SAFETY MANAGEMENT SYSTEM FOR

INTRODUCTION

1. 
The purpose of this system is to provide guidance on effective safety management and operation of the ship.

Health and safety protection policy.

2 
It is the policy of (…………………) is to conduct its activities taking full account of the health and safety of its employees and of all persons using or connected with the Company, and to give due regard to the environment In implementing this policy, (…………………) will ensure that the (…………..) is properly maintained and operated by qualified personnel in full compliance with relevant legislation. In particular (…………..) will carry out an assessment of the risks to the health and safety of workers and others affected by the Companies operations and will take the necessary measures to minimise the risks identified.


(……………….) has a responsibility, under the Health and Safety at Work Act 1974, to take appropriate action to ensure the health, safety and welfare of its employees. This means reducing the risk of incident in respect of any employee whose proper performance of their duties is or maybe impaired as a result of drug or alcohol abuse.


The consumption or possession of alcohol whilst on duty is not acceptable.


Employees should not report for work if under the influence of drugs or alcohol.


Passengers under the age of 18 should not be served alcohol.


Passengers, under the influence of drugs or alcohol, who may pose a danger to themselves or to the crew and other passengers, should not be allowed to remain on the vessel.

  
Signed on behalf of the Company…………………………Date………….
Company responsibilities and authority
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The responsibilities of the Company and chain of command are;


Company


|





Designated person


|


Captain


     |


Crew members



The company will ensure all the persons employed in the operation of the vessel have received appropriate training for the duties they are required to fulfil , that they have an understanding of the relative rules and have necessary qualifications and certificates.

The Company will undertake or appoint another person to review the safety management system of the vessel at least once every three years.

Designated Person(s)
4
The designated Person will monitor the safety and pollution aspects of the operation of the ship and will ensure adequate resources and shore based support are made available as required.


The designated person will be the primary point of contact ashore in any emergency situation and will retain up to date lists of the persons onboard the ship including contact details and have knowledge of the current passage intentions. 

Captain’s Responsibility

5
The Captain has overall authority to make decisions regarding the safety of the ship and persons onboard, in the execution of this he may override any standing instruction or employ salvage assistance without prior approval. 

Associated Regulations
6
The operation of the vessel will be operated in accord with;

•
International Regulations for Preventing Collisions at Sea;

•
Local Navigation Rules;

•
National health and safety regulations;

•
The Code of Safe Working Practices for Merchant Seamen;

•
All relevant national shipping or guidance notices.

Operating and Emergency procedures;
7
The company has drawn up simple procedures to ensure that safe working practices are carried out in the operation of the vessel. These are to be followed by all personnel.

Health and Safety Policy
8 
The Mate is delegated to take responsibility for health and safety,  It is his responsibility that the policy is complied with, and that all crew members are briefed and their responsibilities are understood. 
Procedures for reporting accidents and Incidents;

9 
The requirement for reporting accidents and incidents should be well understood by all personnel and is done to improve the safety culture practiced on board.

 
It is a requirement to report any accidents to the Administration and the company must therefore have a procedure in place.  Additionally, all accidents and near accidents should be recorded and reported to the operator/owner, who should implement corrective action, with the aim of improving safety.
Personnel and Training
10 
All personnel will receive training appropriate to the tasks they undertake. It is important that personnel have an understanding of their duties and the relevant regulations and rules. 

11 
Prior to the first occasion of working on the vessel, at sea, each employee must receive appropriate familiarisation training and proper instruction in onboard procedures. This could include but not necessarily be limited to:

•
mooring and unmooring;

•
launching and recovery of survival craft;

•
evacuation from all areas of the vessel;

•
donning of lifejackets; 
•
use and handling of fire fighting equipment.

Maintenance of the vessel and equipment
12 
Maintenance of the vessel and equipment is an essential ingredient of safety management. All equipment should be checked and tested before use, in addition to the routine tests referred to in the maintenance plan.

Disposal of waste overboard
13
 Whilst operating in a Special Area it is prohibited to dispose of any substances overboard, The Mediterranean is a Special area.

Garbage


All garbage arising onboard shall be collected and bagged for disposal ashore no items are to be thrown overboard.


Separate receptacles will be kept for; 

Plastics;
Paper, glass and crockery, 

Food waste,

All waste products are to be disposed of at designated areas at each port of call and before sailing.

Oil or chemicals


No oil or oil bilge water is to be discharged over board all liquid waste materials are to be stored in sealed containers or in the oily water tank and discharged to specialist disposal facilities in port.
STANDARD OPERATING PROCEDURES

1.  DRILLS


Fire, flooding, man overboard (MOB), collision and abandon ship drills shall be conducted periodically.  Know your stations, responsibilities and equipment requirements.  Safety at sea and a rapid, rehearsed response to emergencies may save your life and save the ship.  Read the Muster list and Ship Safety Procedure and Training Manual. If there is anything you are unsure of you have any suggestions please bring then to the attention of the Chief Officer or Captain.


The following EMERGENCY SIGNALS are standard:
A. FIRE and GENERAL:
ONE PROLONGED BLAST on the ships whistle and internal alarm. 

Then VOICE - “FIRE! FIRE! FIRE!” and LOCATION OF FIRE.

B. LIFEBOAT STATIONS:

SEVEN (7)  OR MORE SHORT BLASTS on the ships whistle and internal alarm.    

NOTE:- This does NOT mean abandon ship 

C. ABANDON SHIP:
VOICE HAIL, by Master or Senior Officer.

D. MAN OVERBOARD (MOB):  

VOICE/HAILER - “MAN OVERBOARD, PORT (or STBD) SIDE!”
DRILLS and Safety equipment inspections will be conducted regularly by the Chief Officer and logged accordingly in the Ships Log Book located on the Bridge.  All personnel will attend all Fire & Safety Drills.


