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Record of Review

Effective 1/1/00, the record of review will be handled as follows: Quarterly, the IUM ISM coordinator will send out a “Record of Review” memo to prompt the quarterly review of all or specified Company policy and procedure manuals.  This prompt sheet will have a place for all officers to initial that they have reviewed the subject manuals.


The completed prompt sheet will be filed in the "Record of Review" section of the "ISM Record & Guidelines" binder, (most recent on top) with a copy sent to the IUM ISM Coordinator each quarter.
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INTRODUCTION

ADVANCE \U 923.252.1
POLICY STATEMENT


It is Interocean Ugland Management Corporation's policy to conduct its operations and shipboard procedures with the utmost regard to the safety of its employees, prevention of pollution and quality of services in accordance with the standards of ISO-9002 Quality Assurance and ABS (ISM) rules for the Management of Safe Ship Operation and Pollution Prevention.

______________________________________________


Captain Jorge Aguirre, President of IUM

2.1.1
COMPANY OBJECTIVES AND POLICY


OVERALL OBJECTIVES

ADVANCE \U 375.30
To ensure and document IUM’s quality services performed as a competitive and safety oriented vessel management organization, and to be recognized accordingly by Shipowners, Classification Societies, Underwriters, Administrations and the industry in general.


To remain a cost effective service company prepared to expand the core business, and able to diversify its services within the maritime industry.


SAFETY OBJECTIVES

ADVANCE \D 66.70
To ensure safety, to prevent human injury or loss of life, to avoid damage to the environment, in particular, the marine environment, and to property.


To provide concise guidance and instructions on safe operation and pollution prevention, including maintaining the condition of ships and equipment to conform with the provisions of relevant statutory and classification rules and regulations.


To initiate prevention, as opposed to reaction, to identify potential unsafe situations and to enhance IUM’s  readiness to respond to any predictable crisis.  Accidents can be prevented by proper planning and execution of operations.


To maintain qualified staff, both shore-based and shipboard personnel, by establishing specific “Job Descriptions,” followed by pre-employment screening, educational programs, and regular performance evaluations.


To identify and provide equipment and information necessary to perform the required tasks in a safe and professional manner.


To maintain a practical crisis management plan covering notification procedures and response capabilities.


QUALITY 

ADVANCE \D 1176.70
To establish and maintain a documented quality system as a means by which stated policies and objectives are accomplished.  This includes the identification, and acquisition of the appropriate skills and resources.  Documented evidence will be developed to evidence the adoption of procedures and effective implementation of the system.


To provide quality transportation services by getting the right cargo in the right place in the right condition in the right time.


To preserve and maintain ship and equipment based on a Preventive Maintenance System that meets or exceeds Classification Society Standards, regulatory bodies, and manufacturers recommendations.


CODE OF ETHICS (International Ship Management Association)

ADVANCE \D -1356.10
IUM acknowledges that both it and the owner are carrying on business with a view to profit.  IUM shall not accept business for which it does not have the necessary capability and resources.


IUM shall allocate its resources so as to render equitable and faithful performance to each of its Owner clients.


Subject to all relevant provisions of the Management Agreement IUM shall advise Owners of any conflict of interest.


IUM shall respect the confidentiality of each Owner’s business and activities.


IUM’s policy shall emphasize its commitment to safety, protection of the environment and to the safeguarding of property.


IUM shall, whenever possible, advise the Owner of any potentially dangerous or other unacceptable situations.


IUM shall not knowingly participate in activities or practices which it knows to be unsafe or illegal.


IUM’s policy shall be to promote a healthy working environment including, but not limited to the provision of safeguards against drug and alcohol abuse aboard ship always in conformity with internationally accepted standards.


IUM shall not continue or commit itself to carry out business for the Owner when the service to be provided may be used in the furtherance of illegal activities to the actual knowledge of IUM.


IUM shall at all times adhere to sound principles with respect to the management of funds and cash.


IUM shall define and document its policies and objectives for and general commitment to quality.  IUM shall establish procedures to ensure that this policy is understood, implemented and maintained at all levels in its organization.


The achievement of our quality and safety goals is dependent on the firm commitment, support, and cooperation of every shore-based and shipboard employee.


IUM recognizes a duty to manage its business in a socially, environmentally, and economically responsible manner.  This, in turn, fosters safety and quality in service, and in the use of equipment and assets.  Therefore, it is IUM’s policy to conduct its operations and shipboard procedures with the utmost regard to safety of its employees, prevention of pollution and quality of service according a Safety and Quality Management and the performance of vessel management services in accordance with the  ISO 9002 system based on the standards and intentions of:

ADVANCE \D 332.50

–
IMO International Management Code for the Safe Operation of Ships and for Pollution Prevention (ISM CODE)

ADVANCE \D 457.55

–
ABS Rules for Management of Safe Ship Operation and Pollution Prevention (ISM)

ADVANCE \D 555.50

–
ISO 9002 Series on Quality Standards (Home Office and Sub-Offices)


IUM Executive is responsible for the implementation of the Safety and Quality Management policy, and will participate in training as required by the Safety and Quality Systems.  The policy will be reviewed at required intervals and amended when necessary to ensure that it remains effective.  In reviewing the policy, IUM recognizes the importance of shore-based and shipboard management participation, and the need for consultation with administrators, regulatory bodies, and organizations representing shipowners and seafarers.


The ISO 9002 Management Representative and ISM Coordinator will have the authority to ensure that the requirements of this policy are implemented and maintained, and have direct access to the Executive staff for all matters pertaining to the implementation of these programs.


The policy will be explained to all employees, addressing specific duties they have been authorized to carry out, as well as the level of performance expected.  General and specific responsibilities within the organization will be defined explicitly.


It is the responsibility of each employee to be aware of and to adhere to the requirements of the IUM Safety and Quality Management System.  The provisions and responsibilities of the system flow from the IUM Executive to all levels of management and supervision, and to each employee within the organization.


Good communication will be maintained at all times within the ships, and between the ship and the shoreside organization.


The Master of the vessel has the overriding responsibility for the safe operation of the vessel, and the authority and discretion to take whatever action he considers in the best interests of the crew, vessel, and marine environment.  The overall responsibility for supervision, budgetary control, technical and supportive services is with the Company and to establish, implement and review (semi-annually) the Quality Management System (QMS), safety and evironmental protection programs contained therein.  The Master has the primary responsiblity to ensure that the crew is motivated in the observation and accomplishment of policies laid out in the quality management documentation.


The need for the appointment of competent individuals to command a vessel is essential, and must be an individual who is fully conversant with and dedicated to the maintenance of appropriate safety and environmental protection standards, and be given the necessary support and authority to properly and safely perform his duties.


Shipboard personnel will comply with the safety and environmental policy of IUM as well as the instructions and orders of the Master in this regard.  It is their duty to act responsibly to prevent injury or damage and pollution of the marine environment.  It is the Master's duty to issue orders and instructions in a clear and simple manner.


IUM recognizes that competence, attitudes and motivation are decisive factors in safe operation and pollution prevention and that the performance of individuals is significantly influenced by the quality of the management system.


It is IUM’s commitment to provide sufficient and appropriate resources essential to the implementation and achievement of this Safety and Quality Management and ISO 9002 systems.


All documentation described in this Safety and Quality System will be maintained at IUM’s Home Office.


Verification activities will be established to inspect, test and monitor the office management, and audits of such procedures will be accomplished by personnel independent of those having direct responsibility for the activities audited.


The Executive Staff will identify and establish training needs for the shore-based and shipboard staff, and establish programs for such training, consistent with the specific tasks of the shore-based personnel and their education, and job experience.  All records of such training will be maintained in the Head Office.

2.2
SHIPBOARD - ISM QUALITY MANAGEMENT SYSTEM

ADVANCE \D 700.35
The ISM (International Safety Management) is considered to be a sub-part of and therefore incorporated into the IUM Quality Management System.

2.2.1  RESPONSIBILITY OF MASTER AND SENIOR OFFICERS

ADVANCE \D 912.35
The Master is responsible for the implementation of the quality system aboard his vessel and the motivation of the crew in the observation of IUM policies.  He/she shall report to the Company any modification of established procedures and identify areas where implementation of requirements are necessary to ensure safety and environmental protection.  IUM logs and forms have been designed with the intention that the Master (or person in charge of the vessel) and Chief Engineer will verify recorded data and critical operations.  Spot checking of logged information and data is sufficient to allow the Master to sign the form or log sheet verifying the submitted data.


All records of reviews, reports and suggested modifications are to be maintained.  The review of this system will include:

ADVANCE \D -1551.45
·
findings of quality audits;

ADVANCE \D -1505.45
·
documented analysis of accidents, incidents and injuries;

ADVANCE \D -1429.40
·
recommendations and memos following class and statutory surveys;

ADVANCE \D -1346.45
·
the overall effectiveness of the management system in achieving stated  ISM objectives;

ADVANCE \U -1381.5
·
considerations for up-dating the system in relation to; changes in fleet, trade, regulatory revisions, market strategies, and social and environmental conditions.


The Master will oversee the functioning of the quality system and verify its functions and the achievement of its objectives.  Specific duties of personnel under his command will be documented and reviewed for their effectiveness.


The ISM system is not intended to detract from the Master’s authority or responsibility, and deviation from the system established by the Company is authorized if particular circumstances so require.  Deviations from Company policy require the Master to document the reasons and circumstances, necessitating such deviation to the Home Office as soon as is practicable.


The Master of the vessel has the overriding responsibility for the safe operation of the vessel and  the authority and discretion to take whatever action he/she considers appropriate in the best interest of the crew, vessel and marine environment.


Cooperation by the Senior Officers is essential for the successful implementation and administration of IUM's policies and procedures.  The ISM system is no longer the "extra thing we have to do."  The IUM ISM system is the way IUM conducts business.  Senior officers are expected to lead by example.

2.2.2  DESIGNATED PERSON

ADVANCE \U 531.75
The concept of a "designated person" is intended to provide the shipboard crew an additional option to express a safety concern if he/she is of the opinion that an unsafe condition or practice is not being satisfactorily addressed.


In order to implement and monitor the ISM program, to ensure the safe operation of IUM's fleet and to provide a link between the company and the vessel, IUM has designated the Manager of Operations/Safety Director as the ISM Designated Person.  (It should also be noted that the ISM Designated Person also acts as the IUM ISM Coordinator.)  His/her responsibilities and authority include monitoring of the safe operation and environmental protection aspects of the operation of IUM's fleet and that adequate resources and shoreside support are applied.  He/she has direct access to the Exec. Vice President who represents the Executive Group.  When performing as ISM Designated person, he/she shall act independently from other assigned responsibilities.  The name and telephone number of the ISM Designated Person shall be posted in a relevant location selected by the Master.  The post up should include the statement  found in this section.


Home and emergency contact numbers are located in OMV Section 11.6

ADVANCE \D 731.20

SHOULD A CONFLICT OF INTEREST OCCUR WITH OTHER ISM DESIGNATED PERSON'S RESPONSIBILITIES IN THE COMPANY OR THE MASTER DEEMS THE ISM DESIGNATED PERSON TO BE NON-RESPONSIVE, THE MASTER HAS THE AUTHORITY TO CONTACT THE IUM EXEC. VICE PRESIDENT, WHO UPON BEING CONTACTED WILL ASSUME ISM DESIGNATED PERSON RESPONSIBILITIES.
2.2.2.1  ORGANIZATIONAL FLOW CHARTS

ADVANCE \D 1103.20
It is the intention of IUM to establish the shipboard organization along traditional lines.  Namely, the Master is in sole command of the vessel.  The Master, at his/her option, seek the consultation of the Chief Engineer.  As the owner's representative, the Master acknowledges that the primary function is the safety of the ship her crew and cargo.  The responsibility to implement the ISM program is a tool to facilitate the systematic implementation of those duties.


The Organization chart gives the Master direct access to the ISM Designated Person.


With the addition of new ships to the IUM family, the company relationships are also shown in diagram form for easier understanding.


VESSEL TO SHORE RELATIONSHIP

IUM RELATIONSHIP WITH CONTRACTED COMPANIES
2.2.3  SHIPBOARD ISM COMMITTEE

ADVANCE \D -1357.60
The Master shall appoint a ISM committee and log those appointments on form IUM-V-ADM-028.  The Committee shall include at a minimum:



ADVANCE \U -1415.85Master,



ADVANCE \U -1440.90Senior Officer,



ADVANCE \U -1473.90Two unlicensed.


[Guidance Note: - Proposed ISM Committee: Master, Chief Engineer, Bosun, Steward Baker.  The master should select the most effective combination of crew members to achieve the goals of the ISM program.]


The purpose of this committee is to provide a forum for reviewing, discussing and recommending improvements to the ISM System and as an alternative forum for addressing safety and environmental protection issues and concerns with the crew.


The ISM Committee shall meet once a month.  These meetings can coincide with the monthly safety meeting, but ISM issues shall be clearly identified in the minutes of the meeting.

2.2.3.1
TRAINING THE CREW/STAFF IN ISM PROCEDURES

ADVANCE \U 1092.95
The Master shall establish the methodology for:


ADVANCE \U 1027.90a.
The orientation of new crewmembers on the ISM Program,


ADVANCE \U 953.90b.
Indoctrination of relevant crewmembers in ISM policies, objectives, working practices, critical operations, required permits and related documentation.


ADVANCE \U 782.90c.
The review with the heads of departments and supervisors of the ISM documentation, its location, control and procedures to request changes and updates.


Masters, Chief Mates, ROS Chief Engineers and IUM remote office personnel will receive one on one training to get them acclimated to the system and to get them started.  As often as possible, the IUM ISM coordinator will travel to the ship for this training, or have the individual visit the IUM office prior to assignment.  Given time and logistical considerations, the ISM Coordinator may perform this training by tele-conference.

2.2.4
AUDITS

ADVANCE \U 164.90
INTERNAL AUDITS - This type of audit is typically performed by an IUM qualified auditor on a bi-annual basis.  This audit will look at the shipboard ISM procedures and the methodology employed to meet the objectives of the ISM Standard.


The objective of the internal audit is to determine whether various elements within the IUM ISM Quality Management System are implemented and effective in achieving stated objectives, and to take corrective actions as necessary when deficiencies are identified.


An internal audit is defined as a review of the IUM ISM Quality Management system as defined by the OMV and the EPMV.  IUM has developed a checklist (form IUM-O-OPS-002) that defines the criteria for carrying out the internal audit and the specific areas and activities to be audited.  The auditor conducting this audit shall be trained in accordance with Section 13.1.1 of the Main Manual (Office) in the methodology and practice of quality system auditing.


An internal audit shall be conducted on an as needed basis but less than once per calendar year.


EXTERNAL AUDITS -  are performed by the classification society (ABS) prior to conferring the ISM Certification and periodically thereafter to assure compliance.


Procedures to report audit findings and the clearing of non-conformities are described in following sections.


In preparation for an audit, refer to the "ISO 9002 / ISM Internal Audit" checklist (form # IUM-O-OPS-002) found in the Administration section of the OMV Forms Addendum.

2.2.4.1
ISSUANCE OF NON-CONFORMITIES

ADVANCE \D 1397.0
The results of an internal audit must be recorded and reported as follows.


For the purpose of documenting a non-conforming action or practice the auditor shall utilize the form IUM-V-ADM-026 (can be found in "ISM Records and Guidelines" and the "Forms Addendum" to the OMV).


A non-conformity refers to that part of the ISM process that formally notifies the Master or the head of a department of an non-conforming practice and requires a written response detailing the actions taken.


The issuance of a non-conformity may arise from an observed practice that is in contravention of the policies and procedures set forth by the IUM Quality Management System.  It is the responsibility of the Master and head of the department cited to act upon issued non-conformities.


When an internal audit turns up a non-conforming action or practice, the auditor shall issue, in writing utilizing form IUM-V-ADM-026, a non conformity (sometimes refered to as a 'finding').  The auditor issuing the non-conformity shall obtain a sequence number from the log sheet kept on the IUM network computer (F:\FILETRAN\ISM\NON_CONF.LOG\*.*.) corresponding to the vessel being audited.  This sequence number must be used on all correspondence referring to this non-conformity.


The Master shall log the non-conformity in the "ISM Records and Guidelines" using form # IUM-V-ADM-027.  This log will serve as an easy reference for future auditors and for relieving Masters.


The auditor shall copy the Master and the IUM ISM Designated Person on all non-conformities issued.  It shall be the duty of the auditor to follow-up on the clearance of the non-conformity.  The Master has the overall responsibility to ensure that deadlines are met and corrective action has been implemented.


The form will make reference to the OMV or the EPMV in the box marked Procedure Ref;.  The section number shall be the OMV or EPMV Manual section number.  The NCN refers to the sequence number mentioned above.


A copy of the issued non-conformity shall be filed in the "ISM Records and Guidelines" behind the log page (most recent on top).

2.2.4.2
CLEARING OF NON-CONFORMITIES

ADVANCE \U 372.10
Upon receipt of a non-conformity, the Master shall read it carefully to be sure that he/she understands the nature and the reason the non-conformity has been issued.  A completion  date is agreed upon and is entered onto the form (IUM-V-ADM-026)


When the corrective action has been implemented, the Master shall describe the corrective actions in the supplied space and transmit the completed form to the IUM ISM Designated Person.  If additional paper is needed or if attachments are required, check the appropriate box.


The auditor shall review the actions taken and complete the form.  If the actions were satisfactory and the non-conformity can be considered closed the ISM Designated Person shall complete the form and return a copy to the vessel.  The vessel copy shall be filed in the "ISM Records and Guidelines" in Section 5.  The Master shall also annotate the log sheet indicating closure of the non-conformity.  By following this practice a future auditor or relieving Master can tell at a glance which non-conformities are outstanding.

2.2.4.3
ISSUANCE OF OBSERVATIONS

ADVANCE \D 730.90
Form IUM-V-ADM-030 is used to record items that do not rise to the level of a non-conformity.  Typically an "Observation" is used to pass on an auditors comment or suggestion.  The Observations are not numbered but they are stored in the ISM R&G section 8c (internal) and 9c (external).

2.2.4.4
RECORD KEEPING

ADVANCE \D 1057.90
The Master shall appoint the on-board ISM Committee.  There is a log sheet for this purpose in the "ISM Records and Guidelines" Section 1.


The forms discussed in the previous two sections can be found in the "ISM Records and Guidelines" and in the "Forms Addendum" to the OMV.  The procedures outlined shall be sufficient to insure the function of this system.  Namely, the on-board committee log sheet (IUM-V-ADM-028), the non-conformity log (IUM-V-ADM-027) sheet and the completed non-conformity forms (IUM-V-ADM-026) shall be kept in the "ISM Records and Guidelines" binder.

2.2.5
MASTER'S REVIEW

ADVANCE \D -1599.95
In order to ensure that the quality management system implementation has not slipped, the Master shall perform a system review to ensure that the following items are being implemented and documentation is recorded as required.  This shall also include an analysis of policies and procedures to determine if changes to procedures and/or the Quality Management System are required.


ADVANCE \U -1418.55·
Verification of use of the Critical Checklists (See OMV 16.1);


·
Verification of the revision status of forms in use;


·
Issuance of Permits/Forms;


·
Review of Critical Practices (Hot Work, Enclosed Space Lock Out/Tag Out)


·
Review of Passage Plans (Harbor & Voyage);


·
Training & Drills Checklists;


·
Accident, Incident and Near Miss Reports;


·
Trim and stability/cargo loading plans;


Not less than twice a year, or when otherwise directed, the Master or person in charge of the vessel shall perform a "Master's Review " of the entire shipboard ISM Quality Management System and report the findings to the IUM ISM Designated Person at the Home Office.  The review is to consist of a comprehensive evaluation of the following items:

ADVANCE \U 1100.25
a.
The Last Management Review;


b.
The Last Master's Review;


c.
ISM Policy & Objectives;


d.
Findings of internal and external audits;


e.
Non-conformity status;


f.
Analysis of accidents, incidents, near-misses and corrective measures;


g.
Internal and external surveys of the vessel;


h.
Effectiveness of procedures and checklists/forms;


i.
Considerations for updating the system in response to or in anticipation of new regulations, or changes in fleet trade, social or environmental conditions or market strategies;


j.
Overall effectiveness of the IUM - ISM Quality Management System.


k.
Review of the vessel files (including computer files*) to archive or discard out of date documents, forms etc.  All forms in use shall be reviewed for currency.


A copy of this review shall be filed in the "ISM Records and Guidelines", Section 10a.


ADVANCE \U 237.20*
Each vessel must compile a file listing/location of vessel specific files in the Master's, Chief Engineer's and ship's office.  The goal is for a replacement to be able to walk on cold and be able to find their way around.  This includes a map of the critical directories and their general contents on the senior officer's computers.

2.2.6
DOCUMENTATION AND CONTROL

ADVANCE \D 145.70
The "Operation Manual - Vessel" (OMV) and the "Emergency Preparedness Manual - Vessel" (EPMV) are the primary documents to be utilized for the establishment and implementation of the IUM - ISM Quality Management System.  They are to be used as the reference for all operating and reporting requirements of the vessel relating to this system.  These manuals are supplemented by the following manuals relating to specific areas of vessel operations:

ADVANCE \D 609.70
PRIVATE 

TITLE
Controlled Document*
Master
Located
Chief Eng.
Located

Operations Manual - Vessel (OMV)
Y
Y

Y


Emergency Preparedness Manual-Vsl (EPMV)
Y
Y

Y


OPSMEMO Manual (OPSMEMO)
Y
Y

Y


Vessel Response Plan (VRP/MARPOL 26)
Y
Y

N
C/M

Forms Addendum (FORMS)
Y
Y

Y


Training Addendum (TA)
Y
Y

N


ISM Records and Guidelines (R&G)
Y
Y

N


Indoctrination Guidelines
N
+

+


Safety Alerts & Casualty Analysis (SA&CA)
Y
Y

N


IUM Drug & Alcohol Manual (D&A)
Y
Y

N


IUM Garbage Management Manual
N
Y

N


IUM Ballast Water Management Manual
N
Y

N


IUM/TOTE ADDENDUM (ITA)**
Y
Y

Y


ADVANCE \D 1229.75 *  -
A controlled document is one that is issued to specific holders.  It has a control number on the cover and is listed on the document control page.  The number, location and assigned holder will be checked during an audit.  Non-controlled binders typically contain forms and excerpts from the OMV and the EPMV as well as forms that are controlled by use of the "Forms Addendum".

ADVANCE \D 1628.75**  -
Held by the TOTE ships only

ADVANCE \D -1599.10+  -
The individual department should keep their copy of the Indoctrination Guidelines in their office.  This will be inspected during department audit and is subject to checking by regulatory body representatives.

ADVANCE \D -1369.5
Location codes:

1. 
Office


4.
Bridge

7.
Ship's Library


2.
Dayroom

5.
Ship's Office

8.
_______________


3.
Cargo Control Rm
6.
Engine Control Rm
9.
_______________

ADVANCE \U -1438.40
The Master and the on-Board ISM Committee shall complete the above table to identify the location of the controlled and non-controlled portions of the IUM - ISM Quality Management System.


Vessel personnel are also directed to consult and review the various documents identified in OMV Sections 18.3 and 18.4 of this manual regarding US Laws and Regulations and International Rules and Protocols relating to the vessel’s operational requirements.


The Document Control page at the front section of each binder shows the listing of plan holders for that particular manual.  Attempts have been made to standardize the numbering for all manuals to preserve continuity.  This may not hold up as changes are made to the system.  Always check the document control page to see that the control number on the cover matches the listing on that page.


Each holder of a controlled manual listed above is personally responsible to maintain the binder.  This includes entering all revisions and annotating the Summary of Corrections Page and inserting new (destroying old) pages.  The list of contents page at the front of each binder also details the document history.  This shows the operative revision for each section.  This must match the revision data in the header of each section.


The "List of Contents" in the manuals that comprise the IUM - ISM Quality Management System and headers on each page identify the date of the current date revision.  When revisions have been authorized and published, they will be sent to holders of controlled documents with a receipt which must be signed and returned to the originator as directed on the receipt.  Additions, updates or corrections shall be made by the plan holder and an annotation made on the summary of corrections page.


PLEASE NOTE:  The "List of Contents" defines the most recent revision to each section.  When a revision is issued, it may contain updates or changes to numerous sections.  Sections may be replaced in their entirety if the update or change significantly affects pagination.  Otherwise only affected pages will be sent.  A revision number represents a revision to the manual as a whole and each number is used only once.  For example; a change to an original section may not be made until Rev. 5.  This does not mean that this is the fifth revision to that section, but rather that the most recent revision to that section was made in Rev. 5 to that particular manual.


Changes included in the latest revision of the manuals will be highlighted for easy reference.  Changes to the forms will not be shown this way as shading and highlighting hinders fax transmission.  A form that has been revised will be highlighted in the index.


Manual holders MAY NOT make additions and/or corrections nor may the holder make handwritten notes or changes to any part of the IUM ISM system except where indicated. (These exceptions include the "Checklists," Training/Drills/Indoctrination forms [provided with space for vessel specific information] and the Document Control list in section 2.2.6.)   There is a process to update the system and submit changes.  This process is defined in OMV Section 2.2.8.  The form IUM-V-ADM-025 is to be used for this purpose.  It should be noted however that holders/users of the IUM ISM system are not prohibited from using a highlighter, or tags, to "flag" frequently used sections.


Obsolete and superseded documents shall be discarded or returned to the Home Office as directed in OMV section 3.3.1.


All manuals are to be made available to all vessel personnel.  The Master and C/E should encourage all officers to become familiar with all aspects of company policy.  In  order to preserve the continuity of the document control system; the location designated in this section, to be the repository of the manuals, shall have a sign-out sheet available so that crewmembers can become familiar with IUM policies and procedures.  By providing this sign-out sheet, the person responsible for the manual can tell at a glance who has the particular manual that is missing from the designated location.


If any controlled document within the quality system (except forms and checklists) is copied for any reason, the copy must be marked with the following:

ADVANCE \U 1497.60
UNCONTROLLED COPY


NOT SUBJECT TO REVISIONS

Similarly, out of date reference materials kept on board must be marked with the following:

ADVANCE \U 1343.55



ISM / ISO 9002 PROGRAMS
ADVANCE \U 1300.55

THIS DOCUMENT MAY CONTAIN INFORMATION THAT HAS BEEN SUPERSEDED AND SHOULD NOT BE USED AS A REFERENCE FOR STATUTORY OR REGULATORY REQUIREMENTS.

Stickers for this purpose can be found in Section 13 of the "ISM Records & Guidelines".


It is not the intention of the quality management system to fill the ships files with reams of useless paper.  Master's (or persons in charge of the vessel) should periodically review the contents of the ship's files looking to archive or discard out of date documents, forms etc.


Document retention requirements are spelled out in detail in OMV section 3.3.1.

2.2.7
VESSEL PERSONNEL

ADVANCE \U 662.55
It is the policy of IUM to provide qualified personnel for all ratings on board every vessel under their operational control.  All vessel personnel assignments will be made by the Home Office.  Records of training of all licensed personnel will be maintained at the Home Office.  When senior officers are assigned to a class of vessel for the first time, such individuals will be interviewed by the Home Office staff to determine their knowledge and experience relevant to their assigned duties on that class of vessel.  The license and rating of each individual will be verified by the Master at the time of their first joining the vessel.


The Master and Chief Engineer will submit "Officer Evaluation Reports" (see OMV Section 12.6.7) for every licensed officer serving on board a vessel under their command.  Similar evaluations for Masters and Chief Engineers will be completed by shore staff personnel upon detachment, and forwarded to the Industrial Relations Department for their review and retention.


It is the responsibility of IUM to provide training of personnel where special capabilities are required for a particular mission.


The Master should notify the Home Office by the fastest appropriate means concerning the lack of qualifications of any vessel personnel, and should take necessary action when it is considered necessary for the safe operation of the vessel.

2.2.8
CHANGES TO THE ISM SYSTEM

ADVANCE \D 772.40
All changes and modifications to these manuals will be approved and issued by the Home Office.  All such revisions must be made by utilizing form IUM-V-ADM-025.  Suggestions and comments in any other format will not be entertained.  Suggestions for changes can come from any crew member.  Suggestions shall be given to the Master who will consult with the on-board ISM Committee and record these comments in the appropriate section of the form.  This will then be sent to the IUM ISM Designated Person and a copy placed in Section 11 of the "ISM Records and Guidelines".  The IUM ISM Designated Person will review the request, and forward his/her recommendations to the IUM Exec. Vice President who will make the final determination.  A signed copy of the completed form will be retained by the ISM Designated Person and a copy returned to the originator.  The completed copy should replace the original in Section 7 of the "ISM Records and Guidelines".

2.2.9
MANAGEMENT REVIEW

ADVANCE \D -1509.40
Once per year or on a as-needed basis, the IUM Quality Management Team will meet to specifically review the ISM Quality Management System.  Topics to be reviewed are to include:

ADVANCE \D -1315.40
a.
The Last Management Review;

ADVANCE \U -1353.10
b.
Master's Review Reports;

ADVANCE \U -1397.10
c.
Internal Audit Reports;

ADVANCE \U -1440.10
d.
ISM Policy & Objectives;

ADVANCE \U -1484.10
e.
Findings of internal and external audits;

ADVANCE \U -1545.10
f.
Non-conformity status;

ADVANCE \U -1587.10
g.
Analysis of accidents, incidents and near-misses;

ADVANCE \U 1620.70
h.
Internal and external surveys of the vessel;

ADVANCE \U 1556.75
i.
Effectiveness of procedures and checklists/forms;



-
Maintenance of Home Office quality records received form the ship,



-
Inclusion of or deletion of forms and/or practices,

ADVANCE \U 1360.70
j.
Considerations for updating the system in response to or in anticipation of new regulations, or changes in fleet trade, social or environmental conditions or market strategies;

ADVANCE \U 1164.70
k.
Overall effectiveness of the IUM - ISM Quality Management System.


The IUM ISM Designated Person shall be responsible for documenting this meeting and issuing a report to senior management for review.  This report shall include recommendations reached as a result of the review.  The report shall also contain an plan of action for the establishment of necessary improvements.  The report shall also be copied to the vessels for review and comment.

2.2.10 VESSEL VISITS BY IUM PERSONNEL

ADVANCE \U 656.75
An IUM representative will visit the ships on an as needed basis but not less than once every year.  During this visit, the IUM representative will complete the "Vessel Inspection form [IUM-O-OPS-001] or the "Ship Visit Report" [IUM-O-OPS-003].  This report will be circulated in the Home Office and filed in the Operations Department files.  A copy will be provided to the vessel and the Port Engineer for their information, review and action.

2.3
SPECIAL AND CRITICAL OPERATIONS

ADVANCE \U 159.70
Sections 5 through 15 of this manual and the “Emergency Preparedness Manual - Vessel” (EPMV) contain detailed instructions concerning special operational requirements relating to the vessel while underway and for entering and leaving port.  These instructions also provide guidance to be followed in emergency situations.  All vessel personnel shall participate in drills simulating such situations.  Log entries should contain notations describing the drill and evaluating the level of crew proficiency demonstrated in these situations.


Notwithstanding these instructions, the Master should be prepared to modify these emergency procedures as special circumstances warrant, assure that all critical requirements are covered by qualified personnel.  The Master should always keep himself free of specific assignments during such situations in order to supervise the overall performance of personnel and provide guidance and assistance where specific circumstances require.


It is important that all such operations be conducted under controlled conditions in order to minimize any possible accident to the vessel personnel, vessel, cargo, facilities, other vessels and/or the environment.


Checklists as identified in OMV Section 16.1 and forms in "Forms Addendum" to the OMV will be utilized to assure compliance with established procedures for such operations, and a notation confirming the compliance with these procedures are to entered in the vessel’s log book whenever an erasable style check list is utilized.  A modification has been made to the checklist procedure to allow on board modification to the checklists.  The details are contained in OMV section 16.1.


Special/Critical Operations
OMV Reference
ADVANCE \D 1576.25
Mooring Operations
5.6


Vessel Secure for Sea on Departure
5.22 & 10.13.7.3


Bunkering Operations
6.2


Engine Control When Maneuvering
6.9


Blowing Tubes
6.13


Securing a Boiler at Sea
6.17


Equipment Test Departure/Arrival
9.8


Hot Work
9.12


Enclosed Space Entry
9.13


Navigation in Port Arrivals/Departures
10.3.7


Navigation in Adverse Weather
10.8


Navigation - Underway
10.13


Anchoring
10.13.4


Navigation in Pilotage Waters
10.1

ADVANCE \U -1373.90
Navigation in Congested Waters
10.13.8


Navigation in Reduced Visibility
10.13.9


Navigation in Ice
10.13.10


Damaged Cargo, Salvage of Cargo
13.7.4


Cargo Tank/Hold Atmosphere Monitoring
14.7


Cargo Vapor Venting
14.9.1


Inert Gas System Failure
14.9.2


Cargo Loading/Discharging in Tankers
14.14, 14.16


Helicopter Operations
15.2


Operations determined by the Master, C/E or the ISM Committee to require a written procedure must be annotated with the date of implementation, name of the person who authorized the procedure (Master, C/M or C/E), name of the person who approved the procedure (Port Captain, Port Engineer), revision status and persons/departments affected.  A special binder shall be instituted (with a table of contents) to hold these procedures.  This binder will be reviewed at the annual audit.

PRIVATE 
3
Shipboard Policytc  \n  \l 5 "3
Shipboard Policy"

3.1
Vessel Documents and Certificates



3.1.1
Destruction of Outdated Records
Rev. 9   x/04



3.1.2
Certificates
Rev. 8   7/02



3.1.3
Transmittal Letters
Rev. 4   7/97




3.1.3.1
Remote Office Record Retention
Rev. 9   x/04



3.1.4
Posting of Instructions, Policy and Documents
Rev. 9   x/04



3.1.5
OPSMEMO's
Rev. 6   1/00


3.2
Training/Safety



3.2.1
Training Requirements for Shipboard Personnel
Rev. 6   1/00

       


3.2.1.1
Officer Turnover Notes
Rev. 0   3/96

       


3.2.1.2
New Crew Indoctrination
Rev. 4   7/97





3.2.1.2.1
Indoctrination Procedures for








an Activation
Rev. 5   3/98

   



3.2.1.2.2.
Indoctrination Procedures for

   






Contractors/Passengers/Supercaro's
Rev. 7   2/01

       


3.2.1.3
Shipboard Training Requirements
Rev. 8   8/02



3.2.2
Control of Narcotics and Weapons
Rev. 0   3/96



3.2.3
Injury/Serious Illness & Incident Reporting Procedure
Rev. 7   2/01

     


3.2.3.1
When to Complete an IUM Injury/Serious Illness 






or Incident Reporting Package
Rev. 6   1/00




3.2.3.2
Personal Injury Affirmation
Rev. 9   xx/04



3.2.4
Personal Protective Equipment Policy
Rev. 2   7/96



3.2.5
Facial Hair Policy
Rev. 5   3/98



3.2.6
Smoking Policy
Rev. 0   3/96



3.2.7
Uniform Policy
Rev. 3  11/96


3.3
Operations



3.3.1
Vessel Casualty Reporting Procedures
Rev. 6   1/00

       


3.3.1.1
Pollution Reporting and Emergency Response Plan
Rev. 0   3/96




3.3.1.2
Notes of Protest
Rev. 4   7/97



3.3.2
Voyage Orders and Instructions
Rev. 0   3/96



3.3.3
Customer Operational/Instruction Manuals
Rev. 2   7/96

       


3.3.3.1
MARAD Operational Control
Rev. 7   2/01

       


3.3.3.2
MSC Operational Control
Rev. 2   7/96

       


3.3.3.3
TOTE Operational Control
Rev. 6   1/00

       


3.3.3.5
Sea Star Vessels
Rev. 7   2/012



3.3.4
Signature Control for Controlled Equipage




MARAD/MSC Vessels
Rev. 0   3/96



3.3.5
Official Logbook
Rev. 7   2/01



3.3.6
Use of Hand Held Radios
Rev. 0   3/96



3.3.7
Shore Leave for Key Personnel
Rev. 4   7/97



3.3.8
Stowaways
Rev. 9   xx/04



3.3.9
Work Hour Limitations
Rev. 6   1/00



3.3.10
Waste Disposal & the Garbage Mgt. Manual
Rev. 6   1/00



3.3.11
Salvage - Lloyds Open Form
Rev. 2   7/96



3.3.12
Vessel Safe Combinations
Rev. 6   1/00



3.3.13
Baggage Passes
Rev. 6   1/00



3.3.14
Tampering With Cargo and/or Ship's Equipment
Rev. 8   7/02


3.4
Engineering

ADVANCE \D 1341.10

3.4.1
Responsibility for Contractors and Riding Gangs
Rev. 8   7/02


3.5
Catering



3.5.1
Sanitation Inspections and Good Housekeeping
Rev. 8   7/02



3.5.2
Styrofoam Cups/Packing Material, Prohibited
Rev. 4   7/97


3.6
Personnel/Insurance



3.6.1
Equal Employment Opportunity Policy
Rev. 0   3/96

       


3.6.1.1
Scope
Rev. 0   3/96

       


3.6.1.2
Procedures
Rev. 0   3/96



3.6.2
Employment Opportunities
Rev. 0   3/96

       


3.6.2.1
Equal Opportunity Employer
Rev. 6   1/00

       


3.6.2.2
Harassment Aboard IUM Vessels
Rev. 4   7/97



3.6.2.2.1
Investigation Procedures Related to Incidents





of Harassment
Rev. 8   7/02



3.6.3
Qualifications of Officers and Crew
Rev. 6   1/00



3.6.4
Persons Aboard Other than Crew Members (Visitor Policy)
Rev. 6   1/00



3.6.5
Requests for Medical Attention in U.S. Ports
Rev. 0   3/96



3.6.6
Criminal Conduct
Rev. 0   3/96



3.6.7
Crew Member Relief Policy
Rev. 5   3/98


3.7
Payroll


3.8
Administration



3.8.1
Ethical Conduct and Conflict of Interests
Rev. 8   7/02



3.8.2
Use of Rental Cars, Insurance
Rev. 8   7/02

3
SHIPBOARD POLICY (Introduction)

ADVANCE \U 1337.0
Policy for IUM operated vessels is highlighted in this manual and supplemented by the:


ADVANCE \U 1233.5·
"Emergency Preparedness Manual",


ADVANCE \U 1182.5·
The "FORMS" & "TRAINING" Addendums to the OMV,


ADVANCE \U 1117.5·
"ISM Records & Guidelines",


ADVANCE \U 1071.5·
"OPSMEMO's" binder (See OMV Section 3.1.5).


It is understood that all IUM customers do not utilize the full services available.  Therefore the first ten entries in the Administrative Section of the OPSMEMO binder is reserved for "Lists of Effective Pages" that will apply to a specific customer.  The IUM Quality Systems Team has determined that it is impractical to maintain separate volumes.

3.1
VESSEL DOCUMENTS AND CERTIFICATES

ADVANCE \U 618.53.1.1
DESTRUCTION OF OUTDATED RECORDS

ADVANCE \U 565.5
All vessel records are to be maintained for a period of five (5) years.  A listing of records to be destroyed shall be forwarded to the Home Office prior to disposal for their review for any documents and files required for pending litigation and/or continuing matters.  The Home Office will advise the vessel of any files to be maintained for a period in excess of five (5) years, and the vessel will be advised regarding the forwarding of such files for continued retention.


In order to keep files on board at reasonable levels, the following guidelines should be consulted.  It should be noted that events covered by a checklist are required to be entered into the appropriate logbook.  Once the entry is made and initialed, the paper copy or the plastic sheet is no longer necessary.  However the Master may chose to administer this system any way he/she sees fit.  In any event, the following guidelines should be observed.


DESTRUCTION OF OUTDATED RECORDS
ADVANCE \D 415.90
KEEP:

Checklists
 No longer than one (1) month


Lock-out Tag-out tags 
One (1) month

ADVANCE \D 517.90
Transmittal Letters
At least three (3) months

ADVANCE \D 579.95
Hot Work & Enclosed Space Permits 
At least six (6) months


Soundings 
At least six (6) months


Voyage Plans 
 At least six (6) months


Voyage Stability Data
 At least six (6) months

ADVANCE \D 778.90
Course Recorder and Depth Recorder Record Rolls
At least one (1) year


Gangway log records
At least one (1) year


Payroll files
At least one (1) year


Routine Communications (Telex/e-mail etc.)
At least one (1) year

ADVANCE \D 1010.90
Ballast Records
At least two (2) years


Bunker Records
At least two (2) years


Crew Member & Non-Crew Member Indoctrination Logs
At least two (2) years


Garbage Log
 At least two (2) years


Master Turnover Items
 At least two (2) years


Port Logs
At least two (2) years


Safety Alerts
At least two (2) years

ADVANCE \D 1334.90
Audit (internal & external) Reports & N/C's
At least three (3) years


Management & Master's Reviews 
At least three (3) years


Personnel files
At least three (3) years after last detachment


Safety Meeting & ISM Minutes
At least three (3) years


USCG Self-Inspection Forms
At least three (3) years

ADVANCE \D -1627.90
Casualty Analysis
At least four (4) years

ADVANCE \D -1569.90
Deck Logs
At least five (5) years (send ashore for 5 year archive)


Engine Logs
At least five (5) years (send ashore for 5 year archive)


Official Logs (copies)
At least five (5) years (send ashore for 5 year archive)

ADVANCE \D -1335.90
[as additional requirements are identified they will be added to this section.]

As part of the Master's review, the Master (or person in charge of the vessel) shall review the ship's files with an eye for those documents, records or forms that can be archived or discarded.

3.1.2
CERTIFICATES

ADVANCE \U -1597.60
This section is applicable to all ships in operational status or reduced operational status.


As part of the IUM quality program and in order to standardize the handling of critical vessel certificates, IUM has instituted the use of a certificate binder placed in established locations.  Care has been given to arrange this volume in such a way as to facilitate the easy location of certificates and reports.


Original Certificates sent via post shall be sent using certified mail or by way of an independent courier such as Fed-Ex or DHL.  The purpose is to have a tracking number for the parcel if it is lost or delayed in transit.


Office
ADVANCE \U 1018.20
IUM will send the "ORIGINALS" of all documents received from the various regulatory bodies to the ship and will keep a copy in the office file.  The certificate information will be entered into the office computerized database by the manager responsible for the vessel.  All certificates will be sent with a receipt to be signed and returned to IUM.  This receipt will be filed in Section 10 of the Office Copy.


When the IUM office receives copies of certificates from the vessel, it should also be accompanied by a receipt.  It will be signed by the manager responsible for the vessel.  A copy will be filed in Section 10 and the original returned to the ship.


Copies of certificates (along with the receipt) from the “TOTE” ships will be sent to the TOTE office in Tacoma.  Upon renewal or update, a copy of the certificates listed below should be forwarded to IUM’s Home Office (attn: Operations Manager) by the TOTE vessels.  (COI, Document, IOPP, Radio License, Safety Equipment, Safety Construction & Endorsements, Loadline & Renewal Endorsements).



