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 9. Operations

9.1 Generals

For the performance of the ship, the Master is fully responsible. He shall be trained and educated according to international rules and guidelines such as STCW95. He must hold all necessary and valid licences.

The Officers and deck and engine crews shall also be trained according to STCW95 and holding certificates according to their rank. 

Therefore in this Shipboard Manual the Company does not mention anything about basic abilities according to STCW95 as taught and trained in maritime academies, such as safe navigational handling of the ship.

This chapter „Operations“ explains the Company’s standing orders to the ship’s commands on how to deal in general and in special situations, what forms are to be used, etc. 

IMPORTANT  NOTICE:
The Company (not the Master, unless in emergencies) shall arrange services, stores, provisions and other deliveries, as well as necessary surveys.  Requirements must reach the Company in writing by telex or fax. Orally submitted orders over phone or in person will not be accepted by the office staff, unless there is a clear urgent matter or emergency.

9.2 Communication

The Masters will be expected to use the most economical route for the transmission of messages.

Ships equipped with on-board telex should always use this telex-machine for sending messages via the cheapest, but still reliable way. This can be accomplished by using the @Sealog program (Least Cost Routing).

The use of Mobile phones must be limited to the very minimum and only in emergency situations.

When asking for services, stores, provisions, etc., the Master must order in writing by telex or need case by fax. Orders via mobile phone will not be accepted.

When a ship is chartered out, the Master must comply with Charterers’ communication instructions. 

· Company needs at least on the end of every month comm. costs from Charterer.

Position reports
Following information has to be sent to the office regularly via telex:

· Arrival

· Departure

· ETA

· ETS

· next voyage

· Quantity Bunkered, where and when bunkered

This information must be sent automatically to the Company’s office.

The master is obliged to use the communications-administration program issued by the company. an update diskette has to be sent to the office monthly.

Mobile Phone:
The mobile phone must be used the least possible. Presently mobile phone costs are rising to such levels, that the Master will be kept fully responsible for any misuse.

Private calls, to and from the ship, must be avoided. If such calls must be made, the Master should take care that these calls are charged and paid into the ship’s cash box immediately. The Master is obliged to keep separate mobile phone lists, for:

· Charterer/Broker

· Company

· Crewing Agent

· Crew

· roaming

These lists must be sent monthly, together with the ship’s cash box report.

If private calls are pending the Master, prior to change of command, must pay the outstanding amount(s) into the ship’s cash box.

For urgent matters, emergency cases and during after office hours, the Master is entitled to contact office staff via mobile phone.

But  first use the telex/fax in all instances.

9.3 Forms to be dispatched to the office

Ensure that shipcommands signature and vessels stamp are visible on the following documents :

· delivery notes

· invoices

· service reports
This procedure is an evidence that the shipcommand checked the above mentioned documents.

The following documents should be sent to the office:

Immediately after a Time Charter ends via fax/Email:

· dates of T/C ended, bunkers, lashing material , RP (when not settled directly) and telecommunication cost for charterers account.  

· mobile telephone lists (Charterer/Broker, Company, Crewing Agent, Crew, roaming)

· whole communications cost (print out and disk to be send to the office)

Monthly:

· cover-sheet for ship’s mail

· cash box report

· mobile telephone lists (Charterer/Broker, Company, Crewing Agent, Crew, roaming)

· Disc from communications-administrations program(@Sealog), as per procedure in this matter included print out.

· crew-list

· work reports for deck and engine room

· consumption reports (lubricating oils, bunkers)

· list of drills executed on board

· Monthly confidential Crew's performance reports

· Voyage reports 

· Sludge report

· Engine report

· Voyage report engine 

      Every 2 month:

· Findings of hose test

Every Quarterly (31.03, 31.06, 31.10 and 31.12)

· cover sheet Quarterly inventory 

· inventory list of paint, detailed

· inventory list of provisions (only sum in US Dollars/German Marks)

· inventory list of bunker ( only sum of fuel and/ or gas oil )

· lubricating oils and grease ROB the end of this quarter, detailed

· container lashing materials inventory

Every 6 months (30.06 and 31.12):

· list of validity of ship documents/certificates

· list of validity of fire fighting - life saving - distress signals

End of the year:

· inventory list of stores

After each crew-change the following forms must be sent to the office:

· hand-over of command Master

· hand-over of command Chief Officer

· hand-over of command Chief Engineer

· seafarer’s briefing and familiarisation

· Manual/Publications/Hardware Inventory

Prior to sailing from all loading and discharging ports the following documents shall be sent to the office (if applicable):

· one copy of the notice of damage by stevedores

· copy of any other relevant document, such as letter of protest from and/or to Shippers/Receivers/Port Authorities and/or sea protest

· deadfreight claims

· cargo claims

Upon completion of each voyage, the voyage report deck and engine must be mailed with the next office mail to the office.