C.  Deck Department

2.  UNIFORMS AND PERSONAL APPEARANCE

Individual crewmembers are responsible for insuring all uniforms are clean, pressed and in good repair at all times.  Use your oldest uniforms for the dirtiest jobs.  Certain uniforms and civilian clothes will be laundered and pressed by the Interior Department.  Civilian attire, mending, repairs and shoe maintenance are individual responsibilities.  Dress uniforms shall be dry cleaned at ship’s expense.


Your appearance is a direct reflection on the vessel and her Captain and Owner.  With guests aboard, the prescribed Uniform of the Day shall be worn at all times during working hours, and while on duty.  Off duty personnel shall not frequent any area visible or available to guests while out of uniform, unless traversing directly ashore via the weather decks and forecastle to the gangway, in appropriate civilian attire.  
3.  DAILY ROUTINE

A.  GUESTS ABOARD



The primary responsibility of the Interior Department is to provide service to the Owner and his guests.  During extended guest visits, it is important that stewardess duties be coordinated to allow for proper rest and personal maintenance.  



In order to assure the level of service and attention to detail which is expected of a world class yacht, the Captain may assign Deck and Engineering Department personnel to assist the Interior staff as and where necessary.



ALL VISITORS, including crew guests, shall be treated as guests in our home, every visitor shall be greeted by a member of the interior staff and offered coffee, tea or drinks as appropriate and made to feel welcome and at ease by every crewmember.



ALL HANDS are employed at the pleasure of the Owner, to provide for his, family’s and his guests’ every need.  IT NEEDS TO BE A TEAM EFFORT!


B.  REGULAR ROUTINE



Daily: 




0730



Breakfast




0800 - 1230


Turn To; Ship’s Work




1230 - 1330


Lunch




1330 - 1700


Turn To; Ship’s Work




1900



Dinner



Days Off:  shall be announced by the Captain. Dependant upon Ship’s work, days off during the “Off Season” shall be on the weekends.  During the summer or “Season”, as directed by the Captain.  The Chef shall ensure that appropriate meal preparations are available in the refrigerator, to be used as desired.  It is the individual’s responsibility to return the crew area to its original clean and stowed condition.

NB. These hours and work guidelines are the BASIC structure and when guests are present on board will likely be altered. without guests they are “as and when required”. They may be changed as deemed fit by the Captain in the interests of safety, or to suit operational requirements.

4.  LAUNCHES, TENDERS AND WATER CRAFT


When appropriate- Launches are available to guests at all times and to the crew provided this does not interfere with their work or the guest use. Launches may be scheduled with the Chief Officer for requisite provisioning and supply runs while at anchor.


For a number of guests with different itineraries, the Chief Officer shall establish a Launch Schedule, so guests will know, in advance, when to expect transportation to and from the vessel, i.e., on an hourly basis, etc.


The Chief Officer shall designate a Duty Coxswain.  The Coxswain will ensure that the launch is clean, properly equipped, and ready to operate, including communication and navigation checks, as required.  Runs shall be made directly to the drop off location, returning immediately, unless the Duty Officer authorizes a specific waiting time.  After returning from his last run, the Coxswain shall clean and secure the tender, reporting same to the Duty Officer. Communication shall be maintained with the parent vessel, especially as plans may change.


Launches, tenders and water “toys” shall not be used without the Captain’s permission, and only then, if the individual is a competent swimmer, and has been instructed and checked out in the proper use and safe operation of the equipment.  Life vests are required at all times; and all watercraft must remain within sight of the vessel.  


Mechanical maintenance and repairs shall be executed by the Engineering Department.  General maintenance, i.e. Fresh water flushing, fueling and cleaning, shall be executed by the Deck Department.

THERE SHALL BE NO IRRESPONSIBLE USE OF THE WATERCRAFT. Crew are expected to act sensibly; Horrific accidents can, and have befallen those using craft such as these. Let’s take all steps possible not to become a statistic.   Speeding in crowded and/or unfamiliar anchorage and in restricted visibility is the main cause of accidents, SAFETY and COMMON SENSE IS THE HIGHEST PRIORITY.

BEWARE OF SWIMMERS at all times AND THOSE NEAR TO THE PROPELLOR WHEN CLOSE INSHORE Remember that many small watercraft do not exhibit adequate navigation lights at night. Take an extra crewman as a lookout and always have a spotter when using towed toys and skis/boards.

5.
VESSEL ACCESS

This is a privately owned yacht, and the details of its ownership and employment are considered confidential.  ONLY AUTHORIZED GUESTS shall be permitted on board.  Crewmembers shall be aware of all arriving visitors.  The Duty Officer shall meet all visitors at the gangway, not allowing boarding until the business and authority of the visitor is verified.  Treat all visitors with courtesy and respect, while assuring their identity and legitimacy of the visit.


The Owner, his family and known guests shall be escorted across the accommodation ladder and assisted with luggage and packages, as appropriate.


The Captain shall be notified of the arrival and departure of all guests; and as far in advance as possible when the Owner’s party or official visitors have arrived in the area.  The Duty Officer shall note all guest arrivals and departures.


Crew and escorted crew guests shall access the crew area via the starboard forward weather deck and forecastle when alongside, which will normally be starboard side to the pier.  For Med mooring, access shall be directly forward, along the port side main deck to the galley entrance.

6.  SECURITY


Ship’s security is vital to the protection of our vessel, the crew and embarked guests.  ALL HANDS must be ever vigilant in the awareness of who is around the mooring location, as well as who is on board.  Access shall be granted ONLY to those with legitimate and approved business.  Unless otherwise notified by the Captain, all visitors shall remain on the pier while the party they wish to visit is notified and is available to provide an escort.


