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OPERATIONS MANUAL 
 
SYSTEM OF DISTRIBUTION 
 
Master, Staff Captain, Chief Officer, Chief Engineer, Staff Engineer,  
Hotel Manager, Chief Purser, Food & Beverage Manager, and Doctor will have a 
complete set of the Operations Manual. 
 
The manual has been divided into twelve sections, each topic within a section has a four 
digit number, the first two numbers indicate the section, the second two numbers indicate 
the topic number. The system will provide good flexibility for updating. 
 
UPDATING SYSTEM / OPERATIONAL MEMOS 
 
The Master will receive the updates in the form of Operational Memos, he will distribute 
them and discuss them during the Masters Meeting. The Senior Officers will distribute to 
their Department Heads only the concerned subjects. 
A proper receipt form for each Operation Memo will be returned to the company as 
confirmation of receipt. 
 
SUGGESTIONS FOR THE OPERATIONS MANUAL 
 
Since one of our major objectives is to continue to improve all aspects of our 
management and operational activities, we intend to update and improve this manual in 
the months and years ahead. Therefore, we ask all Organization members to channel 
their suggestions for improvement to their immediate supervisors, who in turn will forward 
them to the appropriate person in the chain of command. The company will be all useful 
enlargments included in the manual. 
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SECTION 1   THE COMPANY 

-------------------------------------------------- 

------------------------------------------------------------------------------------------------------ --------
---------------------------------------------------------------------------------------------------------------
-------------------------------------Onboard the ship you are required to keep a file with 
all updates in numerical order. This file will be used to complement and/or amend 
the company's operation manual. The sequential numbering system will make it 
possible to easily identify any missing Operational Memos and to request that 
another be re-sent from the offices. 

 

---------------------------------------------------------------------------------------------------- ----------
---------------------------------------------------------------------------------------------------------------
----------------------------------- 

01.02 WELCOME TO THE COMPANY 

We would like to outline a few key-points on how every employee, both shipboard 
and shore side, should conduct themselves: 
- OUR CUSTOMERS ARE HONORED GUESTS, NOT PASSENGERS  
- IT IS OUR GUESTS WHO PAY OUR WAGES, SO IT IS IMPORTANT   
  THAT THEIR EXPERIENCE IS A POSITIVE ONE 
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- OUR GUESTS ARE NEVER WRONG 
- NEVER SAY OR ACT AS IF "IT IS NOT MY JOB" 
- YOU ARE THE COMPANY FROM THE GUESTS' PERSPECTIVE 

01.03 COMPANY ORGANIZATION 

It is of utmost importance that all contacts between the ships and the 
office are channeled through the proper departments in order to avoid 
delays in   response. 

Enclosed is the Employees Directory for the office, which shows both office 
departments and telephone numbers. This sheet will be periodically updated. 
------------------------------------------------------------------------------------------------------ --------
---------------------------------------------------------------------------------------------------------------
------------------------------------- 

 
-------------------------------------------------------------------------------- 

 

------------------------------------------------- 

02.02 OFFICIAL LAW ON BOARD 

XY -----------------------------------------------------------------------------------------------
------- --------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
------------------------------------------------------------------- --------------------------------
---------------------------------------------------------------------------------------------------
------------------------- 

---------------------------------------------------------------------------------------------------
--- ------------------------------------------------------------------------------------------------
------------------------------------------------------------ 

02.03 MASTER, CHIEF ENGINEER AND HOTEL MANAGER 

The Master is in overall command of the ship and responsible for her performance 
overall. This authority is vested in him by the company and the XY Authority whose 
jurisdiction charges him with the responsibility for the ship, her guests and crew. In 
his task he is assisted by the following: 

------------------------------------------------------------------------------------------------------ --
---------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------
---------------------------------------------- ----------------------------------------------------------
---------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------- ---------
--------------------------------------------------------------------------------------------------------- 
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----------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------ 

------------------------------------------Policy 

--------------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------------------------- 

  02.06 ALCOHOL / DRUGS / FIREARMS 

-------------------------------------------------------------------------------------------- 

 -------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

02.08 MASTER'S MEETING 

The Master's Meeting to be held as frequently as deemed necessary by the Master, 
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

Purser will be responsible for recording the minutes of the meeting. 

The following Officers are to participate: 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

Standard points to be discussed:  
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Welcome aboard to new Department Heads 
- Comment cards of last cruise 
- Injuries (pax/crew) and accident prevention 
- Next cruise: itinerary, possible situations, etc. 
- Safety, sanitation, security, environmental protection 
- General condition of the ship: tender, pool, etc. 

The duration of the meeting shall be kept to a minimum, only subjects relevant to 
the ship's operations are to be discussed. 

02.09   SHIPBOARD COMPUTER SYSTEM 

Attached is the policy and procedures for the shipboard computer system. One 
copy of this policy must be posted in a plastic envelope near every computer 
system workstation onboard. Additionally, each crew member who is required to 
work with the ship system must read this policy. The enforcement of this policy is 
the responsibility of the Staff Captain. The System Manager will monitor the use of 
the system to verify it's use is consistent with the policy. 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
---------------------------------------------In the event problems arise with any part of the 
shipboard computer systems, the ship's System Manager or the company must be 
made immediately aware of the situation. --------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------F 

------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------F 

02.10 KEY SYSTEM 

Each crew member is responsible for the cabin and working area keys issued to 
him/her. The crew member will receive his/her cabin key upon embarking from the 
------------------------------------------------------------------------------------------------------------------
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--------------------------------------------------------------------------------------F -------------------------
------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------F cards will be kept securely locked in 
the Crew Purser office. The Crew Purser will maintain a record of the spare cards. 
The same applies to the   First Purser who is responsible for the equipment and 
spare cards for the guests' staterooms. 

------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------F--------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------F 

------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------F-------------------------- 

------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------F-------------------------- 

 
------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------F--------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------F 

02.12 NO SMOKING POLICY 

It is strictly forbidden for all personnel, including officers, to smoke in any guest`s 
public space. Smoking in cabins is strictly forbidden. Smoking is only permitted in 
the crew mess, officer's mess and crew bar. 

02.13 PORTHOLES 

Cabin porthole deadlights may be ordered closed as necessary. Once the 
deadlight is closed, it cannot be reopened without authorization of the ship's 
command. 

02.14 SOCIAL CONTACTS 

---------------------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------F---------------------------------------------
---------------------------------------------------------------------------------------------------------------------------
--------------------------------F 

02.15 TENDER BOAT 

When the ship is anchored, the ship's tenders are used to shuttle guests to shore. 
Aside from routine technical checks, the following points should be kept in mind: 

1) The use of shore tenders is to be avoided as much as possible. 
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2) The tender should be checked for cleanliness and maintenance 24 hours 
before its use by Deck/Engine Department and it should be kept in tidy 
condition during the time it is in service. 

3) The tender schedule will be arranged by the Cruise Director along with the 
Staff Captain. The Master and other concerned parties will be informed as 
well. 

 
SECTION 3   SHIP'S BASIC APPEARANCE & OPERATION 

 03.01 COSMETICS 

It is very important that the first impression guests have when arriving on board is 
that he/she is traveling on a functional, clean, spotless ship. The concerted efforts 
to achieve this target will be implemented by the Deck, Engine, and Hotel 
Department. Deck department, general maintenance of the outside structures 
(painting washing, etc), Engine dept: general maintenance of all machinery. Hotel 
department general interior housekeeping and provision of services to guests 

------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------F---------------------------
------------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------F 

03.03 REQUEST FOR WORK ON BOARD -  HOTEL DEPARTMENT 

------------------------------------------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
--------------------------------r 

  ---------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------03.05
 REQUEST FOR WORK FROM SHORE 

service personnel or the port agent. 

03.06 SWIMMING POOL, SPA AND WHIRLPOOL 
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SWIMMING POOL 
This is an amenity that guests enjoy, therefore it must be kept in top condition 
at all times. The following rules apply: 

AT SEA 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------- 

IN PORT  
Once the pool is filled, there will be no continuous supply of seawater as the harbor 
waters are no longer clean.  Well before approaching the harbor the system must 
be put in the re-circulation mode and the pool water will be run through the filters 
and chlorinator to ensure that it is clear and safe for swimming. For chlorination 
details please refer to U.S.P.H. Ops. Manual. 
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------- 

For port stays over 36 hours, the pool is to be drained each night, rinsed and refilled 
with fresh water. Once full the chlorinator pump must be turned on. When the pool 
is not in use, the safety net must be in place at all times.  

DUTIES: 
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------- 
 
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------- 

 
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------- 

WHIRLPOOLS - SPA CENTER AND ON DECK 

----------------------------------------------------------------------------------------------------------------- 
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USPH reco--------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------- 

-------------------------------------------------------------------------------------------------------------
----When the Spa and Whirlpool are not in use, a sign must be posted at the  

 
DUTIES : 
The Deck department will be responsible for filling, draining, washing, rinsing and 
general maintenance of the whirlpool(s) on deck and in the Spa.  
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------- 

03.07   USE OF FLAGS ON BOARD 

As standard procedure the flags on board will be used as follows: 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
--------- 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------ 
Maintained in perfect physical condition. 
 

------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------ 
Company Flag 
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----------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------- 

SECTION 4   SHIP'S CERTIFICATES, CLEARANCES, ETC. 

This section concerns all departments when the vessel is in port. 

04.01 CERTIFICATES 
 ----------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------- 

04.02 ARRIVALS / DEPARTURES 

All documents must be ready before arrival into port. The Chief Purser is 
responsible for this duty. In case of doubt, the Staff Captain must be informed in 
advance, in order to avoid unnecessary delays during clearance. 

The same procedure applies to departure, the Chief Purser should inform the Staff 
Captain when the departure clearance is on board. Again, this will avoid any 
unnecessary delays. The Master and the Staff Captain should be made aware of 
whether all persons are on board at least 60 minutes before departure. 

---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------ 

     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

04.05 TECHNICIANS, FAMILY MEMBERS ETC., ON THE PASSENGER LIST 

The passenger list is the document used by the authorities to impose port charges. 
Technicians, family members, charter representatives, etc., are non-paying 
passengers and as such are listed on the crew l i s t  as supernumeraries. 
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SECTION 5   COMMUNICATIONS 

 --------------------------------------------- 

 ---------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------ 

 ---------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
 ---------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------ 

:  ---------------------------------------------------------------------------------------------------------

---------------------------------------------------------- 

 

 ---------------------------------------------------------------------------------------------------------

---------------------------------------------------------- 

--------------------------------------------- 

 ---------------------------------------------------------------------------------------------------------

---------------------------------------------------------- 

 

 ---------------------------------------------------------------------------------------------------------
--------------------------------------------------------- --------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 
a) All emergency announcements will be made only from the bridge by 

authorization of the Master. Other communication should be channeled into 
the 
relevant areas only. No crew service paging is allowed. 

b) Guest or crew announcements will be made through the proper channels in 
order to avoid any unnecessary alert on board. Personnel using the system 
should be properly trained. 

 
 -v ----------------------------------------------TION 

 ---------------------------------------------------------------------------------------------------------
--------------------------------------------------------- -------------------------------------------------- 

 ---------------------------------------------- 
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 ---------------------------------------------- 

   ------------------------------------------------------------------------------------------------
------------------------------------------------------------------ ------------------------------------------------- 

 ------------------------------------------------------------------------------------------------------------------
------------------------------------------------ ------------------------------------------------- 

 ---------------------------------------------------------------------------------------------------------
--------------------------------------------------------- ------------------------------------------------- 

 ---------------------------------------------------------------------------------------------------------
--------------------------------------------------------- -------------------------------------------------- 

 ---------------------------------------------- 

 ---------------------------------------------------------------------------------------------------------
--------------------------------------------------------- --------------------------------------------------
---------------------------------------------- 

   ---------------------------------------------------------------------------------------
--------------------------------------------------------------------------- --------------------------------
----------------   ------------------------------------------------------------------------------
------------------------------------------------------------------------------------ -----------------------
-------------------------   ---------------------------------------------------------------------
--------------------------------------------------------------------------------------------- --------------
---------------------------------- 

05.10 DISTRIBUTION OF BEEPERS 

The Staff Captain, together with each Department Head, will decide the assignment 
of beepers to personnel, keeping in mind ship's operation requirements. 

05.11 BROADCAST ROOM 

    ---------------------------------------------------------------------------------------

--------------------------------------------------------------------------- --------------------------------

----------------   ------------------------------------------------------------------------------

------------------------------------------------------------------------------------ -----------------------

------------------------- 

05.12 E-MAIL 

This modem system allows data and files to be sent at an economical cost 
between vessels and the office and between vessels at certain pre-determined 
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hours. Agents and third parties are not connected to the network. Department 
Heads will send their e-mail through the ship board computer network.  

All outgoing messages will be reviewed by the Master. All E-Mail received on 
board must first be screened by the Master and then distributed. All Department 
Heads are to use this system with the understanding that it is not a priority system 
and it is not secure. Urgent communications should be made via telex, fax or 
phone. 

------------------------------------------ 

----------------------------------------------------------------------------------- ----------------------- 

 
SECTION 6   GUEST SERVICES 

 The following section concerns general procedures and personnel duties when 
guests are on board. 

06.01 DECK PERSONNEL ON STAND BY DURING EMBARKATION 

• Staff Captain 
• Chief Security Officer, supervises all security controls 
• ----------------------------------------------------------------------------------- --------------

-------------------------------------------------------------------------------------------- -----
------------------ 

06.02 HOTEL PERSONNEL ON STAND BY DURING EMBARKATION 

• Hotel Manager 
• Cruise Director 
• Chief Purser 
• ---------------------------------------------------------------------------------- -----

------------------------------------------------------------------------------------------------
----- ----- 

At disembarkation time the Cruise Director or the Hotel Manager will be at the 
gangway to greet and thank the guests once again on behalf of the company before 
they leave the ship. 

06.03 BAGGAGE HANDLING 

The Hotel Department will arrange delivery of luggage to/from the guest 
staterooms. Proper harbor regulations should be followed as reported by the local 
agent. ------------------------------------------------------ 

At disembarkation time the Cruise Director or the Hotel Manager will be at the 
gangway to greet and thank the guests once again on behalf of the company before 
they leave the ship. 
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LOST & FOUND PROCEDURE 

At disembarkation time the Cruise Director or the Hotel Manager will be at the 
gangway to greet and thank the guests once again on behalf of the c the ship. 

 
When a guest leaves personal items onboard and subsequently requests a search 
be made in order to locate the missing item(s), and the item(s) are found on board, 
the following procedure must be observed : 

      ----------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----------------------- 
 

     -------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------- 

            
             

    

            
           

            
            
            
             

             
        ----------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
-------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

For luggage lost at disembarkation: 

1. CASE C: The luggage does not show up at the hotel for a post-cruise 
package or at the airport for the return trip home. The ground operator must 
track the luggage through the transfer transportation process. NOTE: The 
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ground operator will be held accountable for lost or missing luggage once it 
has been turned over to them 
for transfer should it not arrive at its destination (hotel, ship or airport). Their 
accounts will be debited for the value (the company ultimately pays the 
guest) of the items lost. 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

06.05   GUEST COMMENT CARD 

It is imperative that all the Department Heads be made aware of the results 
of the comment cards at the end of each cruise. All efforts should be made 
to collect all comments made by our guests. As an operational review, 
comment cards will be discussed at the weekly Master's meeting. 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 
    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

 

07.02 CONTROLLED MEDICATION 

The key for controlled medication cabinet in the hospital will be in the care of the 
Master and the Doctor. 