Vessel
ADVANCE \D 66.75
When the vessel receives original documents directly from the regulatory bodies, a "COPY" must be sent to IUM (Attn: Manager responsible for the vessel) with a receipt form describing the enclosed materials.  This will be signed and returned to the vessel.  This receipt is to be filed in Section 11 of the shipboard copy.


When the vessel receives certificates or classification society reports from IUM, they will be accompanied by a receipt.  The Master or Chief Engineer will acknowledge receipt of same using the form.  A copy of which is to be filed in Section 11 of the shipboard copy and the original returned to IUM.


ABS reports are to be filed with the appropriate document when possible.  For the most part, ABS reports will be filed in Section 2 of the IUM Certificate Binder.  These reports shall be filed in chronological order (most recent on top).  After the first of the year, the Master and the manager responsible for the vessel shall take all the ABS reports and expired certificates from the previous year and place them in a separate folder marked with the year and vessel name.


In short, all certificates and copies will be accompanied by a receipt which will be signed and returned to the originator.


NOTE: as of 6/02, the USCG is no longer issuing annual renewal decals that used to be affixed to the vessel's Certificate of Documentation.  The USCG is now issuing annual COD's as originals each year.

3.1.3
TRANSMITTAL LETTERS

ADVANCE \D 1543.80
When mailing documents or forms to IUM, the Master and/or CE shall ensure that the appropriate Transmittal Letter accompanies each mailing.  The purpose is to provide the Master with an easy to use check off sheet that details the contents of mailing.  When received by the home office, the receiver should check the contents against the list for quick verification.  In some cases, documents pass through a remote office before being forwarded to IUM, the remote office may extract certain documents or reports.  If this is the case, the person removing a document must annotate the transmittal letter to indicate where the document resides.  The next section details which documents or reports that should be extracted by a remote office.


The Master and/or CE should keep a copy of the Transmittal Letter for 3 months in the event a package is lost in transit.  This process will allow the sender to quickly identify those records that have been lost.  Forms to be used for this purpose are:ADVANCE \U 1377.35
ADVANCE \U 1361.40
IUM-V-ADM-018 - Operations/Engineering
IUM-V-ADM-022 - Payroll

ADVANCE \U 1282.35
IUM-V-ADM-020 - Personnel


IUM-V-ADM-021 - Purchasing


ADVANCE \U 1210.35To complete the process, the office staff member receiving the package will sign and date the form and return the original to the vessel, keeping a copy in the office file.

3.1.3.1  Remote Office Record Retention

ADVANCE \U 981.35
COMMERCIAL

ADVANCE \U 954.35
The following items should be extracted by the remote office:

PRIVATE 
ADVANCE \U 876.35
Bunker Reports (+ Protests)


Chief Engineer Turnover*


Chemical Reports


Deck Port Logs


Engine Abstracts


Engine Log Pages


Hot Work & Enclosed Space Permits
ADVANCE \U 701.40Machinery Test Records

Medical Inventory/Requisition**

MMS Disc

Notes of Protest

Requisitions not previously transmitted **

Turnover Letters

Voyage Abstracts

ADVANCE \U 528.35
OPTIONAL - Remote office make keep a copy if they prefer. i.e.

PRIVATE 

Audit Records


Deck Log Pages


Indoctrination Logs


Master Turnover Package*


Phone Logs
735 T

ISM Records

Quarterly Safety Drills / Training

Safety/ISM Meeting Minutes

Vessel Inspection Reports

ADVANCE \U 253.35

MARAD - ROS (All FOS reports are to be sent directly to IUM)


The following items should be extracted by the remote office:

PRIVATE 
ADVANCE \U 112.35
Chief Engineer Turnover*


Chemical Reports


Engine Abstracts


Machinery Test Records
MART's Disc-direct to mar 614 cc:IUM PE & PC
Medical Inventory/Requisition**

PC-SAL Disc-direct to mar 614 cc:IUM PE & PC
Requisitions not previously transmitted **

ADVANCE \D 153.60

OPTIONAL - Remote office make keep a copy if they prefer. i.e.

PRIVATE 

Audit Records


Bunker Reports (+ Protests)


Deck Port Logs


Deck Log Pages


Hot Work & Enclosed Space Permits


Indoctrination Logs


Maintenance Mgt. Disc (FOS)


Master Turnover Package*


Notes of Protest
Phone Logs

Quarterly Safety Drills

Quarterly Safety Training

Safety/ISM Meeting Minutes

735T

ISM Records

Turnover Letters

Vessel Inspection Reports

Voyage Abstracts

ADVANCE \D 603.60
* 
this should prompt an evaluation report by the remote office manager
ADVANCE \D 691.60
**
the req.'s (including the quarterly medical inventory/ req.) should only be extracted if it needs an approval signature or if purchasing is handled at the remote office.
3.1.4
POSTING OF INSTRUCTIONS, POLICY AND DOCUMENTS

ADVANCE \D 932.60
The following documents covering policies, regulations and instructions are to be posted aboard each vessel.

ADVANCE \D 1057.60

EMERGENCY (Company & Security Response) contact numbers - near 
appropriate phones



Acknowledgement of IUM Policies & Procedures [ium-v-adm-011]



ADVANCE \D 1226.60Breeches Buoy Diagram



ADVANCE \D 1265.60Cargo Ship Safety Construction Certificate (Original)



ADVANCE \D 1336.60Cargo Ship Safety Radio Certificate



ADVANCE \D 1389.60Cargo Ship Safety Radiotelegraphy Certificate



ADVANCE \D 1452.60Cargo Transfer Instructions



ADVANCE \D 1497.60Certificate of Financial Responsibility



ADVANCE \D 1554.60Certificate of Inspection (Original)



ADVANCE \D 1608.60Certificate of Sanitary Construction



CO2 Release Checklist (16M) - in the vicinity of the CO2 release station(s)



ADVANCE \D -1536.20Contractors to Report to C/E (MARAD ROS or as applicable) @ gangway
19



ADVANCE \D -1448.20Designated Person Access



ADVANCE \D -1406.20Designated Welding Areas



ADVANCE \D -1364.20Emergency Steering Procedures



ADVANCE \D -1317.20Ethics Policy
OMV - 3.8.1



ADVANCE \U -1347.30Foscle Card



ADVANCE \U -1376.25General Arrangement Plan



ADVANCE \U -1418.25IUM Hot Work Matrix



ADVANCE \U -1455.30Instructions for Switch of Helm to Manual Control



ADVANCE \U -1522.30IUM Equal Opportunity Employer Policy 
OMV - 3.6.2



ADVANCE \U -1590.30IUM Harassment Policy
OMV - 3.6.2.2



ADVANCE \U 1633.55IUM Substance Abuse Policy Excerpt
D&A - 1.3



ADVANCE \U 1571.50Lifeboat Launching Instructions



ADVANCE \U 1522.55Maneuvering Characteristics



ADVANCE \U 1477.55Maneuvering Performance Capability  [Tankers]  (33 CFR 157.445)


ADVANCE \U 1396.55Master's Policy for Communication Distribution
OMV - 11.1.1



ADVANCE \U 1319.50Mortgage or Lien Information



ADVANCE \U 1273.55Notice of MSDS Sheet Available



ADVANCE \U 1225.55Notice of SOLAS Safety Manual Available


REQUIRED POSTED INSTRUCTIONS, POLICIES, ETC.  (CONT)


Notice of Baggage/Luggage Search Policy (@ gangway and points of access)



ADVANCE \U 1037.50Nuclear Attack Information



ADVANCE \U 993.50Officers Licenses (within 24 hours of arrival O/B)



ADVANCE \U 925.55Oil Transfer Procedures (Cargo)



ADVANCE \U 876.50Oil Transfer Procedures (Fuel)



ADVANCE \U 828.50Safety Equipment Certificate (Original)



Ship (Physical) Security Officer Designation



ADVANCE \U 724.55Ship/Aircraft Radio Station License



ADVANCE \U 671.50Stability Letter (Original)



ADVANCE \U 626.50Station Bill



ADVANCE \U 596.50Station Cards



ADVANCE \U 565.55Vessel Fire Plan (With USCG Approval Stamp)



ADVANCE \U 504.50Waste Management Plan and Refuse Disposal Instruction Placards



ADVANCE \U 424.55Watch Schedules (by department)



ADVANCE \U 375.50"Water Pollution Control Act" Placard (as per 33 CFR 155.450)


ADVANCE \U 296.50Williamson Turn Diagram

3.1.5
OPSMEMO's

ADVANCE \U 240.50
IUM -OPSMEMO's


ADVANCE \U 208.55This binder shall act as a supplement to the Operations Manual-Vessel (OMV) and the Emergency Preparedness Manual-Vessel (EPMV).  The purpose of OPSMEMO's is to act as an interim policy statement that enters into force immediately upon receipt and is eventually either incorporated into the policy manuals or is canceled.  This vehicle will also be used to distribute important notices that do not warrant policy changes.


The OPSMEMO's are issued in four categories:


ADVANCE \D 276.45Administrative
Topics covered will be; "List of Effective Pages" for individual customers, changes in payroll and personnel policies that need to be enacted quickly.


ADVANCE \D 458.45Deck


Topics covered will be changes in policy and safety notices that pertain to IUM vessels or the industry in general.  Notices affecting the Radio Department will be covered in this section.


ADVANCE \D 670.40Engine

Topics covered will be changes in policies affecting the engine department as well as safety bulletins affecting repair and/or maintenance procedures.  Additionally; manufacturers updates, product recalls & safety advisories will be covered in this section.


ADVANCE \D 952.40Steward

Topics covered will be changes in policies affecting the Steward Dept. I.E.; safety and sanitary alerts, procurement procedure changes and foreign stores alerts/warnings.


Upon receipt of an OPSMEMO, the custodian (Master and/or C/E) will enter the policy into the binder and complete an entry on the Summary of Additions page for the applicable section.  The accompanying receipt must be signed by the custodian and returned to IUM.  The OPSMEMO received will contain a sequence number.  If the OPSMEMO received is out of sequence , it is an indication that the vessel is missing one or more OPSMEMO's for that section.  The custodian shall notify the Home Office as soon as possible requesting a copy of the missing item.


Implementation of the policy shall begin upon receipt, but the methodology is left to the Master and C/E unless otherwise specified.  The OPSMEMO binder is considered a key element in the Master & C/E Turnover and must be discussed with the relieving Master & C/E. and is subject to audit as part of the IUM Quality System.


The IUM Quality Systems Team has determined that all holders of the OPSMEMO binder will receive all OPSMEMO's issued.  As part of the format, the affected customers will be indicated on the OPSMEMO.


TOTE-OPSMEMO's


ADVANCE \U -1591.10With the advent of the IUM-TOTE Addendum (ITA), a new binder has been instituted to give the TOTE office the flexibility to quickly issue memorandums.  These TOTE-OPSMEMO's will only be distributed to the TOTE ships and will be incorporated into the next revision of the ITA.

3.2
TRAINING/SAFETY

ADVANCE \U 1372.653.2.1
TRAINING REQUIREMENTS FOR SHIPBOARD PERSONNEL

ADVANCE \U 1305.70
The Training Addendum to the OMV (TA) has been prepared to concentrate the training information.  The three levels of training (certificated [T&A-8], tracked [T&A-6] and informal [OMV-9.3 & T&A-5]) are defined and explored in the T&A manual.  In addition there are several charts and matrices designed to give guidance to shipboard personnel regarding training requirements in T&A section 8.  OMV Section 12.2 details the documentation required by IUM to track the individual's training.

With the implementation of the STCW training requirements and several DOT mandates, the record keeping burden for the individual, the ships and the company has grown tremendously.  IUM needs the full cooperation of the Master (or person in charge of the vessel) to strongly encourage the seamen to travel with their documents [this is mandatory for off-shore voyages and will soon be mandatory for coastwise voyages].  When an officer signs on, he/she must complete the IUM Training Record [ium-v-adm-013 or 023] and attach copies of their certificates to be forwarded to the IUM office.

It is incumbent upon IUM to provide trained and certified personnel to the vessel.  The current relationship with the unions often precludes IUM from meeting and verifying new crew members before they join the ship.  IUM has developed the "Training Requirements by Rating" matrix that can be found in the "IUM Training Addendum" (sec.- 8), that defines the STCW, USCG and charterer's requirements by vessel type.


IUM has revised the sign on procedure to reduce the burden on shipboard personnel and office personnel.  The master or person in charge of the vessel will verify the training requirements for those signing on as shown on the matrix, by signing the IUM "Assignment Letter."  The IUM Payroll Program has been modified to reflect this change.  All ships will receive their program update as soon as possible.  If your vessel has not received the update, please include a short statement on the "Assignment Letter" stating that:

 



I have reviewed the training for this individual and found it acceptable.


If there is a problem with an individual's training or documentation, contact the IUM Personnel or Operations Dept.


IUM will continue to collect a full set of documentation on the master or person in charge of the vessel as outlined on the "Master's Training Record" [ium-v-adm-014].


To meet "Homeland Security" concerns, IUM will also require all officers to complete the revised form ium-v-adm-023 and submit any certificates that they may have.  This form covers those topics that would be of direct interest to MSC & MARAD in the event of an large scale activation.  Having this information on hand would help IUM to meet national security needs.

3.2.1.1 OFFICER TURNOVER NOTES

ADVANCE \D 1498.30
On vessels operated by IUM, all licensed officers shall leave a written turnover report for their relief when departing the vessel for vacation or other reasons.  The report shall include a summary of routine duties, problems, repairs recently undertaken, repairs in progress, new equipment or procedures, operational concerns, outstanding requisition information and other information that would be beneficial to your relief.


In addition, copies of any new company policies, instructions and shipboard memos, that you have received during your tour, should be passed on to your relief.  A signed copy of the turnover notes shall be given to the Master or Chief Engineer for review and retention, prior to payoff.  The Master and Chief Engineer shall have the relieving officer sign this copy to indicate he/she has received a copy and understood the items contained therein.  If there are any discrepancies or questions, the appropriate time to settle the matter(s) is before the ship leaves port.  Any personal notes or comments should be omitted from the formal turnover report.  Be aware that vessel owners 

3.2.1.2  NEW CREW INDOCTRINATION

ADVANCE \U 1269.80
Newly joining crew members, family members, contractors and owners representatives authorized to sail with the vessel (also see OMV Section 3.6.4) must be indoctrinated into the vessel's organization and more specially to their duties and responsibilities.  Upon sign on, every crew member must complete an indoctrination/orientation session with his/her watch officer, supervisor or relief as noted below.  The guidelines for this indoctrination are found in the IUM Indoctrinations Guidelines and Logbook.  Crew members are not to operate machinery until their supervisor has checked them out on the practices and safety procedures applicable to that piece of machinery.


This indoctrination is not intended to cover every aspect of the crew members duties, but rather is to give enough information to new crew members so that they can begin to perform their duties.  Upon completion of the indoctrination, the new crew member shall sign the departmental log book set up for this purpose.  The person guiding the new crew  member shall also sign the log book.


Officers, Pumpmen, Electricians and Bosun's shall walk the vessel with their relief in addition to passing written notes on duties and current events.  The walk around shall also include the list of topics found in the IUM Orientation Guidelines & Logbook set up for each department.  Each department head will be responsible for ensuring this within each department.


The On-board Safety Committee shall add vessel specific items to the list of topics form (IUM-V-DCK-023, IUM-V-ENG-006 & IUM-V-STW-004) to suit their particular operation.  An entry of this orientation must be recorded in the IUM Orientation Guidelines & Logbook.  If the vessel has the ability to record an orientation video, this type of procedure is acceptable provided a record is maintained to verify compliance.

3.2.1.2.1  INDOCTRINATION PROCEDURES FOR AN ACTIVATION

ADVANCE \D 655.10
Indoctrination during an activation or emergency breakout is even more crucial than on an operating ship.  Large numbers of unfamiliar crew members will be joining the ship in a short time.  The potential for accidents and injuries is highest at this time.


To address this situation, IUM intends for the senior officers to access the situation and conduct indoctrination/orientation for all joining crew.  This duty can be delegated to a junior officer once he/she has proven (to the C/E, 1/E, Master and/or C/M) that they have the familiarity and knowledge to conduct this preliminary orientation.  In this situation, it is understood that many of the elements on checklist(s) (IUM-V-DCK-023, IUM-V-ENG-006 & IUM-V-STW-004) may not be in service or cannot otherwise be accomplished.   The primary intention of this process is for the joining crew member to be given the rudiments of their duties, to get an understanding of their part in the activation and a basic understanding of key IUM policies.  In particular, PPE policies, Lock-out Tag-out policies, Hot Work procedures, Master's and/or C/E's instructions for the activation and the location of fire fighting gear available at the time of the indoctrination.  This process should not be elaborate or cumbersome, but is instead, intended to give the joining crew member a sense of purpose and a basic understanding of the activation plan as it pertains to them.


Each indoctrinated crew member must then sign the indoctrination log page for their department before being assigned to work.  By signing this page, they acknowledge that they agree to seek instruction and/or assistance before operating an unfamiliar piece of machinery or attempting a difficult or unfamiliar task.

3.2.1.2.2  INDOCT. PROCEDURES FOR CONTRACTORS/PASSENGERS/SUPERCARO's


ADVANCE \U 1451.0Embarked guests/riders and contractors must receive sufficient indoctrination, training and instruction to enable them to safely carry out their functions and be able to respond to an emergency situation.  (Persons other than crew are not usually given duties in emergency situations and drills other than to muster in a set location.)  Also see OMV section 3.4.1.


The vessel shall utilize the "Indoctrination Guidelines - Non Crewmember" form [IUM-V-SAF-023].  The on board safety committee shall determine those items to be added to the form.  Upon completion of the indoctrination, an entry shall be made on form IUM-V-ADM-038.  The non-crew member shall sign the log sheet acknowledging that the indoctrination has been completed.  (In the case of contractors engaged dockside, it is sufficient for the supervisor to sign the log.)  Also see OMV 3.4.1.


These log sheets shall be kept on board and will be reviewed at the annual audit.  These records should be maintained at least two years.

3.2.1.3 SHIPBOARD TRAINING REQUIREMENTS

ADVANCE \U 396.0
The topics for shipboard training are many and varied.  The subject areas are constantly under revision as new regulations are promulgated by state, federal and international regulatory bodies.  Please refer to the OMV "Training Addendum" for specific quarterly drills and training requirements.  Included in T&A Section 6 there is a listing of "Tracked Training."  The topics listed in this section require that a attendance log be kept when completed and forwarded to the Safety Director (Quarterly) for inclusion in the IUM Personnel and Payroll data base.  It is important that the vessel record the names of the persons in attendance at Safety/ISM meetings and at tracked training sessions.  Use of the IUM sign-up form [IUM-V-ADM-024] is encouraged.  Some ships have begun to attach a copy of the crew list.  This is satisfactory if the seaman signs next to his/her name to indicate attendance.

3.2.2
CONTROL OF NARCOTICS AND WEAPONS

ADVANCE \D 561.0
Narcotics for medical treatment aboard the vessel shall be under the sole and complete control of the Master.  Change of custody, destruction of controlled substances, and inventory shall be maintained on form # IUM-V-ADM-001 (see the "Forms Addendum").  Issuance of narcotics is to be recorded in the Medical Logbook (see example in the "Forms Addendum").  Destruction of a controlled substance is to be reported to the Medical Advisory Systems, Inc. office and the IUM Home Office utilizing form IUM-V-ADM-001.


Narcotics and weapons are not to be brought on board by vessel personnel.  This policy is to be rigidly enforced.  The Master has the right to search quarters and personal effects for any of the foregoing items or any others which, in the opinion of the Master, may endanger personnel, vessel or cargo.  Such items will be confiscated.


When narcotics or weapons are confiscated by the Master, a notation must be made in the Official Log Book to indicate whether they were disposed of or retained and, if disposed of, the manner of disposal.  A receipt is to be given for the retained items.


In the event a chemical test is deemed necessary by the Master or person in charge, the procedures found in OMV Section 4 must be followed.  The attendant forms can be found in the "Forms Addendum".


In the case of narcotics, a full report is to be made to the Operations Manager, IUM Home Office and to government authorities as required by law.


Possession and/or use of Narcotics and Weapons will result in disciplinary action, including dismissal.

3.2.3
INJURY/SERIOUS ILLNESS AND INCIDENT REPORTING PROCEDURE

ADVANCE \U -1548.65
IUM provides the vessel with copies of the IUM “Incident Reporting Procedure” [ium-v-saf-017] and “Personal Injury/Serious Illness Reporting Procedure” [ium-v-saf-009]  reporting packages.  These packages are arranged to provide the Master with all the forms necessary to investigate and document an accident, injury or serious marine incident.  (Accident investigation is discussed further in EMPV section 10.)


It is the Master’s responsibility to review all completed forms before they are mailed to the IUM Home Office.  Attention should be drawn to the drug and alcohol testing requirements following an accident, injury, or serious marine incident.  Chemical testing is not optional or at the discretion of the Master.  It is required!  The USCG holds the Master responsible for this function.  The USCG follows up on injury reports and the first question asked is "Where are the results of the chemical test?"  If a chemical test is not practical, make a statement of such on the form and make an entry in the deck and Official Log (if carried) by stating the circumstances of the case.


All reports and pertinent information are to be forwarded to IUM (Attn: V.P. Human Relations) who will in turn copy other IUM departments and make the required submissions to the Charterer, Owner or MARAD Region (as appropriate).


Reporting of accidents and incidents must be done on a timely basis in order to aid the vessel and to process claims.  In no case shall the elapsed time exceed 12 hours.  Preparation of incident package is required whenever a 2692 is required/completed.  Additionally, it is imperative that IUM be aware of an accident (via Telex and/or Fax) as soon as possible.  The form [ium-v-saf-010] for this is enclosed in the package.


The Master (or person in charge of the vessel) must prepare and submit a USCG 2692 & 2692B as defined in OMV section 12.1.5.4.


Also refer to EPMV section 10 "Accident Investigation"

3.2.3.1  WHEN TO COMPLETE AN IUM INJURY/SERIOUS ILLNESS OR INCIDENT REPORTING PACKAGE

Submit a Injury/Serious Illness Package to IUM when:

ADVANCE \D 368.80
·
An injury occurs to a crew member, contractor, longshoreman
, visitor or dependent on-board or directly adjacent to the vessel when:



-
The injury requires more than first aid on board the ship,



-
An altercation results in a injury on-board.

ADVANCE \D 1287.80
·
Illness of a crew member, visitor or dependent requires a doctor's (MAS) advice.

ADVANCE \D 1386.80
·
The vessel experiences a death or disappearance of anyone on board.


Submit an Incident Report to the Home Office when:



-
Damage to the vessel or machinery could exceed $25,000,



-
The vessel experiences an unintended loss of propulsion or steering.



-
The vessel experiences a fire that requires the expenditure of a fire extinguisher.



-
The vessel experiences any grounding, collision or allision.



-
See section 21 of the USCG 2692 for further guidance.

ADVANCE \D -1408.0
·
The Master's (or person in charge of the vessel) judgement deems necessary.

3.2.3.2  PERSONAL INJURY AFFIRMATION

ADVANCE \U -1345.50
IUM needs to affirm that persons signing off the vessel did or did not incur an injury or serious illness.


This will be done by the Medical Officer or the Dept. Head
 recording injuries on form IUM-V-PER-007 (INJURY AND ILLNESS CERTIFICATION) as they occur.  This form shall be given to the Master for the seaman's signature prior to signoff.  There is a place for the Master's signature if the seaman has reported an injury.  If more space is needed use the back of the form.  If the seaman has not sustained an injury or suffered from an illness while on board the bottom of the form shall be signed by the seaman attesting to his/her completion of a tour with no work related injuries or illnesses.


Entries on form IUM-V-PER-007 shall be made whether or not the injury constitutes a lost time injury, or whether the injury constitutes a reportable incident under applicable Coast Guard regulations
.  All such injuries will be entered into the Medical Log and the deck log (if of sufficient gravity) by the officer on watch or the Medical Officer as appropriate.


The completed form shall be forwarded to IUM (ATTN: Personnel Dept.) for each seaman at the completion of his/her tour when that seaman finally leaves the vessel due to vacation, medical, discharge, etc.  It is to be stapled to the Seaman's Evaluation (IUM-V-PER-002) or Performance Report (IUM-V-PER-003). retained on board for at least three years and be provided to IUM when requested.


The purpose of this policy is to allow IUM to be aware of any and all work-related injuries and illnesses so that appropriate action can be taken to correct any safety problem, and to also monitor the need for medical care.

3.2.4
PERSONAL PROTECTIVE EQUIPMENT POLICY

ADVANCE \D 539.60
The specifics of the IUM PPE Policy are fully described in OMV Section 9 and EPMV Section 6.


Crew members shall utilize protective clothing at all times.  Department Heads must be attentive that crew members and contractors turn-to with proper gear.  Extreme heat and cold can disable a crew member as quickly as an accident.  Sunburn and hypothermia are equally detrimental to ship's performance.  Personal Protective Equipment (PPE) classification and use is covered in more depth at the end of this Chapter.


Depending on the circumstances of the operation at hand; key officers, department heads and supervisors may decide at any time that additional PPE is required to safely accomplish a task.  This concern shall be immediately made known to the Master who will evaluate the situation and make a determination to procure additional PPE and/or to employ additional precautions in the execution of the task.


IUM operated vessels are provided with various amounts and types of Personnel Protective Gear (PPE) to assist the crews in routine work and activities.  Each vessel's on board Safety Committee must examine those items mandated by IUM (See EPMV Section 6) and recommend additional items that are germane to the specific service and cargo of the vessel.  As requirements are added or change IUM will advise the vessels to submit requisitions for necessary items.


Upon sign-on (or shortly thereafter) each crew member is to be introduced to the IUM PPE policies as part of the on board indoctrination.  Each crew member will sign the logsheet (Form IUM-V-ADM-019) acknowledging policies and practices.  This philosophy is further enforced on form IUM-V-ADM-011 (Notice and acknowledgement of IUM Policies) which all crew members sign as part of the sign on process.


Crew members shall utilize PPE when directed.  Crew members shall not undertake work where common sense and/or IUM policy dictate that PPE be used, until the appropriate PPE is located and utilized.


Persons refusing to utilize PPE as directed by the Master, Department Head or Supervisor shall be warned and if further refusal persists, those person shall be dismissed for cause and the Home Office notified in writing.
3.2.5
FACIAL HAIR POLICY

ADVANCE \U 1143.45
For the safety and well being of all crew members, IUM prefers that all hands be clean shaven as described below.  Facial hair considered to be safe when wearing a SCBA or a cartridge type respirator is defined as follows:


Crew members should be clean shaven from the lower ear to the corners of the mouth down to the chin including the neck.  In the event that a crew member has facial hair, the Master or person in charge of the vessel shall satisfy him/her self that the crew member can obtain an adequate seal with the equipment on board.  This shall be accomplished by the crew member demonstrating effective use of the equipment to the Master or person in charge of the vessel.


The following persons are required to abide by this policy:


ADVANCE \U 378.45·
Officers and crew required to wear cartridge type respirators in the performance of their routine duties must also be clean shaven as noted above.


ADVANCE \U 213.45·
Officers and crew assigned to Emergency Party duties.


ADVANCE \U 141.45·
Officers and crew assigned to act in charge or assist with the loading or discharge of petroleum cargo and/or fuel.


All crew members on a vessel required to utilize CBRD equipment shall, upon deployment by MSC, be clean shaven without exception or face immediate dismissal.

3.2.6
SMOKING POLICY

ADVANCE \D 173.50
In the interest of good health and to limit the exposure to second hand smoke, IUM will limit the areas aboard its ships where smoking will be permitted.  Any union contractual agreement, government or terminal regulations further restricting smoking shall supersede this policy.


Smoking will be permitted in the individual crew member’s stateroom and other public spaces unless otherwise posted.

ADVANCE \D 588.45
Additionally:


ADVANCE \D 619.50·
Master may allow smoking in the Wheelhouse,


ADVANCE \D 681.45·
Chief Engineer may allow smoking in the Engine Control Room,


ADVANCE \D 760.50·
Chief Mate may allow smoking in the Cargo Control Room, at sea,


ADVANCE \D 842.50·
The Radio Officer may smoke in the Radio Room.


The Master, Chief Engineer and Chief Mate must consider the effects of the second hand smoke before allowing smoking in their areas and IUM encourages the banning of smoking in these areas.

3.2.7
UNIFORM POLICY

ADVANCE \D 1121.50
When specified by the owner/charterer, officers and crew may be required to wear khaki's, boiler suits and/or hats with the company logo.  When so required, the owner/ operator will supply the Master with a directive that will act as guidance for the wearing of khaki's, specific boiler suits and/or hats.


During cargo operations, when visitors/owners/charterer representatives are expected on-board, officers on duty should be identifiable by their dress.


At meals in the saloon, officers shall wear the khaki outfit, a clean boiler suit (breakfast & lunch) or a sport shirt with a collar.  For the evening meal, the khaki outfit or a sport shirt with a collar is acceptable.


At meals in the crew mess, a shirt which at least covers the shoulders must be worn at all times.


This policy shall not be construed to replace the need for PPE.  Safe footwear shall be utilized at all times.

3.3
OPERATIONS

ADVANCE \U -1393.203.3.1
VESSEL CASUALTY REPORTING PROCEDURES

ADVANCE \U -1451.15
In accordance with 46 CFR 4.05.1-10, the Owner, Agent, Master or person in charge of a vessel involved in a marine casualty shall give notice as soon as possible to the nearest USCG Marine Safety or Marine Inspection Office.  (Also see OMV 11.6.2)


In addition, the vessel shall complete, as soon as practical, a USCG 2692 and USCG 2692B (described in OMV Section 12.1.5.4), and fax the completed forms to the Home Office for review prior to filing them with the USCG (Attn: Assistant V.P.- Human Relations, and the Operations Manager).  These forms are required to be filed by the Master within 72 hours to the USCG Officer in Charge, Marine Inspection, at the port where the casualty occurred or the nearest port of first arrival.


The Master will also utilize form IUM-V-SAF-010 to telex or fax crucial information to the IUM Emergency Response Coordinator (OPS Mgr.) as soon as possible, in accordance with OMV Section 3.2.3.  This form can be found in the Accident (form IUM-V-SAF-009) and Incident (form IUM-V-SAF-017) Reporting Packages.

3.3.1.1  POLLUTION REPORTING AND EMERGENCY RESPONSE PLAN

ADVANCE \U 704.60
In the event of any incident of known or suspected pollution by the vessel, the procedures contained in the appropriate "Vessel Response Plans" maintained on the vessel as required by 33 CFR 151 and the various state agencies are to be implemented.

3.3.1.2  NOTES OF PROTEST

ADVANCE \U 412.65
The Master shall handle all Notice of Protests to and from the vessel.


Masters must be alert to document significant events involving a third party.  (There are several prepared forms for this purpose located in the FORMS ADDENDUM.) If the offending party refuses to sign for receipt, note such on the notice and send the copies to the appropriate parties.  The Master must ensure that all named parties on the notice are copied directly.


When the vessel is issued a "Note of Protest," the Master shall sign the notice as "receipt only."  The Master shall send a copy of any Note of Protest to the Home Office, local agent and any named party as soon as possible after it has been signed for receipt.


Notices of Protest can be issued for the following reasons:


· Bunker quantity discrepancies, 
(form IUM-V-ENG-004) (OMV Ref.   6.2.6)

ADVANCE \D 445.30
· Cargo quantity discrepancies, 
(form IUM-V-DCK-010) (OMV Ref.  14.3.1)

ADVANCE \D 534.35
· Delays caused by third parties,
(form IUM-V-DCK-026) (OMV Ref. 12.3.10)

ADVANCE \D 624.35
· Damage to vessel,
"     "    "     "     "    "    "

ADVANCE \D 695.30
· Damage of, or initial condition of a berth or pier,
"     "    "     "     "    "    "

ADVANCE \D 800.30
· Damage to cargo.
 "     "    "     "     "    "    "


When ever the Owner or Charterer has a pre-printed form to address a specific area of protest, it shall be utilized.  When practicable, the Home Office will be contacted for advice prior to issuing any protest.

3.3.2
VOYAGE ORDERS AND INSTRUCTIONS

ADVANCE \D 1122.35
The Home Office, Charterer or Owner will send the Master sailing instructions for each voyage.  Written instructions will be sent to the Master by telex, fax, modem, mail, or courier.  The Master and Chief Engineer shall review the instructions to determine the vessel's operational and bunkers requirements and advise the Home Office.  The Master shall clearly understand the sailing instructions and acknowledge receipt of them.  If the sailing instructions are unclear, for any reason, the Master shall ask for a clarification or request them to be re-transmitted.


The Master must note the heading on the sailing orders message.  If the Home Office has not been copied, then the Master must advise the Home Office of the instructions.

3.3.3
CUSTOMER OPERATIONAL/INSTRUCTION MANUALS [GENERAL]

ADVANCE \D -1340.50
As a vessel operator, IUM provides a variety of services to different customers.  Accordingly, there is the possibility that policies and practices required by a specific customer could overlap or conflict with the policies and instructions contained in the IUM Quality System Manuals.


Companies or organizations with operational control of a particular vessel will publish specific instructional manuals that will take precedence (on a case by case basis) over the IUM Quality System Manuals.  It is the responsibility of the Master and C/E to ensure that these volumes are current and the policies contained therein are observed.  As new customers are added this section will be amended to define the parameters of policy application.


The Master and C/E should be guided by the "List of Effective Pages" found in the Administration Section of the OPSMEMO Binder.  If doubt exists the Master and/or C/E is to contact the IUM ISM Designated Person for clarification.

3.3.3.1  MARAD OPERATIONAL CONTROL

ADVANCE \U 972.80
IUM Ready Reserve Force vessels must have a fully corrected copy of the "MARAD Operational Management Guidelines," Vol. #1 & #2, while in operational (Phase "O") Status.  This manual gives the Master and Chief Engineer guidance on all phases of interaction between MARAD/MSC and MARAD-Ship Manager.  The IUM field Port Engineer shall ensure that a copy of this manual is placed on board with the IUM Activation Package.


MARAD ships are outfitted with a cabinet containing binders, video's and CD's detailing MARAD policies and procedures.  Nothing contained in the IUM ISM program is to be construed to supersede these MARAD instructions.


The "MARAD Safety Manual" and the "MARAD Occupational Safety and Health Program" are hereby incorporated into the IUM ISM program by reference.

3.3.3.2  MSC OPERATIONAL CONTROL

ADVANCE \U 135.80
Upon activation, the IUM Port Captain (PC) will ensure that the vessel receives a fully updated copy of the MSC “Standard Operating Manual” (SOM - COMSC INSTRUCTION 3121.9).  Additionally, the PC will identify additional necessary COMSCINST’s and COMSCNOTE’s.  These publications are obtained from the MSC Area Commander.  These instructions apply to all IUM operated vessels under MSC Operational Command (OPCON).  These instructions shall be reviewed periodically by the Master and Chief Engineer (see OMV 12.3.8).


Specific references include:

ADVANCE \D 427.20
Ship Movement Communications 
Chapter 2


Casualty/Accident Reporting
Chapter 2, Section 11


Physical Security
Chapter 3


Personnel and Administration
Chapter 5


CBRD
COMSCINST 3400.2A


Custody Control of Equipage
COMSCINST 4400.4B


Disposal at Sea
COMSCINST 4770.3A


The SOM contains specific examples of messages, reports and formats to be used for communicating with Military Sealift Command.


If for any reason this manual is not on board during operations, the Master is to contact the IUM Operations Manager as soon as possible.  The Operations Manager will obtain the requisite materials as soon as possible and forward to the vessel.


Military Sealift Command will issue Sailing Orders (SAILORD) to the vessel prior to departure.  This message must be carefully reviewed by the Master, the Navigating Officer, and the Radio Officer (where carried) to ensure compliance with MSC Area Command intentions and requirements.  This message will define the route, the point of Change of Operational Control (CHOP), speed and reporting requirements.  The SAILORD must be acknowledged by the Master by telex to the originator as soon as possible.


In the event the Master is given verbal direction to set sail by a known MSC entity, he/she shall make a log entry describing such.  He/she shall then transmit a confirmation telex defining under whose orders he is proceeding.  IUM must be copied on this communication if the operation is unclassified.


The Master shall ensure that IUM has been copied on the SAILORD.  Do not retransmit the SAILORD if it is marked CONFIDENTIAL.  If CONFIDENTIAL, IUM will receive the necessary information from the Area Commander.  Also refer to OMV Section 11.9.

3.3.3.3  TOTE OPERATIONAL CONTROL

ADVANCE \U -1522.85
The IUM-TOTE Addendum, binder contains policies and procedures specific to the TOTEM OCEAN TRAILER EXPRESS operation.  The policies and procedures contained therein shall supersede the OMV on the topics covered.  In all other areas, the policies and procedures continued in the IUM Quality System binders shall apply.

3.3.3.4  SEA STAR VESSELS

ADVANCE \U 1392.95
To facilitate the safe handling of bulk rum cargos, Sea Star Line LLC has commissioned Bulk Solutions Inc. to prepare a set of operational guidelines.  This document is titled "Rum Transfer Operations Manual" (RTOM).  The procedures contained in the RTOM shall supersede any conflicting IUM policy or procedure in the OMV or the EPMV.

3.3.4
SIGNATURE CONTROL FOR CONTROLLED EQUIPAGE-MARAD/MSC VESSELS

ADVANCE \U 975.0
Controlled Equipage and custody of Government Owned Equipment (GOE) will be documented upon change of Master.  Prior to his relief, the Master will update the following list for turnover/sign over to the relieving Master.

ADVANCE \U 736.95
·
Controlled Equipage as per MARAD Material Survey Report;

ADVANCE \U 661.95
·
High value items in the deck, radio and steward departments;

ADVANCE \U 582.95
·
Controlled Narcotics;


·
Security Gear;

ADVANCE \U 523.95
·
Government Owned Equipment;

·
CBRD Equipment;

ADVANCE \U 459.0
·
Small Arms and Ammunition Allowance;
·
Slop Chest;


The relieving Master shall review these lists and sign for custody.


Prior to his relief the Chief Engineer (CE) shall review the inventory of Engine Department high value items, the relieving CE will sign for custody of these items.


In the event the vessel is being laid up, the IUM field Port Engineer will sign for custody of the items listed above.  Similarly, the IUM field Port Engineer will transfer custody to the Master upon activation.


All items removed from the vessel, whether it be spare parts for repair, inter-ship transfer or items being sent to the MARAD warehouse must be accompanied by a Property Transfer Form (MARAD form # MA-10).  The C/E and department heads shall coordinate with the C/M (who will maintain the property transfer log) to ensure that the forms are completely filled out and signed by the person accepting the part or equipment.  The C/M shall ensure that a copy of this form is forwarded to the field Port Engineer for tracking at times of lay-up and logistic accountability. (Also See OMV 19.20)


In the event that a computer generated print-out is not available, form IUM-V-ADM-017 is supplied in the "Forms Addendum" to aid in the inventory process.

3.3.5
OFFICIAL LOG BOOK

ADVANCE \D 835.0
It is IUM's policy that an Official Logbook (USCG -706B) is kept for all foreign voyages (not needed in ROS, coastwise ot intra-coastal voyages).  The Official Logbook provides a wealth of information not necessarily found in the Deck Log.  The log book shall be completed in accordance with 46 CFR 35.07 and 46 CFR 97.35 requirements.  (The blank form is published by the USCG and contains the “LAWS RELATING TO LOGBOOKS” on page 18.)  The Official Logbook (form CG 706B) is furnished gratuitously to Masters of United States' flag vessels by the USCG.  There is printed in the first several pages of this Official Logbook various acts of Congress relating to logbooks and the entries required to be made therein.  When a voyage is completed, or after a specific period of time is completed (to be read as quarterly or at change of Master), the Official Logbooks with required entries therein shall be filed with the Officer in Charge of Marine Inspection, at or nearest the port where the vessel may be.


IUM requires the Master to make a duplicate copy of the Official Logbook and forward it to IUM.  Official log copies older than five years should be handled as per OMV Section 3.1.1.

3.3.6
USE OF HAND HELD RADIOS

ADVANCE \U -1417.65
Proper handling and use of hand held radios is important to good internal communications.  The cost of maintaining a hand held radio inventory is significant.  In an effort to reduce the frequency of accidental damage and ensure proper use, the following guidelines shall be observed:

ADVANCE \U 1558.10
·
Radio must be in holster, secured with belt clip, or carried using a shoulder strap.  Carrying radios without the leather holster, such as in your pocket, is prohibited. 


ADVANCE \U 1368.10·
Protect the radio from rain, snow or water. Use a plastic bag, if necessary.


ADVANCE \U 1273.10·
Utilize extension mikes, so radio can remain securely in holster at all times.


ADVANCE \U 1176.10·
Set volume, squelch and channel to appropriate level.


ADVANCE \U 1104.10·
Test the radio before starting operations.


ADVANCE \U 1043.15·
Avoid excess chatter and use proper radio protocol at all times.  Use of profanity is prohibited.


ADVANCE \U 927.10·
Batteries are not to be left in charger for extended periods of time.

3.3.7
SHORE LEAVE FOR KEY PERSONNEL

ADVANCE \U 803.15
IUM considers it to be both prudent and necessary for certain combinations of key officers to remain on board the vessel to which they are assigned while the vessel is in service.


Key officers include:



Master \ Chief Officer



Chief Engineer \ First Assistant Engineer


It shall be an IUM requirement that one of the key officers from each department listed above shall be on board at all times.  This instruction includes but is not limited to:

ADVANCE \U 336.10
At the dock
– during cargo/ballast operations.




– during shore side repair team attendance.




– while the plant is on line.

ADVANCE \U 193.10
At anchor
– awaiting cargo.




– awaiting tides or weather.




– during cargo/ballast/bunkering operations.




– during shore side repair team attendance.

ADVANCE \U 22.10
In shipyard
– while the plant is on line


In no case will the Master and Chief Mate be absent from the vessel at the same time.


In no case will the Chief Engineer and the First Assistant Engineer be absent from the vessel at the same time.


Any extenuating circumstances that may be considered by the Master to deviate from the above policy shall be discussed with the ISM Designated Person or the owner's/ operator's representative on the scene, who will make a final determination.


Shipboard officers going ashore shall remain within the confines of the port unless otherwise authorized by the Master.  (Confines of the port are to be dictated by the Master's discretion.)

3.3.8
STOWAWAYS - EXPAND as a function of Sea Carrier Initiative

ADVANCE \D 740.85
At all ports prior to removal of the gangway, a thorough search of the vessel is to be made for any possible stowaways and an entry of this inspection must be made in the Deck Log Book.  See OMV section 10.1 on Homeland Security issues and the D&A Manual section 11,  on the US CUSTOMS Sea Carrier Initative.

3.3.9
 WORK HOUR LIMITATIONS

ADVANCE \D 1094.85
All vessel operations shall be conducted safely and within the requirements listed below.  Watch schedules shall be posted by the department head in a conspicuous location.  These work hour limitations apply to all ship’s personnel, including the Master and Chief Engineer.  Department heads shall be responsible, to the Master, for compliance in their departments.  During anticipated periods of heavy work load, scheduling of personnel within departments may become necessary.  Anyone who finds themselves in possible violation of the work hour limits shall notify the Master.  Exceptions to the work hour limitations for the safety of the vessel shall only be allowed at the Master’s discretion.