The Security Watch is specifically responsible for monitoring all alarms, the arrival and departure of personnel; the ship’s security status (lights, door locking, security cameras, roving patrols, etc.); watertight integrity; and proper mooring (i.e., changing tide, currents, wind conditions, other vessels alongside, etc.).  Whilst at anchor or working with guests at other than the homeport, the Chief Officer shall keep record of events in the Ships Log located on the bridge.  In other situations the Ships Diary will be used instead – also located on the bridge.


Out of service, the Yacht should be locked and checked at Flag down, with the Galley entrance locked at 2100hrs or earlier if no crew member is in the galley or crew mess.  In service due vigilance and door locking will take place where possible and appropriate according to guest usage and location.  Particular care should be taken of the status of the aft deck door.  In any case all doors will be locked when the guests retire to bed.


All crewmembers, regardless of duty status, are responsible for alerting the Duty Officer and/or Captain of any security breaches or unusual events, which require investigation, or could jeopardise the vessel, her passengers or crew.


If an unknown boarder is identified as an unauthorized intruder by a crewmember, do not become aggressive or attempt apprehension, as they may be armed.  Notify the Duty Officer and Captain immediately.  Gather all available crew while contacting the port authority, security guards and local police.  

REMEMBER:  A well-illuminated, competently patrolled vessel is unlikely to be the target of choice for a malicious intruder.

7.  CREW GUEST PRIVILEGES

When the Owner, his family or guests are NOT on board, crewmembers may entertain their own guests during off duty hours. Crewmembers should request permission from the Captain before visitors are brought on board.  All crew guests must depart the vessel prior to 2200 hours.    


Crew guests shall not be allowed to infringe upon the privacy or relaxation of other crewmembers; and are not allowed into any Owner or guest spaces.  Guest visiting areas shall be restricted to the weather decks, boat deck, bridge, sun deck, and crew lounge.  


Crewmembers shall be held strictly accountable for the actions and behavior of their guests; the basis of which is comprised of that demeanor and conduct expected of the crewmembers themselves.

8.  OWNER AND GUEST SPACES


All areas other than the crew cabins, crew lounge and forecastle are off limits to crewmembers while guests are embarked, except in the performance of their appointed duties.

9.  DRUGS AND ILLEGAL SUBSTANCES

Drugs, narcotics and any other illegal substances are NOT PERMITTED on board or in the possession of any person, with the following two exceptions:


A.  Those drugs prescribed by a doctor, which must be accompanied by a copy of the prescription and a letter of authorization from the issuing medical doctor.



B.  Ship’s Medical Kit prescription drugs in custody of the Master.


WARNING:  Should any crewmember be found to possess or transport any illegal substance, their employment shall be terminated immediately; the substance confiscated, and the matter referred to local authorities.

10.  ALCOHOLIC BEVERAGES


The use of alcoholic beverages by crewmembers is permitted only after duty hours by off-duty personnel, and never while underway.  Any abuse, misuse or adverse impact on job performance shall be grounds for employment termination.

11.  WEAPONS


Guns, knives and any other personal weapons are not permitted on board, except under the direct control of the Captain.

13.  CONTRABAND


The trafficking, possession, purchase or sale of contraband items is strictly prohibited.  Any crewmember in violation shall be dismissed and processed through the local authorities.

14.  PAYROLL


Pay roll and changes to disbursements shall be via the Captain. Pay will be transferred to a bank account of your choosing, 1 month in arrears, minus any on board advances or charges such as telephone etc.

15.  PERSONAL HYGIENE AND DECORUM


Quarters on any ship are confined and limited in personal area and storage space.  It is therefore imperative that all crewmembers respect the rights of others, being sensitive to the cleanliness and neatness of the personal space they occupy.  The following policies are imposed for the mutual benefit of all concerned:



A. Showers shall be taken daily by all hands.



B. Showers and heads shall be disinfected and inspected weekly.     



C. Linens shall be changed and washed weekly.



D. Bedding shall be aired monthly.



E. Wash basins are to be cleaned and wiped after every use.



F.  Bunks are to be neatly made prior to “Turn To” daily.



G. Shave daily.  Beards are not authorized. 



H. Haircuts or trims shall be as necessary, never allowing for a 



     “shaggy” or unkempt appearance, and always off the collar and ears. 

 

I.  Fingernails and hands shall be clean; nails manicured/trimmed.  No colors.



J.  Uniform and civilian attire shall be clean, neat and repaired.



K.  Personal effects shall be stowed neatly and out of sight.



L.  Laundry shall be done routinely and not allowed to accumulate.

M. Women’s hair shall be brushed, off the face, neat and tidy.

N. Visible piercing are not permitted, Men may not wear earrings. Ladies jewelry should not be of a gaudy style.


We, TOGETHER, manage and operate an underway 5-STAR HOTEL.  Your personal hygiene, appearance and attitude shall be observed and evaluated daily.  If you are not up to these standards, your services will not be retained.

16.  MEDICAL

The Chief Steward/ess is the designated medical officer who shall ensure that the medical kit is correctly stocked as per regulations and is kept up to date. 


The vessel carries medical insurance for all crewmembers. In the event of any medical problem or emergency, the Duty Officer shall immediately arrange for transportation to the nearest medical facility.  Report any illness or injury to the Duty Officer or Captain immediately.  Viruses are very contagious, especially in the close confines aboard ship; therefore, prompt, positive action and isolation is paramount.  

Any accidents or near accidents should be reported to the Captain so that corrective action can be taken.

17.  CREW MEMBER LOCATION


All crewmembers shall check-in and checkout when departing or returning to the vessel.  During working hours, notify your Dept Head/Captain of your business ashore, and expected time of return.  


