyResult | Activities/Strategi Perfa_rmunce (R/D Specific 2 3 2 3 2 3 2 3 2 3 2 3 2 2 3 2 3 2 3 2 3 2 3
N o. Area es Indicators Target
le Officer )
Monitor the MTCs QM s
implementation of
olicies and velidan
MTC's Quality | ° effective MTC Administrati
System procedures aid | . gedin on
V: downin MTC's QM &
incl. Anex.and Dep't| _2<cordance
y with 15O 9001
. Operational Manual
Monitor and manage|
course records, STCW, STCW-F
course lists, exam and MLC
results and standards in Trainees
electronic database | combination posses
Ensure that all staff with Dep’t correct and
concerned complies| Operational valid
with relevant Manual certificates
policies and regulations are
certification’s fully met.
rocedures.
2 MrC o
Certificates
All students
graduate from
MTC with valid
Checkingof and proper Trainees
! certificates and posses
certificates and
other correct and
document are
correct documents valid
. needed, certificates
especially
passport and
discharge book.
3 Regulations laid
down in
national
legislation and
in Dep't Accountant
Monitor and manage| Operational oty
MTC's accounts|  work of MTC's Manual P '
and working
accountants | regulations are
condition
fully met
All financial
matters are
processed
correctly
4
Monitor and manage|
students’ files Students’ files Validity and
MTC’s Register students’ | are complete completion
Trainees, and overtimes. | and up-to-date of keeping
Trainees’ files Collecting and Trainees are Trainees
bringing all Trainees | treated fairly Records
he BOM
Maritime issues to the BO! »
Administr [ 5 g
e Regulations laid| 5
Officer Monitor and manage| downinthe | 3
personal files National
Monitor and manage| Conditions of
holl { full ff al
MTC's staff | 0110y entitlements | Service are fuly Staff always
affalrs | Manage and monitor met punctual and
salary entitlements | All staff affairs treated fairly
Manage and monitor| are clarified
sick leave efficiently and
fair.
5 Coordinate the
intake of IDF, FVP | Regulations laid
and BSH courses. | down in MTC's Avoid
Organize and Intake Policy complains
MTC’s intake | arrange Instructors | are fully met. from outer
courses | flight, transport for | The intake time islands
intake and imprest |frame is fulfilled| councils and
for travelling. and without the public
Evaluate intake any delays
results.




6
All records and
documents are All relevant
. Supervise and in a good references
MTfef"ﬂg:: monitor the MTC's | condition and for all
¥ filing systemand | can be found trainees
archive "
archive rooms | easily, as a hard always in
copyorasa place
electronic file.
Teaching and Trainees are
deliever General | g
Studies to BSHC & ° .
. knowledgeable Trainees
IDF trainees,
before serving must be
Teaching
. on board ships competent
shiphandiingand | =
Teachingto | ship Constrution to | " o 1® oMY
7 | BSHC&IDF DF trainees v
trainees Candidates
Teaching Advance | should be able
Fire and GDMSS to | to operate fire Trainees
SPMS crew and local|  fighting must be
shippings crew equipments competent
agencies including radios
safely
8 Instructurs
. carry out the
A d
ceessingand | yoct at the end Knowing the
N evaluating of .
Trainees Test of each unit. Traines's
trainees test results.
and Exam Updating of the Define trainees knowledge
Result PAtEO M | need resit. and
trainees evalutation
Identifiy the perfomance
worksheet .
best acadamic
trainee.
1 Administration
rvising &
Supervising Monitoring the | Office always _—
Monitoring . Administrati
N . Adminstration Staff | manned and
Administration on Staff
movement, and | conduct a good iy
and Account . Punctuality
punctuality service to the
Staff
public
2
Keeping of
confidential
letters and
Recording ofall | issues and to
confidential staff make sure
Confidential | letters matters and | nothing leaking Administrati
Matters drafting out publicy to on
correspondences | individually.
required from HODs | Proceedures in
keeping
informations is
e strictly followed
Manager | 3 Monitoringand | Individual staff
=
ot | e ] | s
5 Satffand
MTC Staff and appointment. accordingly at E Instructure
Instructors | Recordingof leave | thecorrect | & "
" . receive
Appointment | days, sick days and period. salary as per
missing days. Update| Improving and o
staff list and phone | sustaining staff
contact punctuality
The agenda and " .
‘Ssis with Discussion
Taking minute Board . before
N AOBs during >
of Studies meetings making
the meeting is dissions
2 Board recorded.
Meetings The agenda and .
Discussion
Taking munite at the|  issues with before
Acadamic Board | AOBs during "
making
meetings the meeting is o
dissions.
recorded.
1
To be able to
Maintainingand | release and
updating personel | submit staff and|
The efficient and staff PF files. personel Administrati
'management of| Dealing with other |updated PF files} on
the Office assigned duties | when needed.
Photocopying notes | Trainees notes
for trainees are available in
time.