Ships still under guarantee must send:

· guarantee report if a damage or a malfunction has occurred

· follow up on guarantee reports regularly

· daily voyage report form when a voyage is completed

9.4 Requisition for Stores, Provision and Spares 

9.4.1 General

It is a MUST that requisitions are done in the standard forms by telex or fax in the English language. All orders must be sent to our office. When a service or a delivery of goods has been carried out, then the Company must be informed by telex.

All orders must be as complete and detailed as possible, including per item a serial number and any additional information on the item.  This is because of reducing the possibility of ordering wrong parts by the office. 

9.4.2 Provision, Workshops, Services and Provision Rate

The Master is NOT allowed to nominate a shipchandler or order a service prior to receiving the Company’s permission. All ships will be supplied in Europe by the Company’s contractor. Also, for small supplies and fresh provisions the Master should contact the Company first, to receive permission before ordering.

Please note that the standard 2-months supply will also be carried out on the Continent. Ships trading world  wide must contact the Company on how to proceed. From case to case and depending on the trading area, the solutions may differ.

The provision rate per day person depends on ship’s trading area. The Master is requested to determine provision rate per day per person at the end of each month. The result has to be shown in the monthly cash box report.

The quality and durability of provisions took over from shipchandler have to be checked. The company has to be informed in the case of claims.
9.4.3 Canteen and Bonded Stores

This is the Master’s own task and responsibility and is not allowed in the ship’s cash-box. The Master should try to get the best quality for the prices offered, as these stores are for and to be paid by the crew. It is most important that bonded stores shall be sold at purchase price to the crew, so that complaints are avoided.

9.4.4 Lubricants

When you order lubricating oil for the main engine, check also the other sorts of lubricants and grease on board. Should you not have enough till the next lubricating oil order for the main engine, than order the smaller quantities of lubricants and grease simultaneously. Try to order as much as possible in the ARA-range, because this is cheaper. When ordering, please specify the sort of lubricant as much as possible to avoid misunderstanding and therefore receiving the wrong lubricants.

9.4.5 Paint
It is the Company’s policy that our ships are well maintained. In order to keep the ship’s condition on a high level, it is necessary that the ship has sufficient paints, such as primer, undercoat and finishing coat, on board. Furthermore, the ship must always have a sufficient quantity of paint for an immediate complete touch-up of the hold. The hold paint is suitable for the use as an interior coating of ships, employed in the transport of grain, sugar, and so on.

When the Master is ordering paint, the following has to be observed:

Minimum order 300 ltrs safes transportation costs.

Item
Quantity
Part. Serial No.
Colour RAL No.
Present Stock







1
100 litres
123456789
5010
30 litres.

The existing stock on board must be indicated when ordering new. 

It is very important that the ship’s command checks the paint delivery accurately and not to sign receipts carelessly. Damaged and/or leaking drums/tins/pails are to be rejected.

When the paint supplied, proves to be of inferior quality, a written report must be sent to the office immediately. This report must contain:

· date of delivery if possible

· charge number

· serial number

· quality

· quantity

· reason of complaint (f.i. viscosity very thin, paint not drying, etc.)

It is better to be critical and complain a little bit more than less. If you feel for example, that the viscosity of the primer is too thin, inform us in writing of this incident by return. 

9.4.6 Safety Equipment
It is the Master’s responsibility to inform the Company in time that safety equipment certificates expire or equipment has to be replaced. 

When a ship is calling Spanish, British, Dutch or German ports, it is often much cheaper to carry out safety services, like for liferafts, fire-extinguishers, CO2 equipment, etc. in these ports. Please take into consideration that the Company has to be informed in writing at least 4 weeks before expiry-dates.

Especially in such ports as in Portugal, Morocco, North Africa, Italy, etc., a ship may encounter problems in the month in which the validity of safety equipment expires when the ship is in port. 

Therefore service must be ordered time. In some instances the Company can apply for extension for a certain period, however not in all ports such extension will be excepted. Therefore the Master must keep all safety equipment up-to-date.

9.4.7 Delivery of Goods, Delivery Notes and Company’s notification

Delivery notes and workshop/service reports must be signed and stamped  by the ship’s Master or Chief Engineer. Furthermore the ship’s command is required to inform the company by telex, that delivery has been effected, respectively the workshops have completed their job on board to satisfaction. 

Upon delivery of provisions, spare parts and consumables, the ship’s command must check and control the consignments. Damaged, missing or incorrect items must be noted on the delivery note. When the ship is sailing and ship’s command find products of inferior quality, the Company must be informed of this incident by return.

When a shipchandler is delivering provisions, empty cartons and other packing material must be given back whenever possible. 

In case a shipchandler is paid in cash by the Master, he must always ensure, that the shipchandler stamps and signs the invoice, as receipt for the money. The stamp and the signature of the shipchandler are very important as otherwise he might try to get the money twice. 

9.4.8 Consignments and Courier Consignments
When the Company intends to send down spare parts by airfreight or a courier service, the ship’s command and the agent will be informed by telex. Upon receipt and after checking, the Master must inform the office by return that consignment arrived in good condition.