While your personal time is your own business, information as to destination and expected return is helpful in the event of an emergency.  If you have a Mobile telephone be sure the number is listed on your Emergency Data Information sheet in the crew records.

18.  TELEPHONE, RADIO TELEPHONE AND COMPUTERS 


Telephone use is reserved for ship’s business only .After work hours when no guests are aboard, calling cards can be used on line 2 i.e., dial “82.”  


Assist in preventing incoming calls after 2200 hours local, so as not to bother fellow crewmembers.  Give the ship’s SatCom numbers to family members for emergency use. 


Use of the crew computer is first for ship's business by crewmembers, then it maybe used after working hours for personal correspondence.  You should use your own 3.5" disks to save information and files.  Times on line should be logged on the sheet provided and charges will be deducted from monthly salaries. No hogging will be tolerated, the computer is a facility for the use, benefit and enjoyment of all crew.

19.  PASSPORTS, VISAS AND HEALTH CARDS


All crewmembers are required to have a current, valid passport.  Passports shall be retained by the Captain.  Necessary documentation shall be provided to crewmembers while in foreign ports, depending on local requirements.


Visas shall be obtained for all crew, as necessary.  The Medical Officer, shall coordinate the requirement for any required immunizations, and provide necessary documentation relating thereto.

20.  GALLEY AREAS


The main galley is off limits, except in the performance of assigned duties, or at the Chef’s invitation.


The crew mess and lounge are provided for the pleasure and relaxation of the crew, to be shared and enjoyed by all.  It will be maintained to the same standard of cleanliness and neatness as the rest of the vessel.


Be thoughtful of those around you.  Since the area is adjacent to crew and guest cabins, keep TV and stereo volume down and voices low, so as not to disturb shipmates or guests who may be sleeping, resting or reading.

21.  UNDERWAY


Accountability of all crew and guests is paramount while at sea.  All hands shall check on and off all weather decks with the bridge.  Sitting on rails or bulwarks is not permitted by crew or guests.  

While entering or leaving port, crewmembers shall conduct themselves professionally

and properly, in the prescribed uniform.  Off “charter” whilst arriving/leaving port is when many crews let their guard down and appear like a slipshod group of day workers. This will not be the case,  remember it takes a long time to build up a good reputation and only seconds to dispel it. 

22.  SMOKING


Smoking is not permitted at any time on board this vessel.  Guests are allowed to smoke ONLY on the main aft deck, whether alongside or underway.  Crewmembers shall notify the Captain immediately of any violations.

23.  INTERPERSONAL RELATIONS


The basic and reasonable business practices regarding sexual harassment and personal relationships in the work place are to be strictly observed on board.  There shall be no crewmembers in guests cabins.  If relationships develop, they shall be pursued ashore, without public display of affection in the presence of crew or guests.

24.  CONDITION OF EMPLOYMENT


 The preceding articles, policies and regulations are derived to the efficient and effective operation of the Yacht  and to the mutual benefit of guests and crew.  


Your input, feedback and suggestions are encouraged, as the vast spectrum of experience represented by each of member of the crew can certainly teach all of us better and smarter ways to do our jobs and serve our employer.

Your acceptance and stated adherence to these Operating Procedures is a Condition of Employment on board. The attached “Acceptance” form must be detached, completed in full, signed and returned to the Captain.   A copy of this manual is provided for your personal retention, reference and periodic review. 


Your special qualifications, expertise and experience make each of you a valuable member of this TEAM, and I look forward to a mutually supportive and successful professional relationship, as well as an enjoyable personal association.

BRIDGE  PRESAILING CHECK LIST

Within 72 hours




Clear Customs, Immigration, marina formalities as required.

Rental car returns, provisions, tender fuel.

Check functions:   1.  Radars



          2.  Depth sounder


                    3.  Check Comms/GMDSS

4. Ships whistle / fog timer

5. GPS


              Check 1.   Main engine controls , all positions

2. Fuel on board in relation to voyage.

3.   Rudder  controls/steering pumps (test individually)      

                          4.   Bowthruster operation -all stations


                5.   Windshield clean

Chart table : weather forecast, local pilotage, necessary charts, ships log book and navigation instruments on hand. Today’s tide table and currents for area of cruising.

D.R for intended track / tracks plotted

Steaming lights on if required.

Check deck department secured with Chief Officer

Check engine room secured with Chief Engineer  


Check interior secured with Chief Stewardess

Check galley secured with Chef

Check radios fore and aft

All crew and guests accounted for.

BRIDGE STANDING ORDERS

I.  INTRODUCTION.  These Standing Orders shall not be construed by anyone to indicate a departure from the Regulations for the Prevention of Collisions at Sea (COLREGS), navigational laws of the United States of America, Regulations for the International Convention of Safety of Life at Sea (SOLAS), or the usual and accepted practices of good seamanship.  The above are to be strictly adhered to at all times during normal vessel operation.

2.  PASSAGE PLAN.  The Chief Officer is responsible for planning the navigational passage of the vessel in accordance with the Captain’s instructions.  The intended voyage shall be planned in advance, with approved copies distributed to the Captain, the chart table, and the Chief Officer’s file.

3.  BRIDGE WATCH ROTATION.  When underway, bridge watches shall be maintained as follows:



0000 - 0400 and 1200 - 1600





0400 - 0800 and 1600 – 2000

0800 - 1200 and 2000 - 2400



The rotation may be temporarily modified, particularly on the occasion of the first watch when leaving port, to insure watch officers are not impaired by fatigue.  The same system as summarized above shall be maintained whenever the vessel is at anchor, although the requirements may vary depending on the circumstances prevailing at the time.

