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Dear Captain,

Enclosed please find the revised crew management shipboard manual with documentation and forms to be completed, as per instructions contained therein.

We trust that the procedures will be useful to you, and should you require any additional information please do not hesitate to contact us.

(1) DUTCH CREWING ROTTERDAM B.V.
Our full style, office working hours, contact names of our crew operators including telephone numbers, are as follows:

DUTCH CREWING ROTTERDAM B.V.

VEERHAVEN 4

3016 CJ ROTTERDAM

THE NETHERLANDS

TELEPHONE
:
+31 10 2066333 (24 HOURS)

TELEFAX
:
+31 10 2066330

E-MAIL
:
SEACREW@CREWING.NL


I N D E X
A.LETTER OF INTRODUCTION WHICH INCLUDES:
(EDITION 1/2002) 

1.
Details Dutch Crewing Rotterdam

2.
Details Agencies Rotterdam / Hamburg

3.
Crew Accounting System

4.
Dutch Crewing Cash Box

5.
Procedure in case of cash box theft

6.
Non fare-paying passenger procedure

7.
Private telephone calls

8.
Working clothes

9. 
List of holidays

10.Dismissal of crew members
B.CONTRACTS:

1.
Contract for Dutch, Russian, Ukrainian and Filipino seamen

C. DUTCH CREWING FORMS:

1.
Change of command (take over form)

SC 201

2.





  

   --

3.






   --

4.
List of Enclosures



SC 297

5.
Signing on/off reports



SC 210

6.
Allotment order




SC 211

7.
Cash box report




SC 205

8.
Particulars for wages account


SC 212

9.
List of account payment



SC 213

10.Record of working hours


SC 204

11.Medical reports




SC 206

12.Monthly illness report



SC 207

13.Accident report




SC 220

14.Wages account (Final)



SC 214

15.
Confidential performance report


SC 208

16.Vacation and Relief Planning


SC 215

17.Application for accompanying family

SC 209
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OFFICE WORKING HOURS:
Monday to Friday:
0800 -  1730

Saturday:

(In case of emergency)
(a) FOR MANAGEMENT MATTERS
                  
AT OFFICE HRS      AFTER OFFICE HRS   E-MAIL ADDRESS
1. Mr. Jaap Engel (Managing Director)      
+31 10 2066341
  +31 655 823874        engel@seaserve.nl 

2. Mr. Georg Buseman (Manager Operations) 

  +31 10 2066343    +31 653 501353       gbuseman@seaserve.nl
(b) FOR CREW MATTERS






AT OFF. HRS     AFTER OFF. 
E-MAIL ADDRESS


  

 1. Mr. Andy de Jong  (Operator group A)

+31 10 2066345   +31 653 148255            adejong@crewing.nl
 2. Mr. Jasper van Driel (Operator group B)

+31 10 2066336   +
31 622 699820            jvandriel@crewing.nl
(C) FOR ACCOUNT MATTERS

 3. Mrs. Heleen Zwaans-Joosten  (Salary Accounts)
+31 10 2066337


   hzwaans-joosten@crewing.nl
 4. Mr. Ed de Kruif (Salary Accounts)


+31 10 2066342


   edekruijff@crewing.nl
 5. Mrs. Petra van Kleef (Insurance, Cash Box)

+31 10 2066328


   pvankleef@crewing.nl
(d)  FOR ANY EMERGENCIES AND AFTER OFFICE HOURS
     1. Please always contact first the office 0031-10-2066333. This number is connected to the operator on duty. 

     2. If not available, then any person as listed above.

 (e) E-MAIL COMMUNICATION

We have experienced that e-mail communication with vessels is the fastest and most cost effective solution.  Vessels that are 

answering or contacting our office by e-mail should always direct the e-mail to the crew operator in charge (not to any staff 

of any other departments).  The crew operator in charge will forward the e-mail to the person in charge in the office.  For this 

purpose Masters sending e-mail to the office should mention the ship’s name as subject of their message, for easier identification.
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(2) AGENCY AT ROTTERDAM AND HAMBURG

Dutch Crewing keeps permanent representative agencies in Rotterdam and Hamburg.

ROTTERDAM:
Seaserve Rotterdam B.V.

Tel no.:  +31-10-2066344  (24 hours)




Verhaven 4       



Fax no.: +31-10-2066340 




3016 CJ Rotterdam


E-mail: OPERATIONS@SEASERVE.NL




Netherlands.