When the ship is sending spare parts, the Master must inform the office as well and will also get confirmation from the office concerning receipt.

9.4.9 Blacklisted Items

Due to the fact that some detergents can be very aggressive to linings, seals, gaskets, etc., the Company has a so called black list of detergents which at are never to be ordered without permission from the Company:

· rust remover

· filter cleaner

· marine cleaner

· all other sorts of chemical cleaner

Following chemicals can be ordered, when a ship is equipped with appropriate plant:

Sewage treatment plant
==> 
Vecochlor

Evaporator


==>
Evaporator Treatment

9.4.10 Order Form

The Master must send his requisition list (order form), preferably by Fax or E-mail, telex or ship’s mail. The method to inform the Company depends on the urgency. Only in emergency cases, a verbal order will be acceptable. 

Order Forms are in the folder: „Forms“, including explanations.

9.4.11  Order in general 

Under all circumstances the order has to be send only 1 time to avoid double purchase. We prefere E mail for better handling at the office.

When the master send his requisition list (order form) it is the master's responsibility to check and decide if the orders received from the crew is of any priority onboard.

It is the master supervision that every item on the requisition list completed with f.i. maker, type, serial nr, dimensions and whatever else needed.

Order of Hydraulic hoses

1. total length

2. spanner width

3. diameter of connection pipes

4. type of aperture (angled or straight)

5. maximum pressure required

[image: image1.png]L




9.5 Certificates and Safety Equipment

The lists „Validity of Ship’s Documents“ and „Fire Fighting - Life Saving - Distress Signals“ must always be up-dated by the Master. 

Every six months, end of June and end of December, the list has to be send to the office. When surveys are due, i.e. at least 4 weeks before expiry date, the Master must inform the Company by E-Mail/telex. These 4 weeks are a guideline only and it depends on the ship’s trading area. 

When a ship is calling Dutch, Belgium,  Spanish, British or German ports, it is far cheaper to carry out the safety services for: life-rafts, fire-extinguishers, CO2 equipment, etc. in that area.

Especially in ports in countries as Portugal, Morocco, North Africa, Italy, etc., ships may encounter problems when safety equipment expires during the month that the ship is in ports there. Therefore, services must be ordered a little bit earlier. In some cases the Company can apply for an extension period, but not in all ports this extension will be acceptable.

The annual survey of CO2 bottles and Fire extinguishers must be carried out since this year by a workshop for Netherland and Cyprus flag (change of rules acc. Flag states). 

It is the Master’s responsibility that all certificates and safety equipment are up-to-date.

When the ship’s command is changed, the relieve Master must be informed in writing, using the form: „Hand over of Command“, whenever expiry dates are due or will become due within the next four weeks.

When the Company is sending certificates, the duplicate of the covering letter must be sent back to the company, confirming the due receipt.

If you receive notice that we will order annual surveys, please check the forms 

concerning Germanischer Lloyd, you find in the folder forms and keep us  

informed what has to be done.

GL Survey dates in general:

In all cases surveys must be ordered when original certificate is expired.

Yearly surveys ( class deck, class engine, aut 4, safety equipment, safety construction, IOPP, load line, cranes) can be done 3 month before or latest 3 month after normal date. But: Yearly safety surveys  like radio certificate, life rafts, co2 bottles, fire extinguishers must be done before yearly expiry date.

Example:  yearly safety radio    last survey   31.03.2001  

                        Latest  next survey                30.03.2002

9.6 Filing System

It is the Master’s responsibility that the filing system will be adhered as per the Company’s instructions. Of course each Master has a system but we need a uniform system on all our ships. Otherwise we will not comply with ISM-Code requirements.

The folders are divided into Sub-files. 

Following folders, incl. Sub-files should be on board

1. Safety 


01
Port State Control


02
Safety Checks


03
Drills


04
Inventory of Safety Equipment

05 Maintenance on Board

06 Follow up of damaged items of ship’s equipment

2. Damage Reports / Claims


01
Stevedores (settled and unsettled)


02
Cargo  


03
Hull and Machinery (settled and unsettled)

3. Correspondence to/from the Company concerning


01
Nautical


02
Technical


03
Cargo


04
Personnel


05
General

4. Purchase


01
Open


02
Settled

5. Consumables


01
Bunker receipts


02
Lubricating oil receipts


03
Oil Samples Analysis


04
Sludge Oil delivery receipts

6. Voyage file 

7. General


01
Hand over of command

02 Waste Management Plan records

8. Cash Box Reports

9. Circular letters „General“

10. Circular letters „Deck“

11. Circular letters „Engine Room“

12. SOPEP and Cargo Securing Manual

13. Forms (different forms)

14. Personnel (different forms)

9.7 New building 

9.7.1 First Equipment

When a newbuilding is put into service, the following items should already be delivered on board:

· first delivery of stores for deck and engine

· provisions

· office materials

· sea charts and nautical publications

· lubricating oil, all sorts as per scheme

· Medical Chest and all Certificates belonging to vessel

· P & I Contact List

· Company’s A.O.H.- List

· Company’s Safety Management Manuals

· folders

· stamps

· mobile phone card (depending on ship’s trading area)

9.7.2 Guarantee Period

During the operation of the ship, it is important that the ship’s command informs the Company by return whenever a malfunction or damage to the ship or to the equipment occurs. For this purpose the Master must use the „Guarantee / Damage Report“. In order to get an overview, he must also prepare a „Follow-Up-Report“ . 