TANK VESSELS

ADVANCE \D -1452.0
OPA-90 regulations are as follows:


On a tanker, a licensed individual or seaman may not be permitted to work more than 15 hours in any 24 hour period, or more than 36 hours in any 72 hour period, except in an emergency or a drill.  Work includes any administrative duties associated with the vessel whether performed on board the vessel or ashore.


NON-TANK VESSELS

ADVANCE \U -1553.50
STCW (Chapter VIII) defines the hours of rest required.  Specifically:


ADVANCE \U 1635.30A)
All persons who are assigned duty as officer of a watch or as a rating forming part of a watch shall be provided a minimum of 10 hours rest in any 24 hour period.

ADVANCE \U 1453.30B)
The hours of rest may be divided into no more than two periods, one of which shall be at least 6 hours in length.


ADVANCE \U 1320.30C)
The requirements listed above need not be maintained in the case of an emergency or drill or in other overriding operational conditions.


State of Washington (WAC 31-40-085) states:


-
Receiving and delivering vessel personnel involved in bunkering may not work more than 15 hours in any 24 hour period nor more than 36 hours in any 72-hour period except in an emergency or spill response operation.  For purposes of this section, "emergency" means an unforeseen situation that poses an imminent threat to human safety, or the environment, or substantial property loss."

3.3.10  WASTE DISPOSAL & THE GARBAGE MGT. MANUAL
ADVANCE \U 680.25
Regulations pertaining to refuse and garbage discharge are contained in 33 CFR 151.55, Reg. 9 of Annex V, MARPOL 73/79 and excerpted in EPMV Section 12.1.  In order to comply with these regulations IUM has adopted a binder with instructions and forms to assist the vessels with compliance.  This "Garbage Management Manual" complies with the MARPOL regulations (effective 7/1/98) for disposal of waste from vessels.


All refuse discharges of any type must be recorded, certified correct by the Master or person in charge of the vessel, a log of records maintained on the vessel for two years from the date of occurrence and these records must be available for inspection by USCG.  The Master shall establish the method of requesting permission for, or reporting refuse discharges, so that all such occurrences will be noted in the log.


It should be noted that the vessel is expected to estimate the volume of the refuse and express the amount in cubic meters.  The columns used to describe the “Method” and “Type” may be filled in using the code number or letter found on the bottom of the form.  A sample of the log page is found in the Deck Section of the "Forms Addendum" (IUM-V-DCK-015).  The Master or person in charge of the vessel shall print and sign their name to the log sheet so as to verify the correctness of the entry.


Accidental or unauthorized refuse discharges are to be reported to local authorities (as applicable).  The offending person shall be given written notice that violation of this regulation is a Federal offense and grounds for dismissal.


In the event that a vessel is unable to discharge her waste to an appropriate shoreside facility, the Chief Mate, shall prepare form IUM-V-DCK-027, "Report of Alleged Inadequacy of Port Reception Facilities for Garbage."  This form is can be found in the IUM Garbage Management Manual and the ISM Forms addendum.  When completed, this form shall be forwarded to the Home Office attn: Operations Manager with the original kept in the Garbage Management Manual.


Training should be provided for all crew members who are involved in operating the garbage processing equipment and handling/disposing of garbage as pert of their operational responsibilities.  Such training should be periodically reviewed to re-assess and define what constitutes garbage and the applicable regulations for handling and disposal.

3.3.11  SALVAGE - LLOYDS OPEN FORM

ADVANCE \D -1520.15
All salvage agreements are to be approved by the Home Office, and the vessel will be issued the appropriate instructions regarding the terms of such agreement and other pertinent information.  If the peril is imminent and time does not permit consultation with Head Office, the Master has the overriding authority to engage salvage.


Unless advised to the contrary by the Home Office, in the event of an emergency at sea requiring assistance that involves a salvage agreement, "Lloyds Open Form" (LOF) will be utilized to cover the agreement with the salvor and the vessel, and is expected that the Master will be familiar with this agreement would the need for salvage assistance arise.  (See the FORMS ADDENDUM for a sample of LOF and EPMV Section 5.6)


IUM operated vessels under Military Sealift Command (MSC) Operational Control (OPCON) shall refer to the guide lines contained in COMSCINST 3121.9, Chapter 2, Article 8.

3.3.12  VESSEL SAFE COMBINATIONS

ADVANCE \U 1197.45
Masters or persons in charge of a vessel are to notify IUM when vessel safe combinations are changed utilizing form IUM-V-ADM-037.  Combinations are to be forwarded to the Operations Manager in a sealed/dated envelope, signed by the person responsible for the change.  Additionally the form shall be completed at then end of each year (12/31) and when ever a vessel is to be laid up without crew remaining on board.


Upon receipt at IUM, the sealed envelopes will be stored in the office copy of the certificate binder.  Old versions of the combination will be discarded.

3.3.13  BAGGAGE PASSES

ADVANCE \U 584.45
Form IUM-V-ADM-035 is provided for use at the Master's discression.  The decision to utilize the "Baggage Pass" should be based on port/terminal conditions or situations where the Master (or person in charge of the vessel) is attempting to control pilferage.

3.3.14  TAMPERING WITH CARGO and/or SHIPS EQUIPMENT

ADVANCE \U 256.40
Intentional damage to ships equipment is a dismissable offense otherwise know as "barratry".  The Master (or person in charge of the vessel) in conjunction with other senior officers shall determine if such damage is indeed willful.  If this is the case, the Master shall contact the home office immediately.  The home office personnel will determine if USCG (or local police) notification is necessary to meet regulatory requirements or to instigate disciplinary measures.


Tampering with cargo shall include any intentional damage or taking of cargo items (whole or in part) for shipboard or personal use without the express written permission of the owner.  Except as directed by the Master in the case of emergency, all such acts are dismissable offenses without the need for a prior warning.
3.4
ENGINEERING

ADVANCE \D 575.503.4.1
RESPONSIBILITY FOR CONTRACTORS AND RIDING GANGS

ADVANCE \D 644.50
On board contractors and riding gangs will typically report to the Chief Engineer.  The C/E may place contractors or riders under the supervision of the Chief Mate, and if that is the case, the following shall apply to the C/M.


The job foreman is to confer with the C/E before starting any work.  The indoctrination procedure for on board contractors shall be determined by the C/E and C/M as appropriate (see OMV section 3.2.1.2.2).  The job foreman must sign the "Non Crew Member Indoctrination Log" [ium-v-adm-038] to indicate that he/she has been indoctrinated in company policies and procedures.  [The job foreman must understand IUM's Hot-work & lock-out tag out procedures before starting work.]  The C/E is to be aware of all hot work that is initiated by contractors or riding gangs.  The C/E must ensure that contractors working in close proximity to each other do not create a hazardous situation.  Unauthorized (by the C/E) hot work is prohibited.  Failure to abide with hot work and lock-out tag-out policies are reasons for removal of the contractor's crew from the ship.  The C/E shall issue a written warning if the first infraction is of a minor nature.  This warning must advise the contractor that repeated occurrences can result in the voiding of the work contract and their removal from the vessel.


The C/E must ensure that adequate PPE is utilized by the contractors or riding gangs.  Refusal by a contractor to utilize adequate (as defined by the C/E & the C/M) should be asked to depart the vessel.


All members of a riding gang shall be given an indoctrination tour of the vessel before or as soon after sailing as possible.  Form IUM-V-SAF-023 has been prepared to assist the crew with indoctrination of on board contractors.  The indoctrination / orientation shall be noted on the log sheet [IUM-V-ADM-023] before work is started.  All riders, embarked guests and contractor supervisors must receive this training and sign the log sheet.

3.5
CATERING

ADVANCE \U 1286.603.5.1
SANITATION INSPECTIONS AND GOOD HOUSEKEEPING

ADVANCE \U 1220.60
In accordance with 46 CFR 97.15-10 and in keeping with good shipboard practice, ship’s officers and representatives of the ship’s staff to include the Master, Chief Mate, Chief Engineer, Steward and SIU Ship’s Chairman are required to conduct weekly vessel inspections.  This shall include: sanitary, cargo, security, safety and a narcotics/ contraband search.  Sanitary violations and hazardous condition/safety determinations will be handled on a case-by-case basis, with a report included in the Monthly Safety/ISM Meeting minutes to IUM.


Refrigerated spaces, galley, dining areas, staterooms, etc. are to be maintained daily and sanitary conditions are to be of the highest level.  The vegetable reefer spaces are to be washed down as required.  The meat and frozen foods reefers are to be defrosted and soogeed at an appropriate interval as determined by the Master.


The cleaning of storerooms, galley, mess rooms and cooking equipment shall be considered as routine work.  No overtime shall be paid for any work which involves regular duties.

3.5.2
STYROFOAM CUPS & PACKING MATERIAL, PROHIBITED

ADVANCE \U 98.60
The purchase, ordering and/or use of styrofoam cups on an IUM operated ship is prohibited.


Styrofoam packing received on board is to be disposed of as quickly as is practicable by using plastic bags to contain the material.  The packing shall be incinerated or put ashore into an approved container.


In no case is styrofoam to be put into the sea (See EPMV Section 12).

3.6
PERSONNEL/INSURANCE

ADVANCE \D 317.403.6.1
EQUAL EMPLOYMENT OPPORTUNITY POLICY
(to be posted)

ADVANCE \D 389.40
It is Interocean Ugland Management Corporation's continuing policy to afford equal employment and advancement opportunity to all qualified personnel without distinction or discrimination because of race, color, religion, sex, age, national origin, physical or mental handicaps and to take affirmative actions in the implementation of this policy.  The Corporation will also take affirmative action with regard to the employment and advancement of Vietnam-era veterans and qualified individuals with disabilities.  The Corporation's personnel policies will continue to conform to all applicable laws and regulations regarding Equal Employment Opportunity.

3.6.1.1  SCOPE

ADVANCE \D 1076.40
This policy extends to all employees and all aspects of the employment relationship including hiring of new employees, and the promotion, transfer, training, compensation, and benefits of existing employees.

3.6.1.2  PROCEDURES

ADVANCE \D 1321.35
a.
All personnel will carry out the spirit and intent of this policy in the normal performance of their duties.


ADVANCE \D 1450.35b.
The application and effectiveness of this policy are the responsibility of the respective line managers and supervisors, with the assistance of the V.P.- Human Relations or Human Resources/Office Manager.


ADVANCE \D -1602.45c.
All departments will establish and maintain the following conditions:



1
Utilization of the sources of applicants which ensure equal consideration of qualified individuals from all segments of the community.



2
Equal consideration of all qualified employees in the areas of promotion, transfer, and training.



3
Maintain all of its facilities on a non-segregated basis and make a reasonable accommodation to employees to enjoy equal use, benefits and privileges.



4
Full cooperation with authorized agencies and their representatives responsible for administering laws and regulations in the areas of equal employment opportunity and fair employment practices.



5
Prompt resolution of any efforts to prevent compliance with this policy.

3.6.2
EMPLOYMENT OPPORTUNITIES
(to be posted)

ADVANCE \U 1450.803.6.2.1  EQUAL OPPORTUNITY EMPLOYER

ADVANCE \U 1399.80
It is IUM's policy that no person shall be subject to discrimination of any type, be it due to age, sex, religion, race or personality differences within the Company.  The vessel department heads have a special responsibility in this area and shall report to the Master any circumstances that could possibly be interpreted or viewed as a discriminatory practice or event.


The Master and C/E shall take proactive measures at the first sign of discriminating practices.  Notations should be made in the deck and official log (if carried) and copied to the V.P.- Human Relations.

3.6.2.2  HARASSMENT ABOARD IUM VESSELS
(to be posted)

ADVANCE \U 594.75
a.
Purpose



This policy statement is intended to set forth IUM's position as it relates to  harassment of all types.  Employees have a right to work in an environment free of discrimination and which encompasses freedom from harassment in any form.  This policy is to be implemented on all ships of the fleet.  

ADVANCE \U 265.80

DISCRIMINATION AND/OR HARASSMENT BECAUSE OF RACE, CREED, NATIONAL ORIGIN, OR GENDER IS UNLAWFUL AND UNACCEPTABLE BEHAVIOR.
ADVANCE \U 125.75

Aboard government owned vessels this is in conjunction with and supports the clear policy, statements and directives of MARAD and USN.  Additionally, this type of behavior violates our current collective bargaining agreements as well as contracts with the U.S. Government.

ADVANCE \D 164.20
b.
Definition



Harassment is defined as deliberate or repeated behavior of a nature which is unwelcome.  It can include verbal behavior such as unwanted sexual comments, suggestions, jokes, flirtations, advances, propositions, or pressure for sexual favors; non-verbal behavior such as suggestive looks or leering; and physical behavior such as pats or squeezes, or repeatedly brushing against someone's body.  Some examples of inappropriate or illegal behavior as listed below.

ADVANCE \D 660.20
c.
Importance of the Problem



Harassment negatively affects morale, motivation, and job performance.  It results in increased absenteeism, turnover, inefficiency, and loss of productivity.  It is inappropriate, offensive and illegal, and it will not be tolerated by Interocean Ugland Management Corporation.

ADVANCE \D 985.20
d.
Sexual Harassment - Legal Definition



A form of sex discrimination and is an "unlawful employment practice" under Title VII of the 1964 Civil Rights Act.  Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct constitutes sexual harassment when:  It is part of a manager's or supervisor's decision to hire or fire; it is used to make other employment decisions such as pay, promotion or job assignment; it interferes with the employee's work performance; or, it creates an intimidating, hostile or offensive work environment.

ADVANCE \D 1568.20
e.
Behavior That Can Constitute Harassment



· Attempting or threatening to influence the disposition of the employee's status



  with the company.

ADVANCE \D -1543.60

· Negative or offensive comments, jokes or suggestions about another employee's



  gender, sexuality, religion or country of origin.

ADVANCE \D -1392.60

· Obscene or lewd sexual comments, jokes, suggestions or innuendos.

ADVANCE \U -1313.85

· Slang, names or labels, such as "honey", "sweetie", "boy" or "girl" that others



  find offensive.

ADVANCE \U -1432.90

· Talking about or calling attention to any employee's physical, ethnic or sexual



  characteristics in a negative or embarrassing way.

ADVANCE \U -1586.85

· Laughing at, ignoring, or not taking seriously an employee who experiences or



  perceives themselves to be the target of harassment.

ADVANCE \U 1535.90

· Blaming the victims of sexual harassment for causing the problems.

ADVANCE \U 1449.95

· Continuing certain behavior after a co-worker has objected to that behavior.

ADVANCE \U 1353.95

· Public display of nude or sexual pictures, cartoons, or calendars on public



  property or in public areas.

ADVANCE \U 1225.90
f.
Employee Procedure



IUM Corp. will take an affirmative role in protecting its employees from all forms of harassment.  Should an instance of inappropriate behavior occur, it is the employee's responsibility to bring it to the attention of management.  This includes both employees who think they are the recipient of sexual, religious, or employment related harassment and also those employees who believe they have witnessed another employee being harassed.  If you believe you are being sexually harassed, the individual has the responsibility to take action immediately by:

ADVANCE \U 628.90

·
Identifying the offensive behavior to the harasser and requesting it to stop.

ADVANCE \U 531.95

·
Discussing the concern immediately with a supervisor, manager, personnel official or other company official authorized to deal with discrimination complaints.



Harassment can be intimidating. If you feel that you are being harassed and are uncomfortable reporting this to the department head or the Master, you may confidentially contact the IUM V.P. Human Relations at (856) 770-1600 and explain the situation.


It is IUM's policy to prohibit retaliation in any form against any employee who brings sexual harassment charges or who assists in the investigation of such charges.

ADVANCE \D 70.5
g.
Organizational Procedures



When a department head or Master is notified of alleged harassment, he or she will promptly investigate the complaint.  Any and all investigations are to fully maintain confidentiality to the extent possible.  The investigation may include interviews with the directly involved parties and, where necessary, with employees who may have observed the alleged harassment or may be able to testify to experience with the accused employee.

ADVANCE \D 552.5
h.
Disciplinary Action



Complaints and cases of harassment will be dealt with promptly.  An employee who harasses another employee will be disciplined in the same manner as any other case of serious, illegal employee misconduct.  If the investigation shows that the accused employee did engage in harassment, the supervisor will take appropriate remedial action.  This may include a verbal or written warning, or discharge for cause where warranted.  In addition, individuals engaging in harassing conduct may face personal legal and financial liability.

ADVANCE \D 1124.0
i.
Questions and Concerns



It is IUM's intention to provide a work place free of all forms of harassment and discrimination, and we will actively seek to identify areas of concern and take appropriate action.  Any employee having questions or concerns regarding this policy should talk with his or her supervisor, the Master, or Robert B. Rogers, V.P.- Human Relations at the IUM Headquarters office.

3.6.2.2.1
INVESTIGATION PROCEDURES RELATED TO INCIDENTS OF HARASSMENT

[This is NOT a required post up]

ADVANCE \D -1468.80
The Company is obligated by law and internal policy to investigate all claims of discrimination and harassment based on protected status (such as age, race, sex, etc.) and any claim alleging retaliation against a person who files such a claim.  In all cases a prompt and thorough investigation is required by law and company policy.


Federal law requires the Master or other individual in charge of a documented vessel to report to DOT a complaint of sexual harassment that involves violent, non-consensual sexual contact (see 46 USC 10104; 18 USC 2244).


Such occurrences would include:

ADVANCE \U 1519.5
·
The use of force in commission of a sexual act;

ADVANCE \U 1453.5
·
A threat of the use of force against the alleged victim;

ADVANCE \U 1378.5
·
Use of drugs or intoxicants to render a person incapable of refusing a sexual advance or a sexual act or contact;

ADVANCE \U 1246.5
·
Engagement in a consensual sexual act with a minor who has not reached sixteen (16) years of age.


A Master who knowingly fails to report in compliance with 46 USC 10104 and 18 USC 2244 is personally liable to the U.S. Government for a civil penalty of not more than $5,000.  Any Master who becomes aware of a situation that may involve violent, non-consensual sexual contact shall immediately contact the IUM VP-Human Resources.


Steps to follow Before the Investigation Begins:
ADVANCE \U 746.10
i.
Notify the Company - Immediately upon receiving a discrimination, harassment or retaliation complaint.

ADVANCE \U 624.10
ii.
Statement of Complaining Crewmember - When receiving a complaint, the complaining crewmember should be assured that his or her complaint will be taken seriously, investigated promptly and fairly, and that the complaint will be kept confidential to the extent possible with the need for a thorough investigation.  To insure that problems do not recur while the investigation is ongoing, the complainant should be instructed to advise the Master immediately if there is any continuing harassment, discrimination or retaliation.


iii.
Protecting the Complainant During the Investigation - Before the investigation, and sometimes even after it is completed, it may be difficult to know whether the claim of discrimination/harassment is valid.  Because the claim may be valid, immediate steps must be taken to protect the complaining party from continuing harassment, discrimination, or retaliation.  Depending on the circumstances, this may require separating the parties in the workplace, directing that they only to converse as necessary and not in private. i.e. - A change in watch schedules, etc.  Signing the complaining member off the vessel by mutual consent or transferring him/her to another vessel is an option only if desired by the crewmember and after a discussion with him/her of other possible alternative measures and consultation with IUM V.P.- Human Relations.  (EEOC takes a very dim view of this practice as it believes individuals complaining of harassment or discrimination should not be removed or transferred from work because of their complaint.)

ADVANCE \D 963.90
iv.
Initial Conversation with the Charged Crewmember - The charged crew member should be promptly advised that a complaint has been made, and that an investigation will be conducted.  He/she should be directed to review the company's EEO policy, and be reminded of the need for strict compliance with that policy.  He/she should also be reminded the policy prohibits retaliation against a crewmember who has filed a complaint.  If any steps are being taken to ensure that the alleged harassment/discrimination/retaliation do not continue, the charged party should be made aware of them.  It may also be appropriate to assure the charged party that these steps are mandated in all cases of harassment/discrimination/retaliation, and that no decision has been reached about the truth of the allegations.


Conducting the Investigation.
ADVANCE \D -1462.90
i.
Start by Investigating the Complainant - The charged crew member and other potential witnesses are not to be present since the investigation must be confidential to the extent possible.  Also, the investigation must be conducted solely by the senior shipboard officer and not delegated to anyone else aboard.

ADVANCE \U -1486.55
ii.
Begin the Investigation Promptly - The company's obligation to investigate discrimination complaints is not satisfied until the investigation actually begins.

ADVANCE \U 1611.20
iii.
Confidentiality - Advise the complainant you will treat the matter with as much discretion as possible, but it may be necessary to disclose their name and allegations to others to insure a complete investigation.


iv.
Obtain All Details - Don't settle for general descriptions and impressions.  For example, try to ascertain:

ADVANCE \U 1264.25

-
What happened?

ADVANCE \U 1230.20

-
When and where did it happen?

ADVANCE \U 1181.25

-
Who observed the conduct and who may be witnesses?

ADVANCE \U 1111.25

-
What exactly was said and done?

ADVANCE \U 1060.25

-
Descriptions like 'abusive' behavior and 'sexist' comments are too general.  Exactly what did the accused crew member do or say?

ADVANCE \U 912.20

-
What was the complainant's reaction?

ADVANCE \U 856.25

-
What did the complainant do about it?

ADVANCE \U 799.25

-
Did the complainant speak to anyone else about the problem he/she was having?

ADVANCE \U 702.20

-
Was this the first time something like this happened?

ADVANCE \U 629.25

-
If not, when did it begin and what are the details?

ADVANCE \U 558.20

-
Has it ever happened to anyone else aboard?  If so, to whom, and what does the complainant know about their problems?

ADVANCE \U 421.25

-
Are there any pictures, reports, documents that might corroborate the complainant's allegations?

ADVANCE \U 305.25

-
Is there anyone else the complainant would like the company to interview?


v.
Impartiality - It is important both that the investigation be conducted impartially and that the complaining party perceive that the investigation was impartial.  The complainant should not be made to feel that he or she is on trial, or that the Master is hostile to the complainant or has prejudiced the allegations.  The purpose of the investigation is to obtain the facts – not protect the charged crew member.

ADVANCE \D 206.75
vi.
Lack of Corroboration - Allegations of discrimination must be thoroughly and impartially investigated even if they are uncorroborated.  A complaint cannot be ignored or investigated casually simply because there are no witnesses to the alleged harassment.


vii.
Examples of Impartial Investigation Issues - If the complainant alleges discrimination or harassment occurring over a period of time, it is appropriate to ask why the complainant did not file or bring the problem to the Captain's attention earlier.  It is not appropriate to criticize the complainant during the investigation because he/she did not file an earlier complaint or to suggest that failure to file an earlier complaint suggests that the problem cannot be serious.  Similarly, in a sexual harassment case, the complainant may have had a social relationship with the accused crewmember before the alleged harassment occurred.  It is appropriate to ascertain the nature of that relationship, but it is inappropriate to suggest to the complainant that her behavior was 'inappropriate' or that he/she bears some responsibility for what occurred.

ADVANCE \D 1341.70
viii.
What to do if the Complainant Requests Confidentiality - It is possible that a crew member may approach the Master or another officer, but then request the matter be kept confidential and not pursued.  The company is obligated to investigate all complaints of discrimination, harassment and/or retaliation even if the crew member does not want to pursue this matter.  For this reason, every officer or other supervisor must report possible instances of discrimination/harassment to the Master even if they are requested to keep the matter confidential, and the Company must investigate all reports and allegations.

ADVANCE \U -1323.40
ix.
Interviewing Other Alleged Victims and Witnesses - The same procedures and guidelines involving confidentiality should be followed when interviewing other victims, witnesses and charged parties.

ADVANCE \U -1538.40
x.
Interviewing the Charged Party - If more then one person is involved, be certain to interview them separately.  Advise the alleged wrong-doer(s) that you have drawn no conclusions and that it is your job to impartially investigate all discrimination, harassment and/or retaliation claims.  Give the person a full and fair opportunity to tell their recollection of the events, and let them know the company's interest is to determine the facts.

ADVANCE \U 1275.40
xi.
Confidentiality - All persons involved, including the complainant, witnesses and charged party, are to be instructed not to discuss the matter being investigated with other crewmembers.

ADVANCE \U 1069.40
xii.
Preparing a Report of the Investigation - After gathering all pertinent information and completing the interviews a written report is to be prepared.  The report should summarize in as much detail as possible the factual responses given by each person interviewed to the various questions asked.  In some cases it may be more efficient to prepare separate memorandums of each interview and to attach the memos to your report.  All documents and other evidence should be attached to your report.  Please remember that the Master’s responsibility is to prepare the report and obtain the facts – not to draw conclusions as to whether the events actually constitute legal discrimination or harassment.


xiii.
Acting on the Results of the Investigation -  When the investigation report is complete, the report and all evidence accumulated during the investigation must be forwarded to the IUM V.P.- Human Resources.  A determination will then be made as to whether the alleged conduct constitutes discrimination, harassment or retaliation, and what disciplinary or other action is warranted.  If it is determined discrimination, harassment or retaliation has occurred, the Company must act to remedy the problem and take steps to ensure it does not recur.

ADVANCE \D 203.55
xiv.
Remedial Action - Must be proportionate to the offense and must be effective in remedying the situation.  Remedial means stopping the conduct – not just improving it.



The Master will work with the IUM V.P.- Human Resources to determine what discipline is appropriate and what remedial steps should be taken.  In some cases it may be difficult to determine exactly what occurred, particularly where the alleged conduct occurred in private.  Even when the results of the investigation are inconclusive, the possibility remains that harassment, discrimination or retaliation did occur and the company must take appropriate steps to prevent recurrence.

ADVANCE \D 876.60
xv.
Disciplinary Action -  is defined in OMV 3.6.2.2 (h)

ADVANCE \D 949.55
xvi.
Notification - The results of the investigation will be conveyed by IUM to both the complainant and charged party.  If disciplinary action is taken a disciplinary letter should be given to the charged party stating the nature of discipline being imposed and the reason for the discipline.  When the results of the investigation are inconclusive, disciplinary action may not be appropriate.  Even in those case, however, a non-disciplinary letter should be given to the charged party advising him/her that the investigation was inconclusive and no action is being taken.  The letter should also remind the charged party of IUM's EEO and Harassment Policy (OMV 3.6.1 & 3.6.2), and the need for strict compliance.  A letter should also be written to the complainant giving the results of the investigation and steps the company intends to take to resolve the problem and prevent recurrence.  The complainant should also be instructed to report any further problems immediately to the Master.  The Master should then affirmatively monitor the situation on a periodic basis to determine whether the complainant is having any additional problems.


This topic is fraught with land mines for all concerned.  The Master's best defense is to act quickly and keep the home office informed.  Never hesitate to call the IUM V.P.- Human Relations for discussion and guidance.

3.6.3
QUALIFICATIONS OF OFFICERS AND CREW

ADVANCE \U 1555.55
The Master shall ensure that each crew member can communicate in the common language used on board the vessel.  For US Flag vessels, the English language shall be utilized to meet this requirement.  In keeping with USCG regulations and international protocols, IUM will consider for hire, only those persons able to speak and understand the English language.


The Home Office, Marine Personnel department will screen all officers to be assigned to IUM vessels.  Required training, licensing and endorsements for the specific position will be established and verified by the Marine Personnel Department.


The  Master shall check the licenses and documents of all persons assigned to his vessel to make certain they are properly licensed under the applicable law to serve aboard the vessel in the capacity assigned and have such other documents (passports, health certificates, clinic cards, drug free certificates, etc.) to meet the requirements of the ports at which the vessel will call.


Deck and engine licenses shall be posted in their respective license racks.

3.6.4
PERSONS ABOARD OTHER THAN CREW MEMBERS (Visitor Policy)

ADVANCE \U 407.55
When alongside or at anchor, the visitors policy will be governed first by the charterer's (owner's) regulations and secondly by the Master's discression.


Vendors, of all types, are to be banned from IUM affiliated vessels.  Visitors should be restricted to family members and/or persons conducting official business.  If the Master, or person in charge of the vessel is in doubt regarding the embarkation of visitors, he/she shall contact the VP of IR or the Operations Manager.  No visitor may berth on board (overnight) without the expressed permission of the owner, charterer or IUM.


When underway, no persons other than the officers, officers' spouse, crew and/or government officials, pilots, Charterer's representative and Company officials or authorized service/repair technicians shall be allowed aboard the vessel except with prior approval from the Home Office, Marine Personnel Department.


Approval for spouse's and/or family members will be requested in writing by the individual and presented to the Master who will forward the request to the Home Office for written approval.  All family members who will accompany the vessel away from port will be required to fill out and sign form IUM-V-ADM-029 (Waiver of Liability for Guests On Board).  Restrictions will include: pregnant women, persons needing to utilize an appliance to walk and children still in diapers.  If for any reason the Officer leaves (detaches from) the vessel, the spouse and/or family member shall accompany the officer ashore.  Each vessel will not be permitted to sail with more than three (3) spouses and/or family members on board at a single time.


The privilege extended to the officer's spouses to ride the vessel is restricted and requires the authorization of the Home Office.  MSC and MARAD contract vessels do not permit the spouses to ride the ship.  Vessels under commercial charter may allow this, however, individual charterers may have restrictions.  Pregnant wives will not be permitted to ride the vessel.  Additionally, officers must have accumulated at least four months sea time aboard that particular vessel and receive approval from the Master.  A standard release from liability form must be signed prior to sailing.  The Master must inform the Home Office, Marine Personnel Department whenever a spouse will be riding the vessel.  The maximum number of spouses permitted on board at any given time, at sea, shall be three.


Approval for repair and service technicians and crews shall come from the Home Office, or attending Port Engineer.  Service or repair crews must execute and deliver to the Master, prior to sailing, a standard release from liability form.


All persons covered by this section shall be included in the "new crew member indoctrination procedures" described in OMV 3.2.1.  Everyone who participates in the indoctrination shall also sign the sign the department log stating that they have been given appropriate emergency instruction.  In addition all persons covered by this section shall complete "Seaman’s Statement of Physical Condition," [ium-v-adm-034].


MARAD regulations prohibit unapproved visitors or family members from being aboard a MARAD vessel.

3.6.5
REQUESTS FOR MEDICAL ATTENTION IN U.S. PORTS

ADVANCE \U 1072.70
Non-emergency requests by crew members for medical attention in a U.S. port will be covered under SIU and AMO medical plans.  The form ‘Request for Medical Attention’ shall be completed in order to track the treatment and status of the crew member.  Medical expenses incurred shall be paid by the crew member who will in-turn be reimbursed by their union medical plan.  The Master may arrange transportation and under special circumstances authorize the agent to pay the medical expenses.  During business hours the Home Office shall be contacted for authorization of any medical payments by the vessel’s agent.

3.6.6
CRIMINAL CONDUCT

ADVANCE \U 420.70
Individuals who are involved in the commission of a criminal act, as defined by the jurisdiction in which the ship is located, are subject to the laws of the local governing body.  If a crew member becomes incarcerated, the Master shall notify the Home Office as soon as possible.


The Master may order the agent to engage the assistance of the local constabulary to assist with the removal of a crew member from the ship who has committed an attack upon another crew member, has turned violent, has been found in possession of contraband materials or who otherwise presents a danger to the ship and her crew.


This topic has infinite possibilities and the V.P. - Human Relations and/or the Operations Manager should be contacted for specific instructions.

3.6.7
CREW MEMBER RELIEF POLICY

ADVANCE \D 387.20
It shall be the stated policy that crew members are not permitted to be detached, paid off, or otherwise leave the employ of their assigned vessel, until their relief has arrived and the departing crew member has been released by the Master.  This can be best accomplished by paying a seaman off the vessel only after his/her relief has arrived.  [IUM urges the Master to use this opportunity to collect any ship's gear in the seaman's possession (keys, safety equipment etc.) and to verify that the seaman's quarters have been left in acceptable condition.]  The Master shall have the option to retain the departing seaman to perform indoctrination/turnover duties with his/her relief.


The Master is required to obtain an exemption from the Home Office to supersede this policy.  Lay-offs (ex. entering shipyard or lay-up) should likewise be coordinated with the Home Office.


This rule is in accordance with AMO and SIU shipping rules.

3.7
PAYROLL

ADVANCE \D 1358.25


3.8
ADMINISTRATION
(to be posted)

ADVANCE \D 1411.253.8.1 - ETHICAL CONDUCT AND CONFLICT OF INTERESTS

ADVANCE \D 1476.20
As a management company, and as a government contractor, IUM has a responsibility to insure the activities of its employees do not adversely reflect upon IUM or act in conflict with its interests. Employment with IUM involves a relationship of trust and loyalty, and it is essential employees be free from any influence which might interfere with the proper and efficient discharge of their duties.  It is also expected that employees not utilize their position with IUM for personal action or gain.  In general, this means that IUM employees have a primary duty to act at all times in accordance with the law, and in the best interests of the Company.


All IUM employees must conform to ethical and legal standards, abide by the law, and preserve the company’s integrity and reputation.  Failure to adhere to this policy may result in disciplinary action, including discharge.  In order to accomplish this, employees must remain free from obligations to any person or company with whom IUM either does business or with whom IUM actively competes.  In essence, this precludes an employee working for a vendor who bids for or actually works aboard our ships, and it precludes an employee working for another maritime company while you are actively employed by IUM.  The following areas, although not all-inclusive, are of particular concern:


Conflicts of interest:  Employee’s are prohibited from partaking in any activity or association which either creates a conflict between the employee’s personal interests and the company’s business interests.  An employee must not allow any situation or personal interest to interfere with the exercise of independent judgement, or with the employee’s ability to act in the best interests of the company.  Having anything other than a normal routine business relationship with a customer, contractor, vendor or supplier, while working for IUM, could make it difficult to fully and primarily protect IUM's interests in dealing with that customer, contractor, vendor or supplier. 


Transactions with contractors, customers, vendors and suppliers of IUM:.  If, as part of their job responsibilities with IUM, an employee has to negotiate, procure, sells or lease, and verify or conform satisfactory completion of work on behalf of IUM or its customer, he/she shall not receive any payments, gifts, gratuities, or loans from any  customer, supplier or contractor.  Time sheets for contractors should be verified by the Master or C/E prior to submission for payment.  Personnel should inspect for inflated time statements and exaggerated descriptions before signing.  There is no situation in which an employee may accept any direct payment from a customer, supplier, vendor or contractor.  Solicitations from vendors for, including but not limited to supplies, consumables, spare parts and repair work are to be handled by either the Purchasing or Contracts Departments in Headquarters.  Requests for such items shall be initiated using the normal requisition process.  Emergency requisitions shall be handled as outlined in the Operations Manual – Vessel (OMV) section 12.8.4.


Investments:  IUM employees shall not have personal financial interests in a customer, contractor, supplier or competitor that could cause divided loyalty, or even give the appearance of divided loyalty.


Gifts and Favors:  Except for items of a nominal value, employees shall not give or receive any gift or favor to or from any customer, supplier, vendor or competitor without the prior consent of IUM management.  No employee shall ever accept or receive any gift in the form of cash, stocks, bonds, options or other similar form.  To accept such gift or favor could be construed as resulting in influence or reward in connection with a business transaction.  Employees are not prevented from incurring normal business-related expenses for entertainment or from accepting personal mementos of a minimal value.  (For the purposes of this section “nominal” and “minimal” shall mean a total not to exceed $50 per quarter, with the specific intent being to include only items such as hats, jackets, pens or an occasional business meal.)


Outside employment:  An IUM employee shall not be employed by a company, contractor, vendor or supplier who performs services for IUM. Having any business relationship with a competitor while working for IUM is unacceptable, and will result in immediate dismissal from IUM.


This information will be posted on all vessels in the officer and crew messrooms.  At each signon, all persons having IUM management authority** and responsibility aboard the vessels for dealing with customers, vendors, suppliers and contractors will be required to sign IUM Form IUM-V-ADM-041 attesting to their understanding and agreement with these provisions.

ADVANCE \U 1573.5
**  This will include:


1)
The Master, Chief Mate, Chief Engineer, First Asst. Engr., and Steward aboard active IUM managed vessels.


2)
The Chief Mate, Chief Engineer, First Asst. Engr., and Steward aboard MARAD ROS vessels; and the senior deck and engine officers retained aboard vessels in lay-up.
3.8.2
USE OF RENTAL CARS, INSURANCE

ADVANCE \U 1220.0
Port and or ship yard conditions often call for the use of ground transportation where a rental car is the most logical means of getting the job done.  If this is the case, the Master or person in charge of the vessel must get prior approval from the P.E. and/ or the home office before renting the car.  The cost of the car is typically put on the individual's (usually the Master and/or C/E) credit card and reimbursement is made by filing the IUM Crew expense report [ium-v-pay-002] with the appropriate receipts for gas and the rental.  Only pre-authorized vehicles will be considered for reimbursement.


The rental vehicle is to be used only for ships business, for transportation to and from the vessel and for transportation to meal locations.


The driver is to be also considered the "designated driver" in that he/she may not consume any alcohol before or during the operation of the vehicle.  A blood alcohol level (BAC) of 0.00 is the only acceptable test result for a driver of a vehicle rented for company business.


IUM has a blanket insurance policy that supplements personal insurance and any insurance that may be provided by the credit card insurer for the Captains and C/E's.


Persons other than the Captain or C/E who may be directed to rent a car must check with the V.P of Human Relations regarding the insurance issue before renting the vehicle.


Persons operating vehicles owned by TOTE must refer to ITA section 5.4.
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4
DRUG AND ALCOHOL POLICY

ADVANCE \D 815.904.1
GENERAL

ADVANCE \D 842.90
The policy excerpt (two pages found in section 1.3 of the IUM Drug and Alcohol Manual) should be posted in a conspicuous place so that it is available to the entire crew.  The full contents of this section should be made available to all those who request such.  The Interocean Ugland Management Corporation (IUM) drug and alcohol program has been designed around this policy statement which is in accordance with published DOT and USCG rules.


The Master (or person in charge of the vessel) is urged to discuss this policy at the monthly Safety/ISM meetings and mention such in the meeting minutes submitted to IUM.


The IUM form "Acknowledgement of IUM Policies" (form IUM-V-ADM-011) is to be completed by ALL persons signing on an IUM operated ship and be retained on board until requested.  In the case where a person is warned or discharged for violating the stated policies, please include a copy of the completed form with the warning/discharge letter and/or accident report.  This form can be found in the Administration Section of the "Forms Addendum".


Comments and suggestions concerning this policy are to be directed to the Safety Director, who will respond to all comments or suggestions submitted.


IUM attempts to assist employees through the IUM Wellness/Awareness program.  This consists of two binders containing health, personal safety and rehabilitation information.  The Wellness/Awareness pamphlets (listed in form IUM-V-ADM-012) are now combined into a single binder for easier storage and use.  IUM also distributes posters on timely health and safety topics.


IUM has provided chemical testing equipment to all vessels.  This equipment is detailed on form IUM-V-ADM-002 found in the Safety Section of the "Forms Addendum".

4.2
COMPANY DRUG AND ALCOHOL POLICY

ADVANCE \U 1281.20
While IUM does not dispute the professionalism of the vast majority of its employees and their commitment to a drug and alcohol abuse-free marine environment, the United States Coast Guard has determined that drug and alcohol use is a significant problem in our industry.


Personnel who use drugs and alcohol not only pose dangers to themselves and shipmates, they are in a position to cause, or contribute to, vessel casualties that may take human life, destroy property, and/or seriously harm the environment.  Intoxicated personnel cannot serve their vessel in an emergency, and pose a hazard if they attempt to perform any necessary safety-related functions.


Therefore, IUM will engage in a vigorous drug and alcohol testing program as mandated by the United States Coast Guard.  All crew members will be subject to drug testing in the circumstances listed in OMV Section 4.3.  Additionally, crew members will be subject to alcohol testing when they are directly involved in a serious marine incident or are reasonably suspected of being under the influence of alcohol.  Crew members who test positive (indicated drug or alcohol use), will immediately be removed from duties and shall be subject to both suspension and revocation proceedings (conducted by the United States Coast Guard), against their license and/or merchant mariner's document, and disciplinary action up to and including discharge.


It shall also be IUM's policy to conduct random/unannounced alcohol testing of the entire crew when dictated by the IUM Safety Committee or if required by Owners or Charterers.

4.3
INFORMATION AND PROCEDURES

ADVANCE \D 354.75
Use of drugs and alcohol is prohibited on all IUM operated ships.  This is mandated by USCG regulations and IUM policy.  In accordance with DOT & USCG Regulations, testing will be done for the following substances:




DESCRIPTION



SCREEN LEVEL



Alcohol




.04%

B.A.C.




Marijuana




 50 

NG/ML




Cocaine




300

NG/ML




Opiates




300

NG/ML




Phencyclidine (PCP)



25

NG/ML




Amphetamines



1000

NG/ML


Screening for drugs is performed as a prerequisite for employment and all IUM operated vessels are subject to random testing in accordance with DOT & USCG regulations.  In order to comply with these regulations the following policy will be enforced without exception.


All crew members are subject to chemical testing.  All crew members have an equal chance of random selection on a statistically valid basis.  Marine employers are required to ensure that 50 percent of the required crew members are tested on an annual basis.  IUM complies with this regulatory obligation, by belonging to a "random selection pool" with other shipping companies.  The "pool" is administered by American Maritime Safety Inc. (AMS), [a non-profit trade association incorporated to facilitate the maritime industry’s compliance with USCG regulations.]  By participating in this "random selection process" an IUM ship meets the DOT/USCG requirements.  Vessel selection is generated by a statistically valid computer data base system on a monthly basis.  The AMS plan coordinator administers this part of the program.  Since the random selection process is unannounced, each vessel has an equal chance of selection.  Consequently, a vessel could be selected for random testing two or more months in a row or possibly not for an entire year.


By this rule, a "crew member" has been defined to include: those persons who perform duties required by the USCG Certificate of Inspection or who perform duties as patrolmen or watchmen and those crew members who are appointed the responsibilities of warning or mustering, assisting or controlling the movement of passengers during emergencies.  Also those persons designated by the marine employer (IUM) who affect the safe and efficient "operation" of the vessel.  (For a complete definition of the term "operation,” see 46 CFR 16.105.)


When a person submits a urine sample, the results could be delayed up to several weeks depending on the location of the vessel at the time of the collection.  In all cases, when a positive result is obtained, the Medical Review Officer (MRO) will contact the company for information on how to contact the individual.  Then the MRO will call the ship and speak with the individual to determine if there is a medical reason why the individual tested positive.  Once the MRO has completed his interview and has made his determination, (assuming that the final analysis is positive), the MRO will contact IUM and the USCG with the name of the individual and the substance detected.  The Safety Director and/or the AVP of Industrial Relations will then contact the ship and instruct the Master to have the seaman lay below at sea or to discharge the individual as soon as possible if in port.