07.03 PURCHASE OF NARCOTIC SUBSTANCES 

The ship's Doctor is in charge of ordering narcotic drugs as needed.  

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 
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    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 
  ------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------  
 ---------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------- 

The medical purchase requisition will be sent regularly to the Purchasing 
Department ashore. The supplier will forward the narcotics, accompanied by a 
detailed manifest, to our local receiving agent. The local agent clears the 
narcotics, receives them, takes them on board to consign to the ship's Doctor. The 
Doctor, the port agent and a witness (Staff Captain), will open the box and count 
all the narcotics received and will compare to the detailed manifest. Any 
discrepancies will be noted immediately. The Doctor will promptly log the shipment 
into the Narcotic Drugs Log Book, and store the drugs in the appropriate locked 
cabinet. 

Every time the Doctor gives out narcotics to patients as medical treatment, he/she 
must log the exact quantities of narcotics given in the Narcotic Drug Log, the Nurse 
must countersign the log. Every December the ship's Doctor must send a detailed 
manifest of the narcotics status to the supplier in order for the supplier to comply 
with all regulatory requirements. 

As a standard procedure, to prevent any misuse of the narcotics and to avoid any 
misunderstandings; the Staff Captain will carry out random inspections of the 
narcotics cabinet and the records logged in the book. Each time there is a change 
of Doctors, the departing and arriving Doctors will each sign the log concurrently if 
possible; the Master will also check and sign the Narcotic Drug Log Book, to 
establish that proper use and procedures are carried out. 

07.04 MEDICAL INVOICES 

Crew 

1. The Doctor shall make out the appropriate request form for all ashore 
consultations and treatment of crew members. The form will be submitted to 
the Crew Purser for approval signatures from the Staff Captain and Master. 

2. Doctor bills, bills for medication, the illness report and the shore consultation 
forms should collectively be forwarded to the office at the end of each cruise. 

 Guests 

If a guest insists on a shore consultation, the charge is to be recovered by the 
Purser. The medical service should then be logged in the authorization form with 
the name of the passengers and the note, "money recovered" and cost. 
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07.05 DOCTOR FEES 

 
SEE MEDICAL MANUAL  
Crew 

The crew shall not pay for consultations treatments.  

Guests 

The Company policy dictates that consultation and treatment for guests when 
injured on board or ashore during a cruise is to be paid by the guest unless charges 
are waived by the Master, Staff Captain or home office. However, when illnesses 
are involved, passengers will be charged in accordance with the established fees. 
It would not be expected that a fee would be charged for minor problems, and little 
or no time spent with the patient. 
If a Doctor has prescribed treatment to a passenger which would require a routine 
follow  up on the Doctor's part, the Doctor must use sound judgement as to 
whether or not he should bill the passenger for such a follow-up visit. Often such a 
casual visit is expected by the guests and viewed as a courteous gesture on the 
part of the ship's medical officer on behalf of the Company. Any visit even free of 
charge must be logged in the medical 
log book. 

For this reason, there should be no charge, unless the visit is much more than a 
courteous call. All fees must be charged, to the passenger's shipboard account. 
No cash transaction will be permitted. 

In case bed rest is prescribed, the Housekeeper is to be notified by the nurse so 
that routine & extra service can be tailored to the need of the particular guest. 

Examples of the various other forms that are to be used in recording and 
reporting accidents and injuries are found in the "Medical Manual". 

07.06   ROUTINE MICROBIOLOGICAL ANALYSIS 

The ship's Doctor should carry out a "Millipore" test from all areas where food is 
prepared and handled, and all areas where food is stored prior to consumption 
whether cooked or uncooked. The Doctor then needs to conduct a full 
microbiological analysis using the incubator on every cruise. The results of these 
analysis will be shown to the Master and sent to the office with the monthly cruise 
report. 

A routine microbiological analysis includes samples from the areas indicated 
below: 

• Crew bar 
• Provision plant  
• Dry provision store  
• Refrigeration plant  
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• Crew mess  
• Preparation and galley crew mess 
• Cold storage crew galley area 
• Potato peeler room  
• Vegetable refrigeration plant  
• Fruit refrigeration plant  
• Main galley  
• Public Bars 
• Bakery shop  
• Pastry shop  
• Food preparation areas  
• Officer mess  
• Service pantry  
• Lounges pantries  
• Services pantries  

  
 

07.07 INJURIES 

Guest and crew accidents and injuries should be investigated as soon as possible 
by the Safety Officer, Chief Security Officer with the Doctor and all other persons 
involved. This will allow the Master time to record the facts into his log with no 
delays. All crew and passenger accident reports must be e-mailed immediately to 
the home office. 

07.08 HANDLING OF GUEST AND CREW ACCIDENTS AND INJURIES 

Accidents involving passengers and/or crew must be reported to the Safety Officer 
and Ship's Doctor. A full investigation should take place as soon as possible after 
the accident happened. Under the supervision of the Staff Captain, the 1st Officer, 
Chief of Security and the Doctor will be responsible for conducting the investigation 
and filing the reports using all resources available to them. To standardize 
investigation and reporting procedures, the ship shall use the following forms 
marked passenger or crew as appropriate: 

a. Accident Report 
b. Injured guest or crew members statement 
c. Witness statements when possible 
d. Doctor's Report 
e. Shore Physicians' Report, if necessary 
f. Letter of Indemnity (if applicable) 
g. Photos with any ship board incident 
 

Crew 

 a. Injuries and occupational illnesses of crew are to be reported to the Doctor 
and the main office on the relevant forms (see a - g above). 
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 b. The form should always be filled out when: 

• Injuries involving more than 10 days sick leave 
• Eye injuries 
• Back injuries 
• Head injuries 
• Bone injuries 
• In case of uptured hernias 
• All types off occupational 

Accident Reports should be e-mailed initially to the Operations office,                   
Fleet Personnel, Risk Management, Hotel Director (use current directory for correct 
personal names). The completed file with original signatures and photos is to be 
sent with the end of the cruise report to Marine Operations. 

Guests 

a. Injuries to guests, if occurring while on board, are to be reported on special 
claim forms for passengers. 

b. All forms must be written in English with one original sent to home office and 
one copy filed on board for 2 years per SMS requirements. 

c. In case of injuries, one should emphasize the importance that a past 
medical history and a thorough physical examination should also be 
performed. This is to disclose previously existing defects/illnesses should 
they arise later in relation the actual injury or claim. 

d. The reports are to be handed over to the Staff Captain who will send these 
to the Main Office with the end of cruise reports. 

Crew Illness Reports 

1. The customary illness report forms are to be filled out each time a crew 
member is reported sick. 

2. The crew has full salary during sickness on board. It is very important that 
the Ship's Doctor be completely accurate when filling out these forms. 

3. An internal illness report is to be given immediately to the crew 
member's Department Head. The Master, Chief Engineer or Hotel 
Manager has to be informed of any illnesses in their respective 
Department. 

 4. The Department Heads must be informed as soon as possible about sign-
offs due to sickness in order to organize their replacements in a timely 
manner. 

5. As a rule, the crew member must first be visited by the Ship's Doctor and 
only with the Ship Doctor's recommendation is a shore visit to be arranged. 
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07.09   GUEST CONSULTATION WITH SHORESIDE PHYSICIAN 

In the event a guest falls ill or is injured and requests or requires shoreside medical 
consultation, costs associated with such consultation are at the guest's expense. 
At the discretion of the Master due to the cause of the illness or injury the company 
can guarantee payments. 

If actual cost of the consultation is unknown, a written estimate in English, 
including transportation expense should be obtained from the port agent and this 
amount charged to the guest's on board account. 

The actual or estimated cost should be advised in writing, in English to the guest 
prior to finalizing arrangements for the consultation. The guest must also indicate 
their understanding that consultation fees will be charged to their on board account 
or directly to their credit card (when the final bill arrives after the passenger 
disembarks). Purser should obtain a credit card charge authorization signed by the 
passenger to handle any late medical bills received. 

Guests should also be advised to retain copies of all documentation for submission 
to their insurance company upon their return home. Copies of any estimates must 
be attached to the file that goes to Risk Management. 

07.10 GUEST MEDICAL DISEMBARKATION 

In the event a passenger disembarks for a medical emergency the following actions 
must be taken: 

In case of doubts regarding insurance, contact the office. 

07.11 CREW MEDICA 

------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------- 

L EXAMINATIONS 

1. The Doctor will keep a complete file of all crew medical examinations. No 
crew member will be allowed to sail without a pre-employment medical 
certificate. 

2. All pre-employment medical certificates for non RCI crew must be sent to the 
office, when they disembark. 

07.12 CREW MEDICAL VISITS TO SHORE DOCTORS 
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As standard procedure, the crew member must first visit the ship's Doctor, and only 
with the Doctor's recommendation can his/her shore visit be arranged. There may 
be cases where second opinions are desired or necessary. The ship's Doctor is 
responsible for filling out the required forms authorizing a shore side Doctor visit. 
Once the forms are signed by the Head of Department, the Master and the ship's 
Doctor, the shore side visit is authorized. The Doctor will inform the Chief Purser 
who will arrange the shore side visit through the local port agent. 
 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 
 

07.13   DRUG AND ALCOHOL TESTING 

DRUG AND ALCOHOL CONTROLS AND TESTING PROCEDURES 
GENERAL 

Many pollution and ecological disasters were due to the use of alcohol. 

Recognizing that alcohol abuse and drug use on board have always had an 
adverse impact on the safety and the protection of the environment, as well as the 
personal health and welfare of guests and personnel, the Company has decided to 
establish and effectively maintain a "Policy" dealing with these abuses. 

Bearing in mind that all personnel on board should be able to respond at any time to 
an emergency situation, the maximum acceptable level of blood alcohol is limited 
to the levels set by the Company, following internationally accepted standards. 

DEFINITIONS 

For the purpose of this Policy: 

"ALCOHOL CONCENTRATION" means the specific level of alcohol in the 
blood, and is expressed as Blood Alcohol Concentration (BAC). 

"INTOXICANT" means any form of alcohol, drug or combination thereof. 

"STANDARD OF INTOXICATION" means the maximum acceptable level of Blood 
Alcohol Content (BAC). An individual is considered intoxicated when one has a 
BAC of 0.04% or more (per U. S. Coast Guard Regulations). 

 "EVIDENCE OF INTOXICATION" means the acceptable evidence of 
intoxication that includes, but is not limited to: 

Personal observation of an individual's manner, disposition, speech muscular 
movement, general appearance, behavior and breathalyser test. 
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DRUG SUBSTANCES 

Drug substances include, but are not limited to, Marijuana, Cocaine, Opiates, 
PCP (phencyclidine), amphetamines and prescription drugs. 

RULES OF CONDUCT 

The rules are aimed to ensure that: 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

The Master must ensure that: 

1. On no account shall a person under the influence of drugs or alcohol be 
allowed to stand watch or perform any other duty involving the safety of the 
guests, the personnel, the ship and the environment; 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

2. All crew members must understand that it is their duty and benefit to 
report immediately, to the appropriate Officer or the Master, if they 
suspect or have evidence that one of their fellow crew members is 
intoxicated; 

3. Any crew member who is intoxicated while on duty is subject to immediate 
termination of his/her contract and furthermore, to civil penalties or 
imprisonment or both under the laws of certain countries; 

4. Restrictions and control shall be observed by all crew members during the 
time they spend off the vessel in the various ports. They shall not be 
intoxicated when they report back on board; 

5. Sanctions apply to crew members who have been intoxicated while on 
shore-leave and report back to the vessel in such condition; 

6. The Heads of departments have their doors always open to all crew members 
with personal problems. They must know their personnel thoroughly, their 
personality and individuality, ambitions, strengths and weaknesses. They 
must support them to overcome their personal difficulties; 

7. The period of abstention from alcohol for the Officers, staff and crew before 
they take over their duties, should be at least four hours; 

8. No bridge Officer or engine Officer should hand over the watch if their 
replacement is suspected to be under the influence of alcohol. The Master or 
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Chief Engineer must be informed accordingly; 

9. The use of alcohol by the Pilot while performing his duties is prohibited. Note:   
All provisions of the "Policy" apply equally to the Master. 
 

 REASONS FOR THESE TESTS 

1. The Company's Policy is to conduct random testing. The process 
will be accomplished by randomly selecting crew members from 
each vessel. No individual shall be forcibly required to provide a 
specimen for chemical testing, however, refusal to submit to the 
tests outlined in this Policy is considered a violation of the 
Company's Policy and wher circumstances permit, when such 
action will not directly affect the safety of the ship, navigation, or 
operations, the person shall be immediately relieved of his duties. 
The Master is to enter into the log book the individual's refusal and 
the Master's action taken; 

2. When a strong suspicion exists that a shipboard crew member 
used alcohol beyond the limits and/or used drugs; 

3. After an accident involving the ship and/or people or 
pollution of the environment; 

4. When required by any law. 

If any crew member refuses to submit to the test, his contract will be 
immediately terminated. 

Every ship should have on board breathalysers for measuring alcohol 
content. Also, every ship should have on board urinalysis kits to test for 
traces of drugs of abuse in the system. 

 
DISCIPLINARY ACTIONS 

 Whenever the Master has firm evidence that a crew member has committed a 
breach of this "Policy", he has the authority to take the disciplinary action he deems 
necessary and effective. The disciplinary action will include termination of 
employment and, if required, prosecution in the local courts, even if the breach of 
the Policy has been dealt with under the vessel's disciplinary procedure. 

RESPONSIBILITY 

The Master, as the Management's representative, is entrusted with the task of 
enforcing the Company's Policy. 

TESTING FOR DRUG AND ALCOHOL ABUSE 
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The Company's Policy is to maintain a safe and efficient work environment, free 
from illegal drugs and from the effects of alcohol.  

RANDOM TESTING PROCEDURE 

 1. Crew list numbers are randomly generated by computer once a month. The 
ship will be officially notified of the drawing by a memo stating the numbers 
drawn and the witnesses present during the drawing. The V.P. Cruise 
Operations will sign the memo and a copy is filed in the SMS files. 

2. Once the ship is notified the Master proceeds with the testing according to 
these procedures. 

3. The Master notifies the names of the Officers / Crew Members tested and 
sends a copy of the corresponding log book pages from the drug and alcohol 
log books, and copy of Chain of Custody form 
when results are positive. The sample should be re-tested. 