4.  GENERAL WATCH KEEPING REQUIREMENTS.  

A.  The bridge officer-of-the-watch (OOW) is in charge of the vessel during his/her watch period and is responsible to the Captain for the safety of the vessel, crew and guests.  It is the OOW’s duty to see that all navigational laws, Rules of the Road, Standing Orders, etc., are observed.  He/she should be completely familiar with the vessel, her characteristics, operation, safety and fire fighting equipment, bridge and navigation equipment, including portable equipment and signals.

B.  The OOW is responsible for the conduct, actions and performance of the personnel on his/her watch, instructing them in proper watch standing duties, and ensuring instructions and procedures are properly enacted.

C.  The OOW must never leave the bridge at any time unless properly relieved by the Captain or Chief Officer.

D.  The course and speed of the ship must not be altered without the Captain’s authority, excepted as planned, or to avoid immediate danger, in which case the OOW must bear in mind that both the rudders and engines are at his/her disposal and should be used in case of need.  In any event, any change of course or speed must be reported to the Captain immediately.

E.  OOW’s must continually review pertinent regulations and ship’s operating procedures and characteristics, including COLREGS, SOLAS; and have a working knowledge of the same.  When taking any action as prescribed by the rules, be sure that the action is timely and sufficient, and that it has the desired result.  All actions must be reported immediately to the Captain, unless such action has been previously approved through either the passage plan, or specific Night Orders.

5.  PILOT ON BOARD.  

A.  In accordance with IMO Resolution A 285 (VIII):


“Despite the duties and obligations of a pilot, his presence on board does not relieve the watch officer from his duties and obligations for the safety of the ship.  He should cooperate closely with the pilot and maintain an accurate check on the vessel’s position and movement.  If he is in any doubt as to the pilot’s actions or intentions, he should seek clarification from the pilot, and if doubt exists, he should notify the master immediately and take whatever action is necessary before the master arrives.”

B.  After the pilot’s arrival on board, in addition to being advised of the maneuvering characteristics and basic details of the ship, the pilot and master shall confer on the passage plan to be followed.  The aim is to ensure that the expertise of the pilot is fully supported by the bridge team.  The OOW must continue to ensure that the position of the vessel is plotted on the chart; all navigational aids are properly identified; tidal heights and corrections are known; currents are understood; and ship’s personnel are alert and correctly execute orders.

6.  NOTIFICATION OF THE MASTER.

A.  Never fail to call the Captain at any time if in any doubt about anything, whatsoever.  Use any means at your disposal to make contact.  If you cannot locate me, sound on long blast (10 - 12 seconds) on the ship’s whistle.

B.  Despite the requirements to notify me immediately in the following circumstances, the OOW should not hesitate to take immediate action for the safety of the ship where conditions so require.  In the absence of any specific orders to the contrary, I am to be called in the following circumstances:

A.  UNDERWAY


1.   If restricted visibility is encountered or expected.


2.   If traffic conditions or movements of other ships are causing concern.


3.   If difficultly is experienced in maintaining course.


4. On failure to sight land or navigational mark, or to obtain soundings by the 

expected time.

5. If, unexpectedly, land or a navigational mark is sighted, or a change in sounding 

occurs.

6. On the break down of engines, steering gear or any essential navigational 

equipment.


7.   In heavy weather if in any doubt about the possibility of weather damage.


8.   If the ship meets any hazard to navigation.


9.   In any other emergency or situation in which you have any doubt.

B.  AT ANCHOR


1.   If the movements of other ships are causing concern.


2.   If the vessel is dragging her anchor(s).


3.   If the state of weather or sea is expected to deteriorate.


4.   If restricted visibility is encountered or expected.


5.   On the approach of any craft attempting to come alongside.


6.   In any other emergency or situation in which you are in any doubt.

7.  PRESENCE OF THE MASTER ON THE BRIDGE.  My presence on the bridge does not relieve the OOW of the command or any related responsibilities unless he/she is specifically advised that I have taken over.  

8.  ASSUMING THE WATCH.  It is essential that watches are relieved punctually.  The relieving OOW shall be on the bridge at least 10 minutes prior to the time he/she is to take over the watch.  Prior to assuming the watch, the relieving OOW must ensure that his/her vision is fully adjusted to light conditions, and that he/she is fully satisfied regarding the Standing Orders, Night Orders, special instructions regarding the operation and navigation of the ship, and all circumstances concerning ship’s position, course, speed, radar contacts, visual contacts, expected course changes, expected en-route navigational sightings, weather conditions and expected changes or hazards during the watch.

9.  HANDING OVER THE WATCH.  The OOW being relieved must ensure that his/her relief is able and in condition to properly relieve the watch, and is thoroughly acquainted with all necessary facts and information before allowing the watch to be transferred.  The relief shall indicate assumption of the watch duties and responsibilities when he/she states, “I relieve you,”.

10.  WATCH PERSONNEL.

A.  OFFICER OF THE WATCH (OOW).  The OOW must keep an efficient visual and radar lookout at all times, except when essential for a short period in the necessary performance of his/her navigational duties; but he/she must be satisfied that it is safe to do so, and ensure that an efficient lookout is being maintained during that time.  At all times when underway, the vessel’s progress must be monitored to ensure that the intended track of the vessel is maintained and that the vessel is within that track’s margin of safety.  The vessel’s position must be fixed by the most reliable method available at the time.  Electronic navigation fixes should be verified by visual lines of bearing, radar lines of bearing and distances, and soundings, whenever possible.  A dead reckoning track shall be maintained simultaneously.

B.  LOOKOUT.  Lookouts shall be posted at all times between sunset and sunrise, during reduced visibility, and when in heavy or congested traffic.  If required in conditions of reduced visibility, the lookout may be posted on the fo’c’sle.  It is the responsibility of the OOW to ensure that the lookouts are thoroughly instructed in their duties and are alert to report all lights, signals, objects, whistles, bells, etc., and to check the proper operation of the running lights every hour.  The lookout shall make sure that the bridge and navigational areas are detailed, all trash is removed and surfaces cleaned prior to the relief of the following watch.  