When a vessel is selected for random drug testing, the following procedures must be observed in order to comply with AMS's, USCG reviewed, compliance plan.  The IUM Safety Director will contact the Captain (or person in charge of the vessel) 24 hours prior to the scheduled collection to inform him/her of the pending collection.  At this time the Captain must inform the crew that the vessel has been selected as part of the random selection process and for the individuals to prepare themselves for collection shortly after tying up or anchoring.  (Encourage crew members to drink fluids and to time voiding [urination] so as to coincide with the collection process).  It is IMPERATIVE that the Captain inform the crew that USCG regulations mandate that, persons required to submit a specimen are not permitted to leave the vessel until they have done so.  It is important to note that all persons on board a vessel, including non–crew members, are subject to testing for reasonable cause/suspicion or after a serious marine incident.


The Captain shall have a crew list, showing the rating and social security number of all those who will be tested, ready for presentation to the collector.  Individuals who are to submit a urine sample are required by DOT & USCG regulations to have picture identification ("Z" card) to present to the collector.  In the event that a picture I.D. is not available (temporary or lost "Z" card), confirmation of identity can be made by a senior officer.  Coordination by the Captain or the Captain's designee will speed the process and have a minimum of disruption on cargo operations.


It is important to remember that the person collecting the samples is in no way responsible for the ship being chosen for collection.  Abusive comments and hostile actions are a detriment to getting this process over as soon as possible.

Persons are required to submit to a chemical test (breath or urine sample) under the following situations:

ADVANCE \D 1588.60
·
Reasonable cause suspicion (see 33 CFR 95.035)

ADVANCE \D -1623.20
·
Following a serious marine incident (see reverse of USCG-2692 B, for definition)

ADVANCE \D -1524.20
·
As part of random selection testing program (see 46 CFR 16.205) (urine sample only)


Persons refusing to submit to a required chemical test (breath or urine sample) are in violation of federal regulations and IUM policy.  IUM company policy mandates that individuals must be informed of this violation by the person administering the test or by the ship's officer in attendance.  Persons refusing to participate are subject to revocation of their license or seaman's document and will not be permitted to remain on board an IUM operated vessel.  IUM policy mandates that individuals refusing to submit to a legal test will not be permitted to remain on board.


Individuals who: refuse to submit to a chemical test, or are determined by the MRO to have failed a chemical test, IN ALL CASES, shall be relieved of all duties and must be dismissed as soon as possible.  The seaman will be considered to have been discharged for cause and shall be liable for his/her lodging, subsistence, expenses and transportation back to his/her port of engagement unless transportation expenses have been otherwise contractually earned.  In the event that a crew member is unable to provide an acceptable specimen within two hours of being so directed, the Master or person in charge shall contact the IUM AVP of Industrial Relations and/or the Safety Director for advice on applicable rules and procedures.


Random Testing
ADVANCE \U 751.55
a.
IUM Safety Director notifies vessel of tests.

ADVANCE \U 686.50
b.
Prepare collection site for collection.

ADVANCE \U 627.50
c.
Inform crew, prepare crew list with SS#'s.

ADVANCE \U 565.55
d.
Make an entry in the Deck and Official Logbooks when completed.


Post Casualty Testing
ADVANCE \U 458.50
a.
Evaluate which crew members are "directly involved in a serious marine incident." *** (also refer to Section 7.1 of the IUM Drug and Alcohol Manual.)

ADVANCE \U 289.55
b.
Make an entry in the Deck and Official Logbooks when completed.

ADVANCE \U 206.50
c.
Fill out USCG-2692 B and mail the original to the USCG, copy to IUM.

ADVANCE \U 118.55

***
Individual whose order, action or failure to act is determined to be, or cannot be ruled out as a causative factor in the events leading to or causing a serious marine incident.

Reasonable Suspicion Testing
ADVANCE \D 111.45
a.
In the presence of a witness, preferably a senior officer, inform the individual that he/she has been selected to participate in a chemical test.

ADVANCE \D 276.45
b.
Make an entry in the Deck and Official Logbooks when complete.

ADVANCE \D 358.40
c.
Fill out USCG-2692 B and mail the original to the USCG, copy to IUM


At Sea

The above applies.  Additionally if the vessel is notified of a positive chemical test:

ADVANCE \D 543.45
a.
Instruct the seaman to lay below, stop his/her pay, restrict him/her to quarters (except for meals) and only under emergency circumstances turn the individual to. (The Master must handle this situation with his careful judgement to assure that disruption on board is kept to a minimum.)  The crew member will be detached at the next possible port and repatriated to his/her port of engagement or the closest/most economical (air) port in the continental United States.  Unless transportation expenses have been otherwise contractually earned, the individual being discharged is responsible for his/her transportation, lodging, subsistence and miscellaneous expenses.

ADVANCE \D 1229.45
b.
Deduct this amount from wages due and have the individual sign the line item on the voucher acknowledging the deduction.


It is the intention of IUM management that persons with alcohol or drug related problems  shall be helped before they pose a threat to themselves and the ship.  Assistance can be coordinated through the IUM Safety Director and the IUM AVP of Industrial Relations.  Drug abuse information and treatment referral information can be found in section 1.3 of the IUM "Drug and Alcohol Manual".

IUM's company policy prohibits the use of alcohol, narcotics or drugs on company vessels or reporting for work under the influence of these substances.  It is, and has been, IUM's expressed intent to actively discourage all forms of illegal drug activities.  This includes the use, sale, traffic and possession of drugs.  Persons should also note that use of prescription drugs by anyone other than the person listed on the prescription or in the Medical Logbook is prohibited by law and IUM policy. (Crew members shall advise the Master at sign-on of all current prescriptions.)


If a controlled substance (see listing at the beginning of this section) is detected as a result of required testing, it is considered grounds for dismissal.  Participation in the sale, possession of controlled substances, alcohol or weapons will result in disciplinary action up to and including termination of employment and notification of the proper authorities as required by law.

  
The Master will require each crew member, at sign on, to read and sign the IUM "Notice & Acknowledgement of IUM Policies" form # IUM-V-ADM-011 found in Administration Section of the "Forms Addendum".


AMERICAN MARITIME SAFETY, INC. – LETTER OF COMPLIANCE

As previously stated, IUM participates in the "American Maritime Safety" random selection pool.  A certificate of membership showing your vessel's participation in this pool is to be found in Section 1.6 7 of the IUM "Drug and Alcohol Manual".  This is to be presented to the USCG upon request.  This certificate indicates compliance with USCG Regulation 46 CFR, part 4, 5 and 16.  It will also be of assistance during USCG inspections and audits.


This certificate indicates that this ship is registered as a participant in the AMS program.  IUM is a member of the AMS consortium in order to participate in the random selection process necessary to comply with the USCG/DOT random testing requirements.  AMS also keeps IUM abreast of new developments in the regulatory world.  These in turn will be passed on the holders of this document for inclusion and implementation. 


If questions arise involving any portion of compliance with these instructions and regulations listed in the IUM Drug and Alcohol Manual, contact the Operations Manager at the Home Office 24 hrs a day @ (856 609) 770-1600.  (See after hours contacts listed in OMV Section 11.6.)

4.4
SEA CARRIER INITIATIVE PROGRAM

ADVANCE \D 252.30
In accordance with section 11 of the IUM Drug and Alcohol Manual, IUM participates in and actively supports the U.S. Customs sponsored program of drug and contraband intradiction.  Following are several steps to be taken by the ship’s officers and crew to endorse this effort.


A copy of the voluntary agreement made between IUM and the United States Customs Service can be found in Section 11 of the IUM Drug and Alcohol Manual.  (The full text of the agreement between IUM and the US Customs Service should be reviewed by the Master prior to entry into US waters from a foreign port.)  Additionally, there is a listing of the US Customs Contraband Enforcement Team contact numbers in this section also.


Weekly inspections will be made in accordance with OMV Section 3.2.4 3.5.1.  Any contraband discovered will be reported to the local IUM representative or the IUM Safety Director at the next U.S. port call for handling with the U.S. Customs Service or appropriate federal agency.  Any narcotics or contraband located during vessel searches shall be secured with minimal handling and preserved for appropriate follow-up action by the U.S. Customs Service or appropriate federal agency.  The ship's officers will conduct a search of the vessel for narcotics/contraband prior to the vessel's departure from a foreign port to a United States port.


Compartments (ex. hospital or Master's safe) used to store narcotics aboard ship shall at all times be locked and/or sealed.


The IUM Port Captain/Port Engineer or designated representative attending a vessel’s arrival shall be that port's company official who will assist the U.S. Customs Service or the appropriate federal agency with liaison and communications concerning narcotics and contraband use/abuse.  Should IUM shore staff not be in attendance at a port on vessel arrival, then the individual designated by the vessel's owner or the vessel’s local agent will assist the U.S. Customs Service.  IUM's senior management will be readily accessible for contact on all matters identified to be of enforcement interest to the U.S. Customs Service or the appropriate federal agency.


IUM's management has designated the Captain or in his absence, the Senior Deck Officer aboard each vessel to assist the U.S. Customs Service or appropriate federal agency in searches of that vessel, and in gaining access to all compartments and spaces.  If the vessel is in a port with IUM shore staff available, the Port Captain/Port Engineer or designated representative will have joint responsibility for coordinating with the U.S. Customs or appropriate federal agency.


The U.S. Customs Service or appropriate federal agency will be asked to provide training to appropriate IUM personnel, both shore-based and shipboard, in search methods, enforcement awareness, security measures, and in recognition of situations of enforcement interest to the U.S. Customs Service or appropriate federal agency.


IUM will promptly notify the U.S. Customs Service or appropriate federal agency of major structural repairs, remodeling, or reconfiguration of the vessel’s interiors.  Existing ship's plans and ship's familiarity tours will be made available upon request.


Officer of the watch shall maintain reasonable measures through the present system of gangway watch to enhance security and control procedures in order to prevent unauthorized access to vessels at all ports visited.


In accordance with all applicable laws, IUM will, upon request, provide to the U.S. Customs Service or appropriate federal agency identifying data provided by current employees and applicants for employment where there is a need for such information.


IUM requires, as a matter of company policy, that all of its managers, supervisors, employees, and its agents, cooperate fully with the U.S. Customs Service and other law enforcement entities.  IUM will encourage the open and ongoing exchange of information among all of the entities involved.  Each vessel will carry on board the name of the appropriate U.S. Customs Service Officer (as provided by the U.S. Customs Service) or any other appropriate authority that is made available to IUM to contact at each port at which an IUM vessel calls in the event of a suspected problem.


To assist crew members in understanding and complying with this policy and federal regulations, IUM will conduct periodic training for officers who in turn will disseminate the information on board through monthly Safety/ISM meetings, use of the Safety Bulletin Board and posted notices (including this policy statement) in accordance with 46 CFR 16.401.

4.5
TRAINING AND RECORD KEEPING

ADVANCE \D 987.10
46 CFR Part 4 Section 4.06-1 (e) states that the marine employer “fully indoctrinate all crewmembers in the practical application of these requirements.”  This includes the urine specimen collection and breath alcohol procedures, drug awareness, regulatory interpretation and reporting methodology.


Records of training involving drug and alcohol procedures should be recorded in the "IUM Drug & Alcohol Manual", Section 10.  These records are required during USCG inspection, upon request, to demonstrate the good faith efforts of IUM vessels in conducting on board training to increase awareness of drug and alcohol related problems.  New training regulations took effect on 8/1/01.  Training booklets have been prepared and can be found in the D&A Manual Section 12.  Follow the instructions for preparing the required samples and submit them to the Safety Director for certification..


Suggested on-board training is as follows:


Alcohol:
ADVANCE \D -1327.65
Each operator on board is required to review the Alco-Sensor training video tape sections 1, 2, & 3 at the beginning of their assignment to the vessel, and every six months thereafter during that assignment.  After reviewing the tape, they will record the training as defined in the "Tracked Training" section of the OMV TRAINING ADDENDUM.  Operators should maintain their individual records on the back of their Alco-Sensor operator certificates.  For required certifiction, see the training booklet in the D&A Manual section 12.


Specimen Collection:

ADVANCE \U 1413.0
The Master and the Chief Officer (at a minimum), shall review the information contained in the IUM Drug & Alcohol Manual each quarter as part of the ISM review and Tracked training. at the beginning of their assignment to the vessel, and every six months thereafter during that assignment.  After reviewing the information, the individual shall record the training in Section 10.2 of the Drug & Alcohol manual.

Additionally, at periodic intervals, the Master should (perhaps during a meeting with the other key officers on board) prepare a mock sample following the guidelines contained in the IUM D&A Manual (also found on Checklist 16V & 16W in the FORMS ADDENDUM).  During the preparation of this mock sample, care should be paid to the proper completion of the Control & Custody form and the affixing and initialing of the box seals.


General:
ADVANCE \U 546.0
During safety meetings, the Master should discuss the applicable regulations and procedures employed to comply with the USCG/DOT mandated Drug and Alcohol Testing program.  Any questions that arise that cannot be answered with the use of the IUM D&A Manual should be directed to the IUM Safety Director.


When crewmembers are sent to shore based training classes (in particular, training in the use of the ALCO-SENSOR or instruction in the administration of a chemical test) or demonstrations, a record of this training must be forwarded to the IUM Safety Director (include a copy of any certificate issued) who will include this information in the IUM training data base.  Officers reporting aboard the vessel possessing certificates certifying shore side training should file a copy of this certificate in section 10.2 of the IUM Drug and Alcohol Manual and supply IUM with a copy of the certificate attached to Form IUM-V-ADM-014 or IUM-V-ADM-023.

4.6
EMPLOYEE ASSISTANCE PROGRAM

ADVANCE \D 456.0
In accordance with 46 CFR PART 16.401 IUM has established an Employee Assistance Program (EAP) to comply with the rule.  In order to comply with this requirement, the IUM Safety Director has compiled a library of pamphlets and instructional material that has been sent to all manned ships.  Included with this library is a binder that contains additional information that has been copied from public domain material to assist crewmembers in better understanding the dangers of drugs and alcohol in the work place and in their personal health program.


In compiling this literature, assistance was offered from many quarters (especially the SIU) and the concept was expanded to include additional health related material.  The library and the binder contains information about AIDS, smoking, weight loss and diet.


The introductory letter to this program urges the Master to make the literature readily available to all hands.  Sufficient copies of the pamphlets have been provided so that individuals could take one if they feel the need to review the material privately.


The second part of the rule calls for training of supervisory personnel of at least 60 minutes (per year).  This can be accomplished by reviewing the additions to the Wellness - Awareness library that have been made since the individual has left the ship.  Viewing the videos, "Drugs in the Work Place" and "ALCO-SENSOR OPERATION" can also contribute towards this on board training.  Discussion of the topics covered in the Wellness - Awareness Library at safety meeting will also help to achieve the goal of 60 minutes of training annually.


The binder contains an inventory sheet (Form IUM-V-SAF-004) that can be used to order additional pamphlets.  The Safety Director requests that Masters review the contents of the Wellness - Awareness library at Master turnover to insure that sufficient material is on board to meet the needs of the crew and the rule.  To facilitate usage of the pamphlets, IUM requests all ships to three-hole punch a copy of each pamphlet and place them in a binder (arranged by section as shown on IUM-V-SAF-004).  This should make the information easier to handle and circulate.


With the publication of the IUM Safety Committee meeting minutes there will be additional safety and health related information that will be sent to the ship for inclusion into the binder, added to the library, or to be posted.
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DECK DEPARTMENT

ADVANCE \D 859.805.1
PERSONNEL & JOB DESCRIPTIONS

ADVANCE \D 907.805.1.1
MASTER

ADVANCE \D 935.80
The Master is the Company's direct representative and, as such, is completely responsible for the seaworthiness and safety of the vessel, the crew and it's cargo.  He/she must ascertain that shipboard practices meet the criteria for safe operations and comply with all applicable laws, rules and regulations.  It is the Masters's responsibility to maintain familiarity with and comply with all:



·
Company policies and to motivate in the crew towards the observance of these policies.



·
Domestic and foreign laws and regulations applicable to the vessel's operation.


The safety and protection of IUM's seagoing personnel is the primary link IUM shares with the operation of its vessels.  In dealing with the office staff, charterer's representatives, contractors, and crewmembers, IUM Master's shall conduct themselves in conformity with the highest code of ethics.  Simply stated, this means practicing, fairness, honesty and truthfulness under all circumstances.


The Master is in supreme command of the vessel and therefore has the full authority and responsibility regarding all of its operations at sea or in port.  The Master's authority extends to all officers, unlicensed personnel and others aboard.  The vessel's rules must be obeyed in spirit and letter.  This includes, but is not limited to, all matters of ship handling, navigation, and operations, including interpretation of laws, rules and regulations, risk management, safety, cost control, pollution abatement, personnel administration and labor relations matters.


In the event the Master is required to leave the vessel, while in port to conduct the ship’s business, it is mandatory that the Chief Mate, remain aboard as provided in OMV Section  3.3.7.  He/she shall have been instructed by the Master in the necessary procedures and required contracts in the event of an incident or injury.


The Master shall establish written standing order to be reviewed and signed by all deck officers.


The Master is in complete charge of all department heads.  They, in turn, must keep the Master informed of all activity within their respective departments.  Under certain circumstances, the Master may, if deemed necessary for just cause, replace these department heads with junior men from their departments, after consultation with the Home Office.  Any action of this nature must be reported in writing or telexed to the Home Office immediately.


Although the Master has full authority over the licensed officers and unlicensed men assigned to the vessel, there is an obligation to consult with the Chief Engineer in matters which concern the machinery or equipment of the ship which is the responsibility of the the Chief Engineer, if he deems his actions to be necessary to the safety of the vessel, her crew and cargo.


The Master must be personally familiar with all Owner’s, Charterer’s and Operator’s instructions and requirements.  He/she shall make this information available to the other officers for their assistance and compliance.  Likewise, the Master should be familiar with Company policy, safety, and emergency response manuals.


The Master is responsible for managing and protecting the Company’s interests in all phases of the vessel’s operation.  IUM staff personnel is available for consultation and\or assistance and can be contacted at any time, including nights, weekends and holidays.


The Master is personally responsible for maintaining all records for payrolls and accounting of the ship’s funds and all records required by: IUM, the laws of the Flag of his vessel and requirements of international conventions/classification societies.  The Master must also become proficient with the use of the satcom terminal so that he/she can send/receive message in the absence of the RO/ET.


Upon joining a vessel and before taking over, the Master shall make a thorough inspection  of the vessel, giving particular attention to the navigation and communication equipment, cargo handling equipment, ballast arrangement, safety apparatus, and general stability characteristics of the vessel.  Prior to transferring or assuming command, the Master should de satisfied that the vessel is seaworthy in all respects and consult with the Chief Engineer to ensure that fuel, water and spare parts necessary for the service and voyage contemplated are on board or on order.  The Master shall make a entry in the Official Logbook (if carried) and a red entry in the deck log describing: time, location, conditions under which the custody of ships funds and controlled items and command of the vessel, have been transferred or assumed.  This entry shall also be signed by the Master relieved.


The Master is the chairperson of the Ship Safety Committee.  He/she is responsible for holding a monthly safety meeting and submitting a report of such to IUM.  It is mandatory that all reported accidents are investigated in accordance with the IUM accident and injury reporting system in OMV section 3.2.3 and 3.3.1.  The Master may appoint a junior officer to assist with the completion of these reports.  When required by USCG regulations and/or IUM policy, the Master is responsible for specimen collection and breath alcohol testing in regards to incidents, injuries and reasonable cause.


Although the Master has overall responsibility for the safety and efficient operation of the vessel that in no way relieves other officers and subordinates from fulfilling their assigned responsibilities of all other deck and engine officers.  As the Company’s direct representative, the Master remains completely responsible for the seaworthiness and safety of the vessel, the crew and her cargo.  As such, it is incumbent upon the Master to satisfy himself that assigned officers are proficient in their duties.

5.1.2
CHIEF MATE

ADVANCE \U 1101.45
He/she is responsible to the Master for supervising the operations of the Deck Department.  On tank vessels, this will include the Pumpman, assistant Pumpman and the Deck/Engine Utility when he is working on deck, if carried.


The Chief Mate is head of the Deck Department and should be familiar with the Company’s “Operation Manual - Vessel (OMV)”, Emergency Preparedness Manual - Vessel (EPMV) related manuals, and carry-out his duties in strict accordance with this manual.  The Chief Mate shall establish written standing orders relating to Cargo operations and Ballasting that shall be reviewed and signed by all deck officer.


As department head, the Chief Mate is responsible for accurately keeping the overtime records for all deck department members.


The Chief Mate should discuss intended maintenance work with the Master and keep the Master updated on the general status of ongoing projects.  Planned maintenance that involves machinery should be discussed with the Chief Engineer or First Assistant Engineer as appropriate.


All work performed in the deck department shall be allocated by the Chief Mate for the proper maintenance and upkeep of all deck and cargo gear.  A daily workbook and a paint/maintenance record shall be maintained and retained on board for a period of five years.


The Chief Mate is responsible for spare parts and supplies in the deck department.  He/she must submit, for the Master’s approval, requisitions for spare parts and supplies timely, as needed, based on an inventory of on board spare parts and supplies.  The Chief Mate  assures the deck department storerooms are properly stocked and maintained.


He/she is responsible for the safe and efficient loading, discharging, and care of the vessel’s cargo.


Prior to loading/discharging, the Chief Mate shall submit a plan to the Master for review.  Upon approval, this plan shall be made available to junior officers who must understand and sign the plan before assuming a cargo watch.


The Chief Mate shall be completely familiar with the entire cargo handling system on board the vessel.  He/she shall ensure that timely inspections of cargo gear or systems (in conjunction with regulatory requirements and modified for frequency of use) are performed and shall also make the appropriate logbook entries.


He/she shall personally examine, before execution, all forms required by Charterers, Owners and/or Operators regarding:


ADVANCE \D 1348.50·
Notices of readiness,


ADVANCE \D 1388.50·
Stowage plan,


ADVANCE \D 1420.50·
Cargo - quantities, description, deficiencies and notes of protest;


ADVANCE \D 1506.45·
Cargo loading/discharge plans’


ADVANCE \D 1555.50·
Hazardous cargo quantities and stowage (Dangerous Cargo Manifest);


ADVANCE \D -1636.30·
Items received and sent ashore.


The Chief Mate must be completely familiar with the vessel’s stability/cargo computation system.  When a computer or Load Max is provided, the Chief Mate must be briefed on its operation by his/her predecessor.  A copy of the current stability printout or calculation must be part of Chief Mate turnover.  He/she must calculate the vessel’s stability and ensure that GM and load line are within limits.  At all times, shear forces and bending moments shall be maintained in safe limits, as determine by the Trim and Stability book.  Where available, printouts from stability computers and/or copies of stability calculations shall be maintain for five years.


He/she shall be completely familiar with the safety and fire fighting equipment, including use and effective deployment.  As head safety officer, the Chief Mate is responsible for the maintenance and operation of all on board safety equipment.  He/she should utilize junior officers to ensure all safety devices are continually ready for intended use.  He/she shall ensure that Personnel Protective Equipment is available and utilized in accordance with Company policies and as working condition dictate.


At the Direction of the Master, the Chief Mate is in command of the emergency squad during fires and emergencies.  For incidents in the engine spaces, the Chief Mate shall direct the emergency squad in support of the Chief Engineer or the First Assistant Engineer.


The Chief Mate is responsible, to the Master, for conducting and cargo tank, cargo hold, ballast tank, cofferdam or void space inspections, as required by the Company, Charterer or regulations.


The Chief Mate is considered, by this Company, to be Master-in-training and he must, therefore, always conduct himself accordingly.  The Chief Mate should familiarize himself thoroughly with all of the Master’s duties in addition to his own.  He shall be familiar with company policies and manuals.  In the absence of the Master, the Chief Mate will assume command of the ship.


He/she shall be completely familiar with the ship’s medicine chest and be trained in first-aid methods.  The Master may designate the Chief Mate to act as Medical Officer. The duties of Medical Officer are stated in OMV Section 9.21.1.


The Chief Mate may be assigned to a watch by the Master.  The Chief Mate must have a good working knowledge and be thoroughly familiar with all navigational equipment. The procedures and responsibilities on bridge watch standing are stated in OMV Section 10.13.


He/she must be proficient in the use and calibration of all on board oxygen, gas and hydrocarbon sampling meters.  The Chief Mate shall instruct junior officers in proper calibration and use of this equipment. He/she must understand and implement Company policies for enclosed space entry in OMV Section 9.13 and hot work procedures in OMV Section 9.12

5.1.3
SECOND MATE

ADVANCE \D 644.30
The Second Mate must be familiar with the Company’s “Operation Manual-Vessel (OMV)”, EPMV-related manuals, and carry out his duties in strict accordance with this manual.


He/she is responsible for the bridge navigational equipment, general bridge maintenance and the inventory of associated supplies. He/she shall maintain an appropriate inventory of bridge stationary supplies.  Routine duties include:


ADVANCE \D 1067.30(
Standing a navigational watch at anchor and at sea;


ADVANCE \D 1164.35(
Preparation of the voyage plan;


ADVANCE \D 1241.30(
Renewal of bridge and navigational light bulbs, LED indicators, recording ink; recording paper;


ADVANCE \D 1382.30(
Keeping of the vessel’s charts and publications as stated in OMV Section 10.3;


ADVANCE \D 1506.35(
Maintenance of the vessel’s clocks.


The Second Mate shall be completely familiar with the ship’s medicine chest and be experienced in first-aid methods. The Master may designate him/her to act as Medical Officer.  The duties of Medical Officer are stated in OMV Section 9.21.1.


He/she must be completely familiar with the entire cargo handling system on board the vessel. During cargo operation the Second Mate will be required to assist the Chief Mate in the execution of loading and discharging the cargo.  Prior to assuming a deck watch the he/she shall read, understand and sign any cargo orders by the Master or Chief Mate.  On tank vessel the Second Mate may be designated as Person-in-Charge. These duties are stated in OMV Section 14.5.


The Master will assign the Second Mate to a bridge watch. The Second Mate must have a good working knowledge and be thoroughly familiar with all navigational equipment. The procedures and responsibilities on bridge watch standing are stated in OMV Section 10.13.


He/she is responsible for assisting the Master in the development and implementation of the vessel’s passage plan as stated in OMV Section 10.7.


The Second Mate shall assist the Chief Mate, as requested, in conducting any cargo tank, cargo hold, ballast tank, cofferdam or void space inspections, as required by the Company, Charterer or regulations.


He/she shall be proficient in the use and calibration of all on board oxygen, gas, and hydrocarbon sampling meters.  Understand and comply with Company policies for enclosed space entry in OMV Section 9.13 and hot work procedures in OMV Section 9.12.


The Second Mate shall be completely familiar with the safety and fire fighting equipment, including use and effective deployment. May be assigned, by the Master, to conduct safety inspections on life boat and/or emergency equipment.


He/she shall assist, as requested by the Master, in the keeping of any voyage records, slop chest accounting, payroll or other required Company and/or Charterer forms.

5.1.4
THIRD MATE

ADVANCE \U 336.80
The Third Mate should be familiar with the Company’s “Operation Manual-Vessel (OMV)” and related manual’s and carry-out his duties in strict accordance with this manual.


He/she must be assigned to assist the Second Mate in the keeping of vessel’s charts and publications as stated in OMV Section 10.3.


The Third Mate shall be completely familiar with the ship’s medicine chest and be experienced in first aid methods. The Master may designate the Third Mate to act as Medical Officer. The duties of Medical Officer are stated in OMV Section 9.21.1.


He/she must be completely familiar with the entire cargo handling system on board the vessel. Prior to assuming a deck watch, the Third Mate shall read, understand and sign any cargo Order by the Master or Chief Mate. On tank vessel the Third Mate may de designated as Person-in-Charge. The Person-in-Charge duties are stated in OMV Section 14.5.


The Master will assign the Third mate to a bridge watch.  The Third Mate must have a good working knowledge and be thoroughly familiar with all navigational equipment.  The procedures and responsibilities on bridge watch standing are stated in OMV Section 10.13.


The Third Mate shall be completely familiar with the safety and fire fighting equipment, including use and effective deployment.


He/she shall assist, as directed by the Master, in the keeping of any voyage records, slop chest accounting, payroll or other required Company and/or Charterer forms.


The Third Mate may be assigned, by the Chief Mate, to conduct safety inspections on life boat and/or emergency equipment.


He/she shall assist the Chief Mate, as requested, in conducting any cargo tank, cargo hold, ballast tank, cofferdam or void space inspections, as required by the Company, Charterer or regulations.

5.1.5
DECK CADETS

ADVANCE \D 1488.15
Cadets are to be assigned duties in the deck and/or engine departments by the Master and Chief Engineer.  Their assignments should correspond to any instruction letters they may present from their respective academy/school.


Cadets may be used as required; however, extreme care should be exercised to insure they are not assigned work which deprives overtime earnings from other crew members.  Generally, the cadet will spend four hours per day observing on watch with a licensed deck or engine officer, and four hours per day performing selective maintenance or other duties as assigned by the Chief Mate or First Engineer.  Cadets may be assigned to work in any area of the vessel and on any necessary duties.


While a cadet may perform all the functions of a junior officer, the cadet may not take on the associated responsibilities.  Therefore, a cadet on the bridge or in the Engine Room may perform duties in parallel to, but never in substitution of a licensed officer.

5.1.6
BOSUN

ADVANCE \U 1434.95
The Bosun is the head of the unlicensed deck department.  In the absence of other contractual agreements, the Bosun will act as ships chairperson and spokes-person for unlicensed crew affairs.


He/she shall report directly to the Chief Mate and is responsible for carrying out instructions of the Chief Mate.  He/she shall check daily with the Chief Mate for work instructions and assignments.  The Bosun is responsible for maintaining a work record book and tracking the working hours of each member of the deck department.  He/she must ensure that all members of the deck department follow the vessel’s work hour rules.  Special effort must be made to monitor coffee breaks and knock off times.


On tank vessels, the Bosun must be familiar with the work hour limitations of OPA 90 and carry out his assignments within that law.  Any violations shall be reported immediately to the Master.


He/she shall maintain the deck lockers and paint locker in good order.  The Bosun is responsible for the proper mixing, storage and application of all paint.  Responsible for ensuring that proper personnel protective gear is worn when handling paints or other chemicals.  This will include goggles, gloves, masks, hard hats, sound protection, proper footwear and protective suits when appropriate.


The Bosun is responsible for the maintenance of all deck equipment and to maintain the equipment in good working order.  This includes: paint sprayers, sand blaster, needle guns and air tools.


At the direction of the Chief Mate, the Bosun is responsible for preparing the vessel for port.  Rigging of boom, cranes, fire fighting equipment, gangways, and other cargo handling gear shall be his/her responsibility.  The duties of securing the vessel for sea, proper stowing of lines and securing equipment shall also be assigned to the Bosun through the Chief Mate.  This, however, does not relieve the Chief Mate of his/her responsibility, to the Master, for ensuring that the vessel is properly secured or readied for port.


The Bosun may be assigned to a watch by the Master.

5.1.7
ABLE SEAMEN

ADVANCE \D 675.0
Upon joining the vessel they shall report to the Chief Mate for instructions. As soon as practical, after joining, they shall become familiar with their assigned emergency station, abandon ship station and related duties.


Able Seamen shall be under the direction of the Chief Mate and Bosun.  They shall effectively carry out all work assignments delegated to them by the Chief Mate and/or Bosun.  They must be capable of performing their routine duties in a responsible and seaman like manner.


While working overtime or on watch, it shall be the individual’s responsibility to keep proper working hours with respect to starting, ending and coffee break times.


The Able Seamen shall become familiar with the vessel’s mooring equipment, windlass, cargo gear, stores, cranes, gangway and steering system.


When assigned to a watch he/she must be capable of steering the vessel by hand under any conditions, standing a proper lookout and standing an effective and responsible deck cargo watch.


When assigned to a watch, he/she will obey all orders given to them by the Mate on watch.  Upon the scheduled completion of their watch they shall not be dismissed (leave the bridge or deck) until properly relieved by the on coming watch.  Upon relief, the Able Seaman shall not leave the deck or the wheelhouse without informing the Mate on watch.

5.1.8
ORDINARY SEAMEN

ADVANCE \U -1407.70
Upon joining the vessel they shall report to the Chief Mate for instructions.  As soon as practical, after joining, they shall become familiar with their assigned emergency station, abandon ship station and related duties.


Ordinary Seamen shall be under the direction of the Chief Mate and Bosun.  They shall effectively carry out all work assignments delegated to them by the Chief Mate and/or Bosun.  They must be capable of performing their routine duties in a responsible and seamen like manner.


While working overtime or on watch, it shall be the individual’s responsibility to keep proper working hours with respect to starting, ending and coffee break times.


They shall become familiar with the vessel’s mooring equipment and gangway.


Ordinary Seamen may be assigned to a watch by the Master.  When assigned to a watch, he/she must be capable of standing a proper lookout and standing an effective and responsible deck cargo watch.


At the Master’s discretion, the Ordinary Seaman may steer the vessel in open waters during periods of good visibility only.


When assigned to a watch he/she will obey all orders given to them by the mate on watch.  Upon the scheduled completion of their watch they shall not be dismissed (leave the bridge or deck) until properly relieved by the on coming watch.  Upon relief, the Ordinary Seaman shall not leave the deck or the wheelhouse without informing the mate on watch.

5.2
DECK LOG BOOKS

ADVANCE \U 405.105.2.1
GENERAL

ADVANCE \U 376.10
The Master is responsible for maintaining an accurate and complete deck log book.  He/she shall review the log daily to ensure that all required entries are properly made.  OMV Section 5.2.2 is a summary of the required entries.


The deck log is used to record the day to day events on a vessel.  The Master and mates shall make any comments or statement of facts, as they feel necessary, in addition to the required entries.  If necessary, more than one page may be used to document the events in any given day.


If the ship is manned a deck log must be kept.  It is the record of the vessel and is invaluable in the event a claim is filed against the vessel, charterer, owner or operator.


Each log page should at a minimum include:


One day per page,


The date,


Describe the location of the vessel on the first page and subsequent change,


Description of the mooring arrangement or a hand drawn diagram showing the number and type of lines (diagram required for ROS ships) on the first day of the month, or first day of the month, or first page of the book [form ium-v-dck-030 can be used].


Include wind and weather information daily at noon,


Fore and Aft draft readings,


Include the fuel and water on board (everyday),


Short narrative of the events of the day describing:


Boats or barges alongside;



Fueling or other transfers;


Tending of lines when necessary;


Unusual events;


IUM/Charterer/Owner personnel aboard;

USCG boardings;


Relevant safety information;



Relief or discharge of personnel;


Damage incurred;




Unauthorized boardings;


Names of contracting companies working on board;


Injuries/accidents or persons sent for medical treatment;


Any oil sighted upon the water and time of notification to USCG/IUM.


Signature of the senior deck officer and the Chief Engineer if Master is not present.


Deck log books will be sequentially numbered with a new log book started on the first day of each month.  At the end of each month, the deck log should be carefully examined for completeness and a carbon copy of the deck log sent to the Home Office.  The voyage information contained in the deck log shall be summarized for each voyage or month at sea using the Deck Log Abstract (form ALL-002-D) and submitted to the Home Office.  (An example is included in the “Forms Addendum”.)


The deck log book shall be retained on board for a period of five years.  After this time, the logbooks should be shipped to the Home Office for archiving and destruction after 10 years.
5.2.2
REQUIRED DECK LOG BOOK ENTRIES (NOT ALL INCLUSIVE)

Adverse Weather Avoidance Measures

Aft Steering Manned

Alarms (gps/radar range) while at anchor

Alcohol / Drug Testing

Anchor Let Go / Away

Anchor Location

Arrival / Departure

Arrival Passage Report Data

Boats Alongside / Away

Boom Deployed / Removed

Bunker, Barge Alongside / Away

Bunker, Commence / Complete

Bunker, Hose conn. / disconn.

Bunker, Quantity rec’d., supplier, SG

Bunker, Quan. Aboard-Arrival/Sailing/Noon

Cargo Damage

Cargo Ops, Commence/Complete

Cargo Ops, Stop / Resume

Cargo Tanks Entered

Cargo Tanks Found ‘Safe for Entry’

Change of Master

Change or Watch

Crew Change Indoctrination

Course Changes (significant)

Draft - Arrival / Departure & daily in port

Draft After Shifting Ballast

Drills, ALL

Economic Pollution Zone, Entering

Eng. Rm-Reduced RPM or other event (w/cause)
Equipment Tests, Daily Equipment

Escort Tugs Tethered / Let Go

Escort(s) on Station / Released

First / Last Line

Free Pratique Granted

Fresh Water Aboard - Arrival

Fresh Water Aboard - Departure

FWE /SBE

Gangway Aboard / Away

Gear Test (dept./re-arr./@ noon at sea)


Gyro, Monthly Changeover

Hot Work Performed

Hose (cargo), First Connected/Disconnected

Hose (cargo), Last Connected/Disconnected

Injuries to Crew Members

Inspections, Sanitary

Inspection, Cargo Gear

Inspections, Lifeboats / Emerg. Equip.

Inspections, Tank

Landmarks, Time and Distance Abeam

Lifeboat, Fuel changed

Mooring Arrangement (1'st of each month) Names, Helmsman, Standby, Deck Watch

Noon Passage Report Data

Noon Steering Motor Changeover

Notice of Readiness Tendered

Pilot Aboard / Away

Port Departed / Port Bound

Propeller Clearance

Pratique Granted

Radio Audio Alarms / 2182 / 500

Reduced Visibility

Salinity of Water

Sea Trial (Master/CE Conference)

Shifting Ballast While Underway

Speed/Courses Changes - Adverse Weather

SOLAS Manual Review (12/31)

Stability Verified prior departure

Storing, Commence / Complete

Testing, Oil Water Content monitor

Testing, Pressure on COW lines

Tug Alongside / Away

Tug Made Fast / Let Go

Vessel Clear Berth

Vessel damage

VTS System, Enter / Exit

Weather information (end of each watch)

Weather tight doors inspected @ departure

5.2.3
BALLAST RECORD


Interocean Ugland Management Corporation strongly supports all efforts to preserve the environment.  This "Ballast Water Management Plan" will ensure that IUM vessels continue to operate in an environmentally friendly manner while keeping in compliance with US regulations (33 CFR part 151).  At present, many of the requirements of the these guidelines are voluntary for IUM vessels.  There is a very strong possibility that these measures will become mandatory.


Most IUM vessels move ballast infrequently and many are fitted with permanent ballast.  As such, a simplified entry can be made on the Submission Log (ium-v-dck-029).


The regulations are laid out in this manual and all Master's and persons in charge of vessels must make themselves aware of the provisions of this rule.  This rule was published in a Navigation and Inspection Circular #8-99.  IUM has distilled the circular to capture the portions of the rule that applies to IUM ships.


In accordance with this NVIC, a record is to be kept of ballast transfer prior to entering port.  The USCG must be notified and an entry made in the log pages of this manual.


The active cooperation and participation of all is necessary for this plan to succeed.


Records pertaining to this program must be retained on board for at least two (2) years.

5.3
DECK MACHINERY AND CARGO EQUIPMENT

ADVANCE \D -1333.105.3.1
CREW TRAINING IN PROPER USE

ADVANCE \U -1337.40
It is the responsibility of each deck officer to become familiar with the deck and cargo machinery.  It is important to have a good working knowledge and to understand the mechanical operation of all associated machinery.  On board equipment manuals can be referred to as necessary for specific details.  The Chief Mate will be responsible for giving instructions in the proper use of deck and cargo machinery to each officer and the Bosun.  The Chief Engineer should be consulted for any technical or mechanical questions.  The Chief Mate will also advise the officers and Bosun of precautions to take while using the machinery.   Officers standing a deck watch will instruct each member of their watch on proper operation of the machinery.  Before anyone is assigned to operate a piece of deck  machinery, the officer in charge of the operation shall be sure that the individual assigned has the ability to safely operate the machinery. Mooring winch controls and brakes must be manned at all times when in use.  Also refer to EPMV Section 4.3.


Deck officers joining a vessel should see the Chief Mate early on to arrange for a convenient time to receive instructions on deck machinery use.

5.3.2
MAINTENANCE, REPAIR AND INSPECTION

ADVANCE \U 686.45
The Chief Mate is responsible for keeping the deck and machinery and cargo gear in good working order.  Routine maintenance and lubricating shall be accomplished by the deck department as far as their mechanical ability allows.  The Chief Mate will assign preventive maintenance routines, as recommended by the manufacture, to qualified members of the deck department to preserve the equipment in good working order.  Equipment covered by any on board preventive maintenance schedules or programs shall be maintained accordingly.  The Chief Mate will be responsible for testing inspecting the equipment to ensure it is operating properly.  Logbook entry shall be made monthly (as close to the first of the month as possible) by the Chief Mate in the deck and/or cargo log book, testifying to the fact that the inspection has been made and describing any deficiencies found.  Minor repairs can be done under the direction of the Chief Mate, however, the Chief Engineer should be consulted for technical and mechanical advice.  Any equipment failure shall be reported to the Master and Chief Engineer.  The Chief Engineer is responsible for all major repairs or modifications.

5.4
SPARE PARTS

ADVANCE \D 521.505.4.1
INVENTORY

ADVANCE \D 552.50
The Chief Mate is responsible for keeping an appropriate inventory of spare parts and consumables for all deck related equipment and items, and in addition, for keeping an inventory of all fire fighting, life boat and safety equipment.  This responsibility includes maintaining an accurate inventory and updating any computer or associated file recording system.  Requisitions shall be submitted to the Master in a timely fashion to maintain inventory levels.  When ordering, keep in mind that lead time on spare parts can often be lengthy.  IUM requisition procedures as detailed in OMV Section 12.18.1 shall be utilized in ordering spare parts and consumables.

5.4.2
STOWAGE

ADVANCE \D 1246.55
The Chief Mate is responsible for properly stowing all spare parts and consumables related to the deck department.  The items shall be tagged and stowed in accordance with the on board inventory system.   Lacking an existing inventory system, he/she shall ensure that the items are stored in a logical manner and easily accessible.  Care must be taken to protect electrical components, heat sensitive items, printed circuit boards and other fragile spares.  The Chief Mate shall see that storerooms are to be kept clean and dry at all times.  The Chief Mate will ensure that locks on storerooms are consistently used when practical.

5.4.3
NAMEPLATES ON MACHINERY

ADVANCE \D -1350.30
In order to secure replacement parts for a machine, it is necessary to have the data on the nameplate included in the order.  Therefore, these nameplates should never be removed, but must be kept on all machinery.  Further, they must be kept in such condition that the data thereon can be easily read and in no case should they be painted.  The machinery data book should be kept up to date and this will supply nameplate data in a convenient form.  The Chief Engineer will be responsible for keeping this book updated.

5.4.4
IDENTIFICATION OF USED PARTS

ADVANCE \U 1433.60
The Chief Mate shall ensure that a system exists to ensure that used parts can never be mistakenly substituted for new parts.  This system shall be described in the C/M's standing orders.


The system must ensure that any used parts not disposed of shall be marked, tagged and/ or segregated in such a way so as the parts in question could be substituted as new parts.