ALCOHOL TESTING 

 
An alcohol test permits determination of whether or not the blood alcohol 
concentration exceeds a legally defined limit. Conclusions as to the alcohol content 
of the blood can be drawn from the alcohol content of a breath sample. There are 
certain steps to follow when conducting an alcohol test: 

1. The crew member will report to the hospital; 

2. The Staff Captain will be present during the test; 

3. All positive results will be reported to the Master and to the Cruise 
Operations Department; 

4. Results must be logged in the Log Book for Alcohol Breathalyser Testing and 
theform must be completed accordingly; 

5.  At least 15 minutes must elapse between the consumption of alcoholic 
drinks, soft drinks, medicinal syrups, mouthwash, and cigarette smoking and 
the test, otherwise results may be false (tobacco smoke can damage the 
breathalyser and the performance of the test); 

6 The person being tested must breathe evenly and normally before the test. 
Repeated deep breaths (hyperventilation) should be avoided, as this 
temporarily distorts the alcohol concentration. 

7. Acceptable evidence of intoxication includes, but is not limited to, clinical 
observation of the crew member's manner, disposition, speech, 
muscular movement, general appearance or behavior, or breathalyser 
testing; 
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8. All testing for alcohol will be performed using a breathalyser; 

9. A breathalyser's calibration shall be conducted strictly in accordance with 
the manufacturer's instructions; 

10. To use the breathalyser to measure breath/blood alcohol concentration 
(BAC) - follow the breathalyser manufacturer's instructions; 

11. A crew member is considered intoxicated when the BAC is 0.04% or 
more.(Per U. S. Coast Guard Regulations) 

GUIDELINES FOR CONDUCTING DRUG TESTING 

Introduction 
The selected crew members will report to the hospital, in which the Doctor will use 
the following guidelines for the collection and testing of the sample: 

1. Testing for drugs will be by urine testing. 

2. All random drug testing, including urine sampling, will be conducted by the 
ship's Doctor or by qualified medical personnel and a record of same kept in 
the Log Book for Drug Testing. 

3. Drug testing will be conducted in accordance with the guidelines supplied by 
the manufacturer. 

 
4. The Staff Captain or 1st Officer (if Staff Captain is not available) will be                           

                      present. 

5. All positive results should be reported to the Master and to Cruise 
Operations; a Drug Test Request and Chain of Custody form, must be 
completed. 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

Instructions 

1. The crew member will provide their respective crew pass, passport or XY 
identity document number or have his/her Head of department identify the 
crew member. 

2. The Medical Department completes the following blocks in the Log Book 
for Drug Testing: 

a. Crew member name, rank, age, passport or Liberian Identity 
document number; 

b. Name and rank of the medical testing Officer; 
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    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

i.   
Is required;  

j. The Medical Officer or his designated representative will accompany 
the crew member to the bathroom in which the crew member will 
provide the specimen. The door is shut and the collector remains 
outside the door;  

k.         Upon receiving the specimen directly from the crew member, the 
collector instructs the crew member to keep the specimen in full view 
at all times until the specimen is tested and the remaining urine if 
positive is sealed in the Chain of Custody cup;  

l. If the volume of urine is not sufficient, discard the specimen and 
instruct the crew member to drink plenty of fluids and re-attempt the 
collection when the crew member is ready;  

m.       If the specimen is not in temperature, ask the crew member to have 
his oral temperature taken. If they refuse, notify the Master about the 
refusal and log it on. Or, if their body temperature is not within one (1) 
degree Celsius (1.8F) of the one from the specimen, it should be 
recorded; 

n.        Proceed with the collection process;  
o.         If the Doctor thinks that contamination of the specimen took     

      ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

p. e Log Book and in   
            the Chain of Custody comments section;  
q. The Doctor records the temperature and any remarks   
            concerning the collection in the Log Book as well as on the  
             Chain of Custody Form, 
s.   The Doctor completes the Log Book form, indicating Test  

  Results, Kit Information, Comments. 
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POSITIVE TEST RESULTS 

1. If a crew member is tested on board and the test is positive, the sample in 
the 
container with the seal, plus the Chain of Custody Form, must be sent 
ashore for confirmation; the crew member will be suspended from all duties 
pending the outcome of the confirmation. 

2. The Doctor places the lid/cap on the specimen bottle, then applies the 
tamper proof seal; 

3. The Medical Department instructs the crew member to sign the seal; 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

of Custody Form; 

5. The Doctor signs the Collector Certification section of the Chain of Custody 
Form indicating that she/he received the specimen from the crew member 
by signing and printing her/his name, rank and date; and provides any 
collection information requested; sample information, test panel used, test 
results if positive. 

The Doctor then indicates (only if the test was positive) where she/he will refer the sample 
for confirmation testing. Confirmation laboratories approved by the company, and to 
which the samples will be referred, are to b     ----------------------------------------
------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------- 

6.  

7. The specimen must be kept refrigerated, until it is sent for confirmation, using 
the Biosite Diagnostic Confirmation Pack; 

8. The Confirmation Pack is a small box that contains all the paperwork and 
shipping materials necessary to receive a GC/MS analysis from shore 
approved laboratories; 

9. The shipping will be via Airborne Express, or other similar means, and all 
the shipping instructions plus a prepaid airway bill will be inside the 
Confirmation Pack; 

10. Collection is complete; 

  Record     ----------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----------------------- 

11. t once; 
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12. The Master will advise Cruise Operations. Copies of the Log Book and 
any Chain of Custody forms will be sent to the the company. 

 
SECTION 8   SAFETY 

The Safety organization is the direct responsibility of the Master. He ensures that 
crew members are adequately trained and are prepared to react appropriately in 
any emergency situation. 

08.01 GENERAL INSTRUCTIONS FOR SAFETY 

Before entering into the details of each part, please keep in mind that 
prevention and professionalism play a vital part in all distress conditions. 

All Department Heads should educate their personnel in order to make them aware 
of the importance of reporting any doubtful situation that could lead to a distress 
condition. New crew members must be aware of the following points: 

• All working material should be secured, when not used  
• Always work in a safe way  
• To know the importance of avoiding any pollution at sea 
• To know the importance of emergency instructions  
• To participate in all safety drills and training sessions  
• To keep all safety gear in a perfect state of maintenance 

 08.02 GUESTS' LIFEBOAT DRILL AND PROCEDURES 

According to SOLAS regulations, the lifeboat drill should be carried out within 24 
hours after departure from the embarkation port. If, for any reason, the drill cannot 
take place as above, the Master will determine the most appropriate time for the 
drill. For cruises of more than two weeks duration, the drill will be repeated. 

Passengers 
Upon embarkation, passengers shall be informed of the time of the lifeboat drill. 
Once the General Emergency Alarm is sounded, all stewardesses or stewards 
shall check their stateroom sections and see to it that all passengers are out of 
their staterooms with their life jackets. Passengers should be directed via the 
fastest route to the Muster Stations. Use of the elevator is prohibited. 

D     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

Once the passengers arrive at their lifeboat stations, the Boat Commander in 
charge shall perform the following actions: 
 

• Roll call, according to the lifeboat list. 
• This list shall be issued by the Pursers Office in due time before the drill.  
• Check that life jackets are securely fitted. 
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All Boat Commanders shall report to the Bridge once the roll call has taken place. 
Any passenger missing from the drill must be properly notified in writing the 
location of their life boat station, life jackets and evacuation plan as well as the 
actions they need to take in an emergency. 

After all Boat Commanders have checked in with the Bridge, the Cruise Director 
shall, o     ----------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----------------------- 

runs smoothly and efficiently. 

 O     -------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------- 

ssible. 

Sequence of the Drill: 

• 15 minutes notice to guests (Cruise Director). 
• General Emergency alarm signal is broadcast. 
• Immediately after the signal, first segment of announcements is 

carried out by the Cruise Director or another senj Officer.. 
• Guests are directed to their Muster Stations accordingly. 
• Once guests are at their Muster Stations, they will be grouped by     

lifeboat number. 
• The second segment of the announcements is then carried out by 

the Cruise Director or another senj Officer. 
• Guests are directed to their Lifeboat Stations. 
• Guests are mustered at their Lifeboat Stations. 
• The end of the drill will be signaled by a short blast of the ship's 

whistle. 
• The Cruise Director will thank the guests for their participation at 

the drill. 

Any missing guests will be familiarized with safety procedures as soon as possible. 

The boat drill gives guests their first perception of the competence of the crew. 
It is imperative that the drill is carried out in a professional and efficient 
manner. 

08.03   CREW INSTRUCTIONS AND PROCEDURES FOR ALARMS, FIRE AND 
LIFEBOAT DRILLS 

The Master should remind ship's personnel that the lifeboat drill is an 
extremely important exercise: 

  Its success depends on the preparedness of the crew. 
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    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

• Some of the guests are usually watching the drill, with consequent 
ried out in the most professional and safe manner as possible. 

It is the duty of every member of the ship's personnel to take part in the lifeboat and 
fire drills, to know his/her positions as given in the instructions and to be fully 
acquainted with the task he/she is expected to perform. In general, only crew 
members who have been reported sick are excused from participation. It is of 
paramount importance to participate at the safety drills. 

Emergency Procedures 

Anyone discovering a fire or similar serious threat to the safety of the ship shall 
immediately notify the Bridge by the quickest means available. Pushing the alarm 
button nearest the source will pinpoint its position on the Bridge Safety Control 
Panel. 

In case of a fire, do your utmost to put it out with extinguishers nearby without 
endangering your own life. Do not open doors or hatchways which are giving off 
smoke. If you have to open that door, have your extinguisher ready, keep low and 
covered, be prepared for a stab of flame the instant you open the door or 
hatchway. 

If you do not succeed in putting out the fire with equipment at hand, close up again 
and do your best to seal off all openings feeding air to the flames. 

Remain at the scene until a mobile firefighting group arrives. Tell them what 
has happened and whether you think anyone is trapped inside. 
Go immediately to your emergency station.  
 
 The Central Command: 
 The Master is in overall command on the Bridge. 
 The Chief Engineer is in charge of the machinery spaces. 
 The Staff Captain provides mobile coordination. 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

    ----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----- 

     -------------------------------------------------------------------------------------
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---------------------------------------------------------------------------------------------------------------
-------------- 

e an orderly and controlled evacuation of the passengers to the Muster Stations. 

Awaken and inform the guests of the emergency. Advise them to dress warmly, put 
on their life jackets and proceed calmly to the Muster Station indicated on the 
safety instructions posted on the back of their stateroom door. Guests in public 
rooms and out on deck are to be directed straight to their Muster Stations in order 
to avoid traffic congestion in the accommodation areas. Life jackets will be issued 
to these guests at their boat stations. Direct the guests to the nearest stairway 
leading to the Muster Stations. Those who need help are to be assisted from 
station to station. 

 The elevator must not be used under any circumstances. All staterooms, public 
rooms and adjacent compartments must be thoroughly checked, and the 
remaining life jackets collected and passed up to the Deck Five. 

Report to the zone leader when your section is completely evacuated. Keep all 
doors tightly closed and remain at your station awaiting further orders. 

The instruction numbers are listed on the Muster List as well as on your 
personal emergency instructions. 

Passenger Mustering 

Guidance and traffic control personnel are assigned to each of the ship's five main 
vertical fire zones. The staterooms and corridors, public rooms and stairways on 
each deck within the respective zones will be manned by the ship's personnel, each 
having their own particular instructions. 

Boat stations and life raft stations are assigned to each of the ? (number of boats) 
lifeboat and ? (number of rafts) life rafts on Deck (?), port and starboard. 
Finally, the guests will be mustered to their boat stations in case of abandoning the 
ship. 

 I     -------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------- 
ory. 
In any emergency situation, the crew must first consider the safety of the guests 
and remember that a calm and disciplined demeanor is essential for dealing with all 
dangerous situations. 

 
 
EMERGENCY SIGNALS: 
 
GENERAL AMERGENCY  7 SHORT BLAST OF SHIP´S WHISTLE, FOLLOWED BY A 

LONG BLAST (SAME WITH ALARM BELLS) 
 
ABANDON SHIP  CONTINUOUS BLAST OF THE SHIP'S WHISTLE FOR A 
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PERIOD NOT LESS THAN 10 SECONDS, 
SUPPLEMENTED BY THE CONTINUOUS RINGING OF 
THE ALARM BELLS FOR A PERIOD NOT LESS THAN 10 
SECONDS 

 
MAN OVER BOARD  ONE SHORT BLAST, ONE LONG BLAST OF THE 

WHISTLE, SUPPLEMENTED BY THE CODE WORD 
"CODE (free code for example) OSCAR REPORT TO THE 
PORT / STARBOARD SIDE" 

 
 
DAMAGE CONTROL THREE LONG BLASTS FOLLOWED BY THE CODE 

WORD "CODE CHARLIE" THROUGH THE P.A. SYSTEM 
 
 
FIRE  ANNOUNCEMENT THROUGH THE P.A. SYSTEM BY THE 

CODE WORD "CODE BRAVO" 
 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

This order will be given subsequently by the Master, only if necessary. 
Should a fire be discovered or smoke noted, inform the Bridge immediately. Press the 
nearest alarm button and try to put out the fire with the extinguisher nearest you without  
endangering your own life. If possible, remain on the spot until help arrives. 

Should you see a person falling overboard, immediately inform the Bridge specifying the 
side from which he/she fell. 

08.06   MAIN FIREFIGHTING EQUIPMENT 

CO2 System 

This is used for protection in the engine room, machinery spaces, ECR and main 
switchboard room, generator room, incinerator room and garbage room, and it consists 
of a battery of inert gas cylinders to be released in the above mentioned locations to 
suffocate the fire. The gas should not be inhaled and is dangerous in a confined space, 
therefore, it is imperative to evacuate all personnel the areas from before releasing the 
gas. Apart from the centralized CO2 system the ship is provided with local CO2 systems 
which protects areas such as the paint store, the galleys canopies exhaust ducts and the 
emergency diesel generator room. 

Sprinkler System 

This is to protect all staterooms, storage spaces, lockers, and lounges. It is equipped with  
special heads, regulated to burst at a temperature of 68 degrees Centigrade in the sta 
    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

e. 
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Th     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

g the sprinkler system with sea water, until it is stopped by manual intervention. 

Low Expansion Fixed Foam Extinguishing System 

Th     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

Separator Room 
Diesel Engine Room 
Incinerator Room 
Boiler Area 
 

Portable Extinguishers 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

 Water 

This is composed of a network of fire hydrants located in the fire stations along the ship 
insi     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

Fire Doors - Zones 

T     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

08.07 VESSEL CASUALTIES - GENERAL GUIDELINES 

Main Casualties:  Collision 
 Man Overboard 
 Grounding 

Fire/Explosion 
Machinery damage 
Heavy weather damage 
Serious injuries 
Pollution 

Some of the above mentioned casualties could require guests and crew to abandon the 
ship. The Master will remember to pick up all important certificates and documents along 
with important records (computer printouts of the engine movements, SMS, logbooks etc) 
before leaving the ship. 

08.08 SAFETY MEASURES IN CASE OF DAMAGE TO THE VESSEL 
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Depending on the nature of the damage sustained by the ship, the Master will act based 
on the specific instructions contained in Section 12.7 of the Safety Management Manual. 

R     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

ny. 

In case of loss or damage to the vessel, the other party should be given the opportunity to 
join in the survey of the damage, and appropriate notice should be served to them. 