Urgent malfunctions must be reported immediately by telex using a sequential number (and later on the same number in the form) the „Guarantee / Damage Report“.

For further explanation see the green folder „Forms“.

If the ship is likely to lose time (off-hire) due to a technical malfunction, then the following information has to be sent to the office:

· description of malfunction

· date and time when ship or cargo operations were stopped

· date and time when operations started again

· consumption of bunkers, if any

· deviation, if any, date, (time of beginning and end)

· additional costs arisen, f.i. (tugboat, pilot, harbour dues, agency fees ,etc.)

· services rendered to servicemen, agents, port authorities (breakfast, dinner, coffee, etc.)

· any flight-tickets

· etc.

9.8 Operation and Maintenance

9.8.1 Checklists

A safety check must be carried out regularly (at least monthly). To get an overview, the Master shall use the following lists:

· check list to improve standards on ships „Maintenance onboard“, issued by the Germanischer Lloyd.

· Company’s safety and maintenance checklists for the hold, hatch covers, deck and cranes

The result of these checks have to be recorded in the folder „Safety“. 

Maintenance should be done as per the manufacturers’ instructions with the Company’s consultation. The Company expects from the Master and the crew that they do their utmost to keep ship’s standard to a high level. If something has happened to the ship or equipment, the Master / Chief Engineer must report in writing immediately. Technical problems must be solved immediately, if possible.

If the vessel flys under Antigua flag you have to check annual and a short time before the surveyor of the flag state authority is checking your vessel, by using  the folder Report of Safety Inspection.

Company  inspectors are  always reachable by mobil phone.

All our ships must be maintained in a very good condition. The hull, superstructure and interior must be always clean, well painted and in good operational condition.

9.8.2 Follow-up of malfunctions, damage to the ship and equipment

When a damage has occurred to the ship or to the equipment, the Master/Chief Engineer must document this damage both in the „Guarantee / Damage report“ and „Follow Up Report“. When the damage has been repaired, the item must be stricken from the Report.

The „Follow Up“ and the „Damage Report“ must always be up-to-date, especially when a crew change is due. The new Master and/or Chief Engineer must know the extent of existing damage to the ship and other malfunctions. The „Follow Up“ is an essential administrative part of the ‘Taking Over’ procedure for both the Master and the Chief Engineer. The information for the relieve-crew is documented in the form „Take Over command“.

If a damage or malfunction occurs, the Company must be informed immediately before leaving the harbour and not later than 24 hours after occurance in writing of:

· extent of damage/malfunction

· detailed description of damage/malfunction

· request for spare parts, if any

· request for service, if required

9.8.3  Servicing of machinery / equipment

When a service company is called in, the service report must be signed either by the Master or Chief Engineer. Quite often a ship requests again service for the same unit after only a few weeks. It is hereby strongly recommended that during the servicing, the service shall be carried out in the presence of, either the Master or Chief Engineer or Chief Mate. But do not unnecessarily prolong servicing time on board by futile discussions, or whatever (entertainment). 

When service has been completed to your full satisfaction, read the service report carefully before signing and stamping with the ship’s stamp. Make sure that the correct attendance time is recorded on the service report. Always keep a copy for your records.

Inform the Company in writing of the results of the service rendered.

9.8.4 Bunkering  

9.8.4.1 General

In recent years, there has been a general deterioration in the quality of fuel supplied for bunkers. Substandard fuel is now a major cause of loss of speed and overconsumption of fuel and damage to the engine and other machinery.

The Master and Chief Engineer must take good care to ensure that the bunkers supplied match the specifications, as required by the ship. 

In case the fuel affects the engine’s performance, it is of utmost importance that the Chief Engineer records all relevant data.

The subject of oil pollution and its prevention have become increasingly important to all of us. As more spills occur during bunkering than during any other type of oil transfer, the importance of good bunkering procedures is stressed. A safe, efficient, and well organised bunkering operation is the best defence against oil pollution.

If there is any reason for refusing bunkers, i.e. incorrect grade, then the Master and/or Chief Engineer shall inform the supplier about this reason in writing to avoid any dispute later on, as well as advise his Owners, Operators, Charterers concurrently.

The Chief Engineer/Master shall make every effort to satisfy himself that the bunkers as described on the delivery receipt comply with the grade normally acceptable to the ship and that the oil will be pumped into the right tank.