C.  DUTY ENGINEER.  Under the auspices of the Chief Engineer, there shall be posted a Duty Engineer at all times while underway.  Required engine room checks shall be made every hour, or more frequently, if required, and logged in detail.  The Duty Engineer shall notify the OOW of any engine room or machinery discrepancies which may impact on the safe operation of the ship.  This information shall be logged, and the Captain so notified.

11.  BRIDGE CONDUCT.

A.  There shall be no food on the bridge other than snacks.  Meals shall be consumed prior to or upon completion of each watch.  The Chef shall assure that light snacks are available in the Crew Lounge.

B. Beverages are allowed on the bridge.  Assure containers are set on non-skid surfaces or coasters to prevent spillage and stains.  Beverage containers are never permitted at the chart tables or helm positions, around electronics or instruments; but only at the settee and tables adjacent.

C. The bridge is a place of serious business.  Appropriate background music may be played at very low volume levels, but never in restricted visibility or heavy traffic congestion when sound signals are likely.  
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12.  PREVENTION OF COLLISIONS AT SEA.

A.  In clear visibility the OOW shall take frequent and accurate  bearings of approaching vessels as a means of early detection of risk of collision.  He/she shall take early and positive action in compliance with the applicable regulations, and subsequently check that the action taken is having the desired effect.  Allow meeting and privileged vessels early and wide berths.

B.  Keep at least one radar in operation and the other in stand by at all times when underway.  Plot all contacts to determine movements, closest point of approach, and any avoiding action, if required.  Ensure that the appropriate range scales are used and that they are changed at frequent intervals to ensure that the echoes are detected as early as possible.  Make sure to check ARPA operation, and review both relative and true motion vectors in determining required and appropriate anti-collision responses.

C.  Never allow a CPA to be less than 1 mile when the contact has a range of 5 miles.  Notify the Captain immediately if there is any doubt whatsoever.  When reporting to the Captain, describe the situation in relative positions, not true bearings.  Provide course, speed and desired course of action.  Regardless of our size, Rules of the Road and COLREGS apply.  Act early and communicate.

13.  NIGHT ORDERS AND SUPPLEMENTARY INSTRUCTIONS. Night Orders, and any other specific instructions issued under my hand, shall be appended to the ship’s Chief Officer’s Log at the chart table, and shall be signed by each OOW prior to assuming the watch.  Any questions or confusion shall be cause for the watch not to be relieved until resolution by either the Captain or Chief Officer is obtained.

Master,…………….
SHIP SAFETY PROCEDURES
FIRE-

On hearing the fire alarms, crew to stop what they are doing , close the doors and report to the bridge. An announcement regarding the location of the alarm will be made on the telephone system, and when on service by the personal radios. Personnel will make checks in area and report back to bridge. In the event of a genuine alarm the following signal will be heard.

ONE CONTINUOUS BLAST: on ships whistle and sounding of internal siren.

· If you find a fire identify position and raise the alarm immediately, first inform the bridge & then other crew members.

· If safe immediately use portable extinguishers

· Raise alarm using UHF radio or one of the telephones.

· When leaving fire, switch off as much as possible - close doors, turn off electrical appliances, isolate electrics to compartment from switchboard.
· If fire is in machinery space shut off fuel supply, ventilation and activate fixed fire extinguishing system on order of Captain or Engineer. 

WHEN ALARM SOUNDS 
· At dock - crew muster immediately on the dock & shore based emergency services will be contacted.

· At sea - Bridge watch will check panel for location of fire, and broadcast.

· Manoeuvre vessel to minimize effect of wind on fire

· All crew go to muster station.

· When leaving interior try to close all doors behind you.

· No doors should be locked at sea at any time.

· If evacuating smoky corridors or cabins keep low, most air will be found lower to the ground.

· VHF radios will be used onboard on Channel 16 or UHF.

· If unable to control fire immediately notify Coastguard and other craft in the vicinity

· Move passengers away from fire have them don life jackets and prepare to abandon ship.

. .
ABANDON SHIP
 7 SHORT BLASTS on ships whistle and same on internal siren

· Liferafts launched by Chief Officer & deckhand

· Tender& jetskis launched by Ch Eng and deckhand.

· The instruction to Abandon Ship will be given by the Captain or Chief Officer  by word of mouth or Loudhailer  ‘ABANDON SHIP!’
· EPIRB,  SART and portable radios to be collected in Bridge “grab bag”

· Interior crew will collect additional water, food, lifejackets & clothing if safe to do so.

· Only abandon ship when the order is given.

· Board tender & Liferafts from swim platform.

· If necessary to jump overboard to abandon ship - bend knees & hold lifejacket down with both arms across your chest.

· Always look down before jumping to ensure the way is clear

· Try to keep together as much as possible.

· When all crew are in rafts or tenders cut lines and remain in safe proximity to the ship, in contact with other liferafts. 

MANOVERBOARD

( The Acoustic signal for Man overboard is the call or loudhailer ‘MAN OVERBOARD!’
(    All persons to look for M-O-B and alert any sitings keeping a good eye on the  casualty and remain pointing in his/her direction

· If someone falls overboard throw a lifering or recovery module (bridge pt and Stbd. side) or anything that floats into the water.

· Inform the Bridge.

· Bridge manoeuvre to prevent running over the MOB, stop or turn boat & activate MoB facility on GPS .

· Sound three long blasts on whistle to warn crew and ships in the vicinity.

· If still in sight try to have at least one person pointing at MoB to keep him/her in sight for as long as possible.

· Broadcast urgency message to ships in the vicinity.