2 To be able
provide proof | =
Registry Recording of of using to 2
Clerks 1 Telephone Telephone Calls , reconcile 3 .
0 13 Registry
Reception Reception & | telecomunicati | =
Switchboard duties. | on Bills every
end of the
month
3 Collecting & Posti
ollecting & POSINE | o twards and
Office
Mails o inwards mails Registry
mails/dispatching
are recorded
regularly.
4 Record all incoming | All mails
Recording of mails in the received in due .
i ’ Registry
incoming mails | Incoming registered date. No
Book missing mails
1
Updating, checking | No errors to the
and correcting of | issued and the
trainees personal | signed passing
Trainee identies by out certificates.
Instructures
Matters/ consulting long birth| ~ All trainees
; and staff
Document certificates. possess all
Arranging of trainees|  proper
Passport and document at
Discharge books | the passing out.
2 Trainee's
i
Assiting the Chief
personal details
Officer in providing
; which can be
& checking form easily access for
Trainee's BT13 BT14,MEDS, yfulure
- | BTP1andBTR8 and Trainees
Personal Files references.
collecting them back
€M 93K\ Able to prepare
to be filed in their
end of year
personal training oY
N statistics
files.
report.
3
Updating Stafflist | Instructors and
including their | staff are all the -
Monitoring
qualification. | time reachable
Providingand | when needed of
Staff List and Instructures
! collecting forms for | Instructors and
Daily work and Staff
routine staff daily routine staff are rfomance
work form STF6to | maintaining L4 o
be signed by Capt |their daily work. attendance
Superintendentand | NCS is strictly
) filed followed z
Registry g
Clerks2 | 4 Individual 3
Updating and E .
trainee Documentati
maintaining of the
received the on for
" " trainees Bible in . .
Trainee's Bible right certificate trainees is
good condition.
with correct true and
Entries and input are .
information on valid
correct
it
5 Encouraging
the
All quest:
Preparing of Guest | Al duestsand Government,
invited quest o
list and invitation are available , families
Passing out | cards. Distribute to o and trainees
all inviited guest to employ in
participating in
before passing out. the passing out. the
passing out. Maritime
sector
6 Arranging and Al trainees
checking of trainees | posses all
passport, discharge | required Families and
Passing out | and qualification | certificates and friends
Formalities certificates and proper witness the
other documents to | documents at graduation
be ready before the end of the
passing out training
7 Continuation,
Seafearer and
Preparing and of
correctly typing new | ©2didates are supporting
Issuing of t A
SSUINg O certificates possing corre the I-Kiribati
Upgraders certificate
according to their mens and
SPMS & Local which avoid any| ©
names stated in their| ladies to be
Certificates trouble to all P
passport or certified in
seafearer and .
discharge book. maritime
candidates
sector




1 Follow documented
and issuing out
certificate
procedures.Typing | Submission and
Processing of outgoing issuing of Certificates
all IDF, BSHC, | correspondence and | ceritificates are issued out
SHORT Courses training notes.  |correct, and the and
Certificates. Maintain and procedure is recorded
manage files on the followed.
system. Perform
data processing
operations.
2 Word processing
T and data base All back up files Certificates
Maintaining . . .
compilation. are available issued out
and updating of|
Bibles Perform back-up | and assessable and
proceduresand | when required. recorded
tracking of data.
3 Monitor syst:
Votem All relevant
operations and etoromems
Updating system The database is for all
»
Computer trainee’s performance. Verify | updated and 2 trainees
Operaters database and log problems accessable. i
3 | alwaysin
1&2 into tracking 3
- place
applications.
4 All trainin,
Trainee notes Compiling and 8 Teaching
materials are .
and other preparing of new materials are
N updated and
training text books for > well
N sufficient for
materials. trainees. prepared
lesson delivery
5
Monitor and manage| —
Maintaining
multiple-client batch | The processing
Computer good
System: streams. Operate | is sufficient and working of
ystems multiple-user effective 8
computers
computer systems.
6 Preparing and
ing of
SSUNBOTNEW | o trainess and .
certificates for all other Certificates
Issuing of MTC trainees and y are correct
candidates are X
MTC's candidates. Ensure | 108 0T and signed
certificates that issuing of before
completion of o
certificates is issuing
the course
efficient and
customer-friendly
1 The procedure
is maintained
Recording and
and strictly
checking items
followed and
stated in the invoices
. the document Regulate and
Invoices from | being received and
" is accuretly controll of
companies and | arrive in MTC store,
" represent the cash
Individuals and to arrange
transactions to payment
payment that
ing the fi which they
meetin, iqure
CEUNG INe TIAUTEs | otor for their
on the invoices.
good and
service
Prepraring and "
? Rrarng The budjet is Foreseeing
submit the monitorin the
Administration | administration & ‘
frequently to expenditures|
Account account report every|
avoid related to
first week of the "
overspent. the budjet
month
3 AllMTC
Instructors and
Pay out staff salary X
staff earn their Supporting
every fortnite and salan Z | Instructures
Accounta Staff Salary returned the v g
accordinglyin | S | and staff
ni1g2 uncorrected salary z |
their different | 3 fairly
to Finance. =
levels at the
right time.
4 Trainees are
Pay out trainees
able to receive .
pocket money, the Avoiding
i their pocket K
Trinees Pocket | week after pay day complains
money
Money and returned the from
) acoording to
signature's list to the Student
France the planned
) schedule.
5
The dut
Recording and issue Y
instructor is
out bus ticket to
staff whoareon | 2DIe 0 take
Controlling Bus uty and also to transport and Miss using.
Ticket v arrive on his bus ticket
trainees who are
duty at the right
going to the Hospital
time. Lateness
(medical check up).
is not allowed




Raising payment to
overseas and local as
per adviced.

The procedure

1SP Account is followed

‘ o i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ i ‘ ‘ |