The Master and not the Chief Engineer is in the end responsible, that the fuel will be pumped in the fuel tank and the lub oil in the lub oil tank. 

Happened now twice, that lub oil was transferred in a fuel tank.

9.8.4.2 Procedure at Commencement of Bunkering

1. 
During oil transfer, the deck officer on watch shall check the ship’s mooring ropes to ensure that they are sufficient in number and kept tight, and to adjust ropes as may be necessary due to change in draft and tide.

2.
Before the start of bunkering, all scuppers and containment drain valves shall be closed. At the end of the transfer, all sounding tube openings shall be closed.

3.
The Engineer in charge and the barge master or lorry driver must check the security of the hose couplings on the bunker barge or road vehicle and on the receiving ship, and they have to agree on the pumping rate, before starting.

Failure to observe these precautions may lead to oil pollution and result in heavy fines and possibly even the arrest of the ship.

4.
Voice communication must be maintained between the person stationed at the bunker connection on deck, and the person in charge of the delivery facility. Telephone communication is to be provided between the bunkering connections on deck and the engine room.

5.
Transfer must be stopped immediately when the oil first appears at the overflow alarm or when the required sounding level is reached.

6.
On completion of each transfer, the Chief engineer shall assure himself that all valves, opened during the transfer are closed again, and blind flanges at deck manifold are refitted. 

7.
In case of spillage, oil transfer must be stopped and the bunker supplier and the Owner must be informed immediately.

9.8.4.3 Sampling

Whenever bunker fuel is loaded, a representative sample is to be taken.

1.
Make sure that the bunker barge or the truck's sample represents the bunkers to be supplied to the ship, i.e. the Chief Engineer or Master in charge of bunkering must be present when the sample is taken. 

2. Make sure that the sample bottle is sealed in the presents of the Chief and the label signed both by the Chief Engineer and the supplier.

When you accept only the sealed sample from supplier and you was not present, we never know what oil we received. 

Therefore take your own sample when you want it and let it seal.

3.
Keep the samples in a safe place, at least for two month in case of any problems concerning the fuel later.

9.8.4.4 Protest by the Master for failure of bunker supplier to attend during representative sampling.

Before accepting bunkers, the Chief Engineer/Master shall always check the supplier's documents to ensure that the grade to be supplied is within the terms of quantity and specification of what was ordered. In addition, he has to insist on witnessing the taking and sealing of representative samples from which he has to retain one sample of each grade.

If the supplier does not attend during sampling the Master has to write a note of protest (example: see folder „Forms“).

9.8.4.5 Short Delivery

Master has to make a note of protest whenever the quantity of bunkers delivered is less than what was originally ordered by Owners, Charterers etc. The correct procedure for lodging a complaint is as follows:

1.
The suppliers’ delivery receipt must be marked "signed under protest, ship's figure: ‘x’ metric tonnes".

2.
A letter of protest must be completed and a copy attached to the delivery receipt.

3.
The supplier must countersign on both the delivery receipt and the letter of protest (example: see folder „Forms“).

4.
Inform the Company/Charterer immediately. All relevant information including the following has to be supplied to the office:


* suppliers’ stated delivery quantity


* ship's received quantity


* date and time of supply


* temperature of product received


* density of product

Note: In case of difficulties i.e. when the supplier refuses to allow the delivery receipt to be signed "signed under protest, ships figure in ‘x’ metric tonnes", contact the ship's agent and the Company immediately.

9.9  Ship in port / at anchor

Beside the general watch duties, the Master has to observe the following Company’s standing orders when the ship is moored or at anchor:

· that the necessary measures are taken to maintain the ships safety in accordance with existing port rules and regulations

· if necessary, to keep a deck watch throughout the whole 24 hours, depending on  the port, the safety of the  berth, or the safe mooring arrangement

· in view of possible stowaways to check all spaces before leaving a port

· to check all spaces and corners for possible drugs

· if dangerous cargo is on board that proper lights and flags are shown

· no admission on board to non authorised persons

· no information to be given by the crew to third parties in case of casualties, or  other events on board.

· no admission and hospitality to so called „business girls“

· no animals are allowed on board either in port or at sea

· all loose equipment on deck must be locked (fire boxes-, lifeboat-equipment, night lights)

· all doors and hatch entrances must be safely closed. If in doubt use a welding machine, depending on the harbour’s reputation

· garbage and waste to be discharged to the port facility and properly recorded in the „Garbage and Waste Record Book“. Waste has to be separated!

· the number of crew members required to remain on board when in port, is the Master’s decision only. 

· other conditions that might be of importance to the ship’s safety and for the prevention of environmental pollution.

9.10 Ships calling in U.S. Ports

You will probably know that the USCG is checking all ships calling US-ports. Therefore the ship’s command is instructed to adhere strictly to all the instructions, mentioned in this booklet.