After Office Hours:

Mr. Lothar Wittemberg




Mr. Jorge Lima

Tel no.: +31-622-699206 (Mobile)




Tel no.: +31-10-213 2498









Tel no.: +31-653-370247 (Mobile)

        Mr. Jaap Engel





Mr. Jacco W. Van Dongen

Tel no.: +31-653-469140 (Mobile)




Tel no.: +31-653-373385 (Mobile)


Mr. Dustin Visser









Tel no.:+31-651-133017 (Mobile)





  HAMBURG :

Marserve Schiffahrts GmbH

Tel no.:
+49-40-386099-0




Koehlbrandtreppe 4


Fax no.: 
+49-40-386099-11




22767 Hamburg



E-mail: operation.marserve@gmx.de.


Germany.

After Office Hours:

Mr. Michael Spiewok



     

Mr. Ralf Truetzschler

Tel no.: +49-40-7207516





Tel no.: +49-4102-43219

Tel no.: +49-172-4020666 (Mobile)




Tel no.: +49-172-9711828 (Mobile)

Mr. Thorsten Warschitz

Tel no.: +49-40-39907940

Tel no.: +49-172-4020777 (Mobile)

The direct communication with your crew operator, who actually deals with the relevant matters is of utmost importance for ensuring the proper and smooth operation.  Very often during such contacts several proposals and options can be considered which finally again serve the interests of the vessel.  You may advise the Owners / Agents or Brokers on all respects, but this does not relieve you from the obligation to contact us for direct discussion and considerations accordingly.

Whenever there are unexpected problems outside normal working hours, you are kindly requested to contact any person from the crew department at the after office telephone numbers.
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(3)CREW ACCOUNTING SYSTEM
The crew salary accounts will be prepared in our office, therefore please provide us by fax at the end of every month with the following forms: 

A.
Cash Box report


SC 205

B.
Particulars for wages account

SC 212

All further documentation, prepared as per the form "List of enclosures - Crew department"  SC 297 must be sent to our office (by mail, not by courier) accordingly.

Based on the information received by fax, we will prepare the crew payrolls for the month and will send the balances of the accounts to you, either by telex or by fax.  The original accounts will be mailed to you in due course in three sets:-

-
one for the ship's records

-
one to be given to the crew member concerned

-
one to be returned back to us after it has been signed by the crew member

We hope that the arrangements as mentioned above will meet everybody's satisfaction and will after all serve all parties concerned.

       (4) DUTCH CREWING CASH BOX

On a number of vessels DUTCH CREWING has established a "Dutch Crewing Cash Box".  On these vessels the Master will follow below mentioned procedures for ordering money.

-

To facilitate arrangement of cash to Master, the cash has to be ordered via our Rotterdam office 10 


       days in advance

-

To reduce the costs, cash to Master should be requested, if possible through convenient ports only

-

When requesting money, the Master should state present amount of cash still on board, Port, Eta, Agent and Amount required
-

After receipt of the money, the Master should pay out cash advance to the crew as soon as possible but nevertheless at the same port, in order to reduce the amount remaining in the cash box

(5) THEFT OF DUTCH CREWING CASH BOX
As the ship's cash box is insured against theft, please note that the following precautionary measures must always be strictly followed in order to be able to settle any possible claim for theft:

-

If the ship is equipped with a proper safe, the cash should be kept in such a safe.

-

On ships where safes are not yet supplied, cash must be kept in cash boxes which should be fastened with screws into a desk or cupboard.  The relative desk or cupboard must be locked.
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-

Safety measures must always be observed, so that the Insurance cover will not be jeopardized.  Combinations of safes or keys of cash boxes are to be left in the care, custody, control of the Master and the cabin where the safe or the cash box is kept, should always be locked, whenever not occupied.

-

The ship’s safe key has to be kept with the Master at all times, including whilst asleep as otherwise, the insurance will reject the claim.

-

In case of theft, the notification of the police alone is not sufficient.  It is essential that the Police comes on board and effects an investigation.

-

Dutch Crewing must be informed immediately and the following documents must be submitted as soon as possible.


       a. Police report


       b. Master's report


       c. Ship's Cash report

It must be emphasized that if in case of theft the above mentioned measures are not strictly followed and/or any of above mentioned reports are not sent to Dutch Crewing, then the Master will suffer the loss of the stolen amount.

(6) NON FARE PAYING PASSENGER
In case a seaman is interested to have his wife or immediate family on board, he has to obtain:

1.
Approval by owners

2.
Approval by master

3.
Approval by Dutch Crewing Rotterdam B.V.

After the approval of all parties, the following procedures have to be followed:

The form SC 209 "Application for accompanying family" in the company file has to be filled in and sent to our office, where the operator in charge will arrange insurance cover.  The covered risk includes deviation, medical costs, hospitalization abroad and repatriation costs.  The costs for the insurance of about Euro 85,00 for four weeks per person will be charged to the crew member.  Furthermore and according to the provisions of our insurance policy, the passenger onboard should be aged between 4 and 60 years.