Parts, valves or machinery sub-assemblies that are re-built must be identified (labeled) in such a way that the engine room workers can readily identify the:


·
Date of the rebuild


·
Person or shop name who did the work.


Electrical or electronic components removed from service should never be re-stocked without being certified by a competent authority.

5.5
DECK WATCH

ADVANCE \U 671.605.5.1
RESPONSIBILITY OF THE MATE ON WATCH

ADVANCE \U 614.60
Deck officers assigned to stand a deck watch shall report to the Person-in-Charge or the Chief Mate for instructions, read, sign and understand any cargo orders issued by either the Master or Chief Mate.  While on duty, the mate on watch shall ensure that all operations are conducted safely, efficiently and in accordance with IUM policy.  He/she is responsible for the actions and instructions to the unlicensed crew assigned to their watch.  During cargo operations, the mate on watch will be responsible for assisting the Person-in-Charge or Chief Mate with loading or discharging the vessel and for maintaining good communications between the watch personnel and the Person-in-Charge.  The mate on watch will be responsible for:

ADVANCE \D 135.35
(
Signs,





(
Deck lights,

ADVANCE \D 234.35
(
Flag signals,




(
Light signals,

ADVANCE \D 341.40
(
Adjusting ramps,



(
Tending lines & gangway,

ADVANCE \D 460.35
(
Keeping deck passageways clear,



ADVANCE \D 539.40
(
Restricting access to authorized personnel,


(
Scuppers & manifolds during liquid x-fer,

ADVANCE \D 700.35
(
Periodic observations of the waters around the vessel,

ADVANCE \D 800.40
(
Any other duties required by the Master, Chief Mate or Person in Charge.


Also responsible for reporting to the Person-in-Charge or Master any event or situation which appears to contradict IUM policy, standing orders or cargo orders.  Simply put, if an event occurs which needs to be reported, then report it.

5.5.2
MAINTAINING VESSEL'S POSITION WHEN ALONGSIDE

ADVANCE \D 1209.35
It shall be the responsibility of the mate on watch to ensure the vessel’s position alongside the berth remains steady, and for the proper tending of all lines at times while on watch.  This will include times when tide, current, draft and wind change.  Fire wires or towing wires must also be tended as the vessel’s draft changes.  Before assuming a watch, survey the vessel’s position alongside by checking the lines, loading arms, ramps and gangway.  If the vessel is out of position, do not assume the watch, but do assist until the vessel is returned to position.


The mate on watch will instruct watch personnel on the handling of all lines.  Care should be taken as not to over strain any line, winch, cleat or bollard.  Use caution when handling any lines under a heavy strain and have all hands stand clear.  If the circumstances require, call out additional personnel to assist with line handling.


Extra care shall be observed when berthed in the vicinity of a fairway.  Passing ships can pull a vessel off a berth suddenly, even if there is minimum slack in the mooring lines.  In such instances, tug assistance must be called immediately, and the Home Office notified.

5.5.3
GANGWAY ACCESS AND NOTICE

ADVANCE \U 1489.80
Access to the ship is to be maintained in a safe condition and well lit during darkness.  Gangway or pilot ladder height and placement will have to be adjusted as the tide and ship’s draft changes.  When at anchor, launches should be met and the gangway or pilot ladder tended accordingly as deck height on launches will vary.  A gangway net must be rigged as soon as possible after the gangway is set.


A notice is to be posted, on all tank vessels, at the head of the gangway stating:


WARNING:
NO OPEN LIGHTS
NO SMOKING

NO VISITORS

46 CFR 35.30-1 sets forth the requirements for warnings at the gangway, and requires that lettering must be at least two inches high.

5.6
MOORING/UN-MOORING OPERATIONS

ADVANCE \U 764.755.6.1
MOORING LINES, WINDLASS AND WINCHES

ADVANCE \U 707.75
The Chief Mate, Second Mate and Third Mate(s) will be assigned, at the Master’s discretion, to a particular station or area of the vessel for mooring operations.  Typically, there will be an officer assigned to the bow, stern and wheelhouse.  The officer assigned to a particular area shall be responsible for safe operations in that area.  The Mates will carry out the Master’s instructions as efficiently and safely as possible.  They will exercise particular caution when handling any lines under heavy strain, making sure that the personnel assigned to assist in that area keep clear of these lines.  It is important to notify the Master of any problems, concerns, and clearances.


Each deck officer has a responsibility to become familiar with the windlass and winches.  All deck officers shall be capable of immediately dropping the anchor or properly making up to a tug.  When using the windlass for anchoring, safety goggles shall be worn by all personnel involved.


Responsibility for the training and proper use of the windlass and winches is covered in OMV Section 5.3.1 and EPMV Section 4.3.


The Chief Mate is responsible, to the Master, for the general condition of all mooring lines, wires, stoppers and messengers.  He/she shall visually inspect all mooring lines and apparatus to ensure that they are acceptable for their intended use.  The Chief Mate shall ensure that all winches are operational prior to entering port.  Any lines, wires, stoppers or messengers found to be unsafe shall be removed from service.

5.6.2
PROPER STOWAGE OF LINES

ADVANCE \D 873.20
the Chief Mate is responsible for the proper stowing of all lines, cargo gear and related equipment, and instructs the Bosun on the details of proper stowage.  Particular instructions must be given for any special gear or equipment stowed on the weather deck.  After the lines, gear and equipment have been properly stowed, the Chief Mate shall verify the proper stowage, and report the same to the Master.  On tank vessels, the Chief Mate may delegate this responsibility to the Second Mate, as allowable work hours permit.

5.6.3
PORT PREPARATIONS

ADVANCE \D 1439.20
It is the Chief Mate’s responsibility to ensure the vessel is ready for port, and the Bosun and deck gang have been instructed on the details for port preparations.  All lines, machinery and gear to be utilized, as appropriate for the intended port functions, must be readied.  The Chief Mate will check with the Master for any last minute or special requirements.  The Chief Mate must confirm and report to the Master when the vessel has been completely readied for port.

5.6.4
LINE HANDLING

ADVANCE \D -1327.60
A deck officer will be assigned to a particular area for mooring operations, and be responsible for ensuring that safe line handling practices and good seamanship are followed at all times.  Particular care is to be taken when handling lines under heavy strain.  The mate must maintain clear communications with the bridge and be constantly aware of the activities in the area assigned.  Visual contact is to be maintained with the line handlers on the tug and vessel, when making up or letting go.  When receiving a line from a tug, the mate should ascertain that it is acceptable for use in the intended operations.  Particular caution is also to be exercised when making up and letting go stoppers.  The deck officer shall ensure all personnel remain well clear or any lines under heavy strain, and in particular, those lines under strain from tugboats.


When assigned to the stern area, special care must be given, to notify the bridge, to stop the main engines when lines could become fouled with the propeller.  The officer attending the stern shall alert the bridge when the propeller is all clear of lines and wires.  The Mate on the stern will also advise the Master on the vessel’s closing distance in relationship to objects or vessels in close proximity.


The topic is covered in more depth in EPMV Section 4.3.3-4.

5.6.5
PRIOR TO TESTING GEAR

ADVANCE \U 607.90
As part of the pre-departure checklist, each vessel shall ensure that the following are completed prior to authorizing turning the propeller with the main engine:


(also ref omv 6.9)



ADVANCE \U 406.90a.
A visual check is made of the propeller area;



ADVANCE \U 340.90b.
All hoses and other support lines are unhooked and safely ashore;



ADVANCE \U 254.90c.
All ramps are removed and dis-engaged;



ADVANCE \U 195.95d.
The actions above are relayed to the E/R by the officer of the watch.

5.7
VESSEL STABILITY

ADVANCE \U 85.90
The Master is responsible for the stability of the vessel.  He/she shall ensure that the vessel is at all times maintained in a seaworthy condition and within the allowable stress and stability limits.  On board (approved) computer programs and loading computers shall be used to help determine the vessel status with respect to stress and stability.  The Chief Mate shall be responsible for the calculations and will submit a report to the Master on the vessel’s stability and stress for each change in the vessel’s condition.  At a minimum, this must include pre-departure calculations done after cargo operations.  The Master must acknowledge this report by his/her signature in a timely manner.  If stress and stability conditions are found to exceed safe or allowable limits, the Master shall insure (and verify) that adequate steps are undertaken before the vessel can proceed to sea.


An entry is required in the Deck and Official Log (if required) stating that the vessel’s stability has been verified and has been found safe for sea prior to the departure from the loading port.


For tankers, the Chief Mate shall present a load or discharge plan to the Master prior to arrival at the intended port for review when the cargo type and quantity is known.  The Master shall review the plan, and if in agreement, give approval to the plan.  It will be the Chief Mate’s responsibility to follow the approved plan.


Dry cargo ships, Ro/Ro's and container ships shall obtain the stevedore's report as soon as possible for review.  The C/M shall then do a preliminary stress and stability calculation.  The C/M shall have this calculation verified by the Master as soon as possible as noted above.


When a vessel encounters heavy weather, the Master should review the vessel’s stability and consider the possibility to taking additional ballast or transferring cargo to improve the vessel’s stability.


Records of the vessel’s stability and load plans shall be retained on board for a period five years.  Electronic Data stored on floppy disks may be substituted for a printout copy of the vessel’s stability.

5.8
WINTERIZING DECK LINES IN FREEZING WEATHER

ADVANCE \U -1438.70
The Chief Mate is responsible for draining deck lines when a vessel encounters freezing weather, and shall instruct the Bosun and/or Pumpman on steps to be taken to protect the deck lines from ice damage.  The process of winterizing the deck lines shall be completed prior to the vessel entering a freezing climate.  Special attention shall be paid to the manifold area as ice forming in a line could prevent proper operation of control valves.  Cargo, ballast, fire, foam, crude oil washing, water cooling, wash down and fresh water pipelines should be considered when developing a plan to protect the deck lines from freezing.

5.9
SEA TRIALS

ADVANCE \U 1177.5
When called upon by an owner, charterer or for purposes of regulatory compliance after a shipyard or overhaul period, IUM vessels can be required to perform a sea trial.  Preparations will be made by all departments to ensure that sufficient quantities of fuels, lubes, spare parts, stores and consumables are on board to ensure supply for the expected duration of the sea trial plus reasonable extra’s to allow for breakdowns.


Prior to departure, the Master and Chief Engineer will hold a conference and log the occurrence in the deck and engine logs.  Topics to be covered shall include:


ADVANCE \U 568.5(
Fuel, Lubes & Spares,


ADVANCE \U 501.10(
Duration and anticipated track of the sea trial,


ADVANCE \U 407.10(
Emergency procedures for:



- Engine Shutdown



- Emergency Power Switch-over



- Towing



- Anchoring


ADVANCE \U 259.5(
Regulatory Compliance,

 
ADVANCE \U 190.5(
Safety Equipment,


ADVANCE \U 127.5(
Fire Fighting Equipment & Emergency Gear,


ADVANCE \U 40.5(
Mustering Procedure for Contractors,


ADVANCE \D 41.85(
Emergency Escape Routes,


ADVANCE \D 111.90(
Record Keeping Requirements (Sea Trial Report form in FORMS ADDENDUM)

5.10
UNIQUE BILL OF LADING NUMBERS

ADVANCE \D 261.90
Effective March 31, 1989 every bill of lading covering cargo entering or leaving the United States must carry a number which is unique to the vessel on which the cargo is loaded.  This is a requirement of U.S. Customs as provided by amendment to 19 CFR 4 and 178.  Unique numbers are limited to sixteen (16) alpha and numeric characters and the alpha characters must be at the first or last positions and not commingled with numeric characters.  These requirements are part of Customs’ automated commercial system and  must be followed to avoid delay and possible breach of charter warranties for all vessels which IUM operates.


IUM has established the identifier IUMC and this code must be the first four characters of the bill of lading number and it must then be followed by the call sign of the vessel and then the current day, month and year expressed as six digits followed by the bill of lading number expressed as two digits.


For example, the first bill of lading issued for SS ANYWHERE on 1st September 2002 will be identified thus:



IUMC

Interocean Ugland Management Corporation



WSRT
Call Sign



010902
1st September 2002



01

Bill of Lading No. 1 for date of issue


And the identified will be expressed:




IUMCWSRT01099101


This system will provide for 99 bills of lading on any one day without repetition - an unlikely large number - and it will only be necessary for Masters to advise the agent, broker, supplier, or other person who prepares the bill of lading of this requirement and the IUM code and vessel call sign and procedure to be followed in the numbering.


The person or office preparing the documentation must place the vessel’s unique identifier code on all document on all documents.  If suppliers refuse or fail to do so, Master must lodge a protest and insert the code on board.  In the departure message, the Master should advise IUM and charterer the unique identifier number(s) applied to each bill of lading.

5.11
PLANNED MAINTENANCE IN THE DECK DEPARTMENT

ADVANCE \U -1629.60
The Chief Mate is responsible for planned maintenance in the deck department.


IUM considers planned maintenance to be a vital part of shipboard operations. It is important for safe vessel operations that shipboard personnel effectively and punctually carry-out the scheduled maintenance on the vessel structure and equipment.


Planned maintenance will performed in accordance with OMV Sections 5.3.2 and 5.4

5.12
MAINTENANCE OF DECK, PIPELINES, HOLDS AND SUPERSTRUCTURE

ADVANCE \U 1156.25
The Chief Mate is responsible, to the Master, for vessel upkeep and general maintenance to the vessel’s structural areas, decks, pipelines and superstructure.  It is critical to the useful life of the vessel that these areas are properly maintained.


The Chief Mate will monitor these areas as to determine their present condition and schedule maintenance to preserve them.  Coatings, couplings, hangers, brackets and support must be maintained in good condition.


On board painting schedules and application techniques must be followed to ensure continuity.  The Chief Mate will be responsible for maintaining an adequate supply of paints, primers, and solvents to perform the work in accordance with on board painting schedules.  The Chief Mate will instruct the Bosun on specific details and check to see that his/her instructions are being effectively carried out by the deck gang.


Any significant defects found shall be brought to the attention of the Master.  IUM repair requisition form #IUM-V-ENG-005 will be used to address any needed repairs requiring shoreside assistance.

5.13
REGULAR TESTING OF INACTIVE FUNCTIONS

ADVANCE \U 7.25
The Chief Mate shall coordinate with the Chief Engineer to identify those functions and/or systems that could go untested or not be put into service for an extended period of time as  the operational tempo of the vessel changes.  Log sheet IUM-V-ENG-009 can be used for this purpose.  Consideration shall be given to Special and Critical Operations/Systems as listed in OMV Section 2.3.

5.14
PREPARATION OF THE VESSEL ANTENNA MAP

ADVANCE \D 440.75
With the advent of GMDSS and the slow disappearance of radio technicians, it is imperative that the vessel be able to accurately identify the numerous antennas about the vessel.  This information must be in a suitable form so that it is not lost during a turnover or lay-up.  All vessels are to maintain an accurate map (drawing) depicting all the antenna's on the vessel.  Each antenna shall be labeled on this diagram so the associated transmitter/receiver can be matched with the antenna.  This diagram shall be stowed in the certificate binder and shall reviewed at least yearly.  It is suggested that the Master (or person in charge of the vessel) take advantage of visits by radio/radar tech reps to assist with the verification of this diagram.
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ENGINE DEPARTMENT

ADVANCE \U 322.406.1
PERSONNEL AND JOB DESCRIPTIONS

ADVANCE \U 272.406.1.1  CHIEF ENGINEER

ADVANCE \U 235.40
The Chief Engineer is responsible for the proper operation and maintenance of all vessel equipment, machinery and systems.  His responsibilities extend beyond the engine room spaces to include all hotel equipment, deck equipment, cargo handling equipment, etc.  His duties include coordination of vessel operational functions, scheduling of maintenance and repairs, maintaining engineering supplies, maintaining vessel spares, coordination of support for deck department and maintaining good vessel records and documentation.  The Chief Engineer sets and administers the shipboard engineering policies by which all other staff members abide.  The Chief Engineer is to comply with all Safety and Environment Protection policies.  The Chief Engineer reports directly to the Master of the vessel on all matters of vessel operation, problems, plans, and requirements.


Additionally, the Chief Engineer is responsible for the conveyance through the Master of pertinent engineering information to the IUM shoreside staff.  He must relay supply needs, repair requests, required technical/industrial assistance and appropriate reports/ documentation.


As part of IUM’s standard operational requirements, the Chief Engineer is required to personally be involved during the following activities:


ADVANCE \D 1069.55·
Preparation for maneuvering/maneuvering;


ADVANCE \D 1128.60·
Receiving vessel fuel supplies;


ADVANCE \D 1178.55·
Internal vessel fuel transfers;


ADVANCE \D 1228.55·
Calibration of critical test equipment as per OMV 9.15.1.1


ADVANCE \D 1305.60·
Maintain Oil Record Book as per OMV Section 12.1.5.1;


ADVANCE \D 1377.60·
Minimum one daily round; all engineering spaces;


ADVANCE \D 1444.55·
Review engine log, compile abstract (daily at sea);


ADVANCE \D 1514.55·
Power machinery repairs;


ADVANCE \D 1557.60·
Steering gear/anchor windlass repairs;


ADVANCE \D 1614.60·
Critical operational repairs;


ADVANCE \D -1614.20·
Vessel power plant shut-downs;


ADVANCE \D -1565.25·
Vessel power plant start-ups;


ADVANCE \D -1517.25·
Inventory control;


ADVANCE \D -1480.25·
Cost control regarding inventory, fuel, labor, and repairs.


The C/E shall establish written standing orders that shall be read and signed by all watch officers before standing their first watch in the engine room.  The standing orders should cover (at a minimum) specific activities of the department.  Topics covered shall include:  Bunkering, water testing, shifting fuel and slops, spare parts usage, pumping bilges, operation of the MSD and oily water separator, log keeping requirements and change of watch procedures.  These orders shall be read and signed by each engineering officer before assuming his/her first watch or turning to for the first evolution of day work in the engine room.


The Chief Engineer also meets daily with other department heads to discuss and resolve  any mechanical and engineering problems they may have.  IUM requires close inter-departmental relationships on board its vessels to ensure a smooth and efficient operation.


The Chief Engineer is totally responsible for maintaining and administering the requirements of the Planned Maintenance System.  He coordinates with the Chief Mate concerning deck and cargo handling equipment maintenance and repair requirements, and coordinates with the Master to perform electronic data transmissions to the shoreside staff, as required.  The Chief Engineer must also assist the RO/ET in spare parts management as required by the particular spare parts system employed on the vessel to which he/she is assigned.


As a member of the on board Safety Committee, the Chief Engineer sets and administers the Company’s safety policies for all engineering spaces and personnel. 


He/she is responsible for the repair and maintenance of all hotel services throughout the vessels.  This shall include the HVAC, pluming, galley equipment repairs, lighting, electrical and telephone systems.


Upon relief or upon lay up of the vessel, the Chief Engineer must complete the "Chief Engineer Turnover" form (IUM-V-ADM-016) and submit a copy to the Home Office.  Additionally, if the vessel is owned by the Maritime Administration, the MARAD CE Turnover form must also be completed.  For samples of these forms, see the Engine Section of the "Forms Addendum".

6.1.2  FIRST ASSISTANT ENGINEER

ADVANCE \D 144.40
The First Assistant Engineer is second in command of the Engineering Department.  Responsibilities will include the efficient operation of all engine room and associated equipment, machinery and systems, and he/she reports directly to the Chief Engineer on all engineering matters.


The First Assistant is the leader of the engineering staff for all work performance.  He/she assigns maintenance and repair (M&R) tasks to other staff members ensuring efficiencies in the abilities of those assigned.  In addition, the First Assistant performs M&R tasks which require higher abilities, knowledge and skills, and also will ensure that all engineering spaces are kept clean and orderly.  He/she will maintain records of all M&R performed (including the persons performing the maintenance), parts used and inventory supplies. The conditions of variables (such as coupling alignment, settings, voltages, clearances, etc.) shall be included in this record.  These records will be presented to the Chief Engineer on a daily basis.  With the proliferation of computers, it is strongly advised that the 1/E keep his/her daily work records on a computer hard drive (with a back up) with a printed copy in a binder.  This allows for word search and makes the location of specific date very easy for the relief 1/E.


On IUM vessels, the First Assistant may be assigned to day work or watch standing duties.  Any watch standing duties will be in addition to the following:


ADVANCE \D 1622.40·
Preparation for maneuvering/entering or leaving port,


ADVANCE \D -1582.40·
Testing of emergency equipment,


ADVANCE \D -1532.40·
Monthly rotation of standby machinery,


ADVANCE \D -1475.40·
Start-up/securing machinery,


ADVANCE \D -1428.40·
Implementation of planned maintenance system,


ADVANCE \D -1364.40·
Collection of vibration data,


ADVANCE \D -1316.40·
Controlling engine department overtime,


ADVANCE \U -1363.5·
Perform any vessel repairs,


ADVANCE \U -1409.10·
Perform plant shut-downs and start-ups,


ADVANCE \U -1467.10·
Supervision of cost control measures.


On a daily basis the First Assistant meets with all engineering staff members to discuss and assign work items.  He/she is required to promptly inform the Chief Engineer of all engineering functions.  The First Assistant implements the requests, requirements and policies of the Chief Engineer.

6.1.2.1
DECK  - FIRST ASSISTANT ENGINEER (OPDS Vessels)


The Deck First Assistant Engineer (DK 1/E) is primarily responsible for maintaining the over-all mechanical condition and operational capabilities of the mission related equipment, machinery and systems of the OPDS Tanker to which he/she is assigned.  In addition he/she is responsible for M & R, as directed, on the deck related tanker systems.  He/she reports directly to the Chief Engineer on all deck engineering matters.


On a daily basis the DK 1/E meets with the Chief Engineer discuss work items.  He/she is required to promptly inform the Chief Engineer of all engineering functions.  The DK 1/E implements the requests, requirements and policies of the Chief Engineer for the systems under his charge.


The DK 1/E is expected to interface with the Chief Mate with regards to machinery maintenance and during operational activities which include: deployment, testing and/or training in the use of the OPDS systems and equipment.  He/she shall be responsible for executing and/or overseeing repairs to the OPDS Utility Boats (OUB's).  When subordinate staff members are assigned to assist in the M & R aspects of the OPDS systems the DK 1/E shall demonstrate the leadership required to accomplish the task at hand utilizing efficiencies in the abilities of those assigned.  The DK 1 A/E also will ensure that all spaces under his/her charge are kept clean, orderly and in a safe condition.  He/she will maintain records of all M&R performed (including the persons performing the maintenance), parts used and inventory supplies.  Material condition of the equipment under his/her charge (such as coupling alignment, settings, voltages, clearances, etc.) shall be included in this record.   Work scopes requiring shore side assistance shall be outlined and presented to the Chief Engineer for review and processing.  These records will be presented to the Chief Engineer on a daily basis.  With the proliferation of computers, it is strongly advised that the DK 1/E keep his/her daily work records on a computer hard drive (with a back up) with a printed copy in a binder.  This allows for word search and makes the location of specific date very easy for the relief DK 1/E.


On IUM vessels, the DK 1/E may be assigned to the Engine Room for day work or watch standing duties.  Under these conditions he shall be subordinate the First Engineer (Engine)


The OPDS Mission Specific Systems typical of the DK 1 A/E arena of responsibility:

ADVANCE \D 1048.25
·
Hydraulic Systems - fore & aft
·
All OUB's


·
OUB Deployment Crane

·
Bow Crane


·
DFM pumping systems

·
Conduit Handling Systems


·
SALM Handling Systems


·
OPDS Pumps (Including support and control systems)

6.1.3  SECOND ASSISTANT ENGINEER

ADVANCE \D 1309.25
The Second Assistant is a watchstander on vessels with non-automated engine rooms.  Normal duties include:


ADVANCE \D 1433.25·
Operate and maintain vessel boilers; this includes their associated equipment and systems such as feed water and fuel oils.  Tests and treats boiler water on a daily basis and maintains all associated logs/records presenting them to the Chief Engineer as described in OMV Section 6.14.


ADVANCE \D -1539.60·
Maintain vessel fuel equipment and supplies; this includes assisting the Chief Engineer with taking on vessel fuels, sampling/testing and performing internal transfers, normal maintenance and overhaul of fuel transfer/service pumps and maintaining/cleaning fuel strainers and heaters.


ADVANCE \U -1384.90·
Maintain diesel engine cooling systems; this includes testing cooling waters and treating as required, performing required repairs and keeping test logs/records.


The Second Assistant traditionally reports to the First Assistant.  He/she assists with other M&R requirements as directed by the First Assistant.  The Second Assistant keeps the First Assistant updated on material conditions of the vessels boilers, fresh water/cooling water systems and fuel systems.


On a ship carrying only one Third Assistant Engineer, the Second Assistant will assume the duties and responsibilities for operating and maintaining the vessel’s distillers as outlined under the 8-12 Third Assistant Engineer duties.

6.1.4  THIRD ASSISTANT ENGINEER (NON-AUTOMATED WATCH)

ADVANCE \U 1118.85
The Third Assistant Engineer is a watchstander on vessels with non-automated engine rooms, and will be assigned either the 8-12 or the 12-4 watch.  The third assistant engineer's responsibilities will include one or more of the following duties:


ADVANCE \U 855.90·
Operation and maintenance of vessel distillers, taking water from shore, ensuring adequate water supplies are maintained with associated testing and water treatment.


ADVANCE \U 671.85·
Operation and maintenance of the vessel MSD plants including chlorine and enzyme treatments.


ADVANCE \U 560.85·
Maintaining lube and hydraulic oil systems.  Operating and maintenance of various oil purifiers, filters and strainers.  Maintenance of oil supplies including oil transfers and assist in ordering the various grades of oils.  Perform oil sampling as required for the vessel oil analysis program.


ADVANCE \U 247.90·
Maintain and operate bilge system and oily water separator.  Maintain weekly slop tank soundings.


ADVANCE \U 131.85·
Maintenance of electrical lighting on tankers.  On dry cargo vessels the 3/E will perform electrical duties at the direction of the 1/E.  Traditionally these duties are based on the 3/E's level of knowledge.  The 3/E can be tasked with maintaining lighting fixtures, plugs, sockets, cords, etc. within the engine room and hotel lighting circuits.


The Third Assistant reports directly to the First Assistant who assigns his daily work requirements.  The Third Assistant keeps the First Assistant updated on the condition and requirements for his assigned responsibilities.

6.1.5  ENGINE CADETS

ADVANCE \D 482.10
Cadets are to be assigned duties in the deck and/or engine departments by the Master and Chief Engineer.  Their assignments should correspond to any instruction letters they may present from their respective academy/school.


Cadets may be used as required; however, extreme care should be exercised to insure they are not assigned work which deprives overtime earnings from other crew members.  Generally, the cadet will spend four hours per day observing on watch with a licensed deck or engine officer, and four hours per day performing selective maintenance or other duties as assigned by the Chief Mate or First Engineer.  Cadets may be assigned to work in an area of the vessel and on any necessary duties.


While a cadet may perform all the functions of a junior officer, the cadet may not take on the associated responsibilities.  Therefore, a cadet on the bridge or in the Engine Room may perform duties in parallel to, but never in substitution of a licensed officer.

6.1.6  PUMPMAN

ADVANCE \D 1493.10
The pumpman is a member of the Engine Department.  Traditionally the pumpman is under the direction of the Chief Mate for cargo/ballast operations and under the direction of the Chief Engineer for maintenance purposes.  The pumpman is also responsible for all duties as outlined in the Seafarers International Union’s labor agreement.

6.1.7  QMED (WATCH STANDING)

ADVANCE \D -1402.70
On Watch, the Qualified Member of the Engine Department (QMED) is under the direct supervision of the watch engineer.  When the QMED is working overtime, he will be directed by the First Assistant Engineer.  All QMED duties shall be governed by the SIU labor agreement.

6.1.8  WIPER

ADVANCE \U -1518.75
The wiper is under the supervision of the First Assistant Engineer, and will be governed by the SIU labor agreement.

6.1.9  ELECTRICIAN

ADVANCE \U 1605.5
The Electrician reports directly to the First Assistant Engineer in all matters pertaining to the maintenance of the ship’s electrical equipment.  In doing so, he/she is to keep a maintenance log which is to be turned over to the Chief Engineer weekly.


As directed by the First Assistant Engineer, the electrician will; troubleshoot, maintain and repair shipboard electrical apparatus.  This will include lighting and power circuits, fixtures, switch gear and motors.  He/she is responsible for maintaining the watertight integrity of weather deck circuits and shall re-lamp the vessels light fixtures when directed.  The electrician shall maintain electrical stores/parts inventory and present restocking requirements to the First Assistant.


Container/Ro-Ro Vessels
ADVANCE \U 818.0
When carrying refrigerated containers, the Electrician reports to the Chief Engineer in all matters pertaining to the condition and repairs of on-deck refrigerated cargo.  It will be the responsibility of the electrician to make proper reefer rounds three times per day and log same.  Any repairs or discrepancies will be brought to the Chief Engineer’s attention for prompt action.


Before entering any port, the electrician is to run the Main Cargo Elevator and check for any discrepancies which will hinder the moving of cargo.  He/she is to also go around with the Bosun while the ramp handling gear is prepared for port so that any problems can be addressed immediately.  Upon completion of either of these duties the Electrician is to report any problems to the Chief Engineer and/or First Assistant Engineer.

6.1.10  FIREMAN-WATERTENDER

ADVANCE \D 43.90
The FWT shall report to the watch engineer and to the 1/E when assigned overtime.  The FWT shall as part of their regular duties: tend water and boiler auxiliaries, oil temperatures, stack draft, supervise firing, clean burners/strainers/drip pans and punch carbon.  They shall handle any valves in connection with the operation of the boilers as directed by the engineering officers.  They shall be required to clean up excess oil occasioned by changing burners and strainers and shall leave the fireroom in a safe condition when relieved.  In Port the FWT shall maintain a regular donkey watch and shall maintain steam and tend auxiliaries, including ice machines.

6.1.11  OILER MAINTENANCE UTILITY (OMU)

ADVANCE \D 767.90
The OMU is under the direct supervision of the watch engineer the 1/E on automated vessels and when on overtime.  He/she is to make an engine room round every hour on the hour and will make one topside round per watch in conjunction with his hourly rounds.  The topside round will encompass the steering gear flat, ship's reefer compressors, the ship's air conditioning compressors and fan rooms, and any other designated areas.  It is his/her responsibility to report any irregularities that he encounters to the engineer on watch so that appropriate measures can be taken to correct same.

6.1.12  GENERAL DECK ENGINE UTILITY (GUDE)

ADVANCE \D 1418.90
The GUDE reports directly to the First Assistant Engineer.  The standard duties of the GUDE are to complete the daily sanitary duties assigned by the Chief Engineer and First Engineer and then to report to the First Engineer to receive the daily list of work areas for clean-up.  He/she will stand by at the fueling manifold while fueling and clean up all tools used when finished.  He/she is responsible for keeping the engine room clean and swept and make sure that all rags and oil absorbent pads are picked up.


The GUDE is also made available to the Chief Officer routinely for assistance in handling lines and upon request for other Deck Department functions.  Under these conditions the GUDE reports to the Bosun and/or the Chief Mate.

6.2
BUNKERING OPERATIONS

ADVANCE \U -1549.60
IUM bunker procurement procedures are located in OMV Section 12.4.1.

6.2.1  PERSON-IN-CHARGE

ADVANCE \U 1617.20
The Chief Engineer has the overall responsibility for receiving bunkers and verifying the quantities received.  The Master must designate a Person-in-Charge in writing as per 33 CFR 155.700, which will normally be the Chief Engineer.  Form IUM-V-DCK-013 can be used to make this designation.  This designation will not eliminate the Chief Engineer’s responsibility for the proper receipt of bunker of fuel on the vessel.  He/she shall sign all bunker receipts and/or ullage sheets required to be executed.  The Person in Charge (PIC) shall ensure that checklist #16F is completed.  A log entry shall be made by the PIC when this checklist is completed.

6.2.2  PRE-TRANSFER CONFERENCE

ADVANCE \U 916.20
The Person-in-Charge shall meet with and discuss all phases of receiving fuel with shore or barge personnel.  The following shall be discussed:

ADVANCE \U 756.20
·
Quality of fuel,

ADVANCE \U 721.20
·
Quantity of fuel,

ADVANCE \U 685.20
·
Starting time,

ADVANCE \U 652.20
·
Pressure and rate of loading,

ADVANCE \U 604.20
·
Communication procedures.

6.2.3  POSTED PROCEDURES

ADVANCE \U 534.20
Bunkering procedures on IUM operated vessels are detailed by the Engine Room "Oil Transfer Procedure."  This is posted at the Engine Operating Station, and all engineers involved in the fueling must be familiar with these procedures.

6.2.4  RECORDS

ADVANCE \U 268.20
The Chief Engineer shall be responsible for all fuel oil records.  He/she will maintain a file of all fuel oil transactions, and enter all information required in the Engine Room Record, as required by 33 CFR 151.25.

6.2.5  COMMUNICATIONS

ADVANCE \U 12.20
Two-way radio contact shall be maintained throughout the bunkering operation in accordance with 33 CFR Part 156, Subpart A, Paragraph 156.120(q).  Radio contact will be established between the Person-in-Charge on the vessel, at the bunker connection, and the Person-in-Charge of transferring the bunkers to the vessel.

6.2.6  NOTE OF PROTEST

ADVANCE \D 346.80
After the taking of bunkers, if the Chief Engineer determines that a significant shortage exists between the delivery receipt from the barge or terminal and the amount determined to have been received, the Chief Engineer shall utilize the form IUM-V-ENG-003 to protest the shortage/overage or other unusual circumstances surrounding the delivery of the fuel, lube or diesel oils.

6.3
ENGINE LOGBOOK

ADVANCE \D 763.80
The engine room log book shall be completed and signed by the watch engineer at the end of each watch.  All temperatures, pressures and time of activities shall be recorded.  All arrival and departure information shall be included.  Daily at sea, the Chief Engineer  will prepare the "Noon Slip" (form IUM-V-ENG-002) or a computer print-out equivalent and send a copy to the bridge.  This information shall be the same figures found in the engine logbook.  The Chief Engineer shall review the log book daily and sign.  The engine logbook information shall be summarized using the Abstract of Engineer's Log (form IUM-V-ENG-007).  An example can be found in the Engineering Section of the "Forms Addendum".  It shall be submitted at the end of the voyage or monthly as appropriate to the Home Office.


The Oil Record Book is to be considered a supplement to the Engine Log.  Maintaining a record of inter-ship transfers is required.  We must be able to provide an audit trail for oily water, waste oil and slops.  See OMV 12.1.5.1 for further discussion on this topic.

6.4
ENGINE MACHINERY

ADVANCE \D -1406.06.4.1  CREW TRAINING

ADVANCE \D -1370.0
In addition to the required indoctrination required by OMV Section 3.2.1.2, all Engine Department personnel shall be instructed in the proper use and operation of machinery.  Depending on watch assignment, engineers will be responsible for operating and maintaining particular equipment under the supervision of the First Assistant Engineer.  Watch engineers shall be indoctrinated in their duties by the person they relieve or by the First Assistant.  Additionally, unlicensed Engine Department personnel shall not assume a watch or operate machinery unless initially instructed by or directly supervised by the watch engineer.  This indoctrination is to be recorded in the appropriate logbook.

6.4.2  MAINTENANCE, REPAIRS AND INSPECTIONS

ADVANCE \U 1268.40
A planned maintenance program will be used to ensure all functions of predictive, preventative and corrective maintenance programs are performed.  A record shall be kept on all equipment in the planned maintenance system’s file.


The Oilers or QMED's making rounds of the engine room, can utilize prepared forms such as the one found in Engine Section of the "Forms Addendum".  If this form is inappropriate to a particular vessel, the Chief Engineer and the First Assistant shall devise a check off sheet to guide the watch standers in the completion of their rounds.

6.5
SPARE PARTS

ADVANCE \U 664.356.5.1  INVENTORY

ADVANCE \U 632.40
A complete and up to date inventory of spare parts shall be maintained.  Record of usage and spares on order will be kept in the planned maintenance system files.  Adequate spares are to be maintained with due regard to shipyard and repair periods, as well as, routine operations.  Oversupply is to be avoided.

6.5.2  STOREROOMS

ADVANCE \U 286.35
All vessel storerooms shall be appropriately stocked, organized and kept clean.

6.5.3  REQUISITIONS

ADVANCE \U 169.35
All spares shall be ordered as per IUM requisition procedures (See OMV Section 12.18).  Adequate lead time shall be considered for items.

6.5.4  NAMEPLATES ON MACHINERY

ADVANCE \D 16.60
In order to secure replacement parts for a machine, it is necessary to have the data on the nameplate included in the order.  Therefore, these nameplates should never be removed, but, must be kept on all machinery.  Further, they must be kept in such condition that the data thereon can be easily read and in no case should they be painted.  The machinery data book should be kept up to date and this will supply nameplate data in a convenient form.  The Chief Engineer will be responsible for keeping this book updated.

6.5.5  IDENTIFICATION OF USED PARTS

ADVANCE \D 590.60
The Chief Engineer shall ensure that a system exists to ensure that used parts can never be mistakenly substituted for new parts.  This system shall be described in the C/E's standing orders.


The system must ensure that any used parts not disposed of shall be tagged, marked and/ or segregated in such a way so as the parts in question could be substituted as new parts.


Parts, valves or machinery sub-assemblies that are re-built must be identified (labeled) in such a way that the engine room workers can readily identify the:


ADVANCE \D 1140.60·
Date of the rebuild


ADVANCE \D 1178.60·
Person or shop name who did the work.


Electrical or electronic components removed from service should never be re-stocked without being certified by a competent authority.

6.5.6
CRITICAL SPARES

ADVANCE \D 1392.60
In coordination with the Port Engineer and the home office, each vessel must identify those spares that are to be considered critical*.  Once identified, the vessel and the PE must determine what stock levels shall be maintained and if these parts are to be held on board or ashore.  These parts must never be out of stock in their designated locations.  These parts must be re-ordered when the available quantities reach the minimum quantity allowed level.


*Critical -
A part in need of regular replacement, a long lead item that cannot be improvised or a part determined to be indispensable by the vessel and PE.

6.6
ENGINE ROOM WATCH

ADVANCE \U -1393.30
All watch engineers are responsible for the monitoring and proper operation of all engine room equipment.  Each watch officer is required to make a complete round of the engineering spaces prior to relieving the previous watch engineer.  Watch officers are not allowed to perform any work tasks which may distract them from their monitoring duties.  The watch officer directs his watch standing QMED in the performance of normal tasks such as recording plant temperatures, pressures, etc.   The Oilers or QMED's making rounds of the engine room, can utilize prepared forms such as the one found in Engine Section of the "Forms Addendum".  If this form is inappropriate to a particular vessel, the Chief Engineer and the First Assistant shall devise a check off sheet to guide the watch standers in the completion of their rounds.


During periods of vessel maneuvering there will always be two engineering officers in the engine room, one of which will be the Chief Engineer or First Assistant.  Overlapping of watch periods ensures this two-man requirement.  When not in Bridge Control, the throttle is controlled by the Chief Engineer or the First Assistant with a Second or Third Assistant available for any special needs.


The engineer’s alarm is to be used without hesitation to call for assistance if the watch engineer is in doubt regarding the continued safety of the plant.  During engineering emergencies, all engineering officers are required to report to the engine room.

6.7
EMERGENCY DIESEL GENERATOR

ADVANCE \U 349.55
It is the responsibility of the Chief Engineer to ensure the reliability of the Emergency Diesel Generator (EDG).  The EDG shall be maintained and repairs recorded in the Planned Maintenance System file.  The EDG shall be operated and tested under load for at least two hours per month as per 46 CFR 97.15-30(b).

6.8
FIRE PUMPS

ADVANCE \U 3.50
It is the responsibility of the Chief Engineer to ensure the reliability of the vessel fire pumps.  The main fire pump and the emergency fire pump shall be maintained and repairs recorded in the Planned Maintenance System file.  The fire pumps shall be operated and tested as per 46 CFR Chapter 97.15-35(1).

6.9
MANEUVERING OPERATIONS

ADVANCE \D 348.456.9.1   GENERAL

ADVANCE \D 379.40
Watch officers shall be prepared to commence preparations to maneuver and/or maneuvering operations whenever required.  The checklist in OMV Section 16 is to be utilized when testing gear.  When the items are complete, a notation is to be made in the Engine Log stating that checklist #16E has been completed.  This entry shall be signed by the Watch Officer.  The propeller shall not be turned with the main engine prior to notification from the deck watch officer that the:
(also see omv 5.6.4)



ADVANCE \D 894.45a.
The propeller area has been visually checked;



ADVANCE \D 960.45b.
All hoses and support lines are unhooked and safely ashore;



ADVANCE \D 1040.45c.
All ramps are removed and dis-engaged.

6.9.2  BELL BOOK

ADVANCE \D 1115.45
When the throttle is in engine room control, a bell book (see OMV Section 18.1) shall be maintained at the maneuvering platform.  A record of all throttle commands and time of commands shall be entered in the bell book.  If an error is made in the bell book, a single line is to be drawn through the error and the person maintaining the bell book is to initial the error.  Times are to be synchronized with the bridge at the pre-departure or pre-arrival test gear.

6.9.3  RECORDING SYMBOLS

ADVANCE \D 1622.45
Conventional signs to be used in logging engine room bells.  All symbols are displayed at the bottom of each page of the bell book.

6.10
SHIPYARD AND VOYAGE REPAIRS

ADVANCE \D -1471.35
A repair requisition shall be submitted to the office for any work to be performed during a voyage or shipyard period.  All repair requisitions submitted by the Deck, Engine and Steward’s Departments shall be reviewed by the Master and Chief Engineer.  A file shall be kept by the Chief Engineer of all repair requisitions submitted to the office.  The Chief Engineer shall keep a record of all submitted and completed requisitions.


IUM shore personnel shall be responsible for determining the action to be taken concerning all repair requisitions, shipyard or voyage repairs.

6.11  PLANNED MAINTENANCE

ADVANCE \U 1503.70
A Planned Maintenance System (PMS) is in effect on all IUM vessels.  The system shall be used as a guide to aid the ships staff to ensure the highest quality of ships equipment conditions.  It is the Chief Engineer's responsibility to ensure the implementation of this system.  Periodically, he/she will generate a work list to be distributed to the Deck and Engine Departments for action to be taken on due items.  The Chief Mate and First Assistant will be responsible for the implementation of their respective work lists and shall record actions taken.  The PMS is a guide and in no way restricts any other work required to maintain proper system and equipment operation.  All work performed to the vessel machinery will be recorded in the PMS to establish a history for all equipment.


Planned maintenance (PM) on IUM operated vessels covers both "Reduced Operating Status" (ROS) vessels and active vessels.  When a vessel is in ROS status, the "Phase IV - MAINTENANCE" procedures (as defined in the MARAD "Ready Reserve Fleet, Operations Management Guidelines", Vol.1, Chapter 8) will apply.


