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	Name of On-Signer
	
	Rank
	

	Vessel
	

	Signature of on-signer
	

	Port of Embarkation
	
	Planned Date of Embarkation
	

	Company Representative
	
	Date of Briefing
	



	1. 
	COMPANY POLICIES
	☐
	
	· Health Safety Environment Quality Security and Cyber Security Policy
	

	
	· Drug and Alcohol Policy
	

	
	· Smoking Policy
	

	2. 
	ORGANIZATIONAL STRUCTURE
	☐
	
	· Captain has been introduced to the Commercial Department / Owners Representative / Operator
	

	3. 
	SHIP MANAGEMENT
	☐
	
	· Emergency Contact Details / List found in SMS
	

	
	· Normal Matters
	

	
	· Fleet Management: Vessel Management System / People / responsibilities
	

	
	· Procurement Procedures
	

	
	· HSEQ / Yearly circulars
	

	
	· Recent fleet incidents and Monthly campaigns
	

	
	· OneDrive
	

	
	· Stratum / Podium
	

	
	· CSM (Certificates / NC / Near miss / Risk assessment / Incidents / Audits / Inspections / Rest hours)
	

	
	· MESPAS (Vessel schedule / Procurement)
	

	
	· Vessel smart phones and WhatsApps
	

	4. 
	SHIP MANNING
	☐
	
	· Crew List
	

	
	· Appraisal Forms
	

	
	· Relief Matters
	

	
	· Crew Discipline
	

	
	· G Crew App
	

	5. 
	DISCIPLINARY PROCESS (as per PM 4.0 Conduct and Discipline and Form 4.1.7)
	☐
	
	· Verbal Warning
	

	
	· Written Warning
	

	
	· Final Warning
	

	
	· Dismissal
	

	
	· Appeals
	

	6. 
	ACCOUNTING PROCEDURE
	☐
	
	· MCA (Master’s Cash Account)
	

	
	· Portage Bill
	

	
	· Victualing
	

	
	· Bond Stores (To be purchased only from BMC. Bond shall not be paid from Masters cash account without the direct permission of the Marine manager.) 
	

	
	· Alcohol – Only wine and beer allowed on board as per company policy, issued from Bond only. Whiskey, Rum, Gin and other hard liquor not to be purchased to entertain shore authorities.
	

	
	· Owner’s Account (GSM)
	

	
	· Charter’s Account
	

	
	· Distribution of Various Bonus (EWA)
	

	7. 
	VESSEL PARTICULARS
	☐
	
	· Hull Particulars
	

	
	· Engine Particulars
	

	
	· Vessel Trading Pattern
	

	
	· Master / CEO Hand Over Notes
	

	
	· Bunkering Procedure
	

	
	· Survey Status
	

	
	· Feedback from other sister vessels
	

	
	· Feedback regarding operations
	

	
	· Feedback regarding Technical Matters
	

	
	· Masters / Shipbuilders Recommendations
	

	8. 
	SAFETY, HEALTH, AND ENVIRONMENT
	☐
	
	· Contingency Planning
	

	
	· Training
	

	
	· Enclosed Space Entry Procedures
	

	
	· Drills Planner (Form 3.2.1)
	

	
	· Lifeboat and Rescue Boat Launching
	

	
	· MARPOL requirements for the Trading Pattern
	

	
	· Master’s Overriding Authority
	

	
	· Updated International and Domestic Regulations
	

	
	· Oily Water Separator
	

	
	· Sewage Treatment Plant
	

	
	· Ballast Water Treatment System
	

	
	· Permit To Work
	

	
	· Risk Assessment
	

	
	· Anchoring Procedures
	

	
	· ECA, Sulphur Cap, EU MRV, IMO DCS
	

	
	· SEEMP III /CII
	

	
	· IHM
	

	
	· Use of PPE 
	

	
	· Gas meters
	

	
	· Cyber security – use of USB’s
	

	
	· Use of Tripod for rescue from enclosed spaces
	

	
	· Mooring Safety Management Plan – New Regulation – Filed in sharepoint
	

	
	· Company to be informed when PSC officer boards vessel
	

	
	· Use of Company mobile phone for whatsapp
	

	
	· Big fish yellow fish app for crew wellness
	

	
	· Personnel hygiene, condition of cabins, mess rooms, galley and standard of dress in common parts of the vessel
	

	
	· Ensuring nutritional and varied meals are provided to all crew aboard.
	