The Master and/or any member of the vessel's crew SHALL NOT, under any 
circumstances and in whatever form, ADMIT LIABILITY on the part of the vessel and/or 
the Company. 

At all times, no effort shall be spared to protect the Company's legal and/or material 
interests. The Master shall, without delay, and by the speediest available means of co 
    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

MAN OVERBOARD 
GROUNDING 
FIR     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

 the SMvOOK 

Accidents shall      ----------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
-------------- 

uct all officers, including engineers, to that effect. 

A log b     -------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
----- 

ty of compiling additional information relating to the event, recorded in a manner suitable 
for presentation at a later date. 

The additional information to be submitted, when available may include: 

• statements made by witnesses 
• fuel consumed, or lost 
• stores consumed, lost, or damaged 
• provisions consumed, lost or 

damaged 
• equipment lost or damaged 
• wages paid or payable to crew 
• cost of materials used in effecting 
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repairs and man hours involved in 
repairs carried out by the ship's 
staff, etc. 

• all other expenditures incurred as a 
result of the event, such as the cost of 
repairs, pilotage, fees, etc. 

08.11 STANDARD REMARK AT THE END OF EVERY STATEMENT, IN CASE OF            
DOUB     -------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
-----     ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

 

azardous material according to the guidelines on the MSDS. 

08.14 OPERATIONAL SAFETY CHECKLIST  

TheXY (country) Administration introduced an Operational / Safety Check list which will 
ensure compliance with the 1974 SOLAS regarding the condition of all safety equipmen on 
board. 

The XY (country) Marine Notice No. ?    attached to Form No. ?  is self explanatory and 
gives a clear indication about the proper use of it.  

As you can note the check list is divided into two sections: Monthly and Weekly. 

The Master shall properly follow these instructions and shall forward the white copy to the 
office by the end of each month, including it in the Cruise Report envelope. This list is in 
addition to the safety forms presently in use. 

08.15 SUPERNUMERARY SAILING - OCCUPYING HOSPITAL OR CREW CABIN 

Any time a person is scheduled to sail with the ship and occupy the hospital or a crew 
cabin, the Chief Purser is responsible to inform the Master, the Safety Officer and to have 
the Disclaimer / Receipt filled out and signed by the joining person. Everyone, with no  
exception, shall fill out and sign the Disclaimer / Receipt prior to sailing. 

The lower part of the form must be cut and handed to the person receiving the 
instructions. The receipt at the top is kept in the log book. 

The Safety Officer will provide a life jacket and basic instructions to the individual on the 
General Alarm Signal, the location of the Muster Station and how to reach it, the location  
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    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 
    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

 
SECTION 9   SANITATION AND ENVIRONMENTAL PROTECTION 

 This section includes all the subjects related to U.S.P.H., waste treatment, 
pollution prevention etc. 

09.01 UNITED STATES PUBLIC HEALTH (U.S.P.H.) INSPECTIONS 

The shipboard sanitation of all company vessels will be in accordance with the 
guidelines of following manuals: 

- World Health Organization (WHO):  

Guide to ship's sanitation 
Center for Disease Control (CDC) / U.S.P.H.: Vessel sanitation program 
operations 

U.S.P.H. Inspections: 
U.S.P.H. inspectors may board any ship in any U.S. port. However, those ships 
which do not call in any U.S. ports, must maintain sanitation standards in 
accordance with U.S.P.H. requirements. 

Type of inspections: 
U.S.P.H.         -Complete (every 6 months) 

  U.S.P.H.         -Follow up (to the previous) to verify failed items have been 
   corrected self        

         -Daily; sampling of water, log of fresh water chlorination, log of 
hospital/pool/whirlpool 

Scoring      -------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
----- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

    ----------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------- 

. only in cases of severe negligence or outbreak of diseases. 

Conducting the U.S.P.H. Inspection 
• Keep all Department Heads on stand-by 
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• Be courteous and show respect 

Always sp     -------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
----- 

• med step by step of the results of the inspection 

SELF SANITATION INSPECTIONS 
The Master is responsible for the overall sanitary status aboard. The Staff Captain is in 
charge of the inspection. Members of the Commission are: Hotel Manager, Medical 
Officer, Deck Engineer. The Master should verify that the inspection is carried out 
regularly. 

The inspection shall be conducted at least weekly, at the end of which the sanitation 
inspection report form  shall be filled in and sent to to the company with the cruise reports. 

09.03 TRAINING OF CREW 

Each Department head is responsible for the proper sanitation training of his personnel. 
Since the U     -------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
----- 

erly and meeting times should be recorded in the bridge log book. 

09.04 HANDLING OF SHIP'S REFUSE 

The company has a "zero tolerance policy" for discharging waste at sea. See the 
Waste Management Plan for complete details. 

09.05 WASTE TREATMENT 

All refuse handling should follow the the companies Waste Management Plan as per 
the requirements of MARPOL and its amendments. The following guidelines should 
be followed: 

Plastic: to be shredded and landed at next favorable port. 
Paper, etc: to be burnt in the incinerator. 
Food waste: to be processed through galley pulpers and grinders, incinerated or 
anded ashore. 
As garbage removal is not included in port expenses, all efforts should be made to 
ensure the proper functioning of all waste processing machinery. The Deck 

Engineer wil     -------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
----- 
ms. 

09.06 INCINERATOR 
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As environmental policy toward waste disposal at sea, even when permitted, is 
Zero Tolerancv of thvided by the Staff Captain in co-operation with the Chief 
Engineer . (See Waste Management Plan) 

09.07 GARBAGE REMOVAL WHILE IN PORT 

The Staff Cvred in the Garbage Record Book. The Deck Officer on duty will ensure 
that, upon completion of the removal operation, he/she receives a proper statement 
from the local recycling or waste operator in which the following items are reported: 

Date and time 
Total volume  discharged 
Name of the port 
Waste category 

Note that a 001/93 form must be issued for the payment of the garbage removal 
service. No payment is to take place if shore recycling facilities accept the ship's 
recyclables. Also no form is to be issued if harbor dues include waste collection 
service. 

09.08 SHIPBOARD OIL POLLUTION EMERGENCY PLAN / SOPEP 

The ship is provided with an oil pollution emergency plan, the companies SOPEP 
Manual, according to the Reg. 26, Annex 7 of MARPOL. This plan must be 
routinely discussed and understood. An exercise should be held at least once a 
month simulating the different emergency situations contemplated in the SOPEP 
Manual. (See the SOPEP Manual) 

09.09 CONTINGENCY PLAN FOR POLLUTION ACCIDENTS 

Environmental concern about pollution disasters has been growing steadily during 
recent years. 
AdministratiovPEP Manual. This plan must be well understood and discussed by 
all parties involved. Regular drills should be held as per company instructions. 

09.10   DISINFECTION/EXTERMINATION PROCEDURES 

It is inevitable that roaches and other insects will be found in certain areas of the 
vessel. Such infestation cannot easily be avoided, but must be controlled. The 
ship will be provided with sufficient chemicals and other exterminating materials to 
keep infestation under control. 

-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------------- 

It --------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-- 
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 area must make sure that all store rooms, corridors, staircases and trolleys have 
been properly cleaned and sprayed. 

 O-------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
--- 

ators on board directly or through the port agent. All requests shall go via the office. 

Many exterminators are specialists on shoreside work but not very familiar in 
handling shipboard disinfestations; therefore, careful selection is necessary. 

There are a few qualified companies and their services will be ordered by the Main 
Office. 

The Staff Captain will appoint one person on board to be responsible for the e-------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
--------- 
s per MARPOL 73/78 and amendments 1331, the vessel is provided with an oil 
pollution emergency plan; the SOPEP Manual. This plan must be well understood 
and discussed by all parties involved. Regular drills should be held as per 
company instructions. 

09.10   DISINFECTION/EXTERMINATION PROCEDURES 

It is inevitable that roaches and other insects will be found in certain areas of the 
vessel. Such infestation cannot easily be avoided, but must be controlled. The 
ship will be provided with sufficient chemicals and other exterminating materials to 
keep infestation under control. 

-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
---------- 

 

---------------------------------------------------------------------------------------------------------------- 

s immediately at the port or incinerate them. After each storing, the person 
responsible for each area must make sure that all store rooms, corridors, 
staircases and trolleys have been properly cleaned and sprayed. 
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 ----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------------- 

-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

rdered by the Main Office. 

The Staff Captain will appoint one person on board to be responsible for the 
extermination of roaches, insects, etc. and to be responsible for storing and 
ordering chemicals. A proper locker will be provided for this purpose and related 
signs posted at the entrance on the door. The locker will be locked at all times. 

 
SECTION 10 SECURITY 

 Security on board the ship is a vital concern. The companie`s ships could be a 
possible target for terrorists' actions and/or illegal drug/substance and arms traffic. 
Every effort should be made by the ship's command to minimize this risk. 

10.01 SECURITY 

-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------- 

liability reasons, no tours of the Bridge, Galley or Engine Room are authorized. 

10.02 SECURITY ORGANIZATION 

Th-------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
--- 

Guidelines contained in the ship's security manual should be followed. The 
most significant points are as follows: 

Traffic control at gangway 
Random inspections in various ship areas 
Overview control of pier facilities 
Information from ship agent 
Emergency contacts with RCI/Port Authority 
Occasional reports from the crew and guests 

10.03 SECURITY PROCEDURES 
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Access to the Vessels 
All accesses to the vessel must be attended. No side door can be opened 
without the authorization of the Master. 

Gangway 

The Chief Security Officer is responsible for security at the gangways and always 
reports to the Staff Captain. He will also arrange watch service at the gangways. 
If, for---------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------- 
nal for immediate access to this information. 

Under no circumstances will any of the gangways remain unguarded. 

The Staff Captain, in conjunction with Chief Security Officer, is responsible 
for supervising this service and for training personnel. 

Access Control / ID Cards 
Upon check in guests will show a picture ID and receive their "Great Times Card" 
which serves as an ID card and stateroom key aboard the ship.   Ship's personnel 
should be instructed to remind the guests to carry their ID / Key card at all times. 
The Security Officer at the gangway will monitor guests embarking or disembarking 
to make sure they swipe their card through the access control terminal every time. 

Ship's personnel must carry their company ID cards while ashore for identification 
and access control to the ship, they must swipe their card every time they leave or 
return to the ship. 

Service personnel must be identified at the gangway, the department head reque---
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------- 
 

Restricted Areas 

The follow---------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------- 
d and locked. 

Baggage 

In ports where the ca------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
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---------------------------- 
sembarking personnel should also be carried out. All personnel hand baggage 
must be routinely searched, and all deliveries passing through the gangway should 
be searched with the vapor detector. 

Records 
The Officer on Duty should record in the Navigation and Port Log Book all of the 
security procedures carried out (ex: embarkation, security drills, security inspections 
for stowaway searches, etc.). 
 
Training 
 Upon embarkation, all new ship's personnel should receive a security briefing at 
the same time receive the safety instructions. 
The Chief Security Officers should routinely train the Quartermasters attending the 
gangway. 
A bomb search drill should be carried out at least once a month. 

Security Plan 
All vessels have a security plan. Its instructions should be understood and 
discussed during the security meeting. 

IMO guidelines regarding security are interpreted and enforced by the 
Administrations of each country. Therefore, it is important that the security 
procedures become a regular routine on our vessels. The recommendations 
contained in the manual should be considered the minimum standard required. 

The Master, after assessing the situation of each specific port can increase or 
decrease the security measures. For his assessment, the Master should consider 
the port security organization, the geographical / political area and the status of 
alert received from the office. Unnecessary complications and annoyances for the 
guests must be avoided. 

10.04 GANGWAY 

The g---------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------- 

 time board before leaving the ship. 

10.05 WATCH PERSONNEL AT THE GANGWAY 

The ship, depending on the dock facilities available and safety requirements, will 
always have------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
---------------- 
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fficer will be responsible for organizing and supervising this service. The gangway 
watch will be in regular contact with the Officer on Duty on the Bridge. It is mandat-
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------- 
 unnecessary delays. 

 The gangways will never be left unattended; permission must be be granted for 
gangway staff to leave the gangway and arrangements are to be made in order to 
maintain continuity in service. Gangway security and screening equipment is to be 
fully utilized by personnel in charge at the gangways. 

10.06 VISITORS 

In principle no visitors are allowed on board.  Special permission may be granted 
only by the office or by the Master. The company will advise the vessel in advance 
and provide the visitors with a pass. The Security Officer has the right to search 
the visitors before they board the ship, and he/she will also record the personal 
data in the visitor logbook. While on board, all visitors must be escorted by the 
vessel's personnel. A "Visitors Pass" will be given to the visitors who will be 
requested to display it prominently during their visit on board, in exchange for a 
photo ID card from the visitor upon boarding. The visitor will return the Visitors 
Pass to the Security Officer and their ID will be returned to them prior to leaving the 
ship. 

10.07 TENDER SECURITY 

The 1 st Off-------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
--------------- 

that the tenders are fully functional before service. Refer to the specific checklist 
prepared by the Chief Engineer before service is started. 

10.08 CREW ID / CABIN KEY 

Upon embarkation, all crew members will receive a Crew ID/Cabin Key card from 
the Crew Purser------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
---------------------- 

whenever embarking or disembarking the ship. 

ID / cabin key cards must be returned to the Crew Purser when the crew member 
di--------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
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-- 

 

Upon signing-on, all personnel will receive their emergency card which describes 
their duties in cas-----------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
----------------------- 

hat safety is the first and most vital concern for everyone on board. 

10.10 ANNUAL SECURITY SURVEY 

It is carried out by an independent inspector. The company will review the 
Inspector's report and will make corrections to security procedures as applicable. 

10.11 SECURITY IN UK-from DEPARTMENT of the ENVIRONMENT, 
TRANSPORTATION and the REGIONS (AMSA) 

Cruise ship-------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
--------------- 

set up by the shore side authorities; and must conduct searches of passengers in 
accordance with the Risk Assessment Level (RAL) that is prevailing at the time, as 
determined by the UK Government. Unfortunately UK Maritime Security Inspectors 
have found that there has been an increase in the number of ships failing to comply 
with the requirements of the Direction, particularly with regard to searching of 
passengers returning from visits ashore. As a result we are issuing this reminder 
about the basic searching requirements that must be carried out. At the current 
RAL (2) these are: 

The search team must be comprised of a minimum of one male and one female 
who mus----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------ 
tal Detector is used, throughput of passengers must be effectively controlled and, if 
the alarm is triggered the cause should be investigated and satisfactorily 
determined. Some hands-on body searching should take place even if hand held 
metal detectors are used. 

Maritime Security Inspectors will inspect your vessels in the course of the current 
cruise season in -----------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
----------------------- 
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Maritime Security Inspectors will expect the above security measures to be in place 
when assessing future compliance with Direction 17A. Ignorance of UK law is not 
an acceptable reason for failing to comply. 
 

SECTION 11 CREW POLICY & PROCEDURES 

11.01 AIRLINE TICKETS ISSUED BY THE COMPANY TO SHIP'S PERSONNEL 

Airline tickets issued to ship's personnel to join the ship and / or repatriate them at 
the end of a -----------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
----------------- 

p with entire tickets or with portions of tickets that are unused and expired. 