The planned maintenance system for all ROS vessels is driven by the government provided computer program called "MARTS."  At the start of the MARAD contract to be loaded on-board the ship's computer as well as the IUM office computers.  The MARTS program contains a generic database (called RMA) which includes core/minimum requirements for maintenance and inspection actions on-board a MARAD vessel in ROS status.  As per contract requirements, IUM modifies the RMA database for each vessel in order to make the maintenance and inspection requirements ship specific (VMA database).  These modified databases contain verbal descriptions of the maintenance and inspection requirements as well as the time integral to complete each requirement (monthly, annually etc.)


The VMA databases are loaded into the MARTS program and are utilized for developing a tracking planned maintenance schedule.  (The actual planned maintenance module within the MARTS program is called the "Scheduled/Phase Maintenance" module.)  The ROS chief Engineer is responsible to utilize and update this module.  This module derives all applicable data from the VMA database in order to construct a planned maintenance schedule.  The Chief Engineer shall ensure that all maintenance and inspection functions are accomplished in accordance with the "Scheduled/Phase Maintenance" module.  The Chief Engineer shall input all data which shall include the: date, hours expended and ratings of all personnel involved with completing each specific task.  All data within the MARTS program is exported from the ship's computer to disk on a monthly basis.  This disk is routed to the vessel port engineer, the IUM home office and the MARAD surveyor.  Each entity in succession imports the MARTS data into their computer for review and comment.


When in the active phase, IUM vessels are covered by various Planned Maintenance Systems as prescribed by the vessel owner.  The PMS reports are forwarded quarterly  to the Engineering Dept.  Spare part requirements identified by the PMS shall be forwarded in a requisition format to the Engineering Dept. on an "as needed" basis.


It should be noted that several IUM customers utilize a PMS system that is stored as an electronic data base.  As such there is not a "form" that is filled in and therefore included in this documentation.  These programs print out work lists and completed reports when so directed.

6.11.1  REGULAR TESTING OF INACTIVE FUNCTIONS

ADVANCE \U -1431.0
The Chief Engineer shall coordinate with the Chief Mate to identify those functions and/or systems that could go untested or not be put into service for an extended period of time as the operational tempo of the vessel changes.  Items listed in the vessel's PMS need not be duplicated.  The form IUM-V-ENG-009 can be used for this purpose.  Consideration shall be given to Special and Critical Operations/Systems as listed in OMV Section 2.3.

6.12
REQUIRED TESTS AND INSPECTIONS

ADVANCE \U 1348.856.12.1  PRE-MANEUVERING TESTS

ADVANCE \U 1303.85
Engine room pre-maneuvering tests shall be in conjunction with bridge pre-arrival and pre-departure gear tests.  An engineer shall be in communication, via sound powered telephone, with the bridge during pre-maneuvering and steering tests.  The engineer will observe the operation of both steering gear units, rudder movement, and gyro compass repeater.  The engineer performing the pre-maneuvering tests shall note these tests in the Engine Bell Book and shall affix his/her signature to the entry.


At the engine room maneuvering station, the engineer and the bridge shall test the engine order telegraph.  The engineer shall also test the throttle control for response.


The pre-maneuvering tests shall be logged in the engine room log and bell books.  All tests shall be in compliance with 46 CFR Chapter 1, Subchapter D, Paragraph 35.20-10.

6.12.2
REFRIGERATION SUPPLY/REMOVAL & MAINTENANCE LOGS

ADVANCE \U 383.85
EPA regulations call for all users and generators of refrigerants, waste refrigerant gases and commercial operators of refrigerant equipment to keep certain records.


IUM has reviewed these regualtions and has created two forms that can be used to meet these requirements.  Equipment supplier forms or on-board created log sheets already in use are also suited for this purpose.


The regulations call for users/generators to log all quantities purchased, installed and recovered as well all maintenance activities on euipment containing refrigerant.  IUM has prepared the form IUM-V-ENG-001 "Refrigeration Maintenance Log" and IUM-V-ENG-003 "Refrigeration Supply & Removal Log."

6.13
SOOT BLOWERS

ADVANCE \D 333.10
The Chief Engineer shall determine the frequency of use of the boiler soot blowers.  The Second Assistant is responsible for the operation and maintenance of the soot blowers.  Prior to blowing tubes, the bridge must be notified.  The mate on watch must determine if a course change is required or possible in order to avoid fouling decks and structural areas with soot.  After the watch officer is satisfied that proper conditions are met, soot blowing may begin.  The bridge must be notified when soot blowing has been completed so the watch officer may resume course.  At no time will blowing tubes be permitted in port or any restricted areas.  Emission control regulations shall be obeyed for all regions.  An entry shall be made in the engine room log book stating the time and completion of the operation.

6.14
BOILER OPERATIONS

6.14.1  BOILER WATER TESTING

ADVANCE \D 1215.10
Utilizing the manufacturer supplied boiler water testing and conditioning program, the Second Assistant will perform main and auxiliary boiler water testing and treatment on a daily basis.  The Second Assistant is responsible for the actual testing and conditioning of the boiler waters utilizing testing equipment and chemicals provided.  He/she will be required to maintain proper chemical reserves within the boiler water systems and to perform periodic blow downs to ensure boiler waters are within limits.  He/she will maintain and record all test results and conditioning actions within the boiler water testing log which will be reviewed by the Chief Engineer daily.  The Chief Engineer, in turn, will forward the log sheet duplicate to the office for review.

6.14.2  LOADING DISTILLED WATER, SHIPYARD & OTHER

ADVANCE \U -1393.80
The loading of make-up feed boiler water from sources other than vessel generated has caused several significant casualties.  The effects of poor quality boiler water at high temperatures can be devastating and can quickly destroy expensive machinery.  Next to dry firing a boiler there is nothing more detrimental than introducing poor quality make-up feed water.  The following outlines steps to be take when loading and using distilled/demineralized make-up feed waters.


This situation requires that the C/E designate a specific officer to see the operation through to completion.  This must include water testing before, during and after the water has been loaded.  Reverse osmosis filters on the dock or in a portable unit can become clogged or reach their limit of usefulness during the process causing the vessel to unknowingly load bad water.


Items to be reviewed prior to loading include:

ADVANCE \U 965.0

A.
Condition of receiving reservoir (tanks). (Record recent and prior history; i.e., coated, cleaned, recent contamination, washed down, rinsed out, in distill service, partially filled, no recent activity, etc.)   Record confirmation of reservoir isolation for loading and record quantities aboard in all distilled and potable reservoirs.



B.
Condition of transfer conduit:  (Vessel’s pipe systems–record system preparations; i.e., flushed and drained, flushing not necessary, etc.  Umbilical to ship (hose) – flush at initial start-up and drain; record in log.



C.
Verification of supply quality / condition:




- Barge / truck; receive certification of distillate cargo.




- Water maker; receive certification of the units’ regeneration (i.e., it’s capability).  [Typical “water/rain makers” have a cyclic life depending on the quality of shore water supplied to them.  The vendor has the responsibility of providing a defined tonnage capability based on pre-established criteria.  This criteria generally is not discernable by the vessel.  A unit that may generate 100 tons of plant-ready distilled water in Florida may only produce 60 tons in Texas.  All reputable vendors will be able to provide a base line for the unit provided.]



D.
Communications - Establish vendor P.O.C. and record name along with a 24 hr ph/cell #.


Plant conditions.


ADVANCE \D 405.95
A.
Log a statement of plant condition; i.e., on line, dead plant, light-off in progress, etc.



B.
Record condition for each onboard distiller unit (i.e., off line (defective), off line (stand-by), on line, etc.).


Testing requirements


ADVANCE \D 660.0
A.
Receive a sample of the shore water being fed to the “water/rain maker” and test for total chlorides.  Log results.



B.
Confirm by testing, quality of water in partially filled reservoirs (tanks) aboard ship (to include potable for domestic service).  Log results.



C.
Confirm by testing, quality of existing water in plant boilers/system (if applicable).  Log results.



D
Sample and test for chlorides:




- After flushing conduit hose,




- When starting to fill each new tank.




- After first ½ hour of operation,




-@ max. 15 ton loading intervals,




-@ 90% and again at 100% of regeneration capability as stated above,       (call for shut down at 100%).


NOTE: Sample point should be aboard vessel at hose connection if possible, otherwise where practical.  All test results must be logged in the engine log book (or a separate log established for this purpose) and be reviewed by the C/E before the water is put into use.

ADVANCE \D 1614.95
The person in charge must be aware when the shoreside changes filters or switches to a different unit.  Water testing must confirm that good water is being passed after each change.  Any change in the readings must be relayed to the C/E.


DO NOT LOAD:


A.
Whenever chlorides exceed allowable limits.



B.
Directly into plant feed system or steam generator.



C.
To a reservoir (tank) currently in use for make-up feed.



D.
To a reservoir to which ship’s distilling units are discharging.



E.
To the vessel’s domestic tank presently in use.


Tank sampling points may not be readily available (especially for double-bottoms).  All C/E’s are to review such logistics and adopt the most practical resolution to comply with this policy.


The vessel's C/E is ultimately responsible for the logistics and quality of distilled waters received.  He/she is to establish the maximum allowable chloride limits as per plant particulars.  It should be noted that chlorides are “accumulative” when introduced into boilers; low readings at sample points during loading can accumulate to medium or high readings when make-up feed is supplied to a boiler.  For this reason minimum values of chloride test results should be demanded and achieved when sampling.


At no time is a vessel to continue loading distillate feed waters when the “water/rain maker” has reached its maximum regeneration capability as described above.


In the event of an emergency the vessel's C/E and/or Master has the authority to override, change or alternate this policy and its guidelines herein.  Such actions are to be recorded in detail.

6.15
ENGINE ROOM BILGES

ADVANCE \U 666.15
All engine room bilges are to be kept clean.  When required, bilges must be pumped down so as to prevent damage to equipment that may be located in the bilge area.  Precautions must be taken to ensure that bilge water is discharged to the bilge water holding tank or the slop tank only.  The oily water separator shall be used to ensure that water discharged overboard meets local and federal regulations.  At no time will the pumping of bilges overboard be allowed in port or restricted areas.  A bilge water holding tank shall be used as necessary.  The tank may only be pumped out when conditions permit in compliance with MARPOL and USCG regulations.  An entry shall be made in the engine room Oil Record Book as required by 33 CFR 151.25 and OMV Section 12.1.5.1.

6.16
AUTOMATION

ADVANCE \D 137.80
All IUM vessels operate with a certain level of automation, from boiler management to complete engine room automation.  It is the responsibility of the Chief Engineer to ensure that all components operate at their designed levels.  All automation must be maintained in good working order to ensure personnel and plant safety.  The Chief Engineer and his staff must be familiar with all phases of operation and maintenance of their particular system of automation.  Whenever a situation arises beyond the scope of ship personnel, the Chief Engineer must notify the Home Office for assistance to resolve any problems.  Each vessel is furnished with manuals to aid the staff in the operation  and maintenance of their vessel in a safe and efficient manner.

6.17
SECURING A BOILER AT SEA

ADVANCE \D 939.80
In preparation for securing a boiler at sea for maintenance or repair the Chief Engineer shall first discuss the situation with the Master in regards to the ships safety.

ADVANCE \D 1126.80

·
Weather

ADVANCE \D 1153.80

·
Traffic 

ADVANCE \D 1181.80

·
Schedule


Prior to securing the boiler at sea, engineering shall notify the bridge of the time for RPM reduction.


The steaming rate of on-line boilers shall be reduced to the point where one boiler will handle the required steaming rate safely.  The boiler to be taken off the line may then be secured using safe and proper engineering practices.  Each vessel is furnished with engine operation manuals to aid the engineering staff to perform required tasks.


Special attention should be given to several areas.

ADVANCE \D -1560.0

Automation - be familiar with all requirements necessary for one boiler operation.

ADVANCE \D -1460.0

Main Feed Pump - be aware of reduced demand of feed pump.

ADVANCE \D -1385.0

Evaporators - should be adjusted or secured due to reduced main engine extraction steam pressure.   
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RADIO DEPARTMENT

ADVANCE \U 1207.307.1
DUTIES AND RESPONSIBILITIES

ADVANCE \U 1160.30
All ships are now required to comply with the SOLAS regulation requiring the carriage of a Global Marine Distress and Safety System (GMDSS).  Vessels on MARAD and MSC charters, may still carry REO as directed by charterer requirements.


The primary duties of the Radio Officer/Electronics Technician (RO/ET) are fulfillment of the SOLAS requirements as detailed in the statutes, regulations and instructions promulgated by IMO, USCG and the FCC and listed in OMV Section 7.3.  The company requires logs of individual telex, fax and phone calls, satellite and  cellular (form IUM-V-DCK-004).  The company must document individual calls in order to receive reimbursement for certain types of calls.  If such logging serves no purpose for a given vessel, then these logging requirements will not be imposed on that vessel.  This will be determined by the ISM Designated Person.


(TOTE vessels should not forward the phone logs or communication station logs as those bills are paid from Tacoma.)


In addition, the RO/ET (if carried) will handle, expeditiously as practicable, all message traffic to and from the vessel as directed by the Master.  The REO/ET is also to be available at the direction of the Master for electronic repair anywhere on the vessel.  Requirements for message traffic or repairs in excess of 40 hours/week will be performed at the direction of and approval by the Master.  Message logs will be kept and forwarded to the Home Office each month or at the end of the voyage as directed.  The message logs will, as a minimum, include:

ADVANCE \D 409.65
1)
SATCOM/INMARSAT/SITOR telex messages sent.



ADVANCE \D 473.60Each log entry line will include the date, number called, name of addressee, time called, minutes – or seconds – charged, and nature of telex.  In addition USN/MARAD/MSC required messages will be plainly indicated. (A separate log for military usage might be preferable.)

ADVANCE \D 760.65
2)
SATCOM/INMARSAT telephone/facsimile messages sent.



ADVANCE \D 832.65Each log entry line will include the date, number called, name of addressee, time called, minutes – or seconds – charged, and nature of the facsimile or telephone call.  In addition, USN - SATCOM/INMARSAT Telex traffic sent, will be plainly indicated.  Form ium-v-adm-004 is provided for this purpose.

ADVANCE \D 1149.65
3)
The VHF bridge radiotelephone calls will be maintained by the bridge watch, or as otherwise require in accordance with instructions of the  Master or IUM.

ADVANCE \D 1323.65
4)
At the discretion of the Master, and in keeping with the orders and directives of this manual, the Owner or Charterer, personal messages and/or calls may be made utilizing the ship’s equipment during normal duty hours of the RO/ET.  An entry will be made in the appropriate log.  All such personal communications will be handled in accordance with OMV Section 11.

ADVANCE \D -1570.20
5)
Maintenance of the GMDSS Log, including all the testing and pre-departure/arrival functions.

7.2
GENERAL

ADVANCE \D -1444.20
All services of the Radio Officer (RO) or Radio Officer-Electronic Technician (RO/ET) and all associated ship’s Radio Station equipment will be directly under the control and authority of the ship’s Master.

7.3 
STATUTES AND REGULATIONS

ADVANCE \U -1432.30
The duties and responsibilities of the RO/ET will be as directed by the ship’s Master, commensurate with the Rules and Regulations as stated in the following documents:

ADVANCE \U -1617.35
(1)
Code of Federal Regulations published by the United States Printing Office, Title 47, Part 80 (Stations in the Maritime Service).  current edition;

ADVANCE \U 1491.45
(2)
The Radio Manual for Use by the Maritime Mobile and Maritime Mobile-Satellite Services as published by the International Telecommunication Union, current ed;

ADVANCE \U 1313.50
(3)
OMV Section 11.

7.4
EQUIPMENT MAINTENANCE AND TESTS

ADVANCE \U 1239.45
The RO/ET will perform routine maintenance and conduct performance checks as necessary to insure reliable operation of the ship’s radio station equipment and navigational equipment.  Upon finding a correctable fault or condition, the RO/ET will inform the ship’s Master of the need to make corrective maintenance/repairs and shall do so upon approval.  The RO/ET shall inform the Master if the condition or fault is beyond his/her capability; either due to lack of on board spare parts or that the nature of the repair is beyond the skill level of the RO/ET.  A good journal/log will be kept to record repairs made either by the RO/ET or other personnel.  The station/navigational equipment includes:

ADVANCE \U 522.45
1.
All GMDSS Equipment IAW 47 CFR 80.1085, as appliciable.


2.
GMDSS station emergency batteries and emergency lights.


3.
The ship's radar and ARPA units.


4.
All Antennas.


5.
Survival craft radios, SARTS and EPIRB's.


6.
Bridge electrical equipment as directed by the master or person in charge of the vessel.

7.5
REQUIRED RADIO WATCHES

ADVANCE \U 164.50
AT SEA

With the advent of GMDSS, the RO/REO is no longer required to be carried.  If the charterer chooses to carry an REO, this individual is considered to be a day worker and shall perform communications duties and repair work at the discretion of the Master.


IN PORT

The duty hours of the RO/ET will be 0800-1200 and 1300-1700 hours ship’s local time, Monday through Friday or as directed by the Master.

7.6
FCC REQUIRED TESTS & PUBLICATIONS

ADVANCE \D 302.50
Tthe following items will be tested and/or checked and results will be recorded in the GMDSS log:

ADVANCE \D 416.50
DAILY


a.
Results of required battery tests including specific gravity of lead-acid batteries provided as part of compulsory installation.

ADVANCE \D 571.50
b.
Digital Selective Calling equipment using the Built In Test Equipment (BITE). (On the air radiation not required.)


c.
Printers-check that there is sufficient paper for DSC, NAVTEX, SITOR and INMARSAT equipment.


WEEKLY

ADVANCE \D 811.50
a.
Digital Selective Calling equipment on-the-air to another station.

ADVANCE \D 897.45
b.
Reserve source of energy (radio station battery).  The "emergency source of energy" is usually the emergency diesel generator, confirmed tested and satisfactory by the Engine Dept.

ADVANCE \D 1097.50
c.
Batteries and general condition of survival craft equipment (EPIRB), SART's and VHF transceivers. Check security of fittings and look for signs of corrosion or damage.


YEARLY

ADVANCE \D 1293.45
a.
Check that the station has been provided with the complete and most current edition of the following publications:


ADVANCE \D 1428.45
·
"ITU Manual for Maritime Mobile and Satellite Services"

ADVANCE \D 1502.50

·
"ITU List of Coast Stations", w/supplements if any.

ADVANCE \D 1573.50

·
"ITU List of Call Signs and Numerical Identities" w/supplements if any.

ADVANCE \D -1612.30

·
"ITU List of Ship Stations"

ADVANCE \D -1565.30

·
"ITU List of Radio Determination & Special Service Stations", w/Supplements if any.

ADVANCE \D -1462.30

·
"CFR 47"/ FCC Part 80


ADVANCE \D -1420.30
·
IMO Publication GMDSS Master Plan of Shore Based Facilities. (This requirement can be covered by NIMA pub #117 [Radio Aids to Navigation in the US.])

7.7
SPARE PARTS AND CONSUMABLE REQUISITIONING

ADVANCE \U -1417.20
The RO/ET shall prepare requisitions for the Radio Department in accordance with OMV Section 12.18.  He/she shall coordinate with the Chief Engineer if Radio spares are part of the vessel’s spare parts data base.  Consumable and spare parts requisitions are to be neatly written or typed, signed and presented to the Master for his/her review and signature.

7.8
SATCOM VOICE AND TELEX BILLING INSTRUCTIONS

ADVANCE \U 1435.65
The primary radio/satellite station service provider for IUM ships is COMSAT**.  Ships should endeavor to utilize COMSAT for all messaging (SATCOM voice calls and telex) as IUM recieves a substancial discount from COMSAT for traffic generated by our affiliated vessels.


The dialing sequence for all INMARISAT A & B voice calls must start with "001" in order for the billing to go through COMSAT.


Text messages and data x-fer from MARAD ships directed to NAVCOMTELSTA, San Diego are billed to Military Sealift Command automatically by COMSAT.  This direct bill to MSC saves IUM from having to pay and then re-bill (reduces admin costs @ IUM).


In order for IUM to get the arranged discount on telex (A, B or C) charges and data transfer connections, INMARISAT telex's must contain one of the following codes:



AOR - E 
581


AOR - W
584



POR

582


IOR

583


(The dialing sequence varies slightly depending on the model of INMARITAT terminal in use, but the above codes must be in the sequence to get the discount.)


Mini-M billing (voice and data) is determined by the SIM card inserted in the machine.  Do not override the SIM card programing unless there is an urgent need.


There is one item that causes confusion.  COMSAT was bought out but a Norwegian company (Telenor).  Do not mistake the TELENOR prefix code ("004") for the COMSAT prefix code ("001").  The discount does not acrue when you dial anything other than "001".  This includes voice calls made to NAVCOMTELSTA, San Diego.


Unless the vessel has an overriding operational reason (i.e. cannot get a connection using a COMSAT station or the customer has directed the vessel to use a different provider), you are directed to use direct billing to COMSAT at all times.


** - unless otherwise directed by the customer
7.9
MESSAGE CONFIRMATION REQUESTS

ADVANCE \D 408.35
In reviewing the COMSAT bills.  It was noted that there is an additional charge when you ask for confirmation of the E‑mail and Sat‑C delivery.  The charge is not huge but you should consider not requesting the confirm unless it is really necessary.  COMSAT will always let you know if the message did not go through.
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STEWARDS DEPARTMENT

ADVANCE \D -1457.508.1
PERSONNEL AND JOB DESCRIPTIONS

ADVANCE \D -1407.458.1.1
STEWARD/BAKER

ADVANCE \D -1372.50
The Steward/Baker is responsible to the Master for the operation of the Stewards Department and he shall perform these duties in accordance with the Company's regulations and at the direction of the Master.


The Steward shall accompany the Master on periodic inspections of the vessel's accommodations and food store spaces.


He/she shall supervise all work of the Steward’s Department, including preparing and serving meals.  The Steward is responsible for:

ADVANCE \U 1550.80

·  Requisitioning,



·  Receiving and issuance of all stores,

ADVANCE \U 1470.80

·  Inspection of work,


·  Inventories and rotation of stocks, 

ADVANCE \U 1388.80

·  Issuance of linens and soaps,

·  Prepare all menus,

ADVANCE \U 1315.80

·  Ensuring that all meals are served on time.


Overtime will be authorized, checked and recorded by the Steward/Baker.  The Steward will obtain consent from the Master before authorizing any overtime, and will prepare a plan for the Master describing all work outside the galley that will involve the payment of overtime, including:

ADVANCE \U 963.80

·  Deck stripping and waxing,

·  Washing of laundry,

ADVANCE \U 892.80

·  Rotating stock in storerooms,

·  Lounge(s) and office(s) upkeep.


Issuance of stores and transfer of perishables is to be accomplished within normal work hours to avoid unnecessary overtime.


The Steward is responsible for all aspects of the department.  It is necessary for the Steward to delegate responsibility for tasks within the galley and throughout the house. Occasionally this involves work that falls outside of the standard 8 hour work day.  It is vital that the assignment of overtime be on a fair and equitable basis, giving careful consideration to the SIU contract, the work involved and the rating best suited to economically perform the work.  When a person repeatedly refuses overtime, the Steward will bring this matter to the Master's attention, and the Master will log these occurrences.


The work rules contained in the SIU agreement shall supplement the duties set forth above.  Any additional duties listed in the union agreement shall be deemed to have been incorporated herein.


He/she is responsible for checking the voyage stores when they are received, and to refuse any inferior, outdated, thawed or spoiled merchandise being delivered.  In the event it is necessary to reject any supplies being delivered, a notation is to be made on the delivery receipt and any explanation is to be dispatched to the Home Office by fax or telex before departure from the port (Attn: Purchasing Manager).


The Steward must take a personal interest in economizing the consumption of the ship’s stores, reduce waste by efficient menu planning, utilization of leftovers and multi use of entrees.


He/she is to exercise complete control of all keys to storerooms and staterooms for this department.  Storerooms and iceboxes are to be kept locked at all times the galley is unmanned.  The responsibility of having a department master key should be taken seriously and care given to safeguard the keys to the lockers, storerooms and staterooms.  The storeroom lockers containing Steward Department material and the laundry locker are to be kept locked at all times.  (Except when being actively worked)


The Steward is required to conduct a comprehensive inventory of all storerooms and boxes prior to submitting a requisition for stores or sundries.  Requisitions are to be neatly written or typed, signed and submitted to the Master for review and approval.  The Master shall ensure that requested stores are commensurate with the intended voyage and current stock levels before submitting same to the Home Office for approval and purchase.  (See OMV Section 12.8.1)


Stores requisitioned at any port are to be limited to the amounts, type and quality normally carried aboard these vessels.


The following reports are to be prepared on a quarterly basis and presented to the Master who will inspect them for neatness/completeness and forward them to the Home Office:

ADVANCE \U -1359.80
·
Subsistence and sundry store inventories,

ADVANCE \U -1419.80
·
Monthly man-day meal reports,

ADVANCE \U -1467.80
·
Monthly extra meals report and temperature reports.


Preparation of daily menus  at a minimum must meet USDA guidelines and must also conform to the forecastle card and union stipulations.  Close coordination between the Steward and the Master on the preparation of the menu is essential.  The Master and Chief Cook shall receive a copy of the menu at least twenty-four hours in advance.


Certain food preparation duties shall also fall to the Steward/Baker on a daily basis, including but not limited to:

ADVANCE \U 1282.95
·
All baking of  breads, cakes, rolls, pies etc.,

ADVANCE \U 1216.95
·
Preparation of and cooking the breakfast meal,

ADVANCE \U 1152.0
·
Preparation of luncheon sandwiches, both hot & cold,

ADVANCE \U 1080.95
·
Preparation of all evening meal vegetables,

ADVANCE \U 1018.95
·
Assisting the Chief Cook with the serving of the noon & evening meals.

8.1.2
CHIEF COOK

ADVANCE \U 912.0
Close cooperation between the Chief Cook and the Steward is vital if the department is to perform its function effectively.  Close coordination between the Cook and the Steward can reduce total effort needed to accomplish the job and can significantly lower costs by making the most of the stores available.  The reduction of waste through meal planning should be a primary goal of the Steward/Chief Cook team.  This entails close cooperation on the preparation of daily menus.


Routine daily duties that are the direct responsibility of the Chief Cook include, but are not limited to:

ADVANCE \U 309.0
·  Preparation of all soups, meats, sauces, & noon meal vegetables;

ADVANCE \U 225.0
·  Preparation of all rices and pastas;

ADVANCE \U 168.95
·  Preparation of night lunch platters for both mess halls;

ADVANCE \U 93.0
·  Assist with the serving of the noon and evening meal;

ADVANCE \U 19.95
·  Select all meats from meat box in accordance with the next day’s menus;

ADVANCE \D 71.0
·  Responsibility for the cleanliness of:



–  All freezers and chill boxes,



–  Storerooms,



–  Stoves, ovens, galley appliances, galley vents and screens;

ADVANCE \D 246.0
·  Assist during the storing of the vessel;


·  Assist the Steward with the preparation of luncheon sandwiches when necessary.

8.1.3
STEWARD ASSISTANT(S)

ADVANCE \D 417.0
All Steward Assistants (S/A’s) work under the guidance of the Steward/Baker regardless of the location of the assigned task.  They shall follow the Steward’s instructions on individual tasks and shall only work in excess of 8 hours when advised by the department head.  It is important that the S/A’s be the eyes and ears of the Steward, so as to alert the Steward if there are shortages of critical items outside the immediate galley area (laundry soap, etc.).  It is IUM’s intention that S/A’s should take advantage of opportunities in the galley to advance their knowledge of food preparation so as to qualify for advancement.


When the S/A’s are working in the Galley, they are under the direct guidance of the Chief Cook (except when the Steward is preparing the meal).  This in no way reduces the authority of the Steward.  Duties of the Steward Assistance(s) include the following:

ADVANCE \D 1323.0
·
Serving all meals;

ADVANCE \D 1360.0
·
Preparing the salad bar;

ADVANCE \D 1403.0
·
Washing dishes;

ADVANCE \D 1437.0
·
Preparation of coffee @ 0930 for morning coffee break;

ADVANCE \D 1510.0
·
Assist the Steward as directed with the storing of the vessel;

ADVANCE \D 1591.0
·
Responsible for the cleanliness of the:



–  Crew Messroom,



–  Pantry,



–  Crew Recreation Room,



–  ½ of the galley deck (Daily),



–  Vegetable boxes (Daily),



–  Galley trash (cans) after the breakfast meal,



–  Dispose of boxes and wrappings (OMV Section 3.3.9);

ADVANCE \D -1394.80
·
Wash pots & pans in galley;

ADVANCE \D -1348.80
·
BR duties:



–  Maintenance of all officer’s cabins (Daily);



–  Clean officers and crew Recreation rooms (Daily);

ADVANCE \U -1406.70
·
Bag, and inventory all soiled linen;

ADVANCE \U -1461.70
·
Sort & stow clean linen;

ADVANCE \U -1504.65
·
Sweep & swab all passageways and ladders in officer areas;

ADVANCE \U -1581.70
·
Scrub galley deck after the evening meal;

ADVANCE \U 1635.10
·
Assist the Steward as directed with the storing of the vessel;

ADVANCE \U 1554.10
·
Clean radio office;

ADVANCE \U 1516.10
·
Strip and wax passageways and decks, as directed by the Steward, (with          special attention given to those areas that are subject to high use in the feeding  areas).

8.2
GENERAL

ADVANCE \U 1313.158.2.1
DRESS CODE AND SMOKING POLICY

ADVANCE \U 1262.15
It is the responsibility of the Steward or Steward/Cook to hold a daily inspection of the members of his department.  The personnel engaged in the preparing and serving of foods are required to wear clean apparel and appropriate footwear.  At all times the members of the department must maintain the highest degree of personal cleanliness.


White caps, aprons, jackets are to be worn by the Steward Department in the galley and dining areas.  Work shoes are to be worn when working in the boxes and when handling stores.


Smoking in the galley or other areas used for food preparation or storage is strictly prohibited.

8.2.2
VENDORS

ADVANCE \U 608.15
Suppliers and service companies will be nominated for the vessel by the Home Office from a list of approved suppliers.  In the event the vessel arrives at a port for which suppliers or service companies are not listed, the Master is to consult with the appointed agent and be guided by his recommendations.  The Home Office will evaluate the vendor for approval and inclusion on the IUM "Approved Vendors List".

8.2.3
FREQUENCY OF STORING OF SUBSISTENCE STORES

ADVANCE \U 130.10
Stores are to be requisitioned for the duration of one voyage, unless otherwise advised.  Perishable items, such as fresh fruit and vegetables, are to be purchased in limited quantities in order that losses may be averted.


Signed receipts for supplies received in any port are to be sent to the Home Office prior to departure from that port.  In the event it is necessary to purchase subsistence stores through the Port Agent, the original and duplicate copies of the purchase requisition are to be sent to the Home Office prior to departure.


Requisitions for consumable stores are to be submitted in accordance with the procedures set forth in OMV Section 12.18 of this manual.  No purchases of subsistence stores are to be made by the vessel unless they are of an emergency nature and specifically authorized by the Master.

8.2.4
WORKING HOURS

ADVANCE \D 736.85
Working hours for all members of the Steward’s Department, where applicable, shall conform with provisions specified in the labor contract between the Company and the SIU.  A typewritten copy of these hours shall be prominently posted in the galley.


All overtime is to be authorized by the Steward before work commences.  The Steward shall obtain prior approval from the Master.  Time off is not to be given in lieu of payment for overtime work.

8.2.5
GALLEY EQUIPMENT

ADVANCE \D 1224.80
Procurements of equipment are to be made only in accordance with the approval of the Master, and in accordance with OMV Section 12.18 of this manual.

8.3
LAUNDRY

ADVANCE \D 1404.80
The assigned Steward Assistant will hold laundry hours every week on a set day for the crew to exchange linen and towels.  The linen and towel change for the officers should also be set weekly or other agreed intervals facilitated by port turnaround, and shore laundry facilities.  The Steward shall ensure that he personally verifies that the quantity of laundry sent ashore is the same quantity returned to the vessel.  Discrepancies are to be reported to the local agent and the Home Office as soon as possible.

8.4
GALLEY UPKEEP AND SAFETY

ADVANCE \U -1311.50
The Steward shall take positive steps to ensure sanitary and safe practices in the galley.  Procedures are to be established for the proper handling of hot grease and the use of the various galley equipment.  Particular attention should be paid to the proper training of the crew in fire and emergency procedures as a large percentage of fires on board vessels start in the galley.  Prompt action by trained department members can avert a catastrophe.  The Steward shall demonstrate the galley safety procedures on a monthly basis (during a fire and boat drill), that the department members are familiar with:

ADVANCE \U 1339.30
·
Galley vent fan shut down;


·
Location and operation of electrical breakers that shut down the ranges, fryers   and other electrical machinery;


·
Location and operation of fire extinguishers;


·
Function of the Gaylord Range Hood system, if fitted.


These drills are to be entered in the vessel’s log, and noted at the monthly vessel safety meetings.


The galley is not to be used as a passage way.  The Steward shall post notices at the entrances that the galley is off limits to all unauthorized personnel.

8.5
INVENTORY OF SUBSISTENCE STORES

ADVANCE \U 772.30
The Steward shall be responsible for keeping an accurate inventory of the on hand subsistence stores.  This form has been combined with the Requisition Form.  The Master may require the Steward to complete the "on hand" column for items ordered as he/she sees necessary.   Quarterly, an inventory report shall be completed, signed by the Steward, and submitted to the Master for review.  The Master will review the report and forward a copy to the Home Office.

8.6
MEAL REPORTS

ADVANCE \U 276.30
The Steward shall be responsible for keeping accurate daily records of the number of meals served on a meal-by-meal basis.  The Meal Report (form # IUM-V-STW-003) shall be used to record the number of meals.  The completed Meal Report, signed by the Steward, shall be submitted to the Master on a monthly basis.  The Master will review the report and forward a copy to the Home Office.


The "Extra Meal Reports" (form IUM-V-STW-001) form is to be used for the computation of supplemental pay, where applicable by union contract.  This report shall be submitted to the Master, by the Steward at the end of each month or pay period.  

8.7
STOREROOMS, FREEZERS AND CHILL BOXES

ADVANCE \D 416.708.7.1
STOREROOMS

ADVANCE \D 448.65
All Steward and dry goods storerooms are to be maintained by the Steward Department in a clean and orderly condition.  They shall be stowed or secured to avoid damage or spillage during periods of adverse weather conditions.

8.7.2
FREEZERS AND CHILL BOXES

ADVANCE \D 721.65
All freezers and chill boxes are to be maintained by the Steward Department in a clean and orderly condition.  They shall be stowed or secured to avoid damage or spillage during periods of adverse weather conditions.  The temperature of the chill box and meat box are to be checked and recorded daily by the duty engineer.  The Steward should report any irregularities in the operation of the chilled/frozen spaces immediately to the Master and the Chief Engineer.


Care should be taken when entering the chill boxes or freezers as to avoid any injuries from slipping on less than ideal surfaces.  Protective jackets or vests, supplied by the vessel, shall be worn when entering the freezer.


Leftovers are to be stored, properly covered, and utilized as soon as possible.

8.8
MENUS

ADVANCE \D 1524.70
A ship which is a “good feeder” usually operates with fewer complaints and turnover than a “bad feeder.”  Feeding costs are also an important financial consideration in the operation of a vessel.  An efficient and cost-effective Stewards Department will achieve a lower per man per day feeding cost by eliminating waste and not preparing more food than will be consumed.


The Steward is responsible for preparing the menu at least one day in advance and providing a copy to the Chief Cook.  The Master may also require that he/she be given a copy of the menu when prepared.  Customized forms designed by the vessel are acceptable for this purpose.  The menu will be posted daily in a conspicuous location in the saloon or serving area.


As a clarification, Masters should be aware of the fact there is no union requirement which absolutely mandates three entrees being offered at each meal, and it is permissible to put out a menu offering only two entrees.  In most cases, the third entree has traditionally been an item which few, if any, crew members select.  The Steward should be able to prepare a menu with two choices which will feed a crew just as effectively as a menu with three entrees.  This is not an instruction to reduce the entrees from three to two, but a notice of the option.  This matter should be discussed between the Master and the Steward to formulate a policy which will define how each vessel will achieve the desired quality of feeding at the most economical cost.

8.9
SANITATION

ADVANCE \U 880.40
In accordance with U.S. regulations, and in keeping with good shipboard practice, the Steward shall accompany the Captain on regular sanitary inspections in the berthing and galley store spaces.


Refrigerated spaces, galley, dining areas, staterooms, etc. are to be maintained daily and sanitary conditions are to be of the highest level.  The vegetable reefer spaces are to be washed down as required.  The meat and frozen foods reefers are to be defrosted and soogeed every 60 days at a minimum (this period may be extended if large amounts of frozen foods are being carried).


The cleaning of storerooms, galley, messrooms and cooking equipment shall be considered as routine work and no overtime shall be paid for any work which involves regular duties.

8.10
MESSROOM PROCEDURES

ADVANCE \U 77.45
Due to the limited number of seats at the Officer’s Saloon, officers wishing to have guests on board for a meal will first clear the request with the Master and notify the Steward in ample time to permit additional food to be prepared if necessary.   Additionally, officers having guests on board should attempt to schedule their meals to avoid any overcrowding of the tables in the Saloon.  All hands are requested to be mindful of the operating hours of the department and time their meals so the stewards department members can complete their work within normal working hours.  Personnel eating in the Officer’s Saloon should be clean and properly attired.  Proper attire for officers is considered to be a shirt with a collar.  T-shirts, tank tops (always) and boiler suits (at the evening meal) are to be discouraged.


In the crew’s messroom, shirts and footwear are required at all times.  Any problems concerning adequate seating should be directed to the ship’s chairman.  Loud talking, portable radios, and card playing in this area is prohibited during meal hours.

8.11
PEST CONTROL

ADVANCE \D 1034.50
Infestation of stores and food prep areas is a constant danger onboard.  Even the cleanest galley and storerooms can be infested when stores come aboard.  Practice has shown that spraying large amounts of pesticides does little more than chase vermin from the storerooms into the bulkheads and into the accommodations.  Careful use of preventive measures can go a long way to minimize this problem.


The Captain and Steward should emphasize to all hands at all possible opportunities (consider posting notices), the need to keep food in the messrooms.  This is the single best method of prevention.  Silverware, crockery and glassware removed from the messroom and saloon must be returned immediately for removal of any leftovers and washing.


The most effective method of controlling roaches is the use of generic “boric acid.”  This comes in powered form and is mixed 1:1 with confectionery sugar.  It is then spread along the back corners of drawers & cabinets, along bulkheads and close to drains.  It is nontoxic to humans and effectively destroys roaches.  Approx. 1-2 weeks after application it is swabbed up and small amounts of pesticide should be applied in exact locations if roaches reappear.


Ants and weevils present a more difficult problem.  The chemicals effective on ants are toxic to humans and therefore should only be applied under the strict supervision of the Steward with the knowledge of the Master.  Weevils are an inherent vice and infestation needs prompt attention to avoid damaging large amounts of dry stores.
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SAFETY

ADVANCE \D 1278.359.1
GENERAL


Safety and protection of IUM’s seagoing personnel are the primary link IUM shares with the operation of its vessels.  The Master is responsible for maintaining a safe work environment for all ship board personnel and operations.


Active planning and participation in safety and training are part of all job descriptions.  The responsibility for providing the basic and specialized technical training is delegated to the applicable unions and the IUM shore staff.  The Master, in collaboration with the Chief Engineer and the department heads, is tasked with the responsibility of insuring the crew is properly familiarized and trained to handle emergencies or casualties.  To be successful, the active cooperation and attention of all concerned is essential.


It is important that every Master, officer and crew member realize that the responsibility to prevent casualties, and to prepare effectively for a worst case scenario, is in their hands.  The growing awareness of the value of a healthy environment, and the recognition that 80% of all accidents are caused by human error, will place the safety and training programs under increasingly stringent demands.


The term "job hazard analysis" has crept into the lexicon.  Sub-consciously, it is something that we do every time we attempt a task.  Formalizing the process through discusions between the C/M and the Bos'n, Steward and the C/Cook, the 1/E and the junior engineers can add to the safety quotient for your vessel.  Taking time to understand the inherent dangers of the pending work and reviewing the precautions necessary and the PPE that may be required is time well spent.

9.2
EMERGENCY PREPAREDNESS MANUAL - VESSEL (EPMV)

ADVANCE \U 930.75
The Emergency Preparedness Manual - Vessel (EPMV) is the vessel’s manual of instructions for response to emergency situations and matters involving safety.  This manual is intended to provide the vessel with a plan of action to take in a given emergency.  In addition, it details procedures to follow to help prevent accidents in the daily operations of the vessel.  The EPMV manual is considered an integral part of this manual and it is the Master’s responsibility to see that it is followed at all times.  Development of shipboard emergency response teams, emergency drills and training shall be conducted according to this manual.  The manual covers topics such as:

ADVANCE \U 244.80
·
Emergency response,
·
Emergency procedures,


·
Fire prevention,

·
Training,


·
Tank entry,


·
Hot work and other safety related issues.


All shipboard officers shall be familiar with this manual and as far as practical, perform their duties in accordance with it.

9.3
EMERGENCY ORGANIZATION AND TRAINING


Section 3 of the EPMV is devoted to coverage of this topic but it should be noted here that in order to meet the IMO Standards on Training, Certification and Watchkeeping (STCW) as well as US federal and state requirements for on board training, IUM has developed a "Training Addendum" (TA) to the OMV and EPMV to consolidate all training and training tracking activities.   Forms have been developed to guide the vessel in providing on board training and instruction.  The "Quarterly Safety Drills" (form IUM-V-SAF-006) and the "Quarterly Safety Training" (from IUM-V-SAF-005) check off sheets are to be completed by the Master and submitted to the Home Office at the end of each quarter.


To quickly and efficiently respond to an emergency, it is necessary to have a well organized and trained response team and plan in place.  Organization is the key element to a successful response.  A shipboard response team, well organized and properly trained, will prove to be an invaluable asset in any shipboard emergency.


It is the Master’s responsibility to see that emergency teams are suitably organized, and shall ensure that the composition of the response teams are clear and they can perform proficiently.  The EPMV shall be used as a guide in forming the emergency response teams.  The Master must adequately train the response teams to provide the vessel with a means to effectively respond to any emergency.  In addition to the required weekly drills, the Master may hold as many drills as he/she deems necessary to provide a sufficient amount of training to all response and support teams.  Drills and training will be conducted as realistically as possible with all necessary equipment displayed and demonstrated.  The Master must train the emergency parties to respond to interior fires, exterior fires, man overboard, rescues from an enclosed space, engine room fires, oil spills, chemical spills, towing package deployment, personnel transfer, grounding, collision and other foreseeable emergencies.


It is important that the ship’s crew receive detailed instructions on how to properly use all on board emergency equipment.  Training videos are valuable tools that can be utilized in educating crew members and response teams.  The Master will take full advantage of these videos and may require both officers and crew to view them.


When practical, drills shall be conducted during working hours, Monday through Friday.  Drill critiques of each emergency scenario are recommended so that the crew may achieve the maximum benefit from the drill.