Before the Master gives his consent to the crew member he should consider following points and should 

inform the crew member accordingly:

-

The crew members performance will not be effected by his family's presence.

-

The vessel's efficient operation will not be impaired.

-

Any additional persons are covered by the safety equipment certificate.
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-

The intended voyage is scheduled and has no trade restrictions.

-

The accommodation space is adequate and convenient.

-

There are adequate medicaments on board.

-

The crew member has to agree to pay victualling for his relative if requested by owners.

-

Ensure that relatives hold all valid travel documents and visa.

-

The joining relative will adhere to the Master's instructions and orders in matters regarding the vessel's operation and safety and will not, at anytime, interfere with the ship's affairs.

       -

The Master may ask for the passenger's disembarkation at any time during the voyage, due to change of schedule, or any other reason that the Master considers relevant to the personal safety of the passenger, the personnel and the vessel.

-

The Company reserves the right to refuse approval of the crew members' application, even after the authorization of the Master, or request relatives to disembark, without any prior notice or explanation.

·         The Master will not permit embarkation of a passenger prior to receiving a written confirmation from Dutch Crewing that such an embarkation is approved and the proper insurance cover is in place.


(7) PRIVATE TELEPHONE CALLS THROUGH LOCAL AGENTS
Our standing instructions in respect to the above subject, are that private telephone calls must not be made by the ship's officers and crew, on shipowners' account.

It is imperative that the Master gives proper instructions to the officers and crew, that personal and private telephone calls through the local agents must be paid in cash by them, and not to be debited to ship owners' account.  We also expect, that relevant advice is given to the local agents not to accept any private telephone calls on the account of the shipowners.  Such calls must be paid cash by each crew member accordingly.   Only telephone calls relating to ship's operation and administration are permitted on ship owners' account.

Any arrangement  'other' than the above, really cost us a lot of money, since by the time Dutch Crewing receives the costs for the telephone calls, either some crew members are not onboard any more in order to charge them, or the number dialed cannot be traced as to the identification of the person who made the call.

We believe that if proper attention is given to this matter, then such kind of financial losses will be avoided.
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(8) HOLIDAYS
Please find below a list of Polish, Ukrainians and Filipino holidays. We would like to mention that 

the herein mentioned holidays do not strictly have to be followed in case where the Crew complement is 

of different nationalities.  Very often in these cases a holiday regulation is implemented by the Master 

and all crew members follow it as to avoid any "Difficulties".

POLISH HOLIDAYS – 2002


PHILIPPINO HOLIDAYS - 2002






Jan.   01 

-
New Year's Day



Jan. 01

-


New Year’s Day

Mar.  31

-
Easter  (sliding holiday)


Apr. 09

-


Arawng Kagitingan 
Apr.  01

-
Monday Easter (sliding holiday)

Mar. 28

-


Holy Thursday

May  01

-
Labor Day




Mar. 29


-

Good Friday

May  03

-
Constitution Day



Mar. 31

-


Easter

May  30

-
Corpus Christi



May.01

-


Labour Day

Aug. 15

-
Assumption Day



Jun.  12

-


Independence Day

Nov. 01

-
All Saints Day



Aug. 31

-


National Heroes Day




Nov. 11

-
Independence Day



Nov. 01

-


All Saints’ Day

Dec. 25

-
Christmas Day 




Nov. 30

-


Bonifacio Day

Dec. 26

-
Boxing Day




Dec. 25

-


Christmas Day










Dec. 30

-


Rizal Day


UKRAINIAN HOLIDAYS – 2002


RUSSIAN HOLIDAYS - 2002
Jan.  01

-
New Year’s Day



Jan. 01

-

New Year’s Day

Jan.  07
-
Christmas Day




Jan. 02
-

2nd day of New Year

Mar. 08
-
Women’s Day




Jan. 07
-

Christmas Day

May  05

-
Easter





Mar. 08
-

International Women’s Day

01+02 May 
-
Labor Day




01+02 May
-

International Labor Day

May 09

-
Victory Day




May  05
-

Victory Day

June 23

-
Trininity Day




Jun.  12
-

Independence Day

June 28 

-
Constitution Day



Nov. 07
-

Day of Accord and Reconciliation


Aug. 24

-
Independence Day of Ukraine

Dec. 12
-

Constitution Day
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(9)WORKING CLOTHES FOR THE PHILIPPINO AND UKRAINIAN SEAMEN
One of the contractual benefits of the Filipino and Ukrainian crew members employed under Dutch Crewing contracts is to be supplied with working and winter clothes.