While these tickets have no commercial value for an individual, it is extremely 
important that they are returned to the company ASAP so that proper credit/refund 
is obtained. Thvtion of Fleet Personnel. 

11.02 APPLICATIONS FOR ? (Country) LICENSES, SEAMAN'S BOOKS AND 
SPECIAL QUALIFICATIONS 

Policy 

The company----------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------------ 
 

Procedures 
1. The person in charge of filling-out the applications immediately upon 

embarkation is the Purser. 
2. All applications, complete with required documentation, must be submitted 

for review to the 2nd Deck Officer in charge before they are signed by the 
Master. 

All applic----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------ 
6. otifying the Fleet Personnel Department of any (county) document received 

on board and belonging to crew members no longer on board: such 
documents must be immediately returned to the Fleet Personnel 

7. For applications pending since more than 3 (three) months, the Purser is in 
charge of notifying Fleet Personnel Department for proper follow-up. 

8. Copy of applications must be held on board by the Purser and 
maintained available to any official or internal auditor. 



 49

"Seafarer's Identification and Record Books" 
Each person employed on board our (country) vessels must apply for and be in 
possession of a valid official Seafarer's Identification and Record Book issued by 
the Administration.  

"License of Competence to Merchant Marine Officers" 

Masters, Chief En----------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------------------ 

 
At least 3 (three) Engine Room Watch standing ratings on board our (country) 
vessels must apply for and be in possession of a valid "Oiler/Motorman" special 
qualification sticker issued by the Administration.  
 
"Survival Craft Crewman" or "Proficient in Survival Craft/Rescue Boats" 
 At least 16 (sixteen) crew members on board our (country) vessels must apply for 
and be  in possession of a valid "Survival Craft Crewman" or Proficient in Survival 
Craft/Rescue Boat" special qualification sticker issued by the Administration.  

"Medical First Aid Provider (Support Level)" 

Every member --------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-------------------- 
 

This special qualification will be based on an approved First Aid Course provided 
by the ship's doctor. 

 The Master is responsible for the submission of the applications to the company: 
he will fill-out and sign the certification form (see annex 1 of this memo) which will 
be attached to any submitted application. 

11.03 BAR 

There will be a crew bar for the exclusive use of the shipboard personnel. All 
purchases and transactions at the crew bar will be carried out in cash. Personnel 
will strictly follow the rules and policies set for the use of the crew bar by the ship's 
management. 

11.04 BERTHING PLAN 

The berthing plan has been developed in order to be most equitable to all crew 
members on board. No deviation is permitted without prior authorization from 
Cruise Operations. 



 50

11.05 COMPUTER SYSTEMS 

Policy 
1.      The Shipboard Computer Systems are the property of the company      

          The Operating------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
---------------------------- 
2. ons. 
3. In the event that a situation arises that will have an immediate or direct effect 

on passenger service or passenger revenue, the Fleet Support must be 
notified via telephone, by the ship's Radio Officer or the Master, himself. 

Procedures 
One copy of this policy must be posted in a plastic envelope near every computer 
system workstation on board. 

Additionally, each crew member who is required to work with the ship system must 
read and sign a copy of this policy. 

The signed copies are to be kept on file onboard and new sign-ons must 
comply, accordingly. The enforcement of this policy is the responsibility of the 
Master. 

FAILURE TO COMPLY WITH THE ABOVE POLICIES AND PROCEDURES WILL 
RESULT IN SEVERE DISCIPLINARY ACTION. 
 
 

11.06 CABINS 

All cabins should always be locked and must be kept to the highest standard of 
cleanliness and order. Periodical inspections will ensure that this standard is 
maintained . 

No personnel ----------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------------ 

sonnel shall observe the 'SILENCE' policy: 
No unnecessary noise shall be made in order to ensure proper rest for shifts or 
watch standing personnel. 

11.07 CREW LIST 

To be sent to the company every cruise with the cruise report. 

11.08 DAY ROOM / FITNESS ROOM 
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These spaces are designated as crew recreation areas. All equipment and games 
provided for personnel should be maintained in good operating condition. 

11.09 DISCIPLINE AND PERFORMANCE 

Policy 
Discipline issues relate to crew members' ability and willingness to follow stated 
rules and regulations, while performance issues relate directly to crew members' 
ability and willingness to accomplish their assigned duties. 

Procedures 
The following rules apply to everyone onboard regardless of department or 
capacity: 

In order to dismiss a crew member prior to their scheduled rotation, three written 
warnings must exist. ------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
---------------------------- 

1. axed immediately to the company whereby they will be communicated to the 
appropriate ashore departments, i.e., Marine or Cruise Operations. If continuity of 
service on board is an issue, it is the Master's responsibility to coordinate the 
timing of the replacement crew with the final warning and dismissal. 

In the event of a specific incident involving the misconduct of a crew member 
which, in ----------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
------------ 

2. on an on-going basis. 

11.10 DRUG AND ALCOHOL POLICY 

Policy 
The company recognizes that alcohol abuse and drug use on board have always 
had an adverse impact on the safety and the protection of the environment, as well 
as the personal health and welfare of guests and personnel. 

Bearing in mind that all personnel on board should be able to respond at any time to 
an emergency situation, the maximum acceptable level of blood alcohol is limited 
to the levels set by the Company, following internationally accepted standards. 

Procedure 
See "Medical Section" for full procedures. 

11.11 EARLY SIGN-OFF / DISMISSAL / DESERTION 

: only decided by the Master (after the ship's court hearing). The seaman will be 
charged all expenses related to his/her repatriation and the cost of replacement. 
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Own will: seaman will be charged of all expenses related to his/her repatriation and 
the cost of replacement. 

Desertion or left behind: the ship's agent should report to the ship the amount of 
expenses related to the assistance to the seaman, which will be charged to him. 
Other expenses will be processed according to the facts of the case. 

NOTE: Concessionaire employees repatriation arrangements are 
handled by their Concessionaire Employer. 

 
11.12 EATING ASHORE 

Many diseases are more easily prevented than cured. ------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------------
Please watch for the following: 

Hygienic appearance of the restaurant or eating place 
Cleanliness of the restaurant 
Cleanliness of the waiers 
The appearance, taste, and smell of the food served 

• ---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------before consumption. Do not wash 
with tap water 

• Avoid fish if possible 
• Never eat raw or marinated shellfish & crustaceans 
• Do not use ice in your beverages 

11.13 EMBARKATION 

T----------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
-----------------------The Safety Officer will provide the familiarization training as well as the 
emergency instructions to the newly embarked crew member, before the ship's departure. 

Procedures 
Regular Embarkation 
1. A list of embarking crew members is given to the Gangway Officer by the 

Crew Purser. 
2. The jo----------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------he ship, 
by the agent in a taxi. In those cases the crew member should carry an 
additional form of photo identification (2 forms) to show at the Gangway. 
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3. If the crew member is in possession of his/her passport he/she must show it 
to t--------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------ets the 
crew member. Another copy is given to the Safety Officer and the final copy 
is sent to the Head Office. 

4. The Crew Purser will sign the crew member onto the Crew List and Crew 
Effects Lists. 

5. The-------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------iven their 
cabin assignment and be shown to their cabin. The Department Head will 
then be give the crew member their working instructions. 

11.14   EMBARK /DEBARK FORMS 

Policy 
All Crew Purser------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------- 
Pro----------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

 
1. Contract wi------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------e end of the 
employment contract 

2. Visa if required 
3. Signed Sexual Harassment Policy Acknowledgment   - (Department Heads only) 
4. Copy of-----------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------- 

5. Copy of Welcome back form 

Disembarkation 
Upon a crew member's disembarkation, the Crew Purser must send items 1-4 
below to the office: 

1. Disembarkation Form - (Must have original signatures, complete address 
and 
 phone number at which the crew member can be reached for their next 
contract.) 

3.             2. Pe---------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
--ets, completed crew sing-off check list 

Miscellaneous Disembarkation 
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1. Medical Reasons - For crew members who disembark for medical reasons, 
the company is responsible for paying up to the first $50,000 of expenses. 
The company's P &I - insurance coverage through the GARD only covers 
expenses incurred beyond the $50,000 deductible. 
 

2. Dismissal Fleet Personnel will only take action in terms of planningfor a 
cre--------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------
----------------------------------------------------------------ssionaire Manager on board. 

 
3.         Forms - The forms relating to crew members disembarking may be sent to 

the office with the Cruise Reports; forms relating to crew members 
disembarking for any other reason (i.e., Medical, Own Free Will, or 
Dismissed) must be faxed to the office. 

11.15 EXPENSE   REPORT 
Policy 
The following policy is applicable to all expense reports, regardless of position. The 
cost o-------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------- 

Procedure 
1. Obtain Deck, Engine or Hotel expense report from the Crew Purser. 

Re--------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------N TRAINING - STCW 95 SECTION 
A-VI/I / EMPLOYEE 
HANDBOOK 
The company provides an Employee Handbook to every new crew member prior 
to him/her joining our vessels. The handbook is to be used to familiarize 
him/herself with the company's rules and regulations. 

The Employee Handbook also serves a second purpose. It enables personnel to 
familiarize themselves with those issues pertaining to safety, as required by the 
STCW 95, Section 1-VI/I. 

The last page of the Employee Handbook is an acknowledgment receipt form, 
complete with duplicate. When personnel join the ship he/she must sign and date 
the receipt, hand the original and a copy to the Crew Purser. The original is sent 
to the company, Attention: Fleet Personnel, the yellow duplicate is kept in the 
ship's file. 

If, at some time in the future, inquiries are made by an ISM auditor or Port State 
Control Representative regarding the method used to achieve compliance with 
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rules of the flag state. 

11.18 GUESTS 

Guests-----------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------- 11.19
 ILLNESS/INJURY/INSURANCE 

Policy 

The company is concerned with the health and safety of its personnel. One element 
of this ------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------reside Doctor declares 
"Unfit for Duty" based on the provisions in the crew contract, insurance company's 
rules, and until the crew member is either cured or has reached the maximum 
medical of improvement. 

Procedures 
The following procedures apply to all ship's personnel while employed under 
contract with the company. 

------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------The Master 
must sign-off on the form before any shoreside appointments can be made. 

4. After the Master has approved, the forms are forwarded to the Purser who 
will 
contact the port agent to set-up the necessary appointment. 
Shoreside-----------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
---------------------------------------en (7) days, subject to his/her department 
head and the Master's approval he/she could return on board until 
recovered. If the crew member is "Unfit for Duty" and the recovery time is 
longer than seven (7) days, then the procedure for repatriation and 
replacement must be initiated. 

7. When determined "Unfit for Duty" a clearly written explanation in English 
must be provided by the shoreside Doctor. The crew member must take the 
form back to the Master who will have it faxed to the company Flight details 
and replacement information will follow after receipt of the Fax, 
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supporting documentation, and a completed accident report in case of injury. 
(See Note A below) 

10. The Purser must fill out the "Disembarkation Form" prior to disembarkation. 
It must be marked "Medical", and the crew member's forwarding address 
and telep------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------- - Fleet Personnel. 

Company address: 
? 

 
Dental 
With regard to crew dental coverage, preventative and/or cosmetic treatment is not 
covered by the company. Under normal circumstances the company will cover 
only emergency dental work such as extractions and emergency "repair work". In 
the event illness/injury due to dental problems prevents the crew member from 
performing his/her duties, authorization from the ship's Doctor is needed to seek 
shore side dental treatment which will be paid for by the company 

Notes 
A. In the event of an emergency, the company realizes that these procedures 

may not be followed exactly as written. It is, however, the responsibility of 
the crew member, or whom ever is legally acting on his/her behalf, to 
contact the company for reconciliation of the medical situation, including any 
expenses/compensation. 

B. It is ve---------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------hore 
Doctor's office, medical treatment ashore, medicines, medical supplies, 
travel cost from the ship to home, etc.). 

11.20  REQUIREMENTS FOR PERSONNEL SIGNING ON 

The authority requires the following documents upon signing on: 

All contracts should show the salary and overtime rates 

Seaman's book 
Signature on ship's articles of engagement 
Special qualifications (Deck-Engine) 
Competence license (D/E) 
Survival craft crewman for required positions 
IMO certificate (Deck / Engine officers only) 

The Master should be informed if any significant problems with flag state 
documentation occurs with crew members. 
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11.21 LOCAL AUTHORITIES 

All personnel should observe good behavior if in contact with local authorities. The 
ship's personnel are responsible for acquainting themselves with local customs 
regulations in each port. 

11.22 MAIL 

Policy 
Items prohibited by customs regulations cannot be shipped to or from crew 
members via DHL, FEDEX, UPS or regular mail. These items include, but are not 
limited to perfume (which contains alcohol and can be flammable), jewelry and 
perishable foods. 

Procedures 
Prior to shipping any item, check with the shipping company to determine whether 
the item will be accepted. The policy may vary from one country to another. 

Incoming mail will be addressed to personnel by name, his/her position, name of 
ship, and the correct address of the local Port Agents, see the Crew Purser for 
correct Port Agent addresses. 

Outgoing mail will be the responsibility of each crew member. 

11.23 MARINE CERTIFICATES 

 Policy 
The company requires the following certificates for all embarking marine officers: 

Masters and Deck Officers 
1. IMO certificate of completion of an approved fire-fighting course. 
2. IMO certificate of completion of an approved survival at sea course. 
3. IMO certificate of completion of an approved radar ARPA course. 

Chief Engineers and Engine Officers 
1. IMO certificate of completion of an approved fire-fighting course 
2. IMO certificate of completion of an approved survival at sea course and 

M.A.M.S. 

Certifications and Training required for Officers 

Masters and Deck Officers 
1. Firefighting Course (as per STCW 95) 
2. Survival at Sea 
3. Advanced ARPA 

 
Chief Engineers and Engine Officers 
1. Firefighting Course [as per STCW 95] 
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2. Survival Craft Crewman 

*NOTE* 
More certification might be required as new international rules and regulations come 
into force. 

11.24 MESS ROOM 

Meal hours as posted should be strictly observed. Department Heads should 
arrange the optimal times for their personnel to eat in order to avoid unnecessary 
overcrowding of the mess room. Smoking is allowed in the mess room. No bare 
feet are allowed and proper uniform code must be maintained at all times. No 
food should be taken away from the mess room: this will avoid the spreading of 
roaches, etc. 

11.25 MISS THE SHIP 

If a crew member fails to rejoin the ship, the following steps shall be followed: 
inform the port agent, give them the crew member's passport, inform the office, 
make an inventory of crew property and pack it ready for mailing, and check his/her 
wage pending status. Missing the ship is cause for dismissal. When making an 
inventory of the crew property the Department Head and a Bridge Officer should 
be present who will sign the inventory once completed. A copy of the inventory 
should be sent to the company. 

11.26 NEW SIGN ON 

Policy 
The maximum number of days to be paid in a month is 30 days. This applies to all 
crew members and all months, including months with 28 and 31 days. This does 
not include the travel days. 

Procedures 
1. Wh-----------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------- this person on th payroll. This 
will eliminate paying incorrect wages to the crew member. 