All drills shall be recorded in the deck log book stating the time, type of drill and  specific details of the drill.  When emergency equipment is displayed, the deck log book drill entry shall state the condition of the equipment use.

9.4
FIRE CONTROL PLAN

ADVANCE \U 1024.90
All IUM operated vessels shall have an approved fire control plan.  It is the Master’s responsibility to ensure that the plan is updated and accurate.  The plan will have information on size, type and location of fire fighting and safety equipment both fixed and portable.  The plan is intended to assist outside emergency response organizations by providing them general information and location details on the vessel’s emergency equipment.  Copies of the plan should be kept at the fire control station, gangway and any other appropriate location.  At exterior locations a watertight container will be used to protect the plan from the elements.


It shall be each officer’s responsibility to review and become familiar with the fire control plan.

9.5
SOLAS MANUAL

ADVANCE \U 240.95
All IUM operated vessel shall have two (2) SOLAS manuals on board, one in the deck department and the other in the engine department.  The manual shall comply with SOLAS regulation 19 Section 7 and regulations 51 and 52 to ensure that the life saving equipment is maintained at a high standard of readiness.


The Master is responsible for keeping both copies of the manual updated.


Each officer has a responsibility to become familiar with the SOLAS Manual.


The SOLAS manual will be made readily available to all crew members and a notice shall be posted, in a conspicuous location, as indicated in OMV Section 3.1.4 to inform the crew of such.


The SOLAS Manual shall be reviewed each year (12/31) and any updates/corrections made.  After the review and update is complete, an entry shall be made in the deck log.

9.6
MATERIAL SAFETY DATA SHEETS (MSDS)

ADVANCE \D 635.0
Material Safety Data Sheets (MSDS) shall be maintained for each product and chemical used on board all IUM vessels.  This will include, but is not limited to, solvents, paints, cleaners, de-greasers, cargo, boiler treatment and testing chemicals, grease, lubes and  bunker additives.


Two separate binders will be maintained, one deck and one engine.  The Chief Mate will maintain the deck binder and the Chief Engineer the engine binder.


The MSDS binder will be a live document with new MSD sheets added whenever a new product or chemical is placed aboard the vessel.


Each officer has a responsibility to become familiar with the MSDS binder and should review the particular MSD sheet before handling any chemicals, acids or hazardous material or products.


The MSDS binders will be made readily available to all crew members and a notice shall be posted as indicated in OMV Section 3.1.4.

9.7
INSPECTIONS OF EQUIPMENT

ADVANCE \D 1579.5
The Chief Mate is responsible, to the Master, for conducting inspections of safety and fire fighting equipment.  All fire fighting and safety equipment will be inspected at least monthly.  This will include all fire fighting and safety equipment on board the vessel including equipment used and/or stowed in the engineering spaces.  The Chief Mate may delegate some of the inspections to junior officers, however, he/she must review the inspection reports or findings.  When inspections are completed, an entry by the officer doing the inspection shall be made in the deck log book.


The monthly summary form (IUM-V-DCK-020) found in the "Forms Addendum" shall be used to verify that all inspections have been completed and as an aid in scheduling the next inspection.  The Chief Mate will retain a copy of the completed monthly summary report and a copy of the report shall be submitted to the Master for review.


If for any reason an inspection is not conducted within the required time period, an entry shall be made in the deck log book stating the reason why the inspection was not conducted.


Any discrepancies found during an inspection shall be noted either in the deck log or on the inspection report and the Chief Mate advised.  Repairs will be undertaken as stated in OMV Section 9.9.

9.8
REQUIRED DRILLS, TESTS, INSPECTIONS

ADVANCE \U 997.5
The following drills, tests, inspections and official log book entries are included in the Code of Federal Register (CFR) and must be complied with by U.S. Flag ships.  Breakdown of drills and corresponding point of reference are as follows:

PRIVATE 
CFR Reference
Prior to Departure

33  CFR  164.25
Steering gear, whistle, general alarm, telegraph, navigation lights, standby or emergency generator, storage batteries for emergency lighting, main engine ahead/astern.

46  CFR  97.15-3
Means of communication, bridge/engine room.

46  CFR  97.15-5
Draft and load line markings/water density.

46  CFR  97.15-20
Hatches and other openings, by 1st Officer.

46  CFR  97.15-55
Fuel oil data, upon receipt, by Chief Engineer.


Within 12 hrs. Prior to Arrival

33  CFR  164.25
Primary & secondary steering gear; Internal vessel control communications and vessel control alarms; Emergency generator, storage batteries for emergency lighting and power systems in vessel control and propulsion machinery spaces; Main propulsion ahead & astern.


Daily, At Sea/In Port 

46  CFR 97.15-3
IUM
(At sea @ noon) Steering gear, whistle, general alarm, telegraph, navigation lights, sound powered phone from Bridge to E/R 

IUM
Bilge soundings, to protect cargo, stores.


Weekly

46  CFR  199.180
Fire and abandon ship drill:  date, hour, length of drill, boats out, motors tested, length of time tested, length hose used, check hooks, rollers, releasing gear, condition of equipment.

46  CFR  97.15-30(a)
Emergency lighting and power system.

46  CFR  97.15-20
Hatches and other openings closed.


Monthly


IUM
Cargo gear inspection by Chief Officer.

46  CFR  199.190(e)
Examination of lifeboat equipment, EPIRBS & SARTS.

46  CFR  97.15-30(b)
Emergency generators, under load, at least two hours.

46  CFR  97.15-10/IUM
Sanitation inspection.


Quarterly

33  CFR  164.25 (d)
Emergency steering drill.

46  CFR  199.180(7)
Lifeboats lowered to the water.

46  CFR  199.180(12)(e)
Line throwing appliances, test and drill.


Every Six Months

46  CFR  97.15-30(c)
Emergency lighting storage batteries and power system, under emergency load.


Yearly

46  CFR  199.190(f)
Change fuel in all motor propelled lifeboats.  Davit/fall/winch/release inspection, L/R servicing.

46  CFR  97.15-60(b)
Fire systems, fixed and portable.


ADVANCE \D 1325.85Also refer to ium-v-saf-005 & ium-v-saf-006
9.9
MAINTENANCE AND REPAIR OF EQUIPMENT

ADVANCE \D 1425.90
The Chief Mate is responsible for keeping the safety and emergency equipment in good working order.  Routine maintenance and lubricating shall be accomplished by the deck department as far as their mechanical ability allows.  The Chief Mate will assign preventive maintenance routines, as recommended by the manufacture, to qualified members of the deck department to preserve the equipment in good working order.  Equipment covered by any on board preventive maintenance schedules or programs shall be maintained accordingly.  The Chief Mate will be responsible for testing and inspecting the equipment to ensure it is operating properly.  Any required logbook entries shall be made by the Chief Mate in the deck log book.  Minor repairs can be performed under the direction of the Chief Mate, however, the Chief Engineer should be consulted for technical and mechanical advice.  Any equipment failure shall be reported to the Master and Chief Engineer.  The Chief Engineer is responsible for all major repairs or modifications.

9.10
SAFETY & ISM MEETINGS

ADVANCE \U 1431.20
AFLOAT

Monthly Safety Meetings are held on all IUM operated vessels (including vessels in ROS status) as a matter of company policy.  There must be evidence of our activity and response in assuring that safety and training receive constant attention.


The Master or person in charge of the vessel will act as chairperson and be responsible for conducting the monthly safety meeting.  As far as practical, all department heads and officers shall attend the monthly safety meetings.  Active participation at the meetings is important to the success of the meeting and safety program.  Comments or suggestions are welcomed and crew members shall be given ample opportunity to voice their concerns.


In order to assist in documenting our safety consciousness and training activity, the required minutes of the Monthly Safety & ISM Meetings will be submitted by all vessels in the format as provided in EPMV Section 3.4 and on form IUM-V-SAF-001.  [It should be noted that this format is supplied as an example only and it is not the intent of the IUM Safety Committee that the monthly comments and notations be limited to what will fit on the one page format.]  Each ship may utilize their own layout to cover the five required areas : Old Business, New Business, Near Misses (including crew concerns), Injuries and ISM Issues.  The names (use form ADM-024 or a crewlist with signatures!) of all attendees must be submitted with the safety meeting minutes [also see OMV 3.2.1.3.].


The submission of the shipboard safety & ISM minutes is intended to be a joint submission by the vessel.  All departments covered in the minutes should have the chance to review the text of the submission before it is sent to the Home Office.


The Safety Meeting format has been changed so that ISM considerations are dealt with as an adjunct to the on-board Safety Comittee meeting and to combine the reports.  IUM-V-SAF-001 has been modified for this purpose.  The report format (IUM-V-SAF-001) is described in the EPMV Section 3.4.  Copies of this report shall be given to all department heads and be made available to all crew members.  A copy shall be retained aboard for a period of three years.


ASHORE

The primary purpose of the Office Safety Committee is to review shipboard records and propose preventative action.  The Office Safety Committee shall meet and discuss various shipboard safety issues occurring on both IUM and foreign flag vessels.  Accidents and near-misses shall be analyzed and reviewed with the objective of determining trends, base causes and root causes and then transmitting such information to the IUM vessels in an effort to prevent future accidents, incidents and near misses.  This information may be openly shared with other companies and vessels as the members of the IUM Safety Committee deem appropriate.  The findings of the IUM Safety Committee wil be promulgated for inculsion in the IUM Safety Alert and Casualty Analysis Binder.

9.10.1 NEAR MISS REPORTING

ADVANCE \D 1572.70
One step that can be taken to prevent accidents is to share the experience gained from “near misses.”  IUM would like each vessel to discuss this issue during the on board safety meetings and report the findings and/or suggestions in -Part IV- of the monthly shipboard safety meeting minutes or by telex to the Safety Director as the gravity of the situation warrants.

9.10.2 NEAR MISS PHILOSOPHY

ADVANCE \U -1331.40
"Near Miss" reporting is a key element to an effective safety program.  The concept is to learn from our mistakes or near mistakes and pass that knowledge on.  By sharing our experiences in areas of potential operational problems we will foster a safer work environment.


Crew members should be encouraged to report near misses and taught to understand that they will not be reprimanded for a possible mistake or oversight on their part.  The company does not consider the vessel with the highest number of near miss reports to be unsafely.  It is not considered a mark against the vessel for reporting near misses and this must be clearly conveyed to all crew members at the monthly safety meetings.


An ergonomic fix should also be reported as a near miss.  If your vessel has discovered an actual or potential hazard and a way to eliminate this hazard through an adaptation or minor modification, the ‘fix’ should be shared with the other vessels in the fleet.


IUM gathers, analyzes and draws conclusions from the near-misses and ergonomic fixes submitted via the shipboard safety meeting minutes, in an attempt to disseminate preventative vs corrective actions to the fleet.  The analysis and reporting of near-misses is done through the quarterly Safety Committee Newsletter.  Issues of more immediate concern are distributed via OPSMEMO's or fleet bulletins.

9.10.3 NEAR MISS AREAS OF CONCERN

ADVANCE \U 525.40
A near miss is an event which not only includes times when an accident/injury is narrowly avoided but events for which someone realizes, after the fact, that there was a greater potential for injury/accident than realized at the time of the actual event.


The scope of near miss reporting is unlimited.  All phases of vessel operation will be part of the near miss reporting concept.  Some areas of special concern would include the following:

ADVANCE \U 64.40
·
Mooring operations

·
Bunkering operations

ADVANCE \U 3.40
·
Cargo operations

·
Shipyard periods

ADVANCE \D 51.60
·
Navigation of the vessel
·
Heavy weather precautions

ADVANCE \D 122.55
·
Critical operations

·
Port arrivals/departures

ADVANCE \D 188.55
·
Maneuvering


·
Storing operations

ADVANCE \D 241.55
·
Underway repairs

·
Enclosed space entry

9.10.4 LOST TIME INCIDENTS

ADVANCE \D 328.55
Injuries that result in a crew member being made NFFD and/or cause the crew member to lose two or more turns at the watch (for a day worker - crew member unable to turn to on the day after the occurrence) shall be classified as “Lost Time Incidents” and shall be reported as such in the monthly Safety Meeting Minutes submitted to the Home Office and on the cover of the Accident Reporting Package.  All such occurrences shall be reviewed by the on board Safety Committee to try and ascertain the cause so as to possibly prevent a recurrence in the future.  Vessel's that go two (2) years or more without a lost time incident are nominated for the annual Jones F. Devlin award presented each year by the American Institute of Merchant Shipping.

9.10.5 ACCIDENT/INCIDENT REVIEW BY THE ON-BOARD SAFETY COMMITTEE

ADVANCE \D 1155.60
As soon as possible following a significant accident, injury or incident, the on-board Safety Committee will convene to review the event.  The committee's findings should be entered on the last page of the "Injury / Serious Illness Investigation Report" [ium-v-saf-012].  Findings should include a review of causal factors and steps to be taken to avoid a repeat occurrence.

9.11
BREATHING APPARATUS - FACIAL HAIR POLICY

ADVANCE \D 1594.55
This topic is covered in depth in EPMV Sections 4.9.9, 6.2 and OMV Section 3.2.5.

9.12
HOT WORK ABOARD VESSELS

ADVANCE \D -1553.25
The entire policy including procedures, hazards and precautions is contained in EPMV Section 4.10.  Several high points are re-printed below.

9.12.1  GENERAL

ADVANCE \D -1378.25
Hot work repairs to ships in service have been the cause of a number of major fires and explosions often resulting in loss of life or serious injury and in several instances leading to the total loss of the ship.


The safe conduct of hot work repairs while in operational service is feasible provided that potential hazards are clearly defined, specific instructions issued, and the operation is controlled and monitored by a responsible person on board.

9.12.2  HOT WORK POLICY

ADVANCE \U 1536.60
Hot work is considered a non-routine Critical Operation, and is prohibited on tank vessels in the petroleum trade, except under controlled conditions.  For all vessels, including dry cargo vessels, hot work conducted outside the engine room shall be governed by the use of the IUM "Hot Work Permit" (form # IUM-V-DCK-002) and the Hot Work Matrix found in EMPV-4.10.  Except in emergency situations, hot work shall follow the guidelines in the Hot Work Matrix and be under the guidance of the Master.  Furthermore, hot work may only be undertaken after all methods of cold work have first been exhausted.

9.12.3  RESPONSIBILITIES

ADVANCE \U 890.55
The responsibility for ensuring that hot work is conducted safely rests with the Master or person in charge of the vessel.  He/she will personally ensure that the correct procedures are understood and followed by all concerned.


The Chief Officer will normally be responsible to the Master for executing the necessary tests and procedures.


When work is being carried out over a period of days, the person in charge of the hot work must obtain the Chief Officer's permission before each daily commencement and must report to him on the completion of each day's work.


Hot work within the machinery spaces will be subject to the approval of the Chief Engineer who will personally satisfy himself that all necessary safety precautions are being observed.

9.12.4  THE HOT WORK PERMIT

ADVANCE \U 89.55
The Hot Work Permit is essentially a document setting out the work to be done and the precautions to be taken while doing it.  In essence, it consists of an organized and pre-defined safety procedure.  It forms a clear record of the foreseeable hazards which have been considered in advance and the appropriate precautions which have been determined, and shows the correct sequence of operations and precautions.  The Hot Work Permit does not in itself make the job site or the job safe, but is a guide, dependent for its effectiveness upon the conscientious observance of the set of procedures involved in the job.


In port, on a tanker, a Marine Chemist's Certificate must be obtained when the IUM Hot Work Matrix calls for a Permit, if work is to be done outside the authorized work area.


In port, on a non-tanker, the vessel must abide by local regulations and the IUM Hot Work Matrix if work is to be done outside the authorized work area.


If the vessel is not within port limits, and a Marine Chemist is unavailable, reference must be made to the IUM Hot Work Matrix in all instances.

9.13
ENCLOSED SPACE ENTRY PROCEDURES

ADVANCE \D 1060.409.13.1  GENERAL

ADVANCE \D 1091.40
Entry into an enclosed space should be done with care as there is a potential for disaster.  The space must be safe for personnel to enter and the entry should not compromise the atmosphere of the space.  An entry into a confined space must not be a source of ignition or contamination.


Do not take chances or unnecessary risks when entering an enclosed space.  If there is any doubt, follow enclosed space entry procedures.


Gas detection equipment and oxygen monitoring equipment must be utilized when boarding a "dead ship."  This equipment can be located in and accessible location on the ship or kept with the field port engineer.


EPMV Section 4.9 - Deals with procedures to be followed for entry into an enclosed space.  It is vital to safe vessel operations that these procedures are closely followed.  Completion of form IUM-V-DCK-001 is mandatory when Enclosed Space conditions, as defined by this section, are deemed to exist. (Also see EPMV Section 5.14)

9.13.2  USE OF ATMOSPHERE SAMPLING DEVICES

ADVANCE \U -1467.10
As stated in EPMV Section 4, an enclosed space must be sampled prior to personnel entering the space.  The Officer assigned to sample the space must be proficient in the use and calibration of the meter used.


Atmosphere sampling meters must be properly calibrated prior to use.  Check the date of the last calibration shown on the meter.  If necessary, re-calibrate the meter prior to use and set the zero adjustment as appropriate.  Record meter calibrations in the cargo log book or deck log book including the serial number of the meters calibrated.

9.13.3  ENCLOSED SPACE RESCUE

ADVANCE \U 1207.70
Rescue from an enclosed space is covered in the EPMV Section 5.14.


The Master is responsible for training the crew to respond in enclosed space rescue.  When the Master anticipates numerous entries into enclosed spaces, as in tank inspection and cleaning operations, it is recommended that the Master hold a drill prior to the start of these operations.

9.14
TAG OUT PROCEDURE FOR REPAIRS

ADVANCE \U 638.75
When making repairs to vessel equipment, it may be necessary to tag out the equipment being repaired.  This will include equipment repairs to any electrical system, hydraulic system, steam lines, water lines, air lines or any safety equipment rendered unusable by the repair.  Additionally, tag out notices (form IUM-V-SAF-007) must be used when securing circuits, power or systems to safely undertake repairs.


Whenever power, a circuit, valve, piece of machinery or system must be secured, a tag shall be attached to the switch, valve wheel or control button indicating that a repair is being done.  The tag shall be signed and state who has the authority to remove the tag.  Before commencing repairs, be sure that all possible sources of power are secured as there is often more than one power source.


No person, other than the person listed on the tag-out tag, shall remove or authorize the removal of any tag-out tags from a control switch, panel, valve or operating control device.  When attaching a tag-out tag to a control switch or panel, the person affixing the tag shall be responsible for informing all persons working in that immediate area of the intended repair and exactly what is tagged out.


This section also applies while in shipyard or during the use of shore-based repair gangs.  While in shipyard, the Master, Chief Engineer, Chief Mate, and the First Assistant Engineer shall meet with contractor representatives and establish the details of this policy prior to the commencement of any work.  On board contractors shall abide by this policy in all cases.  It shall be the responsibility of the ship’s officer supervising the work to enforce this policy.  A full description of the Tag-Out procedure can be found in EPMV Section 4.11.

9.15
INSPECTION, MEASURING AND TEST EQUIPMENT

ADVANCE \D 1189.25
Critical instruments shall be identified by the combined efforts of the shore-based management team and ship's staff.  The items required to be calibrated, the frequency and method of calibration shall be documented and a copy maintained aboard each vessel in the "Record of Calibration and Certificates" binder.  In order to meet ISM requirements, it should be noted that the list of instruments to be calibrated at specified times, will in most cases, exceed the requirements of the classification society.


The manuals provided by the manufacturer shall be utilized to determine the scope of the required inspection, and testing, and use of calibration instruments as recommended.  Where instruments utilized for testing are retained on-board the vessel(s), such instruments shall be stowed properly to avoid any damage, and should contain data detailing the required intervals for calibration, and date when calibration was most recently performed.  Prior to use, all calibration and testing equipment should be thoroughly inspected for any damage, and the required test for determining the accuracy of the gear as provided in the manufacturers’ manual should be performed.
9.15.1 CALIBRATION AND TESTING OF EQUIPMENT

ADVANCE \U 1502.859.15.1.1  MACHINERY ALARMS AND SHUTDOWN DEVICES

ADVANCE \U 1439.85
It is the responsibility of the Chief Engineer to ensure that machinery alarms and emergency shutdown devices are at all times functional.


Dates and results of the last test/simulation should be recorded in the alarm checklist submitted to the classification society.  Details of any alarm or device found to be faulty should be entered in the engine room log book.


All primary equipment used in the above procedure shall be subject to a periodic calibration.  These items are noted on the "Calibration Schedule for Critical Test Instruments" (form IUM-V-ENG-008).  The completed form should be filed in the "Record of Calibration and Certificates" binder.

9.15.1.2  SMOKE/FIRE DETECTION ALARM SYSTEMS

ADVANCE \U 716.85
It is the responsibility of the Master to ensure that the smoke and fire detection/alarm systems are tested in accordance with the manufacturer's instructions.


Records of test and results are to be kept in the deck log book.

9.15.1.3  FIXED AND PORTABLE GAS DETECTION EQUIPMENT

ADVANCE \U 419.85
Fixed O2 Meter for IG System


ADVANCE \U 373.90The Chief Engineer is responsible for ensuring that prior to using the I.G. system, the fixed O2 meter is calibrated using span gas.  The results are to be recorded in the engine room log.


Portable Gas detection Equipment


ADVANCE \U 133.90The Chief Officer is responsible for ensuring that portable gas analyzers are tested before use and at least once per month.  The results of tests using appropriate span gas in accordance with the manufacturers instructions are kept in the "Record of Calibration and Certificates" binder.

9.15.1.4  GAUGES AND TOOLS

ADVANCE \D 198.10
The Chief Engineer is responsible for ensuring that all critical gauges (excluding those covered by the classification societies testing rules) are calibrated annually. Where test gauges are provided on board they may be used for testing of pressure gauges but must themselves be calibrated annually.


All micrometers, verniers and dial gauges should be tested prior to use by the means of slip and thickness gauges and at least once per year, the results of these tests should be entered into the "Record of Calibration and Certificates" binder.  These critical items are to be identified/designated by the Chief Engineer and the Port Engineer and noted on "Calibration Schedule for Critical Test Instruments" (form IUM-V-ENG-008).

9.15.1.5  CALIBRATION OF THE OILY WATER MONITOR

ADVANCE \D 998.10
As part of the calibration of critical equipment, each ship shall ensure that the sensor of the oily water monitor is tested.  A standard test liquid can be obtained from the manufacturer which should be used to test the lower activation limit.  If you merely test the sensor with a dark liquid (cola or coffee) you have no way of knowing at what level of contamination the sensor was activated.  A sensor tested with an dark liquid could lead to a false sense of security.  If the sensor has deteriorated and activates at a higher PPM rating, significant oil could be discharged before the problem is located.  This semi-annual test is to be recorded in the "Record of Calibration and Certificates" binder.

9.16
CONDITION OF LIFEBOATS AND LIFERAFTS

ADVANCE \D -1511.75
The Master is responsible for maintaining the lifeboats and liferafts in good condition and ready for immediate use.


In conjunction with the weekly abandon ship drill a statement as to the general condition of the lifeboats, falls and related equipment shall be included with the drill entry in the deck log book to meet SOLAS requirements.  Monthly, the boats are to be thoroughly inspected and written records of the inspections maintained by the Chief Mate.  Upon completing the inspections, the officer conducting the inspection shall make an entry in the deck log book.  Any discrepancies found shall be noted and reported to the Chief Mate.


Liferafts should not be opened and are only to be serviced by shoreside facilities who will provide the vessel with certificates.

9.17
HAZARDOUS MATERIAL PROCEDURES

ADVANCE \U 1333.5
EPMV Section 5.17 is devoted to HAZMAT procedures and precautions.


In order to meet federal regulations for the annual HAZMAT refresher training, it is IUM's intention to perform on board "Tracked Training" utilizing the senior ship's officers.  To meet the 8 hour annual requirement, each vessel should perform a minimum of 4 hours of HAZMAT related training each quarter.  The thought is that each crewmember will end up with approximately 8 hours annually.


IUM has assembled a non-controlled binder of HAZMAT topics and information that can act as a study guide.  This has been provided to each ship.

9.17.1  BENZENE PRECAUTIONS

ADVANCE \U 680.0
Crude and refined oil may contain small quantities of benzene.  Masters must take precautions when loading and during tank entry to protect shipboard personnel.  Cartridge type respirator masks, specially designed to protect from benzene, shall be made available to all personnel assigned to work on deck during loading or in-tank operations.  The Chief Mate shall ensure that persons using the cartridge type mask are individually fit-tested before he/she is allowed to enter a space with this type of respirator.  The Chief Mate shall keep a record of persons fit-tested using form IUM-V-SAF-003. It is recommended that crewmembers who will be called upon to enter confined spaces be fit-tested as soon as possible after reporting on board.

ADVANCE \D 78.95
This topic is covered in more depth in EMPV Section 4.9.

9.17.2  NON-CARGO HAZMAT - INVENTORY & STOWAGE

ADVANCE \D 199.90
All vessels must be aware of non-cargo hazardous material.  This awareness must include instruction to the crew in the use of MSDS information as well as in the location and stowage of hazmat items.  [Improperly stowed laundry bleach could roll off a shelf and mix with other cleaning agents and cause a deadly mixture.]  


Hazmat can be found in the engine room, deck store rooms and the steward's cleaning gear locker.  Alerting all hands to the dangers of non-cargo hazmat is a good housekeeping and safety practice.


MARAD and MSC OPCON ships are required to compile a annual (or upon lay-up) hazmat inventory for submission to the PE and on to the MARAD Surveyor.

9.18
PERSONAL PROTECTIVE EQUIPMENT

ADVANCE \D 922.90
Crewmembers shall utilize protective clothing at all times.  Department Heads must be attentive that crewmembers and contractors turn to with proper gear. 


Persons refusing to utilize PPE as directed by the Master, Department Head or Supervisor shall be warned and if further refusal persists, those person shall be dismissed for cause and the Home Office notified in writing.
ADVANCE \D 1317.95

Personal Protective Equipment (PPE) classification and use is covered in more depth in EMPV Section 6.

9.18.1  EYE & HEARING PROTECTION

ADVANCE \D 1471.90
Eye & hearing protection are an important part of the shipboard safety program.  The Master is responsible for the implementation of the safety program and must ensure that proper eye & hearing protection are available and worn when needed.  Special attention must be given to functions where injuries to the eye and possible hearing damage exist.

ADVANCE \D -1440.90
This topic is covered in more detail in EMPV Section 6.2.8.

9.18.2  FALL PROTECTION EQUIPMENT

ADVANCE \D -1329.90
All persons working aloft and all persons entering a confined space (including contractors) shall utilize fall protection.  This shall include the use of the light weight full-body harness and shock absorbing lanyard (6' in length).

ADVANCE \U -1540.60
This topic is covered in more detail in EMPV Section 6.2.4

9.18.3  USE OF: SAFETY SHOES, HARD HATS, ETC.

ADVANCE \U 1614.20
All crew members are responsible to turn to with proper footwear and to utilize hard hats when directed by the Department Head.


This topic is covered in more detail in EMPV Section 6.2.2 & 6.2.3

9.18.4  BACK SUPPORT BELTS

ADVANCE \U 1374.20
Each vessel has been supplied with "Proflex" back supports in assorted sizes, along with instructional materials and video to explain and demonstrate their use.  This equipment should be used for all lifting and strenuous activities,  subject to the discretion of the Master and department head.


All vessel personnel are to be provided with the instructional materials and video describing the use and care of this equipment.  The training in the use of this equipment is to be noted in the log under the vessel's training program.

ADVANCE \U 824.20
This topic is covered in more detail in EMPV Section 6.2.7

9.19
USE OF PPE BY VISITORS, CONTRACTORS AND IUM STAFF

ADVANCE \U 692.20
The Master (or person in charge of the vessel) shall ensure that IUM's policies regarding PPE be followed by everyone that comes on board the vessel.  Contractors who show flagrant disregard for safety procedures and/or who are observed to be placing themselves in danger should be reported to the Chief Mate/Chief Engineer and the job supervisor must be contacted to resolve the situation.


All visitors and IUM staff members visiting the vessel shall comply with all shipboard PPE rules that apply to the crew.  Visitors and IUM staff shall don appropriate PPE when entering the engine room, a tank, or any other space that the crew would be required to use PPE to enter.

9.20
SHIPYARD SAFETY

ADVANCE \D 21.75
Injuries and incidents often happen in the shipyard because of a lack of communication.  The key personnel (Master, C/E & Port Engineer) must present a unified front to the shipyard management to ensure that the yard period is accomplished in a safe and controlled manner.


Upon entering the shipyard, the Master and C/E shall ensure that:


·
Tanks and enclosed spaces are prepared in accordance with Home Office instructions.


·
The lock-up plan has been disseminated to the officers and crew.


·
The scope of work is understood by the persons to remain with the vessel.


·
A safety plan has been established in conjunction with the Port Engineer to cover:



-
Daily work/safety meetings;



-
Systems to be locked/tagged out by the ship are identified;



-
Procedures for obtaining the gas free certificate;



-
Procedures for periodic gas chemist re-certifications of spaces;



-
Procedures for owners reps to notify the shipyard of safety concerns;



-
Use of PPE by ships force while in the shipyard.

9.21 
MEDICAL

ADVANCE \D 1058.759.21.1  MEDICAL OFFICER

ADVANCE \D 1097.75
A deck officer will be assigned the duties of the Medical Officer for the vessel by the Master.  This officer will thoroughly familiarize himself with the available medical publications maintained on board the vessel and requisition new manuals as they are issued.  This individual will also be responsible for maintenance of the required medications and first aid equipment on board the vessel.


As part of the vessel’s training program, the Medical Officer will review emergency medical procedures in conjunction with the vessel’s fire and boat drills.

9.21.2  M.A.S. SERVICE

ADVANCE \D -1583.0
IUM is a subscriber to the Medical Advisory Systems, Inc. (MAS) for the purpose of assisting in the reduction of the impact of illness or injuries occurring on the vessel at sea.  IUM contracts for full service with MAS.  Masters and/or Medical Officers should never hesitate to contact MAS for advice.  It must be emphasized that it is called Medical Advisory Service.  The Master can, if the situation necessitates, administer medications and injections commensurate with his training and the urgency of the situation.  If time and circumstances permit, IUM urges the Master to get MAS’s advice before hand.  The services available to the vessel are detailed in the “MAS Protocol Manuals” which are retained on board.  The Medical Officer is required to be thoroughly familiar with their services.  Key officers will attend the MAS “Responder Course” in order to more effectively communicate with MAS during an emergency.


MAS maintains their facilities for consultation 24 hours a day, seven days a week, and may be contacted by:

ADVANCE \U 1188.35

Ph:
410-257-9504



Fx:
410-257-2704



Telex:
7505017 & 6491304

9.21.3  MEDICAL CHEST

ADVANCE \U 1085.40
A suitable medicine chest shall be maintained in first-class condition aboard the vessel at all times.  The Master will periodically inspect the medical chest to make certain that it is fully equipped and promptly request the required supplies to insure that a proper and adequate medical chest is maintained.  The Master will maintain a copy of a current medical guide and make the publication available to the designated Medical Officer.


Quantities and types of medicines retained on the vessel shall be in accordance with the assigned MAS “package” (designated by IUM Home Office for the vessel’s trade).  Each vessel will be assigned a level of storing based on a specific M.A.S. package.  Inventory lists for the assigned M.A.S. package will be provided by M.A.S. and additional forms can be obtained through the Home Office.


A quarterly inventory is to be taken by the Medical Officer and submitted to the Master for review and forwarding to the Home Office with appropriate comments and a vessel generated requisition form as a cover.  A copy of the latest medical inventory shall be made available to the Medical Officer and a copy placed in the treatment room.  [Please note that common and over-inventory items procured through a local supplier arrive quicker and at lower cost.]  Items requested above MAS inventory levels are to be submitted on a separate requisition.  If a vessel requests an item not on the supplied inventory sheet, the IUM Safety Committee shall make the determination if the ship is to be so supplied.

9.21.4  CONTROLLED DRUGS

ADVANCE \D 496.60
Controlled drugs are the direct responsibility of the Master.  The use and handling of these medications are to be in strict accordance with MAS instructions.  The Master can, if the situation necessitates, administer medications and injections commensurate with his training and the urgency of the situation.  If time and circumstances permit, IUM urges the Master to get MAS’s advice before hand.


The Controlled Drug Inventory form (IUM-V-ADM-001) will be executed upon the change of Master, quarterly inventory and/or the destruction of any of these medications, and submitted to the Home Office.

ADVANCE \D 1114.60
Note:
1.
The vessel must forward a copy of the form to MAS when controlled drugs are destroyed with a copy to IUM.

ADVANCE \D 1245.60

2.
Returning controlled drugs is prohibitively costly and they will be destroyed anyway.  If there is a doubt as how to dispose of these items, contact the IUM Safety Director.

9.21.5  DEFIBRILLATION UNITS

ADVANCE \D 1469.60
Defibrillation is the use of an electrical shock to stop the uncoordinated electrical activity associated with lethal arrhythmias.  Research has shown that decreasing the time from cardiac arrest to the performance of defibrillation increases the chances of survival and better quality of life for the victims of heart attack.


The advent of Automatic External Defibrillators (AED's) and the rapid progress in the technology has prompted the IUM safety Committee to recommend this tool to all IUM affiliated companies.  IUM has decided to take the MAS recommendation and use the "Forerunner" AED by Heartstream Inc.


The use of an automated self-test and diagnostic technologies and a long battery cartridge, allows the "Forerunner" to be virtually maintenance free while contributing to its small size.  The use of this (or comparable machines) is being taught in conjunction with the 'On board medical care giver' course taught at MAS and other approved facilities.


The instructions for the use of this device are located on the inside cover of the unit.  Familiarization with the unit should happen during quarterly tracked training for the Master (or person in charge of the vessel) and the designated medical officer.


If the unit is carried, it must be tested during the quarterly training and logged to assure the readiness of the unit.  The placement of the unit shall be secured in the hospital at all times when not in use determined by the on board safety committee.

9.21.6  MEDICAL LOG BOOK

ADVANCE \U 937.55
A Medical Log is required to be kept with entries made whenever medical attention is given to anyone on board the ship.  The following information should be entered:

ADVANCE \U 755.50
·
Date,

ADVANCE \U 731.50
·
Time,

ADVANCE \U 707.50
·
Name of person treated,

ADVANCE \U 665.50
·
Details of treatment and instructions given to patient,

ADVANCE \U 591.50
·
Fitness of the patient for duty.


This entry will be signed by the officer giving the treatment.  A log entry is required for each day.  On days when no crew members are treated, an entry shall be made in the log stating “NO ONE TREATED”.  Copies of the Medical Log will be sent monthly to the Home Office.

9.22
DIVING OPERATIONS

ADVANCE \U 240.50
Diving operations must be carefully undertaken and the operation must be constantly monitored.  The bridge and engine room must be informed and take steps to prevent injuries to the divers.  No diving operations shall be conducted without first completing the “Dive Operation” checklist (see OMV Section 16.2).  It is important that the divers clearly understand what suctions, discharges and other obstructions they may encounter on the ship’s hull.  The diving company must make their intentions clearly known to either the Captain, Chief Engineer or Chief Mate who will in turn notify the other department of the operation.  Diving operations are not to commence until there has been agreement between the deck and engine representatives.  Tag-out tags shall be placed on the main engine throttle, appropriate valve handles/controls and ships steering gear while diving operations involve the stern area.  Upon completion of diving operations the Tag-out tags must be removed by an authorized person in accordance with OMV Section 9.14.  Checklist #16Q must be utilized and a log entry made upon completion of the checklist.
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NAVIGATION

ADVANCE \D 1201.3010.1
GENERAL

ADVANCE \D 1229.25
The Master and deck watch officers must assure that the vessel is navigated in strict accordance with the applicable Rules of the Road and that all navigational equipment is kept in good working condition at all times.  Special attention must be made to the maneuvering of the vessel when entering or leaving port.  In narrow channels, during prolonged periods of reduced visibility while in coastal waters or other areas where traffic or conditions could present a problem, it is strongly recommended that the Master be on the bridge and the Chief Engineer be in the engine control room or in a readily accessible location.


The “Bridge Procedures Guide,” published by the International Chamber of Shipping (ICS), shall be used as a guide for maintaining bridge procedures on the vessel.

10.1.1  RULES RELATED TO HOMELAND SECURITY

ADVANCE \U -1423.95
The USCG National Vessel Movement Center (NMVC) has developed a 5 part electronic form <hhtp://www.nvmc.uscg.gov.Forms/NOAForm.xls> that may be utilized by vessel operators and agents to submit the "96 Hr Advance Notice of Arrival."  The 1st part provides for vessel information, ISM code info, and current voyage info.  The 2nd part is the crew list.  The 3rd part is the non-crew and passenger info. The 4th part is the cargo list.  The 5th part is an arrival/departure update report to address changes in previously submitted info.  The form is in Microsoft Excel format.  It is anticipated that the electronioc form will become the preferred method for submitting the Advance Notice of Arrival.

10.2
BRIDGE TEAM MANAGEMENT

ADVANCE \U 1107.80
Bridge Team Management is covered in depth in the Training Addendum to the OMV in T&A Section 9.  The concepts of Bridge Team Management must be incorporated into the Master's Standing Orders to define the Master's commitment to the Team Management principals.


The formation and leadership of the bridge team is the primary responsibility of the Master and is just as important as his/her primary duty to the safety of the vessel.  Teams do not just happen.  They have to be formed and trained to work as teams.  It is important therefore that Masters look at their leadership and management styles objectively and put into practice the lessons learned at the various management courses and seminars.


Bridge Team Management refers to the cooperation and sharing of responsibility that exists between Master, deck watch officers, helmsman and lookout.  The Master and all deck officers must do their utmost to preserve a businesslike atmosphere on the bridge.  At all times an efficient, clear and precise manner of internal and external communications must be used.


The Master will decide to what extent and in which capacity each officer on watch shall assist on the bridge in the varying conditions under which the ship may be navigated.  Specific duties shall be assigned and each person must fully understand their assignment and accept the responsibility to effectively execute it.  When prudent, the Master will assign additional deck officers or lookouts to assist with the safe navigation of the vessel.


For guidance, the Master shall refer to the ICS Bridge Procedures Guide and the Guidelines for Developing Bridge Management Teams (API 1140).  The publications are to be maintained with the bridge navigation manuals.


Training shall be conducted quarterly by the Master and recorded as part of "Tracked Training" as defined in the T&A Section 6.

10.2.1  Pilot Boarding and Exchange of Information

ADVANCE \D 827.15
Each vessel should prepare a "Pilot Card" for presentation to the pilot when he/she boards the vessel.  Typical information includes the ship's characteristics and maneuvering data.  An example can be found in the "ICS Bridge Procedures Guide" in Annex 3.  This format should be altered to account for local conditions.


The Master must assure him/herself that the pilot has a grasp of the situation and understands the information on the Pilot Card before proceeding toward the harbor.

10.3 
CHARTS AND PUBLICATIONS

ADVANCE \D 1362.10
It shall be the duty of the Second Mate to ensure, in accordance with the Master’s instructions, that the ship carries the charts, piloting books, sailing directions, nautical tables and other nautical publications necessary for the scheduled voyage, as stated in 33 CFR 164.33.  The Second Mate will be responsible for keeping the charts and publications stowed in an organized and easy-to-use fashion.  The entire portfolio of charts need not be corrected to date, however, any charts or publications intended for use on the voyage must be corrected.  A record of published changes for all charts and publications carried shall be maintained using the card catalog or other electronic means. The latest Notice to Mariners issue number, to which the chart is corrected, shall be written on the bottom of each chart and initialed.  As new charts and publications become available, it shall be the Second Mate’s responsibility to order them in a timely fashion, as needed.  The Second Mate shall be responsible for keeping the charts and publications corrected, however, the Third Mate may be assigned to assist the Second Mate in these duties.

10.3.1  NAVAL CONTROL OF SHIPPING PUBLICATIONS

ADVANCE \U 1362.0
U.S. flag merchant vessels and foreign vessels under effective U.S. control, should carry the following Naval Control of Shipping (NCS) publications on board for guidance in the event NCS is initiated by the U.S. Navy.

ADVANCE \U 1127.0
 ·
ATP 2 - Vol. II Allied Naval Control of Shipping Manual, Guide to Masters

ADVANCE \U 1034.0
 ·
ACP 149 (D) Radio Communications Instructions for Merchant Ships under Naval Control


NCS publications should be kept in the custody of the Master, safeguarded and regarded as turnover items upon relief.  These publications should be made available to ships’ officers for familiarization.


In the event a vessel is permanently laid-up, scrapped or sold to foreign ownership, the publications must be returned to the Maritime Administration.  If the vessel is sold or transferred to another U.S. company, the publication should be retained on board.

10.4
BRIDGE EQUIPMENT

ADVANCE \U 440.010.4.1  GENERAL

ADVANCE \U 409.0
The Second Mate shall be responsible, to the Master, for the general maintenance and upkeep of all bridge navigation equipment.  Renewal of light bulbs, LED indicators, recording ink, chart paper and related items shall be accomplished by the Second Mate.  It is the duty of each deck officer to assist in ensuring that the bridge navigation equipment is always maintained in proper operational condition.  At the Master’s request, repairs to the navigation equipment shall be completed by an authorized service representative.  The vessel’s port agent or IUM’s Home Office will arrange for the service call to the vessel.


As soon as possible after joining the vessel and before taking over the first watch, all navigating officers shall make themselves familiar with the instruments carried on board, their use, operation, capability and any known errors.


Part 1 Section 3 of the ICS Bridge Procedures Guide covers the operation and maintenance of navigation equipment and all deck officers shall be familiar with this section.

10.4.2  COURSE RECORDER

ADVANCE \D 664.95
The course recorder shall be set to U.T.C. and operated continuously when the vessel is underway.  At least once per watch the time and vessel’s heading should be verified by an entry on the recording graph paper and initialed with a soft tipped pen.  The unit should be wound weekly,  and the Second Officer shall renew the recording paper, when needed.  Supplies such as recording paper, ink and pens will be requisitioned by the Second Officer.  The record rolls shall remain on board for two years before disposal.

10.4.3  RADIO DIRECTION FINDER

ADVANCE \D 1231.95
The calibration table should be verified by frequent observations.  At a minimum, a bearing shall be taken and recorded, in each quadrant, at least once in every 90 days.  Whenever a change to ship’s structure and/or rigging is likely to affect the DF bearings, a calibration check in all quadrants shall be carried out.  The Master is responsible for maintaining a radio bearing observation log.  Once per year the vessel shall be swung to determine the validity of the posted correction table.  The card shall be updated, signed by the Master and an entry made in the official log book.


The RDF is no longer required if GPS information is integrated into the radar.

10.4.4  RADAR AND ARPA UNITS

ADVANCE \D -1328.85
The Master is responsible for maintaining the radar(s) and collision avoidance unit(s) in good working order.  If carried, he may request the Radio Officer to assist with any repairs or trouble shooting.


The bridge watch will immediately notify the Master upon failure of any radar or collision avoidance unit.  The Master or Radio Officer should run any self diagnostic tests or system troubling shooting routines built into the units.  If the unit fault cannot be corrected, the Master shall notify the Home Office and arrange for a shore side technician.