Furthermore, for ships calling US-Ports there is a special file that is part of the Shipboard Manual. This Manual is issued only to ships calling US ports.

In general, ships calling US-Ports must have on board:

1. File US-Ports, US-Waters

2. Poster Oil Transfer Procedures

3. Drug and Alcohol Warning Notes

4. Guidelines on handling of Drug and Alcohol abuse

5. Hazardous Materials Certificate and relevant information

6. Certificate of Financial Responsibility

7. Sea Carrier’s Initiative Agreement for US Customs Service

8. USCG Navigation Rules, International-Inland

9. Up-to-date sea charts

10. US Tide Tables

11. Oil Pollution Certificate, indicating the amount of coverage by P & I - Club

Note that, when a ship is calling US-Ports and the Master requires sea charts, the agent must be instructed to order only BA-Charts and BA publications. Otherwise one would also need the US edition of Notice to Mariners.

9.11 Ships calling in Spain Ports
Avoid entering following ports in emergency cases :

· La Coruna

· El Ferol

· Sada

· Ribadeo

and all other ports for which the harbour master of La Coruna is responsible.

If you have trouble and help is necessary -never mind in which case- do not enter this ports, before you receive the permission of the company.

Go to anchorage and not directly into harbour. 

Port of Bermeo  

It is only permitted to enter / leave the Port of Bermeo at flood, because in the past occurred fundamental damages to our vessels when entering this port under other requirements. 

Avoid berthing at the rear part of the port, because draught of port in this part is much shallower than at the other berthes.

Entering restricted traffic areas

Spanish authorities react very extreme, if restricted traffic areas are injured. 

If possible arrange a meeting with the responsible authorities before entering restricted traffic areas. In case of oral approbation you have to journalize it in order to avoid problems in evidence. In the event of no authority you had to look for telexnumber of the accountable authority to announce in writing the passage, if the situation will require. 

9.12 Drug Searching Plan

Drugs on board ships can be hidden in the ship’s hull itself or in seldom used compartments, spaces and machinery, accommodation areas of the crew members, or kept on the person or hidden in personal effects. Cargo itself offers many opportunities to hide drugs.

To ensure that a thorough and efficient search is completed in the shortest possible time, ‘Drug searching plans” should be prepared in advance and posted in the messroom, so that each crew member knows for which area he is made responsible. The search plan should be comprehensive and detail the routes the searchers must follow and all the places on the route where a parcel containing drugs might be hidden.

The plan should be developed in a systematic manner to cover all options and to ensure no overlap or omission. This allows the crew to concentrate on the actual search without worrying about missing something.

When conducting the search, the configuration of the ship should be taken into account, and to ensure that:

· the ship is split up into manageable areas

· all areas of the ship are included

· all areas of the ship are accessible

It is absolutely necessary that the complete crew searches the ship on drugs, prior to calling US-Ports. Crewmembers must sign a statement, stating which area was searched, in accordance with the Master’s instructions and the „Drug Searching Plan“. 

9.13 Personal

9.13.1 New Personal –Hand over of Command-

The Company employs a crewing agent to man the ships according to:

· STCW95 minimum requirements

· Minimum Safe Manning Certificate

· Company’s instructions 

· Type of ship

· Certificates and Licenses required

The crewing agent shall ensure a minimum of one day’s overlap when a Master or Chief Engineer join the ship. Of course this overlap is only necessary for newly engaged personnel in our fleet. 

Under no circumstances a crew member will be employed and send to a ship without valid documents.

Master:

During the overlap period, the incoming Master shall:

· check all items on form „Hand Over of Command to relieving Master“ (see folder “Forms”), A copy must always be sent with next ship mail to the office

· take note of guarantee / damage reports to be up-to-date

· take note of follow up of guarantee / damage reports to be up-to-date

· familiarise himself with ships’ manoeuvring characteristics

· familiarise himself with ship’s stability characteristics

· check details regarding

· the next voyage

· the next cargo

· the next charter/agents/Company’s instructions concerning next voyage 

· general instructions from the Company

· the next planned maintenance

· outstanding orders for stores, provision, spares, etc.

During the first voyage, the master will receive a fax from the office with some important notes and rules of the company, which is a summary of the contents of this Shipboard manual.

Engineer:

During the overlap period the relieving Chief Engineer shall:

· check all items on form „Hand Over of Command to relieving Chief Engineer“ (see folder Forms), a copy must be sent always with next ship mail to the office

· check guarantee / damage reports to be up-to-date

· check Follow up of guarantee / damage reports to be up-to-date

· check safety equipment and emergency entrances/exits

· check all emergency stops and emergency handling procedures together with the outgoing Chief Engineer

· functional operation of emergency generator, emergency stop Main Engine and reset emergency operation of main engine (fuel, lubricating oil, cooling water, etc)

· emergency stop ventilation engine room and reset

· emergency operation of steering gear

· emergency operation of gearbox

· emergency operation of hatch cover and windlass

.