11.27 OFFICERS IN GUEST AREAS 

SEE PRIVILEGE PACKAGE 

It is u--------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
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------------------------------------------------------------------------------------------- 
For all vessels, a Second Engine Officer must be assigned to Safety. 

Procedures 
1. The officer assigned to safety will receive an assignment by the Chief Engineer 

with a -------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------the 
officers (Ex: Safety, Navigation) should be listed. 

2. A "Safety Committee" is to be established onboard as well. The following 
officers will b----------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------y 
in the same watch shift. 

11.29 ON BOARD ACCOUNTS - FOR SHIP'S PERSONNEL 

Only personnel enlisted in privilege packages 1, 2 or 3 will be provided with an on 
board account. On board accounts are a privilege and must not be abused. 
Improper use of this privilege will result in disciplinary action, including, but not 
limited to, revocation of the privilege. 

11.30 OVERTIME 

Overtime rates when applicable will be stipulated on the employment contract. 
Overtime s------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------- posted on the crew 
member`s account and paid at the next payout. 

Overtime for crew signing off shall be submitted to the company in due time for 
approval. The Master / Chief Engineer can authorize the overtime on board when 
there is-----------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------r his/her overtime. 

11.31   PAYROLL / WAGES 
The company employed personnel are entitled to the wages outlined in his/her sig-
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------s: Cash Advance Bank Allotment 
and/or Onboard Check 

Procedures 

1. Cash Advance - 15th or Last Day of the Month 
A crew m---------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------e Card on the last day of the month 
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indicating how much cash they desire for the draw oi the 15lh of the following m---------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
-----------------------------------------------------embarkation 

Crew members with pay leftover after taking their cash advance(s) and Bank 
Allotment, will have the option of receiving the balance of their pay submitted to 
them in the form of Bank Draft. The bank draft can be received at any month's 
end, or the crew member can wait until he/she disembarks and can receive the 
entire balance at that tim 
 4.     Accumulation of Pay/Disembarkation 
The crew member is not required to take his monthly pay in one of  
 these three forms each month. Instead, the crew member has the  
option of a-------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------f this form is to provide the purser with relevant information for customs / 
immigration purposes and to allow crew members the opportunity to specify an 
amount and bank for their bank allotment. 

The Bank Allotment section of this form is voluntary for all crew members except 
Filipinos. Crew members from the Philippines must send to a home bank at least 
80% of their net salary (salary less shore wages). The amount for the bank 
allotment should be specified in dollars for Dollar Payroll people. 
6. Authorized Crew List Spreadsheet 
This form needs to be completed and faxed to Human Resources. The purpose of 
his form is to provide headquarter with timely information concerning which crew 
members are aboard each ship. 
The information from the Employee Embarkation Form can be used to update this 
form. 
7. Employee Time Card 
Each crew member is required to complete and submit this form to the Purser on 
the 15th and last day of each month. The crew member will indicate the following 
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infor----------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------ 

Once the Purser has received all the forms, he/she should calculate the total 
of the cash advances requested by the crew members. If the total requested 
cash advance exceeds the amount of cash on the ship, the Purser should 
immediately contact accounting to wire/send additional funds, so they will be 
available by the time the next cash draw occurs. 

Over tim---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------hips. 

The information on this form is used to update the Crew Payroll Spreadsheet. 
8. Bank Allotment Change Form 
The crew members are entitled to change their bank allotment one time during each 
rotation. To change the bank, bank account, or dollar amount of bank allotment, 
the employee must complete this form. Once completed, the form should be faxed 
(along with a copy of a voided check) to Accounting. The information on this form is 
used to update the Crew Payroll Spreadsheet. 
 9. Employee Personnel Action Form 
This form should be completed whenever a crew member: 

a. is promoted or demoted and remains on the ship 
b. is transferred to a new job (i.e. not a promotion or demotion) and 

remains on the ship 
c. disembarks the ship for any reason 

Once completed, the form should be faxed to Fleet Personnel. 
The information on this form is used to update the Crew Payroll Spreadsheet. 
8. Crew Payroll Spreadsheet 
 This form should be 
completed on the 15lh and Last 
Day of each month 
Saving/Retrieving/Modifying 
One payroll spreadsheet should be maintained for each month. 

On the ------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------- 

On the last day of the month, retrieve the file you saved on the 15th; when 
completed save it under the same name. 
 

---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
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--------------------------------------------------------Pay Period 
For purposes of the following discussion a pay period is defined as the period from 
the 1st to the 15lh of each month, or the 16Ih to the last day of each month. 

Input Documentation 
In order to effectively complete this form, the Purser will need the following 
forms: 

Empl--------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------ 

You will notice that for each crew position in the spreadsheet there are two rows, 
one for the crew member occupying the position on the 1st of the month, and the  
second for his/her replacement (noted with an R). If the crew member is not 
replaced during the month, leave this row blank. The month following a crew 
member's sign-on, you will need to move him/her from the (R) row to the regular 
row. When you move the crew member's name, don't forget to move their 
shore wages and pay on account balances as well. 

Input 
When you retrieve the spreadsheet, you will be asked if it is the 15th or last 

day of the month. 

If it i----------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------o change this column. When two employees share the same 
rank in any given month (e.g. replacements), the original employee will be put in 
the first row for that position and the replacement will be entered in the row 
market(R). Conversely, if an employee changes positions in mid-month and 
remains onboard the ship, the employee should be entered in both positions (using 
the (R) row under his new position for the second entry). 
Name - self explanatory 
Sign-On- from Employee Embarkation Form 
Sign-Off- from Employee Personnel Action Form - this field should only be 

filled out in-----------------------------------------------------------------------------
---------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------
------------------------ean (except Italian) 
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OT = Other 
Day Work - the number of days worked during the current pay period. If an 
employee wo--------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------ot 
approved should not be input into this spreadsheet. If overtime is approved after a 
pay period is over, you may input the overtime hours in the month it is approved 
(even if this is after the month it was worked). 
Total Wages - Calculated - if a crew member is under a special contract, please 
change the wage rate in the columns titled Wage Rates to the right of the 
spreadsheet. 
Overtime - Calculated based on the number of Hours OT - if a crew member is 
under a special contract, please update the column title OT RATE (also in the right 
part of the spreadsheet) Additions: Other/C/D - The crew member is entitled to other 
forms of compensations such as 

 
Tips, Commissions (e.g. laundry), Baggage Handling, Short Staff Pay, and 
Reimbursements for expenses. In these six columns enter the amount and type of 
pay that the crew member is entitled to. Similar to Overtime, A short Staff Pay 
should not be entered until approved by company Personnel. 
The amounts in this column should be cumulative for the entire month. The 
amounts should reflect all sailings that ended during the month in question. For 
example, if the ship is operating all 7 day cruises and the first Saturday on the 
month is the 4th, when you update this spreadsheet on the 15th, include the sailings 
ended the 4th and 1 ll\ When you update this spreadsheet on the Last Day of the 
month, include the sailings ended the 4Ih, 11lh, 18th and 25th (this can be accomplished 
by hitting F2 [edit] and inputting the last two numbers). 
Standard Deductions - all calculated except bank allotment which is based on the 
bank allotment requested on the EMPLOYEE EMBARKATION FORM or BANK 
ALLOTMENT CHANGE FORM. 
Deduct - Identical to Addition. The amounts that can be deducted are personal 
communications charges, uniform charges, repatriation charges (from EMPLOYEE 
PERSONNEL ACTION FORM), bar charges.  
Advance Allowed fl5th/End of Monthi - Calculated- this is the maximum amount that 
the crew member is allowed to receive for their cash draws (even if they request 
more on their Time Cards). 
Advance Taken - 15th - input the actual amount taken on the 15lh. 
End of Month - input the actual amount of cash taken at the end of the month. 
Month End Check Allowed - Calculated - this is the amount of onboard check the 
crew member is allowed to take at month-end (or upon disembarkation). 
Month End Check Taken - input the actual amount that the bank draft will be 
written for (if the crew member takes a draft it should be for the entire amount 
allowed - therefore, this column should read 0 or be identical to the prior column). 
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S-------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
----------------------------------------nt  1st of month plus 
current deferral. 

 
Completion 
Upon completion of the spreadsheet, you will need to print it (Alt-P - this prints out 
the spreadsheet and pay stubs), save it (see instructions under 3.12), have the 
captain, chief engineer, and hotel manager sign off, fax the spreadsheet to Human 
Resources, and then you may distribute the pay (see section 4-1).  

 
Crew Disembarkation 
When a crew member disembarks, complete all section of the crew payroll 
spreadsheet for that crew member (remember to input a sign-off date in the fifth 
column). Crew members have the option of receiving a bank draft when they 
disembark or can continue to keep their pay on account with the company in which 
case a wire transfer will be issued to the crew member's home bank (to the 
account specified on their EMPLOYEE EMBARKATION FORM or BANK 
ALLOTMENT CHANGE FORM). To print out a pay stub you will need to follow the 
norm--------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------: 
Bank Allotment - based on the figures you input in the crew payroll spreadsheet. 
The company  accounting will wire-transfer such funds to the crew member's bank 
account following the end of each month. 
Cash Advance 15th - Cash you distribute on the 15lh of the month. The total 
amount you distribute (per the spreadsheet) must tie into the crew payroll 
spreadsheet and the cash log you provide to accounting each month. All Cash 

        advances must be in Dollars 
Cash Advance End of Month - Cash you distribute on the last day of each month. 
As with the amount distributed on the 15lh, the total amount you distributi (per the 
spreadsheet) must tie into the crew payroll spreadsheet and the cash log you 
provide to accounting each month. All Cash advances must be in Dollars. 
Onboard Check - all funds that the crew member is entitled to that is not taken one 
of the above three forms may be distributed to the crew member at the end in the 
form o-------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------- 

11.32   PERFORMANCE EVALUATION 
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Policy 
T-------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------- 
Procedures  
Section I 
The numbers below correspond to each category on the evaluation 
form. 

1. Print the crew member's last name, followed by his or her first name. 
2. Print the date on which the evaluation is being written. 
3. Enter the evaluation period which may represent the crew member's 

contract period (or may be a shorter period. For example, if the evaluation is 
being given because the department head is disembarking or due to the 
crew member's 30 day 
anniversary). The format for the dates is "MONTH/DAY/YEAR". 

4. Print the crew member's position as it appears on his or her contract. 
5. ------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
---------------------------------------------Indicate if the crew member drinks alcohol 
in excess by checking either Yes or No. 

6. Indicate alongside each lettered skill set the rating for the crew 
member. 
A.        The rating must be based on the following scale: 

1-2 = Unsatisfactory. The crew member's performance is very poor 
and not consistent with company  standards. In instances where a 
rating of" 1 -2" is warranted, the crew member should have been 
notified of his or her poor performance (via the Warning Notice) prior 
to the time of the evaluation. 

3-4 = Needs Improvement. The crew member's performance 
requires improvement before it can be considered satisfactory. In 
instances where a rating of "3-4" is warranted, the crew member 
should have been notified of his or her poor performance (via the 
Warning Notice) prior to the time of the evaluation. 

5-6 = Satisfactory. The crew member's performance meets 
management' expectations and is consistent with company 
standards. 

7-8  Exceeds Expectations. The crew member's performance 
exceeds management's expectations; The crew member 
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demonstrates above average skills/abilities. 

9-10  Outstanding. The crew member's performance greatly exceeds 
management's expectations and is considered superior. 

B.        Descriptions of Rating Categories: 

A.        J----------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------------ld be entered in the first blank and then multiplied by 2 for 
the total evaluation contribution. 

B.       Attitude: Describes the crew member's general disposition. (Does the crew 
member appear to have a positive outlook? Is he or she open minded? Does he or 
she follow instructions from the management on ' board?) 

C.       Dependability: Describes the reliability of the crew member. (Is the crew 
member timely? Does the job get done? Does the management feel as if they can 
count on the crew member?) 

D.       Safety Knowledge: Describes the crew member's degree of knowledge of 
safety issues and procedures on board. (Does the crew member posses sufficient 
safety knowledge required of a seamen?) 

E.       Judgement/Problem Solving: Describes the crew member's ability to use 
sound reason, and seek advice where appropriate, in making decisions and solving 
problems. (Is the crew member logical in his or her thought process? Does he or 
know when to consult management in decision making?) 

F.       Behavior/Guests: Describes the crew member's behavior with, and in the 
presence of, guests. (Is the crew member polite, courteous and accommodating?) 

G.      Behavior/Crew: Describes the crew member's general behavior with  the 
other crew-------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------e crew member's 
general appearance in terms of neatness and cleanliness. (Does the crew member 
appear presentable to the passengers?) 

I.        English: Describes the crew member's ability to effectively communicate in 
English. (Does the crew member have the ability to communicate effectively with 
the passengers and crew in English?) 

*For any particular category (A through I) where the crew member receives rating of 
less than "5", the rating must contain a written explanation and/or a copy of the 
Warning Notice must be attached. 
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*No category is to be left unanswered; "N/A" is not acceptable. *The highest 
possible Total Score is 100. 

13. The Acknowledgment section of the evaluation must contain the signature, 
along 
with the printed names and dates signed for the evaluator and crew member, 
and 
 initials for the noted applicable positions. 

14. Note: The additional evaluation form for Engine Officers should be used 
in 
conjunction with this evaluation form. 

Section II 

1. Cr---------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------n). 

2. The disembarkation of the crew member's department head (or person 
he/she reports directly to). 

The purpose of providing each crew member with a written evaluation after 
30 days is ----------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
-----------------------------------------------------------valuation immediately prior to the 
department head's sign off. 

The crew member's final evaluation should be prepared immediately prior to 
his or her disembarkation. Again, careful coordination and planning are 
necessary by department heads. The Purser is responsible for ensuring a 
signed evaluation is received prior to sigi off. The original evaluation forms 
should then be sent to company-Human Resources on a weekly basis, along 
with the Cruise Reports. 

Section III 
The Chief Engineer must complete an additional evaluation form, which must be 
attached to the original evaluation form, for all Engine Officers. This will allow for a 
more comprehensive record of the officer's capabilities. 

The "Additional Evaluation Form" is divided into two parts: 
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          1.         An indication of the knowledge of, and experience with, the 
machinery/plant on board. 

2.         Th--------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------g to the allotted 
evaluation with an x, giving further details in the Comments section if necessary. 

11.33 PERSONAL EFFECTS DECLARATION 

Every crew member will submit his own customs declaration to the Crew 
Purser, detailing all articles in his/her possession, which are subject to custom 
control The accuracy of this declaration is the sole responsibility of the crew 
member. 

 11.34 PRE-EMPLOYMENT MEDICAL 

Policy 
When a crew member joins a vessel, they must have a medical certificate which is 
valid or the duration of their contract plus sixty days. 

Procedures 
1. A new medical exam will be required before each contract. Only in 

emergency 
situations (i.e., replacement due to medical disembark or short notice of less 
than 
one week from Fleet Personnel) should a crew member embark with a 
medical 
c-----------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------racts until the 
medical has been faxed 
or mailed to the office. 