· Broadcast urgency message to Coastguard, you may require treatment for casualty after recovery

NOTES

The recovery of a manoverboard is very difficult, so take all precautions to ensure the situation does not occur.

· If going on deck ensure at least one other person knows of your whereabouts.

· At night always inform the Bridge if you are going on deck & more importantly report when you have safety returned inside.

· Use toilets onboard don’t urinate or vomit over the side.

POLLUTION
· Report any signs of oil or fuel in the vicinity of the boat & inform Engineer & Captain immediately.

· Spillage can cause a safety problem (as well as the possibility of not enough fuel to reach destination) & huge fines.

· Stop pollutant by any available means; stop bilge pump, plug scuppers, order passengers to stop throwing rubbish overboard.
· Clean any oil spill onboard.

· Retain any cleaning equipment/residue for disposal ashore.

· Report position type and amount of pollutant to Coastguard/Harbour Master.

VIOLENT ACT
•   Protect safety of other passengers and crew by isolating perpetrator(s)

•   Request assistance from shore by VHF

•   Divert to nearest point where assistance is available

•    Attempt to diffuse situation without resorting to force. 
GENERAL
· Always report any unusual noises, smells or anything that seems abnormal.
· However small, strange or silly you think your observation may seem- always check with a senior officer.
Dockside Emergency and Fire procedure.

Fire alarm- Interior.

1)  Look at the fire alarm panel to determine the location of the fire.

2) Investigate the alarm location with caution.

3) If the fire is still small extinguish it with the nearest fire extinguisher.

4) With a large un-controllable fire exit the area closing all doors behind you.

5) Alert all onboard to muster on the dock.

6) Proceed to the engine room shut off the marked ventilation breakers.

7) Call the fire department 

8) Do a head count on the dock.

9) Assist and direct the fire dept.

Fire alarm -engine room.

1) Look at the fire alarm panel to determine the                                                        location of the fire.

2) Investigate the engine room.

3) If the fire is still small, extinguish it with the nearest fire extinguisher.

4) With a large un -controllable fire exit the area closing all doors to the engine room.

5) Alert all onboard to muster on the dock.

6) Call the fire department 
7) Do a head count on the dock

8) Assist and direct the fire dept.

9) The Co2 fire system for the engine room is only to be activated on instruction of the duty officer. Capt, Mate, Chief Engineer.

Bilge Alarm-

1) Look at the alarm panel to determine the location of the alarm.

2) Start the bilge pump.

3) Open the correct valve the bilge that needs to be pumped.

4) Proceed to the affected compartment and inspect it to determine the cause of the flooding.

5) Call the duty officer.

6) If the bilge pump is unable to pump keep the flooding at bay muster the crew to assist.

7) In the case of engine room bilge flooding shut off raw water pumps close all sea valves.

8) Use emergency fire pump, to pump the bilges.

9) When the duty officer gives the order to abandon ship proceed to the dock.

JETSKI OPERATING PROCEDURE

PRE-LAUNCH CHECKS
Check fuel

Check oil

Ensure plug is in

Check gears in ahead

Fuel ‘ON’ 

Ensure kill switch is on

Start jetski on deck, using ‘choke’

Attach painter/control line

Attach lifting harness, ensure it is correctly fitting

Stand well clear when controlling jetski

NEVER stand under jetski & AWAYS check water all clear below i.e. no swimmers below

OPERATING
All crew and guests must wear buoyancy aids

Warm up jetskis before guests use jetski

Warm up should be to run in idle for 3 minutes and then bring upto speed away from yacht

Keep in view of yacht or tender/rescue boat

AFTER USE
Re fuel and check oil

Open plugs

Flush jetski

Wash jetski externally

Wipe out all interior compartments, under engine, battery compartment & forward compartment

Spray engine & fittings with WD40

Disconnect battery if no use is anticipated within next week

Clean tender deck & clean main aft deck scuppers

Secure for sea if necessary

TENDER OPERATING PROCEDURES
PRE LAUNCH CHECKS
Check plug in

Ensure key and kill switch are in 

Switch battery onto ‘ALL’, check shower, bilge pump, VHF, Nav. lights are all ‘OFF’

Check fuel & oil

Check shower water tank full 

NEVER start tender on deck without ‘flushing muffs & water hose’

Check throttle is in neutral

Attach mooring/control lines

Attach lifting strop

NEVER STAND UNDER TENDER

ALWAYS try to stand as clear as possible when controlling tender and lines

OPERATING
Unclip crane hook as soon as possible

Keep mooring lines attached 

Tilt engine into water (not all the way down, to tilt position ‘3’)

Do not start engine until in water.Starting engine out of water or without flushing muffs damages impeller

Start engine using ‘CHOKE’ (push key in)

Let go all mooring lines

Warm up tender away from yacht

Drive slowly towards transom

Before guest use put cushions in place if required

Put towels in locker 

Cooler of refreshments aboard if required

Sunblock should always be in the console locker

AFTER USE
Re fuel, check oil, check shower water tank

Open plugs

Flush tender (if not being used next day)

Wash tender externally

Wipe out all interior compartments

Spray engine & fittings with WD40

Disconnect battery if no use is anticipated within next month

Remove mooring lines if no use anticipated

Clean tender deck & clean main aft deck scuppers

Secure for sea if necessary

WINTER

Watch Standing Orders

1. Flag up and lights off 0800hrs. Flag down at sunset or 2100hrs, whichever is earlier. Outside lights on as appropriate. 

2. Check mooring lines, fenders and berth situation/weather.

3. Answer phone calls, in a pleasant concise manner as if it were the owner calling- it may be……. Take messages and pass on accordingly.

4. If sole watch keeper, check machinery spaces and accommodation, morning, and night. Ensure “mute” in crew mess is off. Report anything out of the ordinary to the Captain, Chief Engineer, or Mate.