The Chief Engineer is also responsible for making the crew familiar with the works to be carried out in his department, including repair and maintenance of deck machinery and equipment.

Chief Officer:

During the overlap period the relieving Chief Officer shall become:

· familiar with bridge arrangements and procedures incl. emergency operations steering gear, telegraph, radar and communications equipment.

· Master’s standing and Company’s instructions and orders

· familiar with operation of hatch covers and bulkheads

· familiar with location of safety equipment

· maintenance and work to be carried out by crew

· loading/discharging operations

Crew:

The Chief Officer is responsible for making the crew familiar with the work to be carried out in his department in order to achieve an efficient operation.

It is essential that on arrival on board, all crew members first familiarise themselves with all safety equipment and systems and then with the operation of the ship. This is to be documented by the form: “Seafarer’s briefing and familiarisation“.

The Master/Chief Officer must ensure that new deck ratings will be familiar with safety equipment as soon as possible. The Form „Seafarer’s Briefing and Familiarisation“, filed in the folder “Forms”, must be signed by both the Master and the crewmember. If the Master feels that the crewmember does not understand his instructions, a prompt note must be send to the Company and the crewing operator. Safety- first can only be achieved by well trained crewmembers.

9.13.2 Complaints about personnel from the Crewing Operator

The Master is first of all the representative of the Company and not of the crewing agent. The Master is the servant of the Company and if he feels that any of the crew does not perform his job properly, the Company has to be informed first and then the crewing agent. 

Please bear in mind that the crewing agent should be informed in the English language. 

Please inform the Company and the crewing agent in writing of the following:

· reason of complaint 

· communication problem? English?

· is it necessary to send crewmember off?

· if yes, next opportunity (information about e.t.a., port, agent)

Please do not hesitate to contact the Company. As the Master is fully responsible for ship’s condition and performance and this can only be achieved by a well trained crew. It may often seem that a crewmember is not able to understand basic commands in English. The Company needs to be informed as well. In an emergency situation a Master will need all hands and must rely on those people on board that will execute their tasks according to your instructions. 

If a crewmember does not do his job properly or takes drugs or alcohol, he must be send off immediately. He can be a safety risk for the ship and all on board

9.13.3 Sign On - Sign Off

The Company does not change Masters, Chief Engineers and Chief Officers after October of each year. The above mentioned persons are requested to inform in writing the crewing agent and/or the Company early enough about their intention for signing off. 

For the “Hand over command” please see Chapter 9.10.1 - New Personnel, and use  this form . This form must be used by the Master and Chief Engineer and a copy has to be sent to the office. One set must be filed in the folder „Generals“. 

9.13.4 Signing of Anti Drug and Alcohol Policy

On all our ships it is prohibited to be drunk and/or use drugs. Therefore the Company has established an „Anti Drug and Alcohol Policy“ for all ships. Crewmembers contracted through the crewing operator must sign the Anti Drug and Alcohol Abuse Policy in their office or on board. The Master must ensure that this is done. If not, then he is to use either crewing agent’s form or the Company’s form.

9.14 Stowaways

Before sailing all spaces in the ship must be checked for stowaways. The Master must assign the crew to individual areas in the ship, where they have to search. After thorough check, the crewmembers must sign a statement that ship was searched through for stowaways and all rooms and spaces were found to be clean and the ship is free of stowaways. This statement has to be attached to the logbook. 

Especially in ports where it is well known that stowaways board ships, the ship’s crew should adhere to following guidelines:

1. Check the ship from the top (funnel) down to the keel and from forward to aft. All areas must be checked carefully.

2. Check/count who is going on board and later leaving the ship. The On and Off figure has to be the same. If not, stowaways are on board!

3. When loading containers, check the seals. Be especially watchful with empty containers. Is the seal damaged? If yes, then open the container immediately.

4. Check whether you or your crew have been asked by persons about next destination of the ship? If yes, be extremely watchful. 

5. Close all doors, hatches and entrances, when necessary use welding machine

6. Ensure permanent night watch. If necessary two people or more. All personnel on duty shall have a V.H.F-radio. 

7. Watch ship’s seaside

8. Check hawser pipe and hawse hole

9. Check deck cranes ....

10. When the ship is loading, check when:

· cargo is covered by tarpaulins that no stowaways are hidden

· loading bulk via conveyor belt, check that belt will not be used to come on board

· loading bulk, some stowaways like to hide just under the top of the bulk cargo. Stowaways can be detected by the breathing pipes coming out of the cargo

· general cargo, cradles, cases to be checked before loading. Especially when cradles, cases are built in the hold. 

· bagged cargo, ventilation ducts to be checked, also hold entrances.