2. The original medical must be turned in to the Purser upon boarding. 
Upon 
disembarking the crew member should take their original medical with 
them. 

11.35   PROMOTION OF PERSONNEL 

The companies Cruise Operations or Fleet Personnel will make the final decision for 
promoting personnel (after Department Heads proposals). The following points shall 
be taken in consideration: 

Previous evaluation reports 

Possession of special qualifications (D/E only) 

PROMOTION   FORM 
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Policy 

The "Promotion/Change of Position Request and 
Recommendation Form" was created to provid----------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
------------------------------------------------------------------------------------
---------------------------------- 

Section II. 
The Crew member should submit the form to his/her Department Head. Below are the 
applicable instructions. 

Step 1 Department Head 
Upon completion of Section 1 of the form, the crew member should bring the form to 
his/her Department Head as follows: 

Department Head     Crew Member 
Hotel Manager Shore Excursion Manager 

Chief Purser 
1st Purser 
Receptionist 
Assistant Cruise Director 
Cruise Staff 
Assistant Shore Excursion 
Broadcast Manager 

A. The Department Head should complete Section 2, including the date and an 
indication as to "Recommended" or "Not Recommended" with a full 
explanation for either answer. The explanation should be complete, and 
should clearly state why the crew member "is" or "is not" being 
recommended at this time. 

B. The Department Head and Crew member must both sign. 
C. The Department Head will forward to the Hotel Manager, regardless 

if" Recommended" or "Not Recommended". 

Step 2 Hotel Manager 
A. The Hotel Manager should complete Section 3, including the date and an 

indication as to "Recommended" or "Not Recommended" with a full 
explanatior for either answer. The explanation should be complete, and 
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should clearly state why the crew member "is" or "is not" being 
recommended at this time. 

B. The Hotel Manager and Crew member must both sign. 
C. The Hotel Manager will forward the form to the Master, regardless if 

"Recommended" or "Not Recommended". 

Step 3 Master 

A. ------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
---------------------------------------------
-------------------------------- 

The Crew member should obtain this form from the Purser and complete all of 
Section I 

Example:       Name Sally Smothers 
Current Position 3rd Officer 
 Vessel R±  
Position Desired 2nd Officer 
Date 01 May 98 

Section II. 
The Crew member should submit the form to the Staff Captain. Below are the applicable  
instructions. 

Step 1 Department Head 
Upon completion of Section 1 of the form, the crew member should bring the form to 
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his/her Department Head bring the form to his/her Department Head as follows: 

Department Head     Crew Member 
Staff Captain O.S. 

A.B. 
First Officer 
Second Officer 
Third Officer 
Deck Cadet 2nd 
Bosun 

  Carpenter        
  Joiner 
 Security Guard   
 Chief Fireman 

A. The Staff Captain should complete Section 2, including the date and an 
indication as to "Recommended" or "Not Recommended" with a full explan---
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------- for either 
answer. The explanation should be complete, and should clearly state why 
the crew member "is" or "is not" being recommended at this time. 

B. The Staff Captain and Crew member must both sign. 
C. The Staff Captain will forward to the Master, regardless if "Recommended" or 

"Not Recommended". 

Step 2 Master 
A. The Master should complete Section 4, including the date and an indication 

as to "Recommended" or "Not Recommended" with a full explanation for 
either answer. The explanation should be complete, and should clearly 
state why the crew member "is" or "is not" being recommended at this time. 

B. The Master and Crew member must both sign. 
C. The Master is to forward the form to the Headoffice with the weekly Cruise 

Report, regardless if "Recommended" or "Not Recommended". 

ENGINE DEPARTMENT  
Section I. 
The Crew member should obtain this form from the Purser and complete all of 
Section I. 

Example:        Name xcs 
                                              Current Position  xy 

 Vessel xy 
 Position Desired xy 
 Date 00 00 00 

Section II. 
The Crew member should submit the form to the Staff Engineer. Below are the 
applicable instructions. 
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Step 1---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------n 1 of the form, the crew member should bring 
the form to his/her Department Head as follows: 

Department Head     Crew Member 
Staff Engineer Oilers 

Deck Mechanic 
Fitter 
First Engineer 
 Second Engineer 
Third Engineer 
Assistant Electrician 
Engine Cadet 
Motorman 
Wiper 
Incinerator Fireman 
Refrigerator Mechanic 
Assistant Refrigerator Mechanic 
Assistant Mechanic 
Plumber 
First Electrician 
Electrician 

A. The Chief Engineer should complete Section 3, including the date and an 
indication-----------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------ or 
"is not" being recommended at this time. 

B. The Chief Engineer and Crew member must both sign. 
C. The Chief Engineer will forward to the Master, regardless if "Recommended" 

or "Not Recommended". 

Step 3 Master 

A. The Master should complete Section 4, including the date and an indication as to 

"Re-------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------- 

All recruiting of personnel will be handled by the Headoffice. 

11.37 REGULATIONS 

1        Terminable offenses are; 
a) Drunkenness 
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b) Possession or use/abuse of illegal drugs 
c) Possession or use of an offensive weapon 
d) Theft 

 2) No crew member will purchase drinks from the bars. 
3) No indecent language will be used on board. 
4) No crew member is to be involved in brawls and fights. 
5) Off duty crew members must stay out of passenger accommodations 

or public areas. 
6) Cre-----------------------------------------------------------------------------------

----------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------
--------------------------------------------------------------------------departure 
of the vessel. 

7) All crew members must swipe their Crew ID upon boarding the ship. 
8) Crew members should be properly dressed at all times. 
9) As per instruction of the Department Head, the hours for meals must 

be strictly 
observed. 

10) Crew members will not miss the ship. If they do so, termination is 
likely.   The 
crew members will contact the ship as soon as possible, and will, 
using his/her 
own funds, board the ship in the next available port. 

11) Gambling on board is prohibited for all crew members. 
18) No chewing gum should be consumed when on duty. 
19) No cigarettes will be smoked in passenger areas. 
20) No crew members will disembark the vessel before its 

clearance by the authorities. 
21) No electrical wire extensions or electrical connections are to be 

made in crew 
cabins or any other area of the ship. If needed, this is to be done 
by the ship's electricians only. 

22) Crew members will check the notice boards regularly in the mess 
and follow instructions accordingly. 

23) No loud music or noise is to be made after 10:00 PM in the officers 
and crew's sleeping areas. 

11.38   REPATRIATION - NOT FIT FOR DUTY 

In the event a crew member is found not fit for duty after consultation with the 
ship's doctor and shoreside doctor, he/she will be repatriated at the company's 
expense. NOTE: Concessionaires should review their contracts for 
repatriation coverage. 
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The cost of medical care associated with treating the condition for which the crew 
member was disembarked will be covered by the company. 

 As a rule, all repatriation expenses for medical reasons must be well documented 
as in some circumstances, they may be recoverable from the medical insurance. If 
still unfit for duty after the expiration of the original contract term, the injured crew 
member receives a maintenance payment until found fit to return to sea duty, or 
maximum cure has been reached. 

In the event of partial or total disability; the amount and structure of any such 
compensation is not fixed, but is determined based on the degree of disability and 
will be mutually agreed between the insurance company and the disabled 
individual. 

11.39 ROTATION REQUESTS 

Policy 
The company policy regarding rotations is to schedule rotations in the most 
reasonable cost-effective manner possible. As such, no special arrangements will 
be made for special requests, such as the desire to sail with a particular person or 
on a particular vessel. Even if crew members are willing to bear the expense of 
the travel costs, the company will not permit transfer rotations for the sole 
purpose of granting personal requests. These types of transfers are often 
disruptive to ship and shore side operations. 

Company Fleet Personnel is responsible for sending the rotation plans for all 
personnel  (i.e. Marine, Hotel, Officer, as well as ratings). You are reminded that 
requests for changes, information, etc. concerning scheduling and rotations of 
personnel are to be addressed to the Headoffice and not directly to recruiting 
agents. 

11.40 SEXUAL HARASSMENT POLICY 

Policy 
Harassment of any kind is prohibited by the companys and will not be tolerated. 
This policy applies to all employees. Violation of this policy will subject a crew 
member to disciplinary action, up to and including termination of employment. 

---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------Your complaint will 
be investigated and kept confidential to the fullest extent possible. 
 
Individuals who make complaints have an obligation to assist and cooperate with 
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there company's investigation. 

If the company determines that harassment has occurred, appropriate disciplinary 
action will be taken against the offender, up to and including termination. 

The company prohibits any form of retaliation against a crew member for lodging a 
bon; fide complaint under this policy or for assisting the investigation of a claim of 
harassment. 

Definition 

Sexual Harassment includes but is not limited to: 

1. Unwelcome sexual advances, requests for sexual favors and other verbal, visual, 
physical conduct of a sexual nature. 

2. Unwelcome sexual flirtations, advances or propositions, verbal abuse of a sexual 
nature, subtle pressure or requests for sexual activities. 

3. Unnecessary touching of an individual, graphic verbal commentaries about an 
individual's body, sexually degrading words used to describe an individual. 

4. Display of any objects or pictures of a sexually suggestive nature, sexually 
explicit or offensive jokes and physical assault. 

Guidelines 
 1.         Act Promptly. 

Don't assume "time will heal all wounds." By failing to act quickly, 
you may give up the defense that you vigorously enforced the 
Company's sexual harassment policies. 

2. Take AH Complaints Seriously. 
Embarrassment or fear of reprisal often cause a complainant 
to understate the incident. Also do not ignore complaints 
coming after a broken relationship between co-workers. 
Sexual harassment can be present. 

3. Involve Fleet Personnel. 
Fleet Personnel Department should be contacted by the Master as 
soon as he hear: about the incident and prior to commencing any 
investigation. Once the investigation begins, all interviews must 
be documented. Companies have successfully used evidence 
gathered during their investigations to support their action or 
inaction against the accused. Prompt action is imperative. 

4. Conduct Interviews in Private. 
Employees are more candid in private. If bystanders overhear, 
parties may claim you negligently publicized the incident and 
invaded their privacy. 

5. Maintain Confidentiality. 
      Discuss the investigation and its results only with Fleet Personnel 
      Department or Cruise Operations. A conditional privilege can  

exist against defamation claims for sexual harassment 
investigations, as long as the communications are on a  limited, 
business-need-to-know basis. You may lose the privilege if you 
over publicize.  
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                           6.         Investigations are only to be conducted by the Master. 
        Individual Department Heads have a responsibility to report any 
       and all claims of sexual harassment to the Master, regardless of      
       whether they believe the allegations have merit. 

Managing sexual harassment problems after they occur requires sensitivity and 
common sense. A proper investigation may serve to dissuade a complainant from 
bringing suit and may, in addition discourage future harassment on board. 
C-------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------- 

In the event of a sexual advance by a passenger towards a crew member, the crew 
member should politely but firmly reject such advances and should immediately 
report the incident to his or her supervisor. 

Crew members should also strictly avoid sexual innuendos, suggestive comments 
or sexually-oriented joking or teasing between crew members and passengers. 
The use of foul or obscene language by employees is also strictly prohibited, and 
constitutes grounds for immediate termination of employment. Physical contact, 
including touching or "brushing", between crew members and passengers should 
also be avoided. 

C-------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------y avoided, but these incidents 
should be avoided to the extent possible. 

The following policies must be followed at all times: 

1. No one is allowed to enter a guest stateroom at anytime. The only 
exceptions are the stewardess, housekeeper and the ship's doctor while 
performing their duties. 

2. Stewardess or housekeepers performing required service will leave the 
stateroom door open at all times while in the stateroom. 

3. If invited into a stateroom for social reasons, decline the invitation or 
suggest a more public meeting place as an alternate. 

4. Unless permission is obtained from the Master as mentioned earlier, no 
crew member is allowed to enter a guest stateroom. 

Service calls to a stateroom which require labor from a carpenter, repairman 
and/or electrician are to be handled as follows: 

A stewardess or housekeeper accompanies the repairman and knocks on the 
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stateroom door. If the guest is in the room, she explains the reason for the 
service call and she assists while the repair is taking place. If the service 
time is expected to be lengthy, politely ask the guest to leave the room, if 
possible; if not, the service needs to be arranged for some other time at the 
convenience of the guests. Under no circumstances shall a repairman 
perform his duties while the guest(s) remain in the stateroom. 

The purpose of this policy is to protect employees and guests against unsolicited 
and unwelcome sexual overtures and conduct. It does not refer to occasional 
compliments of a socially acceptable nature. 

---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-------------------. 

If an---------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------licy or for assisting the 
investigation of a claim of harassment. 

Any crew member found in violation of this policy will be subject to appropriate 
disciplinary action, up to and including termination of employment for cause. 
SHI----------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- Pay for watch standing deck 
and engine positions when an Officer or Crew member is absent from performing 
his/her duties and another Officer(s) 

 
Crew member(s) (the "Contributing Crew member(s)") must assume the 
Responsibilities for the position.
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Procedures 
1. The total wage of the unfilled position may be divided at the Captain's discretion 

to one or several Contributing Crew members based on the hours worked and 
duties absorbed. The Contributing Crew member cannot receive overtime and 
Short Staff Pay for the same defined period of time. is not necessary.) 

2. Company payroll will review and confirm the approved amount with 
proper 
documentation from the Vessels. 

3. In the event the Captain feels the Contributing Crew member(s) should be 
awarded compensation above the "Short Staff Pay," he should submit in writing 
to 
Company Operations the justification for the proposal, along with the amount 
proposed. 
These types of awards must have company Cruise Operations approval prior to 
being 
discussed with or given to the Contributing Crew member(s). 

 
11.43 SIGNING OFF PROCEDURE 

The sign off date will be indicated on the crew list: the Crew Purser will check 
periodically with the Department Head. The Department Head will request 
confirmation of rotation schedules from company Fleet Personnel no less than 
four weeks in advance. Crew members employed by a Concessionaire will make 
the necessary arrangements for pay and repatriation with his/her Employer. 

11.44  SIGN-OFF REASONS 

The following are the typical reasons for sign-off: 

Rotation (vacation) 
Sickness (unfit for duty) 
Dismissal 
Own will 
Desertion or missing the ship 

11.45  SLOP CHEST 

O------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------o sell items on 
board. 

11.46  SMOKING POLICY 
It is strictly forbidden for all personnel, including officers, to smoke in any area 
except as  mentioned here. Smoking in cabins is strictly forbidden. Smoking is 
only permitted in  the crew mess, officer's mess and crew bar, 

11.47 TENDER TRAINING 

Policy 
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Since several of the itineraries operated by the company require tender service to 
be carried out in ports of call, all deck officers must be able to safely operate the 
tenders. 

Procedures 
1. The ship's Command is to ensure that proper training is provided to all 

those 
Officers unfamiliar with tender operations or who have not achieved the 
required 
proficiency level. 

2. It is suggested that the training take place any time the ship's location 
and 
operations will allow it and, in any case no less than two hours per 
week. 

Reports indicating the level of familiarization achieved by each Officer, after-
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
-------------------------------------------- 

11.48 TRANSFER CREW PAPERS 

If crew are transferred to another Company ship, they must have in their 
possession: Passport, etc. seaman's book properly stamped/letter of transfer 
from last ship's purser, last wage statement. 