	
	· Stop work authority
	




	9. 
	SAFE NAVIGATION
	☐
	
	· Passage Planning
	

	
	i. UKC
	

	
	ii. ECDIS Safety Settings
	

	
	· Prevention of Collisions
	

	
	· Training, Monitoring and Mentoring
	

	
	· Standing Instructions (Night Watch, Heavy Weather, Poor Visibility, Congested Waters)
	

	
	· Piracy Watch
	

	
	· Engine Room Night Patrol (for UMS)
	

	
	· Stowaway Search
	

	
	· REGS4SHIPS
	

	
	· Anchoring in deep waters
	

	
	· Line of position in ECDIS
	

	
	· ENS Tablet
	

	
	· MYRA program for passage planning
	

	
	· Strict compliance with Bridge Manning Matrix
	

	10. 
	MAINTENANCE
	☐
	
	· PMS (MESPAS)
	

	
	· LSA & FFA Maintenance
	

	
	· Cosmetic Maintenance
	

	
	· Repair for Stevedore Damage
	

	
	· Dry Docking Specifications
	

	
	· Daily Work Planner / Toolbox Meeting
	

	
	· Effective Maintenance
	

	
	· Overtime
	

	
	· Survey arrangements for Classification
	

	
	· Matters requiring immediate attention
	

	
	· ME, Blr, AE maintenance for prevention of Black Smoke
	

	
	· Line management plan
	

	
	· Every port agent is to be requested for overboard painting, and the results , if negative recorded in the ships logbook
	

	11. 
	VESSEL AUDIT / INSPECTIONS
	☐
	
	· Internal Audit by Company (DPA)
	

	
	· Internal Navigational Audit
	

	
	· External Audits for ISM / ISPS / MLC, Initial, Intermediate and renewal for ISM / ISPS / MLC 
	

	
	· Failure / Near Miss Report / Observation / Non-Conformity
	

	
	· Monthly Inspection by Master / CEO
	

	
	· Deviation Report
	

	
	· Failure / near Miss Report / Non-Conformity
	

	
	· Defect Reporting
	

	
	· Regular Inspection by Ship Manager (During Port stay and Sailing)
	

	
	· PSC / USCG / AMSA Inspections
	

	
	i. Detainable deficiencies – Lifeboat, Emergency Generator, Emergency Fire Pump, Fire Dampers 
	

	12. 
	SUPPLIES / REPAIRS
	☐
	
	· Repair Requests
	

	
	· Running Budget Report – Current Budget and variance from current budget
	




	13. 
	H&M AND P&I	
	☐
	
	· P & I
	

	
	· Present Claims
	

	
	· Past Claims
	

	
	· Feedback from other vessels
	

	14. 
	CHARTER’S AND OWNERS’ INSTRUCTIONS AND REQUIREMENTS
	☐
	15. 
	CARGO OPERATION AND CARE
	☐
	
	· Cargo Handling System
	

	
	· Cargo Hold Cleaning Plan
	

	
	· Cargo Hold Cleaning Chemicals
	

	
	· Ballast System and De-ballasting Guide
	

	
	· Fixed Lashing Equipment
	

	
	· Cargo Lashing
	

	
	· Heavy Weather
	

	
	· Water sensitive cargoes (closing of cargo bilge valve and use of spectacle flange)
	

	
	· Maintenance cage abolished as cranes are not certified 
	

	16. 
	GENERAL COMMENTS
	☐
	
	· Company image. Use of Uniforms in port
	

	
	· Leading by example
	

	
	· Maintaining Company standard
	

	
	· Harassment and bullying
	

	
	· Concern Whistleblowing
	

	
	· Identifying risks, poor performance, SMS shortfalls, and suggesting  improvements
	

	
	· Identifying Code infringements and reporting them to management as soon as they are found.
	

	
	· Importance of social activities aboard
	

	
	· Training Cadets and Cadet wellbeing 
	

	
	. 
	





		Retention 1 + 5 years
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