5. All Bilge, Fire and Machinery Alarms to be thoroughly investigated before being reset. Report any such alarms as above.

6. Ensure all duties are done as per watch keeping list.

7. When working or patrolling outside, take the bridge roaming phone with you.

8. Be sure you understand the fire and emergency procedure. If not inform the Chief Officer.

9. Ensure that all light are off and that all doors are locked.

      DUTY OFFICER CHECKLIST

Duty day 0745 - 0745. All watchkeepers ensure the following duties are carried out.

Initial after every duty is completed. Failure to complete duties and checklists will result in additional duty days for the duty officer.

	Duty
	Initials

	Lights off & colours up at 0800 SHARP. Only light switches with yellow tabs unless instructed otherwise.
	

	On days when crew are off duty chamois main deck caprail, stainless steel & passerelle immediately after hoisting the flag. 
	

	Inspect lines, fenders & passerelle for tidal or weather changes. Protect against entry of unauthorized visitors.
	

	Close caprail gate at 1700.


	

	At 1700 check intercom is operational.


	

	Ensure all doors are locked at 1700, with exception of  crew door to be locked at 2100. Do not use sliding doors off charter.
	

	Ensure all interior lights are off at 1700.


	

	Exterior lights on & colours down at Sunset.


	

	Answer telephone & take message. Leave a note on crew notice board.

Ensure all messages are passed on.
	

	Set table for evening meal by 1800.

Assist in taking food from galley to crew mess
	

	After evening meal clear table, clean table & sink, & run dishwasher.


	

	Vacuum crew mess, crew passage, galley entrance & stairs.

Dust crew area, crew corridor and stairs to galley.
	

	Empty ALL trash receptacles and take all trash bags ashore.


	

	Empty dishwasher as soon as it has finished the cycle. Clean dishwasher filter.

No dirty dishes to be left in sink at anytime.
	

	Replenish beverages in refrigerator and restock water supply.

Fill coffee machine with bottled water and fill up kettle with bottled water.
	

	Replace any videos and CDs used.


	

	Watch officer to maintain entries in bridge diary record as duties completed.   

Watch officer to be in uniform from 0745 to 2100.
	


Crew members covering watches are responsible for ensuring all the above duties are carried out.  Any requests for watch duty alterations please inform Chief Officer.

Weekly Checks

	1
	2
	3
	4
	Month…



	
	
	
	
	Engine checks visual

Oil levels engines/hydraulics

Cooling water strainers

	
	
	
	
	Engines running smoothly ahead/astern

Steering gear test

Stern tube grease/oil, leaks

	
	
	
	
	Fuel level

Fresh water

Propane gas, detectors

	
	
	
	
	Pump out bilges, check for oil and water leaks

Check all watertight openings

	
	
	
	
	Mooring ropes – condition

Fenders

Gangway(s)

Hull visual inspection – damage

Land garbage – oily bilge water as required

	
	
	
	
	Check fixed communications

Check portable communications

Check Electronic Nav aids

	
	
	
	
	General and emergency lights – Nav lights

Sound signalling equipment

	
	
	
	
	Fire appliances in place

LSA in place

First aid equipment

	
	
	
	
	Tidal information

Weather information

Local navigation warnings

	
	
	
	
	


Monthly Checks

	J/J
	F/A
	M/S
	A/O
	M/N
	J/D
	JAN – JUNE        JULY – DEC



	
	
	
	
	
	
	Test fire pumps

Test smoke/heat detectors and alarms

Check condition of portable fire extinguishers, hoses and nozzles

	
	
	
	
	
	
	Lsa inplace and general condition

Pyrotechnics

Lifejackets

Liferafts and HRUs

Lifebuoys and Smoke markers

EPIRB

SART

	
	
	
	
	
	
	Test bilge pumps

Test Bilge alarms

	
	
	
	
	
	
	Inspect anchors and mooring equipment



	
	
	
	
	
	
	Emergency batteries condition and charge

Visual check all electrical equipment

	
	
	
	
	
	
	Main and auxiliary engine maintenance



	
	
	
	
	
	
	

	
	
	
	
	
	
	


6 MONTHLY CHECKS

	Mar
	Sept
	Due date
	Insp. date
	Year.

	
	
	
	
	Liferaft – HRU service dates and general condition



	
	
	
	
	Life jackets number and expiry of lights



	
	
	
	
	Lifebuoys – condition and expiry of light/smoke



	
	
	
	
	First aid kit  - contents expiry dates



	
	
	
	
	Pyrotechnics – number expiry dates



	
	
	
	
	Fire extinguishers condition and servicing



	
	
	
	
	Examination of internal structure for signs of damage



	
	
	
	
	Megger test electrics

Discharge test emergency batteries

6 monthly maintenance of electronics and radios

	
	
	
	
	Radio licence date

SART battery date

EPIRB battery date

LYC survey date

ILLC survey date


Crew Training

	NAME

Date
	
	
	
	
	
	
	

	Abandon ship


	
	
	
	
	
	
	

	Fire


	
	
	
	
	
	
	

	Grounding


	
	
	
	
	
	
	

	Collision


	
	
	
	
	
	
	

	Man Overboard


	
	
	
	
	
	
	

	Main engine breakdown


	
	
	
	
	
	
	

	Steering gear failure


	
	
	
	
	
	
	

	Pollution incident


	
	
	
	
	
	
	

	Mooring and unmooring


	
	
	
	
	
	
	

	Launch and recovery of rescue boat


	
	
	
	
	
	
	

	Donning Lifejackets


	
	
	
	
	
	
	

	Use and handling of fire fighting equipment
	
	
	
	
	
	
	

	Bunkering operations


	
	
	
	
	
	
	

	Maintenance routines


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