11.49 UNIFORMS 

Policy 
All Officers and Crew are required to make a contribution toward the cost of 
uniforms. This contribution will be handled via payroll deduction during each 
month the crew member is under contract with the company. The following 
tables detail the contribution level for each position. The contribution amounts 
are based on the cost of the uniforms as well as each position's monthly wage. 

CONTRIBUTION   LEVEL 

USD 40/mo 
Master Staff 
Captain 1st Officer 
Ch. Comm. Officer 
Chief Security Off. 
Chief Engineer 
Staff Chief 
Engineer ls l 
Engine Officer 
Hotel Manager 

USD 30/mo 
2nd Officer 
Deck Cadet 
Doctor 
Nurse 
Systems Mgr. 
Electronic Eng. 
Off. 

2nd Engine Officer 
Engine Cadet 

Engine Storekeeper 
Chief Electrician lsl 
Electrician 
Electrician Chief 
Purser 1si Purser 
Crew Purser Asst. 
Purser Receptionist 
Cruise Director 
Asst. Cruise 
Director Cruise Staff 

Shore Excursion 
Mgr. Asst. Shore 
Excursion 
Broadcast Mgr 
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USD 10/mo 
Is1 Bosun 2nd 
Bosun 
Carpenter 
Joiner 
Chief Fireman 
Refrigerator 
Mech Asst. 
Refrig. Mech 
Asst. Mech 
Plumber Pipe 
Fitter 
Electrician 
Asst. 

USD 5/mo 
Able-bodied 
Seaman 
Ordinary Seaman 
Security Guard 
Oiler 
Motorman 
Lifeboat Motorman 
Wiper 
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1. -------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------mbarking theii 
respective ships. 

2. A stock of crew uniforms will be maintained on board each ship. Re-ordering of 
uniforms to maintain inventory levels will be done in accordance with the semi 
annual ordering cycle established by purchasing. When a crew member is 
embarking at the start of their contract, the Housekeeper will be responsible for 
issuing the necessary uniform items. Crew members who are issued uniforms wi] 
be required to sign for them. 

3. At the conclusion of their contract, each crew member is required to return all 
uniform items to the Housekeeper. The Housekeeper will then make as 

            assessment to determine if some or all of the uniform items are still useable. If so, 
           the relevant items should be returned to inventory and those no longer useable 
           will be disposed of. 
4. During the course of their contract, crew members are required to report 

immediately any uniform pieces that are missing or are damaged or worn beyond 
repair, rendering them unusable. Replacement uniform items will be issued by 
the Housekeeper at that time. If, at the conclusion of their contract, crew 
members fail to return a full set of uniforms, the crew member will be responsible 
for the full replacement cost of any missing items. In the event a uniform item is 
damaged by the laundry, the crew member or Officer will not be required to 
absorb the cost of the item. Such incidents must be fully documented and Cruise 
Operations advised accordingly. 

5. Newly hired Officers and crew will be asked to complete and return to Fleet 
Personnel a uniform measurement sheet prior to commencement of their initial 
contract. A full set of Officer uniforms will be ordered upon receipt of the 
measurements and the uniforms will be forwarded to the vessel in advance of the 
Officer's arrival. Should there be insufficient time to acquire and ship the 
uniforms prior to the Officer's arrival, the uniforms will be forwarded as quickly 
as possible. 

6. Special orders will be placed for crew with uniform size requirements that fall 
outside of the range of sizes routinely kept in stock. Every effort will be made to 
supply the specially ordered uniforms prior to commencement of the contract. 

Please note – the company is in the passenger ship business and therefore, 
the wearing of the proper uniform is not an option but a requirement for all 
Officers and crew. All department heads will be responsible to ensure that their 
staff members are properly attired. 
Winter uniforms are to be worn only when the ambient temperature will be lower than 
15 degrees Celsius during daylight hours. The Master will determine which uniform is 
to be worn and ensure that all Officers are aware of and dressed in the appropriate 
uniform. 
Regardless of which uniform is designated by the Master, all Officers are to be attired 
in the same style of uniform. Mixing of winter (blue) uniforms and summer (white) 
uniforms is not acceptable. 

 
SECTION 12 BUSINESS 
This section concerns all paperwork between the ship and the office. 12.01   MAILING 
ADDRESS OF RCI OFFICE: 
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12.02   CRUISE REPORTS 

. 
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A complete set of all reports is to be submitted and sent to the Headquater 
- Cruise Operations at the end of each cruise.    Each Dept. Head should 
ensure that duplicate paperwork is not sent to the office. The Chief 
Purser is responsible for collecting all documents to be sent to the 
office.    All the reports will be loaded on a floppy disk. The disk together 
with reports or documents that require signatures should be included in 
the envelope. 

12.03   LOADING OF SPARES, STORES AND PROVISIONS 

Loading of spares, stores and provisions is to take place according to 
the following procedure: 

1. At least one representative of the concerned department is to be 
present on the pier with a copy of the ship's requisition and 
Purchase Order. 

2. The goods are landed by the vendor / supplier / freight forwarder 
on the pier in good order to allow for inspection to ascertain quality, 
quantity, and absence from damage caused by transportation. 
Crates and boxes must be opened at random if time does not 
allow for complete and thorough inspection of every item. 

3. The delivery note must correspond to the Purchase Order. Any 
difference / deviation from the ship's requisition and / or company's 
order must be noted on the delivery note and the receiving copy of 
the Purchase Order. 

4. After the inspection is completed, the goods can be loaded on 
board the ship and the delivery notes can be signed. 

5. Deliveries of refrigerated stores must be complete with the chart 
records of the temperatures throughout the shipment. Temperature 
charts must be attached to the delivery receipt. 

6. Perishable goods are to be inspected and loaded in stages to 
maintain temperature control. 

7. Goods are not considered to be purchased unless the ship has                        
                      received the items in good condition. 
 8.        Discrepancies and appropriate storing reports are to be filed   
                      immediately with the Corporate office. 
  9.        The Officer who signs for the goods received should add his/her full    
                      name and rank under their signature. 

Under no circumstances can the loading take place without prior inspection 
on land. Under no circumstances can the loading take place directly from a 
vehicle backed into the ship's side door. 

12.04  MATERIAL LANDING FORM 

The Material Landing Form has been created so that a record can be kept of 
all materials disembarked from ships. It is to be used by all departments 
(Deck, Engine and Hotel) every time material is landed to be repaired, 
transhipped, or stored. 
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The only exception to this is in the case of samples sent to the company or to 
a supplier, or in the event of a wrong delivery when the relevant information is 
included on the purchasing forms. 

Please read and carefully follow the instructions listed at the bottom of the 
form. It is most important that a photocopy of the form, duly completed and 
signed by all parties, is  attached to each disembarked item so that in the 
future it can be identified to which ship  the part belongs. 

12.05  STANDARD FILES IN MASTER'S OFFICE 

a) Mail in / in separate binders (Tech, Purchasing, Marine Ops) 
b) Mail out / in separate binders (same as above) 
c) Ship's certificates 
d) Accident Reports 
e) Dry Dock file 
f) Evaluations report 
g) Letter from crewing agent for officers: contracts and pre-

employment medical 
examination results will be held by the Crew Purser 

          h)  Operations Manual / Job Descriptions / Hotel Operations 
Manual 

i)   P & I agents lists and instructions 
j)   Law of the flag state 
k)   Directory of all company port agents 
1)   List of all Bureau Veritas agents and or surveyors 
m)   Company ship's itineraries 
n)   Cruise reports to the Headquater 
o)   Present cruise safety activities 
p)         Operational memos 
q)         ISM files as required 

       r) Safety Management Manual / SOPEP / Waste    
Management Plan 

12.06 MASTER'S PORT QUESTIONNAIRE 

The Port Questionnaire should be filled out by the Master the first time he 
calls in a port. The purpose of the form is to share information throughout the 
fleet. We will have useful nautical information for all ports called by our 
vessels, as well as the Masters' opinion of the ports. It should be enclosed in 
the cruise reports package. 

12.07 P&IINSURANCE 

Insurance for Protection & Indemnity risks are provided by GARD. All 
ships will be provided with instructions for reporting and documenting 
injuries, accidents, etc. 

Most common P&I risks are: 
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Injuries / accidents concerning guests and 
crew Oil pollution 

The Hull & Machinery Insurance 
Covers the physical value of the ship and it's tenders. Coverage is obtained 
by a group of  British, Norwegian and French underwriters. 

12.08 POSITION REPORTS - ARRIVAL / DEPARTURE TELEX FORMAT 

The arrival / departure telex will be prepared and formatted as follows: 

TO: Cruise Ops 
FM: Master  

Port (name) 
Arrival date / Arrival time (FWE) 
Departure date / Departure time (SBE) 

Crew on arrival / Crew disembarked / Crew embarked / Crew on departure 
Pax on arrival / Pax disembarked / Pax in transit / Pax embarked / Pax on 
departure 

WP 00 
ROB Arr Fuel Oil / Gas Oil / Lube Oil / Fresh Water   / Draft 
WST DISCH SOL 00 / LIQ 00 / SLDG 00 
WST DEPT SOL 00 / LIQ 00 / SLDG 00 
BUNKER F.O. / G.O. / L.O. / F.W. 
CIP F.O./G.O./L.O./F.W. 
 ROB Dept F.O. / G.O. / L.O. / F.W. / Draft 

Master name 

Definitions for the above: 
CREW The names and rank of all crew embarked / 
disembarked must be 

listed 

PAX The telex must indicate the names of guests 
disembarking early 

during the cruise and the reason (medical, family, 
business, etc.). This allows Destination Services and 
Air/Sea department to make the necessary adjustments 
to the bookings for hotels and airlines 

--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
------------------------------------------------------LIQ Liquid waste (grey / black 
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waters) in cubic meters 
SLDG Sludge in cubic meters 
BUNKER Bunkered while in port - mt / mt / ltrs / mt 
 CIP Consumption while in port - mt / mt / ltrs / mt 
ROB Dept Remaining on board on departure - mt / mt / ltrs / mt 

-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
--------TO: Cruise Ops FM: MASTER  

POS: 00,24S/030,41W; MLS:321; AS:13.38, *SEA/WIND:FP4/FP5 
TOT MLS RUN: 1936; TOGO:1584; GAS:13.85; ETA RIO 12/17/93 
08:00HRS 
DUE TO ITINERARY CHANGE 

Master 

The "NOON POSITION" telex must be sent when the vessel has navigation 
periods longer than one day; RCI requires daily position information on all 
vessels.    

This INFO must be transmitted each NOON except on departure/arrival days. 

Definitions for the above: 
POS: NOON position is Lat/Long, with Miles and Av-
-----------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------
-------------------rage Speed is calculated on the  
                                  basis of the entire transfer period. 
ETA: This should only be given if there is some 

deviation from the itinerary, in which case the  
reason for the change should be specified. 
Keep in mind that the itinerary should always 
be strictb adhered to. 

NOTES: - If during transfer, the vessel calls at a port (for example,  
for bunkering), the telex format should be as given on the 
previous page, omitting references to CREW and PAX, 
unless there are changes. - If any further notes are 
necessary they should be written at the bottom using as 
much as possible of each line. The signature on both of 
the above telex examples will be that of the Master. 

12.10 FUEL SAMPLES 

Two (2) fuel samples are to be drawn from the bunker line during the 
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bunkering of fuel, under the direct supervision of the ship's staff. Sample 
bottles must then be signed by the Chief Engineer and by the supplier's 
representative or Barge Master and dated. 

Sample bottles produced by the supplier already filled up and labeled 
are NOT representative of the fuel being supplied and therefore not to be 
signed by the ship's staff. 

12.11 ACCOUNTING - FINANCIAL CONTROL 

There will be two offices auditing ship's accounts after they are submitted to 
the Chief Purser: 

-----------------------------------------------------------------------------------------
--------------------------------------------------------------------------------
--------------------------------------------------------------------------------
--------------------------------------------------------------------------------
--------------------------------------------------------------------------------
--------------------------------------------------------------------------------
--------------------------------------------------------------------------------
-----ursement accounts will be audited by the company 

12.13  SHIP'S ACCOUNTS 

The Chief Purser has overall responsibility for all accounting issues on board, 
including guests accounts, payments to the ship's agents, income reports and 
control, reconciliation of concessionaires, etc. 

Ground operators will be paid with an authorization form for payment by 
the Shore Excursion Manager. Posting to guest accounts will be verified 
with payment to the ground operator and checked by the Chief Purser. 

Guests will either provide a valid credit card upon check in (within the first 24 
hours of sailing) or they must maintain their accounts with cash or travelers 
checks throughout the cruise. The Pursers office will confirm the validity of all 
credit cards within 24 hours. Guests will receive a pre-statement the evening 
before disembarkation and a final statement of account, the morning of 
disembarkation. The Chief Purser will make sure that all accounts payments 
are collected. 

No personal checks will be accepted. 

The Chief Purser will work with the 1st Purser in regards to income and guest 
accounts and will assign duties and responsibilities accordingly. 

12.14  CREW ACCOUNTS 

The Chief Purser is responsible for crew accounts, clearance for crew, payroll 
issues and payout. There will be a biweekly payout for all company employed 
crew members. The Crew Purser's office will be open on a set schedule for 
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crew member's needs, customs issues, etc. The hours will be posted in the 
crew mess, officers' mess and crew bar. 

 
 
Payments to crew members of concessionaires will be settled by the Chief 
Purser and tht representative of the Concessionaire. 

12.15 CUSTOMS 

I-------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
-------------------------------------------------------12.16 FOREIGN CURRENCY 
EXCHANGE RATE 

This rate should be used for the entire month and should be forwarded to the 
ship.  

-------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------ard,  must be on 
the crew list as "Supernumeraries". 

Depending on the requirements of the ports you visit, it may be necessary to 
transfer the 
supernumeraries from the crew lists to the passenger list before they sign-off. 
This needs 
to be done in a timely manner and only when necessary to avoid paying 
unnecessary 
dues. 
Extra crew that is on board (i.e. additional crew members over and above 
your approved 
manning scale) are to be listed as "extra crew". 

12.18 HEAD TAX CHARGE AT VARIOUS PORTS 

Each time your ship is cleared in a port, you must give the agent a  form 
indicating the exact amount of the following: 

Guests: ______________  
Crew:                           ________ 
Supernumerary: ______________  

-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------  

12.19 IMMIGRATION 
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It is the duty of the Chief Purser to obtain information concerning local 
immigration regulations and to prepare adequate documentation to comply 
with those regulations. 

12.20 RECEPTION AND INFORMATION DESK 

An appropriate schedule will be decided by the Hotel Manager and Chief 
Purser. 

The Reception Desk staff 
include: The Assistant 
Purser 2 Receptionists 

The Reception Staff will provide the following services 24 hours daily: 
a. Shipboard information 
b. Receive incoming and outgoing mail, handle postage 
c. Coordinate passenger services 
d. Cash Travelers checks 
e. Transfer satellite calls 

--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
---------------------------------------------------- 

-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
--------- 

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------- 
--------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------- 
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