LIST OF ITEMS GRANTED TO PHILIPPINO AND UKRAINIAN CREW
DECK DEPARTMENT:

1. Rubber boots

2. Safety shoes

3. Helmet

4. 2 overalls each

5. 2 pairs working gloves

6. Oil skin






(to be supplied when needed)

7. Parka






(to be supplied when needed)

8. Toilette soap 





(to be supplied when needed)

9. Washing powder





(to be supplied when needed)

ENGINE DEPARTMENT
1. Safety shoes

2. 2 overalls each

3. 2 Parkas for all engine crew for eventual work on deck
(to be supplied when needed)

4. Toilette soap 





(to be supplied when needed)

5. Washing powder





(to be supplied when needed)

CATERING DEPARTMENT
1. 2 black trousers each

2. 2 cook/steward jackets

3. 3 T-shirts

4. 2 white shirts short sleeve (stewards only)

5. 2 Aprons (cooks only)

6. One pair of shoes

7. Parka for work in deep freeze room


(to be supplied when needed)

8. Toilette soap 





(to be supplied when needed)

9. Washing powder





(to be supplied when needed)

It must be clearly understood that the purchased items remain the property of Dutch Crewing Rotterdam B.V. and should remain onboard when the seaman is leaving the vessel.  These items must be handed over to the signing on new crew members.  This goes in particular for parkas and heavy winter clothes.


All working clothes have to remain onboard on sign off.

Crew members going on leave will be held responsible in the case of non-compliance!!!
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(10) DISMISSAL OF CREW MEMBERS
We would like to draw your attention to the procedure of dismissing a seaman on board your vessel.    In principle the procedures are the same for the various nationalities, but special attention has to be given to the dismissal of Filipino crew, since it has become popular in Manila to appeal against a dismissal in the local labor courts, and in many cases they succeed because of administrational mistakes on board, i.e. the logbook entry was not properly done, no witnesses were named, or the crewmember was not given the opportunity to comment or similar reasons.  The result is that the employer has to pay heavy fines, let alone the fees for the lawyers and the crew member has to be paid the basic salary from the moment he was discharged to the end of his original contract.  In order to have proof of a lawful dismissal, certain steps have to be taken on board and all facts relating to the case have to be recorded in default.

After consulting lawyers in Manila, we have established the following procedure as being rather appropriate.  For easier reference we have drawn up a form (see attached) that should be of help.  In case the space on the form is not sufficient, please feel free to add any number of pages that you may deem necessary.  In all cases of dismissals or warning / logbook entries, our office has to be informed immediately.
MINOR OFFENCE
Dismissal for minor offence or for general inefficiency:

A seaman can only be dismissed for a minor offence, after that offence has  re-occurred several times and written warnings have been issued on previous occasions.

VERBAL WARNING
On the first occurrence, either of poor workmanship or of a minor offence, the seaman is to be warned verbally by the head of department and in cases of general inefficiency, a specific date by which the seaman's work is to have improved, must be stated.

The quality of work expected is to be clearly explained to the seaman.

FIRST WARNING IN WRITING / LOGBOOK ENTRY
Should the offence occur again, the fact is to be recorded in the logbook  (enclosed form to be used accordingly).  If the seaman refuses to sign, his reply has to be stated word by word, together with the statement of the witnesses.

The seaman has to receive a copy of the log book entry, which should state that he has been previously warned verbally for the same offence.
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FINAL WARNING / LOGBOOK ENTRY
If the seaman fails to perform satisfactorily or commits the same offence again, a final warning is to be issued and entered into the logbook in the same way as described above.

DISMISSAL / LOGBOOK ENTRY
If the seaman continues to repeat the offence or fails to be efficient, he is to be dismissed using the same procedure as described above.

DISMISSAL WITHOUT NOTICE  / LOGBOOK ENTRY
For a major offence that justifies a dismissal without notice(acc to POEA contract appendix 2 / or employment contract), the seaman is to be interviewed by the Master, in the presence of the Chief Officer and/or the Chief Engineer (and the senior Filipino Officer).  The  details of the offence, the reports of the choff/cheng have to be read out to him and the decision  to dismiss the seaman has to be explained slowly and clearly.


All details to be recorded in the logbook and a full written report of the proceedings/interview to be made by an Officer.

ENTRY IN SEAMAN’S BOOK
In cases of dismissal the entry into the seaman’s book should read:

“Dismissed for breach of (POEA) contract” or “D.T.R.” declined to report.  In no case is the seaman’s book to be left blank.

ADVANCE PAYMENT
In cases of dismissal as from the time of the first written warning, further advance payments should be carefully considered, to enable us to re-claim travel expenses that are for the crewmember's account.

We hope that we have made the procedure clear to you and thus reducing the cases of unlawful dismissals.  Should you have any further questions, please do not hesitate to contact us.

Note: Please click on the Log Book for Crew Offence OR on the back to main menu button
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Log Book Entry For Crew Offence
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