When stowaways are on board the Master must adhere to the following guidelines:

· prompt information to the Company in writing

· number of persons (stowaways)

· hiding place(s)

· nationality, name, age, domicile

· collect passports and other important ID cards and letters from authorities

· check the ship again for stowaways and drugs

· information to the Company about position and sailing time and distance to last port of call from present position

· deviation (miles, sailing time, fuel consumption, cash paid to authorities, provisions consumed by stowaways and all costs and efforts arising therefrom)

Following details of the stowaway(s) is/are needed:

Date and time found on board:

Place of boarding:

Country of boarding:

Time spent in country of boarding:

Date and time of boarding:

Stated reason of boarding:

Surname:

Given name:

Gender:

Date of birth and place:

Nationality:

ID document:

Passport Number:

When issued:

Where issued:

Issued by:

Home address:

Name of father:

Birthday and Place of birth 

Nationality

Name of mother:

Birthday and Place of birth:

Nationality:

9.15 Change of Flag

When a ship is changing flag, the Master must pay special attention to:

1. new Inmarsat C number

2. Epirb and Radartransponder ID (Identification Number) has to be changed by workshop 

3. GMDSS ID must be changed as well

4. eventually the new homeport has to be painted on the stern

5. homeport must altered on the life buoys and rescue boat

6. new call sign must placed at VHF and MF/HF-stations

7. all certificates must be amended by the classification society accordingly (call sign, flag state name, new home port, new owner)

8. manuals must be amended, SOPEP, CSM, Cargo Gear Book , Garbage Record Book.

9. new national flag must be on board

10. Company should send the following certificates by fax, to be followed by originals soonest:

· certificate of registry

· tonnage certificate

· radio station licence

The Company is to instruct the classification society to amend all certificates. Most likely so called interim certificates will be issued, that are valid in general for three months. The classification society instructs automatically the approved radio authority to check radio and GMDSS equipment. The Company advises the manufacturer of Radio and GMDSS equipment to change ID Codes whenever necessary at the same port. Sometimes it can occur that STN will be instructed to send new programmed EPIRB by airfreight  In this case the Master is requested, upon receiving the new one, to send the old EPIRB back to the workshop.

Should there be problems with radio, GMDSS equipment and radar equipment the Company is to be informed immediately. 

Change of certificates and manuals by the classification society must be double checked. If not, severe problems can arise in the next ports. Change of flag is normally combined with the necessary visits of the classification society for ship’s annual survey.

Furthermore all safety equipment has to be up-to-date.

When the procedure of changing flag is finished the Company is to be informed and the following has to be sent:

· old certificates of former flag

· copies of all interim and new certificates

· copies of pages in the manuals to be altered

9.16 Theft

When a theft occurs, f.i. deck equipment is stolen or the cash box or both or anything else, the following procedure must be adhered to:

· inform the police immediately

· inform agent

· inform the Company 

· check all areas and compartments 

· a signed report from the police officer and/or harbour authorities in charge must be sent to the Company by return, and a copy kept on board

· a list of all stolen items, equipment, money, personal effects, etc. must be sent immediately to the Company - detailed description! -

· Master’s report to include the list of stolen equipment, money etc.

The Master’s report must state whether all safety and precaution measures were taken to avoid such occurrencies, i.e. 

· if deck equipment was stolen, that the crew has been on deckwatch.

· if cash box was stolen, that room and strongbox were properly locked. The keys were placed in a place which only the Master could know.

9.17 Cargoholds
To avoid that Ballast-/Seawater can flow back to the hold bilges, it is absolutely necessary to check the outboard valves and the non-return-valves if they are clean.

This check has to be written down in the log bock.

9.18 Freespace
Freespace between aft part of the forecastle and the forepart of hatch No.1 has to be kept always free of material like:
· pallets

· plywood

· dunnage
· twistlock
· similarly material
The hold entrance has to be locked during sea passage, that under no circumstances the hold entrance opens at bad weather. 
9.19 Bad weather

Avoid cargo damages and reduce speed in bad weather.

To prevent losses of fire hoses during bad weather, fire hoses must be stowed under deck.

9.20 Loadlines

The loadlines always have to be visible when entering ports or port straights and therefore it is necessary, that the loadlines have been painted correctly. 

But keep in mind, several port authorities required extra ordered permissions to paint loadlines in their ports. Try to permit painting loadlines in ports when possible to avoid determination of voyage through harbour authorities.

9.21 Maintenance Bridgeequipment (concerning ships with no STN/SAM service-contract) 
When bridge-equipment has to be repaired, keep close contact to our office.  

The service has to be ordered by our agent, because otherwise we have to pay the costs cash arising through this service. 

If the service comes to the decision that the device whose effect could not be repaired, this device should be kept on board as an evidence for our insurance. 

Therefore remarks as overvoltage, damage by water must be written inside.

This is always necessary when the amount of the new device, that is mounted exceeds more than 1000 German Marks.

But to be sure, we advise you to keep this device on board if before mentioned sum isn’t exceed. The service report had to be sent to the office immediately, so our operations department could take those essential steps. To avoid misunderstandings in this matter contact our office for further instructions if anything isn’t clear.

-