Use of radars is covered under OMV Section 10.13.3.6

10.4.5  WEATHER FAX MACHINE

ADVANCE \U 1324.20
The Master is responsible for monitoring the weather along the vessel’s intended track.  FAX receivers should be programmed to the appropriate Coast Station and time schedule to receive the weather maps covering the vessel’s area of navigation.  The Second Officer is responsible for keeping an inventory of spare fax recording paper and shall submit a requisition to the Master, as necessary, to maintain the inventory.  It is not a requirement to save the weather fax printouts after the valid forecast time has passed, however, the Master may elect to do so.

10.4.6  CHRONOMETERS

ADVANCE \U 724.20
Chronometers should be wound daily and at sea checked with a radio time signal.  The chronometer error should be recorded on the ship’s chronometer rate book.  If chronometers are battery driven,  the batteries should be changed at an appropriate interval.  The duty of winding and recording chronometer error will be assigned by the Master.

10.4.7  BAROGRAPH

ADVANCE \U 347.15
The Master will assign a bridge watch officer the duty of keeping the ship’s barograph.  The recording chart paper will be changed, as needed, to ensure the accurate and continuous recording of the barometric pressure.  Monthly or upon completion of the voyage the barometric pressure charts shall be mailed to the National Weather Service.

10.4.8  SIGNAL LIGHTS

ADVANCE \D 32.80
The flashing light signal lamps shall be kept in good working condition.  The light shall be tested as part of the pre-departure test gear by the deck officer.  An entry shall be made in the deck log book when the signal lamps are tested.
10.4.9  LIFEBOAT RADIOS

ADVANCE \D 312.80
Hand held lifeboat radios should be kept on the bridge or other readily accessible location to the lifeboats.  The radios shall be tested weekly as part of the lifeboat drills.  In port or during shipyard periods, it may be necessary to secure the radios to prevent theft.  Rechargeable type batteries shall be charged and the radio tested at regular intervals and an appropriate entry made in the Deck Logbook.  The Master shall assign a crew member to bring the radios to the lifeboats in an abandon ship emergency.

10.4.10  2182 KHZ WATCH RECEIVER

ADVANCE \D 880.80
The 2182 monitoring function is now covered automatically by the GMDSS Suite.

10.4.11  GPS RECEIVER

ADVANCE \D 997.80
Although the GPS instrument is a reliable and accurate aid to navigation, additional methods of confirming the vessel’s position must always be utilized.  Two or more means of position fixing are to be used to determine the vessel’s position.  The Second Mate is responsible for loading the proper waypoints and routes into the receiver corresponding to the Voyage Plan.  The watch officer must ensure that the correct waypoint is selected throughout his bridge watch.  The watch officer must be thoroughly familiar with the receiver and its operating manual.  Fixes obtained from a GPS receiver shall be noted in the position logbook and marked on the chart.

10.4.12  LORAN RECEIVER

ADVANCE \D -1578.0
When navigating in areas of Loran coverage, the Loran receiver shall be operated continuously, if carried.  The bridge watch officer is responsible for selecting the correct station pairs and monitoring the signal-to-noise ratio.  The watch officer shall be completely familiar with the operating manual and the operation of the receiver.   Do not solely rely on the Loran receiver for the vessel’s position.  Use two or more means of position fixing whenever possible to determine the vessel’s position.  The Second Mate is responsible for loading the proper waypoints and routes into the receiver, if that function is available.  The watch officer must ensure that the correct waypoint is selected throughout his bridge watch.  Fixes obtained from a Loran receiver shall be noted in the position logbook and marked on the chart.

10.4.13  SHIP’S CLOCKS

ADVANCE \U 1362.35
The Master shall assign a deck officer to maintain the ships clock system.  The officer assigned will ensure that the bridge clock and all satellite clocks are running simultaneously.  Particular attention shall be given to clock change nights to ensure all clocks are adjusted to the proper zone time.  It shall also be the responsibility of this officer to inform the crew of time changes.  This will ensure orderly relief of the watches.

10.4.14  INTERCOM SYSTEM

ADVANCE \U 879.35
The vessel’s internal intercom system shall be maintained in an operational condition.  A complete functional test of the system shall be conducted bimonthly.  Any discrepancies found will be noted and reported to the Master.  The Master will discuss any needed repairs with the Chief Engineer before submitting a shore side repair requisition.

10.4.15  DEPTH RECORDER

ADVANCE \U 493.30
The echo sounder should be on at all times when underway.  The paper depth recorder (if carried) or the digital recorder should be engaged, when making a landfall, in coastal waters and particularly in areas where charted depths must be treated with caution.  The depth recorder shall be switched on in a timely manner when approaching soundings.  When switching on the depth recorder, the watch officer shall mark the date, time and scale in use on the recording paper and confirm the zero mark is accurately represented.  Frequent comparisons shall be made between the echo sounder reading and the chartered depth at the vessel’s position.  If a vessel is not fitted with a depth recorder, frequent entries recording the depth under the keel in the Bell Book would be advised.


Recorder rolls are to be maintained on the vessel for two one years before disposal.

10.4.16  GYRO COMPASSES

ADVANCE \D 412.65
The gyro compasses shall be operated continuously.  On ships fitted with two master units, the units shall be switched over at the start of each calendar month and logged in the deck log.  The Second Mate is responsible for the switching over of the units.  Operation and maintenance information is detailed in the ICS Bridge Procedures Guide, Section 3.4.  Procedures for switching gyro compasses shall be posted at the gyro compass location and at the switching unit if separated from the gyros.  At sea, if possible, a comparison by azimuth or amplitude shall be taken each watch and recorded in the Compass Observation Log book.

10.4.17  NAVIGATION LIGHTS, DAY SHAPES

ADVANCE \D 1101.65
Underway, navigation lights shall be left on continuously.  Each watch officer is responsible for ensuring that the correct navigational lights and signals are shown during their watch.  The bridge watch will check to see that no other house lights or dead-lights interfere with the navigational lights.


The Second Mate is responsible for keeping a spare bulb inventory and shall submit a requisition, to the Master, as necessary, to maintain the inventory.  The Second Officer shall also maintain day shapes and navigation lights that are not fixed.

10.4.18  FLAGS

ADVANCE \D -1590.15
The Second Mate shall be responsible for maintaining the flag inventory.  As necessary he/she will submit a requisition, to the Master, to replace any worn flags or add new flags to the ship’s inventory, as required for upcoming voyages.

10.4.19  MAGNETIC COMPASS

ADVANCE \U -1312.30
Magnetic compasses are statutory instruments and must be swung to correct the deviation record card after extended lay-up periods or following significant structural modifications. at least yearly the vessel shall be swung to verify or correct the compass deviation.  When underway, the deviation of the compass shall be examined after each alteration of course and posted.  While on a steady course, compass comparisons should be made frequently.

10.4.20  VHF RADIO

ADVANCE \U 1479.45
The mate on watch shall make an entry at least once per watch in the VHF bridge-to- bridge VHF log (Grundy Form #R2A).  The Second Mate is responsible for replacing any bulbs or LED indicators on the VHF radios.  Hand-held units should be kept fully charged, however, units should not be left in a charger for extended periods.  The Mate on watch is responsible for keeping any portable units charged.


Use of the VHF radio is covered in OMV Section 10.13.3.2.

10.4.21  GMDSS SUITE

ADVANCE \U 979.50
The Global Maritime Distress & Safety System is a worldwide radio system  utilizing satellite and terrestrial means of communication.  GMDSS requirements are based on the ships areas of operation.  They are divided into four communications areas:


A1 -
Up to 25 NM offshore with one maintenance option


A2 -
Up to 150 NM offshore with one maintenance option


A3 -
All ocean areas (except A4) within continuous INMARSAT coverage (Excludes A1 & A2) with two maintenance options.


A4 -
Primarily polar regions with two maintenance option


Each GMDSS certified vessel must have two (2) GMDSS operators on board at all times.  One operator must have a maintainer endorsement to his/her GMDSS certification or the vessel can have two operators with a shore based maintenance agreement in place.


Each vessel must have two separate and independent systems with abilities to transmit and receive ship to shore distress alerts and shore to ship message traffic.  A communication log is kept to record daily traffic. (The logbook published by MERCOMS is suggested for IUM vessels.)  All distress messages are to be kept on file for at least two years.


If the vessel is fitted with GMDSS the RDF can be removed.

10.5
STRUCTURAL MONITORING SYSTEM

ADVANCE \D 277.50
A structural monitoring system is a computerized data acquisition, display and storage system.  It was designed to assist Masters with the safe guidance of their ships, particularly during heavy weather, and to collect data for engineering design and analysis purposes.


Vessels equipped with a structural monitoring system shall closely monitor the unit to determine the vessel's response to its present sea conditions.  The bridge watch officer shall frequently check the display to obtain information on the vessel’s structural status.  Any conditions that cause concern shall be immediately brought to the Master’s attention.

10.6
REQUIRED BRIDGE LOG BOOKS

ADVANCE \D 956.50
All IUM operated vessels, including RRF vessels in phase “O” status, shall maintain a Deck Log book.  An entry, by the deck watch officer, is required at the change of each watch and the Master and Chief Officer must sign the log daily.


The Master is responsible for maintaining the following log books (see OMV Section 18.1).  They shall be retained for five years.  A copy of the deck log book is to be submitted to the Home Office monthly.


·
Abstract of Deck Log,


·
Anchor Position Log,


·
Ballast Water Management Log,


·
Bell Book,


·
Chronometer Rate Log,


·
Compass Observation Log,


·
Deck Log,


·
GMDSS Log,


·
Master’s Night Order Book,


·
Navigation Equipment Repair Log (with receipts),


·
Official Logbook,


·
Oil Record Book,


·
Position Log,


·
Radio Direction Finder Bearing Log (if carried),


·
Radiotelephone VHF Radio / 2182 KHZ Log,


·
Refuse Log.

10.6.1  OFFICIAL LOG BOOK


This passage has been moved to OMV 3.3.5.

10.7
VOYAGE PASSAGE PLAN

ADVANCE \D -1336.3010.7.1  GENERAL

ADVANCE \U -1316.15
The Master is responsible for the development and implementation of a passage plan.  Two formats are supplied in the "Forms Addendum".  First is the Port Passage Plan (form IUM-V-DCK-011) and the second is the Voyage Passage Plan (form IUM-V-DCK-012).  The plan requires information on departure bunkers, vessels intended route including ETA at each waypoint, tide and currents at arrival port, estimated arrival bunkers, weather forecasting, port agent information, departure draft, estimated arrival draft, pilots working channel and other pertinent information.  The plan should include a check-off list, (see OMV Section 16.2) to ensure the following items are on board and available for use:

ADVANCE \U 1247.60
·
Waypoints are entered in the GPS and loran receivers.

ADVANCE \U 1175.60
·
FAX receiver set to appropriate coast station for weather fax broadcasts.

ADVANCE \U 1083.65
·
FAX receiver set to appropriate NAVTEX station and message type.

ADVANCE \U 1000.65
·
All required charts for the voyage are on board, corrections are current and courses  plotted.

ADVANCE \U 887.60
·
Sailing Directions, Coastal Pilot, World Port Index, Light List,  covering the intended voyage.

ADVANCE \U 773.60
·
Special operating manuals or publications required for restricted areas.

ADVANCE \U 682.65
·
Tide and Current Tables for ports of call.

ADVANCE \U 621.65
·
Navigation Almanacs and publications.


Vessels engaged on a continuous run are not required to re-do the passage plan each time.  A uniform plan may be prepared and posted with special attention to particular requirements of the trade.  However the "Port Passage Plan" should be refereed to as a checklist to ensure entering/departing requirements are met.

10.7.2  AMVER PARTICIPATION

ADVANCE \U 216.65
IUM requires all vessels to participate in the AMVER system.  Sail plans, position reports and final reports shall be sent in accordance with the AMVER system manual.  Vessels under MSC or MARAD control are not exempt from the AMVER system program.  The Master is responsible for ensuring all reports are made properly and timely.  Information on the system and reporting formats can be found in the AMVER manual.  Copies of AMVER message traffic shall be retained on board with the communication's file.

10.8
WEATHERING MONITORING

ADVANCE \D 333.3510.8.1  GENERAL

ADVANCE \D 364.30
The Master is responsible for the monitoring and analysis of the weather along the vessel's intended track.  Current weather conditions, outlooks and predications must be considered in the planning and undertaking of a voyage.  The Master should use all available means to determine the weather that the vessel may encounter on a given voyage.  FAX receivers should be programmed to the appropriate coast station and proper time schedule to receive the weather maps covering the vessel’s area of navigation.

10.8.2  ADVERSE WEATHER

ADVANCE \D 913.30
The Master shall be very careful that the vessel is properly handled during periods of adverse weather.  Before encountering heavy weather, the Master should take proper precautions to safely stow and secure all the vessels’ equipment to prevent any damage to the equipment or vessel.  The Master shall take whatever action is necessary to prevent excessive damage to the vessel from heavy weather.  The Master shall advise the Home Office of speed reductions and/or course changes due to adverse weather.

10.8.3  ADDITIONAL BALLAST IN HEAVY WEATHER

ADVANCE \D 1480.30
In a ballast condition, when adverse weather is forecasted along the vessel’s intended track, the Master should consider taking on additional ballast.  In heavy weather, a relatively light forward draft will cause the forefoot of the vessel to emerge more frequently and in some cases, slam upon reentering the water.  The slamming of the bow causes a vibration to occur within the vessel’s hull that results in fatigue damage to the vessel.  This condition should be avoided at all times.  In deciding whether to add ballast to the vessel, the Master must consider the disposal of the additional ballast and any draft restrictions that the vessel must meet.  If additional ballast is taken on the Master ensure that a record is made of the time, position and amount of ballast taken on in the deck log.

10.8.4  WEATHER ROUTING

ADVANCE \U 1606.80
The information provided by any weather routing service is given as advice to the Master and does not relieve the Master of any of his responsibilities.  The Master has the final decision on which route the vessel will follow.  Since weather routing services provide valuable information, it is strongly recommended that the Master pay particular attention to their guidance.

10.8.5  ADVERSE CONDITIONS WHILE AT ANCHOR OR MOORED

ADVANCE \U 1160.80
The Master must evaluate prevailing conditions that can affect the vessel when not underway and make suitable arrangements to address these situations.  These conditions include; strong tides and currents, ice, high winds, the proximity to the channel, passing vessels and approaching weather systems.  Such precautions include but are not limited to; paying out additional chain, putting down a second anchor on the short stay, putting out additional lines, keeping additional hands on board and calling tug(s) to assist.  


The Master must specify in his/her standing orders under what specific conditions that he/she is to be called and/or port authorities notified.  It is prudent for the Master to make provisions for monitoring local weather forecasts while in port.


The Master must evaluate all factors relating to the safety of the vessel.  Elements of this evaluation must include: 


ADVANCE \U 248.80
·
The suitability of the anchorage (holding ground),



·
Distance to danger,



·
Time necessary to raise the anchor(s),



·
Availability of the engines,



·
Escape route (pilots needed?),



·
Prevailing and forecast weather conditions.


The Master must ensure that all available forms of position verification are in use including:



·
Radar watch rings and alarms, (alarms logged)



·
GPS positioning and alarms, (alarms logged)



·
Bearings and ranges (recorded in a log),



·
Frequent plotting of position on the chart,



·
Visual lookout posted at all times.


Evasive action taken by the Master will be supported by IUM.  Vessels under MARAD or MSC OPCON are under no requirement to ignore hazards.  Deviating from assigned anchor locations require that all interested parties (ex. MSC & IUM) be notified if time permits.


Watch officers should never hesitate to call the Master to the bridge when in doubt of the vessel's position or are unsure of the effects of high winds on the vessel's position/condition.


Use of the engines while at anchor is always the prerogative of the Master.

10.9
BUNKER REQUIREMENTS

ADVANCE \D 890.15
The Master must not proceed to sea without sufficient bunker fuel and an appropriate safe reserve aboard for the passage to the next port.  The Master and Chief Engineer will jointly compute the amount of bunkers required to perform the sea passage specified in the sailing instructions and inform the Home Office, Charterer and/or Owner who will arrange for the supply of same.  The Chief Engineer shall keep accurate records of the bunker inventories on board the vessel.  An entry in the Deck and Official Logs regarding bunkers shall be made in accordance with 46 CFR 35.25-10 or 97.15-55.  It is IUM’s policy that the Chief Engineer ensures that a sample is taken from the manifold (or the barge if appropriate) during the fueling operation.  It shall be sealed, labeled and preserved on the vessel for one year.  IUM's bunkering procurement procedures are covered in OMV Section 12.4.1.

10.10
VOYAGE ABSTRACTS

ADVANCE \D -1452.65
The Master is responsible for maintaining an accurate voyage abstract.  He may assign a deck officer the duty of daily posting the abstract.  Typically, the Charterer, or Owner will provide a specific form to compile the information.  In the absence of a specific charterer’s form, the form supplied by IUM (ALL-002-D) is to be completed.  The Master shall review and sign the voyage abstract before submitting it.  Copies of any abstract completed shall be sent to the Charter or Owner, Home Office and one copy retained on board.  This form is now availiable in Excell format and is included on the FORMS ADDENDUM CD.

10.11
ENGAGEMENT OF TUGS AND PILOTS

ADVANCE \U 1434.95
The Master may employ the services of a pilot whenever and wherever he considers it necessary and where qualified pilots are available.  Arrangements for a pilot shall be made in ample time either directly or through the vessel’s port agent.  The vessel must issue timely updates of their ETA to the pilots.


The Master shall request the services of tug boats as either he deems necessary or that are required by the local port, state, terminal, or governing body.  Attention must be given to the type, size, and horsepower of the tugs requested and assigned. (When the information is available, the Master should know the bollard pull of each assigned tug boat.)  Oil tankers must comply with any escort requirements of the port or terminal.  The predicted weather, tides, currents and channel depth must be considered in determining the number, size and type of tug boat to order.  Tug boats should be arranged through the vessel’s port agent or Home Office.

10.12
STEERING SYSTEM

ADVANCE \U 432.9510.12.1  OFFICERS AND CREW KNOWLEDGE

ADVANCE \U 381.0
Each bridge watch officer shall be completely familiar with the vessel’s steering system in all modes of operation.  He/she is responsible for instructing the helmsman on the system and ensuring that the changeover procedure is completely understood.  No crew member shall be assigned to steer the vessel unless he has been instructed in the proper procedures for changing over the system.

10.12.2  RUDDER LOSS RECOGNITION TIME

ADVANCE \D 64.0
It is essential for safe vessel operations, to take steps to help reduce the time in the recognition of failure of the vessel’s steering system.  This will include clear and concise rudder commands and the acknowledgment of the rudder commands by the helmsman.  When the ship’s wheel is turned in response to a rudder command, the rudder angle indicator shall be closely watched for the correct response.  A consistent format shall be used whenever rudder commands are given and executed, as stated in 46 CFR 97.17-1.  Instructions for steering commands and responses shall be given to any new helmsman prior to standing a wheel watch.

10.12.3  USE OF AUTO-PILOT

ADVANCE \D 744.0
At sea, whenever the nature of the surrounding waters, traffic and weather conditions allow, the automatic pilot should be used.  When switching to the auto-pilot care should be taken to ensure the system is correctly engaged and operating properly.  Always change over the steering to manual control in sufficient time to allow any potentially hazardous situation to be dealt with in a safe manner.  The off-course alarm, when fitted, should be adjusted to the corresponding sea conditions.  During periods of heavy weather or reduced speed the effectiveness of the auto-pilot may be reduced, necessitating that the unit be disengaged.  Special regulations, applying to tank vessels may be found in 33 CFR 164.13.  Steering motors should be switched daily at sea at noon to balance wear on the system and ensure both systems are operational.  This must also be logged in the deck log.

10.12.4  STEERING TESTS AND DRILLS

ADVANCE \D -1594.80
The Master shall be responsible for conducting tests and drills of the steering system in accordance with 33 CFR 164.25 and making the appropriate logbook entry.  A check off list is provided in Section 16 for this procedure.  When underway, a daily test of the ship’s steering system shall be performed and logged in the deck logbook.  Each helmsman shall be familiar with the NFU steering mode and should be drilled in steering the vessel by this means at least monthly.  Upon each helmsman completing a steering exercise in the NFU, an entry shall be made in the deck logbook.  The emergency steering systems shall be operated on a quarterly basis.

10.12.5  CHANGING THE HELM

ADVANCE \U 1554.10
The watch officer shall supervise and be responsible for the proper changing of the ships’ helm as stated in 46 CFR 97.16-1.  The helm should not be changed in narrow channels, when executing a rudder command or during a close quarters maneuver.  At night, allow the relieving helmsman time for his night vision to fully adjust before taking over.  Only able seamen may steer the vessel in a narrow channel, crowded waters or periods of low visibility.


The duties of the helmsmen can be found in OMV Section 10.13.3.5.

10.12.6  MANNING OF AFT STEERING STATION IN VALDEZ NARROWS

ADVANCE \U 957.10
Whenever a laden tank vessel is navigated in the Valdez Narrows, the aft steering station shall be manned.  The person assigned to the aft steering station shall be knowledgeable of the system and must be capable of an immediate response.  Communications with the bridge shall be established once the person is at the steering station.  An entry shall be made in the Bell Book when the aft steering station is manned.

10.13
BRIDGE WATCH

ADVANCE \U 502.1010.13.1  MASTER'S STANDING ORDERS

ADVANCE \U 453.10
The Master shall issue a set of standing orders to the deck officers detailing his policy, instructions and preferences in operating the vessel.  The Master must clearly state these items and all deck officers have a responsibility, to the Master, for following them.  The Master’s standing orders shall be considered a part of this manual.   All deck officers shall read, understand and sign the Master’s standing orders.  A copy of the Master’s standing orders will be retained on board for record.

10.13.2  BELL BOOK

ADVANCE \D 83.85
All main engine maneuvers shall be recorded in the Bell Book (OMV Section 18.1).  Separate books are kept on the bridge and in the engine room.  Local time should be used and clocks should be synchronized at gear tests.  The Bell Book kept on the bridge shall also include information on the passing of navigation aids, course changes, gear test, tug boats, pilots, speed, first line, and other pertinent navigation information or events.  Significant events shall be transcribed in the Deck and Official Log as required.  The Bell Books shall be sequentially numbered and retained on board for a period of five years.

10.13.3  UNDERWAY

ADVANCE \D 737.85
The Master and officers must see that the vessel is at all times, navigated in strict accordance with the applicable Rules of the Road and that all navigational equipment is kept in operational condition.  The Master is responsible for the safety and navigation of his ship despite the presence of a pilot or other persons on the bridge.


The Bridge Team Management Policy stated in OMV Section 10.2 shall be implemented when the vessel is underway.


While the vessel is underway, it is essential that the Master’s standing orders and the procedures listed in the ICS Bridge Procedures Guide are closely followed.


The Master is responsible for the assignment and division of the bridge watches.  The officer standing the bridge watch is responsible to the Master for the safe navigation of the vessel during their watch.  The officer of the watch continues to be responsible for the safe navigation of the ship despite the presence of the Master on the bridge, until the Master informs him specifically that he has assumed responsibility.  IUM attaches great importance to correct and careful taking over of watches and instructions for watch relief, therefore, the policies defined in this manual shall be strictly followed.  The ICS Bridge Procedures Guide, Part II Section 7 and Part I Section 2.4 covers procedures for changing the watch that are in addition to any special instructions stated in the Master’s standing orders.  At the change of each bridge watch a check off list shall be completed as found in OMV Section 16.2.


The Master shall ensure that at all times, the courses laid down, on the chart, are correctly drawn in accordance with the voyage plan.  The Master shall check the vessel’s advance against the passage plan and direct the watch officer to make adjustments, as necessary, to the passage plan.

10.13.3.1  VESSEL POSITION

ADVANCE \U 1320.30
The watch officer in charge of the vessel’s navigation must always be able to accurately fix the vessel’s position.  The degree of accuracy will depend on the vessel’s geographic location.  The watch officer or Master shall use all available means to determine the position of the vessel.  Do not solely rely on any one type of position fixing method.


Whenever there is an opportunity to do so, the position of the ship shall be plotted on the chart.  The frequency of plotting depends upon the prevailing conditions.

10.13.3.2  MONITORING OF 2182 KHZ AND VHF 16 AND 13

ADVANCE \U 731.25
When the vessel is underway, the bridge watch shall monitor the VHF radio on channel 16 and 13, unless the vessel is participating in a VTS system which does not require these channels to be monitored.  The bridge watch shall also monitor the 2182 khz watch receiver.  The watch officer shall make an entry in the VHF radio log at least once during each watch.

10.13.3.3  DAILY EQUIPMENT TESTS

ADVANCE \U 320.25
Frequent tests must be made at sea to assure that all navigational equipment is working properly.  At least daily, a test of the navigational equipment shall be conducted at sea at noon and an entry made in the deck log book.  Any deficiencies found shall be noted and the Master advised.  The check-off list in OMV Section 16 shall be used.  Any deficiencies found shall be noted and the Master advised.

10.13.3.4  DUTIES OF LOOKOUT

ADVANCE \D 130.65
A proper lookout by sight and hearing as well as by all available means appropriate in the prevailing circumstances and conditions shall be maintained so as to make a full appraisal of the situation and the risk of collision.


In maintaining a lookout the following shall be observed:

ADVANCE \D 432.70
·
The lookout must be able to give full attention to the keeping of a proper lookout, and no other duties shall be undertaken or assigned which could interfere with that task.

ADVANCE \D 624.70
·
The duties of the lookout and helmsman are separate and the helmsman while in hand steering shall not be considered the lookout.  Exception is made for small vessels where and unobstructed all–round view is provided at the steering position and there is no impairment of night vision or other impediment to the keeping of a proper lookout.

ADVANCE \D 982.65
·
The officer in charge of the watch may be the sole lookout in daylight, provided that on such occasion.



–
The situation has been carefully assessed and it has been established without a doubt that such an arrangement is safe.



–
Full account has been taken of the relevant factors, including, but not limited to the state of the weather, visibility, traffic density, proximity of danger to navigation, attention required when navigation in or near traffic separation schemes.

ADVANCE \D 1479.70
·
Assistance is immediately to be summoned to the bridge when any change in the navigational situation so requires.

10.13.3.5  DUTIES OF HELMSMAN

ADVANCE \D -1634.15
The helmsman is responsible for the manual steering of the vessel when the vessel’s helm is switched to manual mode while underway.  He/she shall properly acknowledge and execute all rudder and steering commands given to him/her.  He/she shall be capable of efficiently steering the vessel by hand under normal operating conditions.  The helmsman is responsible for becoming completely familiar with all aspects of the vessel’s steering system.  He/she shall be proficient at switching the helm between modes and steering the vessel in the NFU mode.


When the vessel’s automatic steering system is engaged, both the helmsman and the watch officer shall closely monitor the helm to ensure the system is operating correctly.

10.13.3.6  USE OF RADAR

ADVANCE \U 1524.45
When the vessel is underway, it is recommended that both radar units remain in a full operational mode.  If the Master elects to secure a radar unit or switch it to the standby mode, the Master shall ensure that the radar is switched on and properly tuned in sufficient time for any situation that might require its use.  The Master and bridge watch officers shall make full use of the ship’s radars and collision avoidance units.  The watch officer must be fully conversant with the radar’s capabilities and limitations in order to understand and interpret the radar picture correctly.  It is important that the radar information is used in such a manner that early steps can be taken to prevent any risk of collision from arising.


Some radars have map drawing features which allow the superimposing of fairways, channels, anchorages and other graphical information to be shown on the display.  This feature, when available, can be a useful tool in navigating the vessel and IUM encourages its use.  The use of radar maps does not replace the need to plot and track the vessel’s movements.


Collision avoidance units shall be run in conjunction with the ship’s radars when fitted.  Auto acquisition mode should be used when the vessel is at sea.  The CPA alarm limits shall be set to correspond to the amount and proximity of traffic.  When practical, a two (2) mile CPA alarm should be used.

10.13.4  ANCHORED

ADVANCE \U 92.4510.13.4.1  GENERAL

ADVANCE \U 58.40
The Master is responsible for ensuring that the location selected for anchoring is suitable to the vessel’s draft, predicted weather, vessel swing and intended purpose.  The Master must determine the appropriate amount of chain to be use based on all the available information.  When approaching a designated anchorage, the Master will ensure that the advance planning of the navigation has been carried out using charts of suitably large scale which amply cover the relevant areas.  When a pilot is engaged, information on anchoring, local knowledge and prevailing currents must be exchanged prior to approach to the anchorage position.


The windlass should be made ready well before arrival.  It is important that timely request for power and/or steam on deck are made with the engineer on watch.  Arrangements must be made for calling out of any additional deck officers or sailors needed to safely anchor the vessel.


The Master must give the deck officer responsible for dropping the anchor, clear instructions on dropping the anchor.  Particulars, such as the amount of chain to use, when to check the rate of deployment, reporting of anchor lead and strain, and other related information must be covered.  Anyone involved in the letting go of the anchor shall wear safety glasses.


When circumstances allow, the anchor should be walked-out to the waters’ edge before dropping.  In deeper water, it is advisable to walk-out a short or an appropriate amount of chain before letting go.


Before the Master orders “finished with engines” he shall ensure that the anchor has fetched-up, that it is holding and that he/she is satisfied with the vessel’s anchored position.  Instructions for the bridge watch when the vessel is anchored shall be contained in the Master’s Standing Orders and night orders.

10.13.4.2  BRIDGE WATCH @ ANCHOR

ADVANCE \D -1475.25
When the vessel is at anchor, a continuous, alert bridge watch shall be maintained at all times.  When at safe anchorage and when weather conditions permit, brief and limited absenses, limited to ships business may be permitted by the Master.

10.13.4.3  ANCHOR POSITION LOG BOOK

ADVANCE \U -1442.20
The bridge watch officer shall fix the vessel's position at frequent intervals and record the information in the anchor position log book.  Visual bearings, radar ranges, depth of water under the keel and vessel’s heading shall be recorded.

10.13.5  PILOTAGE

ADVANCE \U 1558.6010.13.5.1  PILOTAGE WATERS

ADVANCE \U 1516.60
The Master may employ the services of a pilot whenever and wherever he considers it necessary and where qualified pilots are available.  Timely requests should be made from the port agent for the use of pilots.

10.13.5.2  PILOT BOARDING

ADVANCE \U 1262.60
Prior to arrival at the Pilot boarding area, the Master shall ensure that all equipment associated with pilot boarding is properly rigged and ready.  The ICS  “Bridge Procedures Guide” Part II Section 4 lists procedures that shall be followed for embarkation and disembarkation of a pilot.  Communications between ships, personnel at the pilot boarding station and the bridge should be verified.  When the vessel arrives at the pilot station, if practical, a deck officer should supervise the boarding operations.  The Master shall maneuver the vessel as necessary to ensure a safe boarding of the pilot(s).

10.13.5.3  PILOT'S ROLE

ADVANCE \U 613.60
The pilot is only an advisor to the Master, as such, the Master and watch officers must examine every order given by the pilot.  The Master shall inform the pilot of the present operational status of the vessel and brief the pilot on the ship’s maneuvering characteristics.  Details such as control of the main engine, rudder response and navigation equipment must be covered.  The Bridge Procedures Guide, Part II Section 5, lists information to be exchanged between the Master and pilot.  The Master and pilot shall plan and understand the intended maneuvers for the vessel’s safe passage, including the positioning of tugs, vessel speed, track and other appropriate details.


Pilots are retained as advisors to the Master and nothing relieves the Master from his/her duty to safely navigate, maneuver and dock the vessel.  At any time the watch officer is in doubt of the actions or intentions of the pilot, the Master shall be summoned immediately.  Communication between the Watch Officer, Master and the Pilot is essential to avoid the misunderstandings that have cause so many disasters in the past.  If the Master is in doubt as to the qualifications or actions of the pilot, he/she shall stand off and request another pilot immediately.  The Master shall notify the Home Office as soon as possible.

10.13.5.4  MASTER ACTING AS PILOT

ADVANCE \D 746.40
The Master may act as pilot for waters in which he holds valid pilotage.  When the Master is acting as pilot, there shall be a licensed deck officer on the bridge to assist him at all times.

10.13.6  PORT ARRIVALS

ADVANCE \D 977.40
Part II Section 9 of the ICS Bridge Procedures Guide lists items to be checked in preparation for arrival in port and the Master is responsible for accomplishing all items listed prior to arrival.  A pre-arrival check off sheet (#16A) shall be completed prior to arrival in each port.

10.13.6.1  TESTING OF EQUIPMENT

ADVANCE \D 1311.35
Prior to arrival an equipment test shall be conducted in accordance with 33 CFR 164.25 and an entry made in the deck logbook.  Any discrepancies found shall be noted and the Master advised.  The Check off list in OMV Section 16 shall be used.

10.13.6.2  TIDES AND CURRENTS

ADVANCE \D 1601.40
Prior to arrival, the Second Mate shall set out tide tables, current tables, pilot charts or computer generated printouts covering tides and currents for reference, as appropriate.  Care must be taken when using daylight savings times.  The arrival tide and current conditions should be updated on the vessel’s passage plan to reflect the latest adjustments in the ETA.  A copy of the currents and tides expected for the vessels port stays should be given to the Chief Officer for use in conjunction with in port operations.

10.13.6.3  NOTIFICATION OF ESCORTS, TUGS AND PILOTS

ADVANCE \U -1540.5
The Master is responsible for making timely notification to the pilots, terminal, marine exchange, escort service or tug boat company of intended arrival or departure.  The Master shall send a telex message directly or indirectly through the vessel’s agent, marine terminal or Home Office.


Additionally, vessels intending to use the services of a local pilot should timely provide information such as ETA, draft, destination and special operational conditions directly to the pilot when possible.  When the vessel’s ETA changes appreciably, the Master must transmit messages, as appropriate, to reflect those changes.

10.13.6.4  VTS SYSTEM AND ADS

ADVANCE \U 1069.80
Vessels operating in areas with established VTS systems shall comply with 33 CFR Part 161.  Vessels fitted with ADS position reporting equipment shall initialize their units upon entering the designated areas of operation.

10.13.6.5  NOTICE OF PROTEST

ADVANCE \U 800.75
The Master shall handle all Notice of Protests to and from the vessel.  Refer to OMV section 3.3.1.2 for policy and instructions.

10.13.6.6  PORT LOG

ADVANCE \U 633.75
Port logs will be completed for all port stays.  The log is a chronological record of events while the vessel is in a particular port.  The IUM forms (IUM-V-DCK-014 & IUM-V-ADM-025 & IUM-V-DCK-031) found in the Deck Section of the "Forms Addendum" can be used when no Owner or Charterer's forms exist.  A copy of the form will be sent to the Home Office and a copy retained on board for two years.

10.13.7  PORT DEPARTURES

ADVANCE \U 193.80
Part II Section 3 of the ICS Bridge Procedures Guide lists items to be checked in preparation for sea and the Master is responsible for accomplishing all items listed prior to getting underway.  In addition, the Master shall complete a voyage passage plan as stated in Section 10.7.  A port departure check off sheet shall be completed before departing each port as found in Section 16.2.

10.13.7.1  TESTING OF EQUIPMENT

ADVANCE \D 244.20
Prior to getting underway an equipment test shall be conducted in accordance with 33 CFR 164.25 and an entry made in the deck logbook.  Any discrepancies found shall be noted and the Master advised.  The check off list in Section 16 shall be used.

10.13.7.2  TIDES AND CURRENTS

ADVANCE \D 539.20
Prior to getting underway, the Second Mate shall set out tide tables, current tables, pilot charts or computer generated printouts covering tides and currents for reference, as appropriate.  Care must be taken when using daylight savings times.

10.13.7.3  VESSEL SAFE FOR SEA

ADVANCE \D 832.20
The Master is responsible for ensuring that the vessel is in all respects safe for sea before taking departure.  The shifting of unlashed or improperly lashed deck cargo, supplies and materials stored on or below decks, can cause damage to the vessel in a rough sea.  The Chief Mate shall be responsible, to the Master, for ensuring that all cargo, supplies and materials are properly stowed and secured.  The Chief Officer shall be responsible that all watertight doors and hatches are secure.  The Chief Mate shall make a log entry stating the securement of cargo and the Master shall record the establishment of watertight integrity in the Official Logbook.  The Master must verify the vessel’s stability and, and an entry must be made in the Official Logbook as per 46 CFR 35.20-7.

10.13.8  CONGESTED AND RESTRICTED WATERS

ADVANCE \D -1600.6010.13.8.1  GENERAL

ADVANCE \D -1566.60
When navigating in congested or restricted waters, the vessel’s radars shall be continuously operated in all conditions of visibility.  Care should be taken to select a radar display range appropriate to the surrounding conditions.  A manual plot or ARPA acquisition shall be made on all radar targets that could become a collision threat.  The vessel’s position shall be closely monitored and positions placed on the chart at frequent intervals.  Part II Section 6 of the ICS Bridge Procedures Guide shall be followed in congested or restricted waters.  The Master shall normally be on the bridge in congested and restricted waters.


Possible anchorages shall be identified so that the ship can be anchored clear of the main channel in case of low visibility, equipment failures or the Master’s decision not to proceed.


All vessels must comply with 33 CFR 164.11 and tank vessels must comply with 33 CFR 164.13 (c) when operating in the navigable waters of the U.S.

10.13.8.2  ASSIGNMENT OF ADDITIONAL OFFICERS

ADVANCE \U 1189.90
When the vessel is operated in congested or restricted waters, the Master may assign additional personnel to assist with the safe navigation of the vessel.  Section 10.2 covers assignment and responsibilities of the additional officers to the bridge navigation team.  Tank vessels must comply with 33 CFR 164.13 (c) when operating in the navigable waters of the U.S.

10.13.8.3  VESSEL SPEED

ADVANCE \U 781.90
The Master is responsible for operating the vessel at all times at a safe speed as stated in Rule 6 of the International Regulations for Preventing Collisions at Sea, 1972.

10.13.8.4  UNDER KEEL CLEARANCE

ADVANCE \U 559.90
At all times, it is the responsibility of the ship's Master to assure that the vessel is being navigated, anchored and moored in water of sufficient depth to keep the vessel safely afloat.  The Master shall determine the ship's deepest navigational draft with regard to draft and trim calculations and any pertinent data available to determine squat and sinkage.  Due regard shall be given to: prevailing wind, weather and currents, the type of bottom, vessel speed (squat), tidal ranges, expected increases in draft and scope of anchor chain.  (33 CFR 157.455 applies)


The Master shall closely inspect the chart of the area to be transited to determine potential danger points prior to entry into that area.  Local draft restrictions established by the USCG COTP shall be observed.  All available aids to navigation, including but not limited to:  Fathometer, speed log, chart data, pilot's local knowledge, weather forecasts, calculated tides and currents shall be employed.


Any time the Master is in doubt as to the position of the vessel or the availability of sufficient water to safely navigate the vessel, he/she shall take all possible actions to steer the vessel away from danger including reversing the engines and/or dropping the anchors.


The Master and pilots shall include under-keel clearance as part of the transit plan. An entry shall be made in the deck log of this conference.

10.13.9  REDUCED VISIBILITY

ADVANCE \D 886.510.13.9.1  GENERAL

ADVANCE \D 920.0
The Master shall take special precautions when navigating in restricted visibility.  Rule 19 of the International Regulations for Preventing Collisions at Sea, (1972) addresses the conduct of vessels in restricted visibility and shall be closely followed.  Part II Section 11 of the ICS Bridge Procedures Guide contains a check list for consideration.  When navigating in restricted visibility, the vessel’s radars shall be continuously operated on various scales.  A manual plot or ARPA acquisition shall be made on all radar targets that could become a collision threat.

10.13.9.2  ASSIGNMENT OF ADDITIONAL OFFICERS

ADVANCE \D 1555.5
In restricted visibility, the Master should consider whether, in addition to himself, there ought to be two licensed deck officers on the bridge.  In such circumstance, it is good practice to have one of the officers engaged solely in watching the radar display.  OMV Section 10.2 covers assignment and responsibilities of the additional officers to the bridge navigation team.

10.13.9.3  VESSEL SPEED

ADVANCE \U -1318.70
The Master is responsible for operating the vessel at all times at a safe speed as stated in Rule 6 of the International Regulations for Preventing Collisions at Sea, (1972).

10.13.10  NAVIGATION IN CLOSE PROXIMITY OF ICE

ADVANCE \U -1557.70
Part II Section 13 of the ICS Bridge Procedures Guide contains a check list for use when navigating in ice.  The Master and watch officers must use extreme caution when navigating in areas of reported or observed ice.

10.13.10.1  PRINCE WILLIAM SOUND

ADVANCE \U 1451.10
In Prince William Sound (PWS), ice is frequently encountered in and nearby the traffic lanes in the vicinity of the Columbia Glacier.  The Master shall check with the Vessel Traffic Service on VHF Channel 13 for the latest ice reports prior to entering or leaving PWS.  The Master must exercise extreme caution when ice has been reported in the traffic lanes.  When necessary, the vessel’s speed shall be reduced to bare-steerage.  A lookout shall be posted on the bow and have instant communications with the bridge by means of a hand held radio.  During darkness, if fitted, a search light shall be operated from the bow to assist in ice detection.  The guidelines for navigating the PWS Traffic Separation Scheme in the presence of ice are stated in Section 6 of the PWS Vessel Escort & Response Plan 6 and shall be closely followed.  If the Master determines the ice concentration to be to dense to safely proceed, either by reports or observation, he shall exercise his right to delay the vessel’s passage.

10.13.10.2  COOK INLET

ADVANCE \U 398.10
The USCG Captain of the Port, Western Alaska has issued “Vessel Navigation and Pollution Prevention Guidelines” for Cook Inlet, Alaska.  The Master is responsible for obtaining a copy of these guidelines and shall comply with them.  Included within these guidelines are "Special Operating Procedures for Hazardous Ice Conditions” otherwise known as "Ice Rules."  Actions taken to comply with these guidelines issued from the USCG shall be recorded in the deck logbook or radio log as necessary.


When arriving in port, the officer on watch shall give the engine room watch immediate notice whenever the ship enters ice conditions.  When departing, the engine room shall be notified when entering ice free waters.

10.14
PORT WATCH

ADVANCE \D 350.85
Much attention has been devoted to the changing of the bridge watch.  Watch standing in port is of equal importance.  Inattention to duty or missed information at the turn of the watch can have significant consequences.


IUM has developed Checklist #16BB (FORMS ADDENDUM, Section 5) to assist deck officers.  The topics covered are considered essential.  The Master and/or the on board Safety Committee can determine that additional items should be added to this checklist.  Each relieving officer shall make an entry in the deck log at the beginning of the watch that the checklist items have been discussed during relief of the watch.  As with the bridge watch, the relieving officer shall not assume the watch if he/she is unsure of the information being passed.  The Chief Mate and/or the Master must be summoned any time the watch officer is in doubt or has reason for concern.


Maintenance of the vessel's position and the safety of the cargo are paramount.  The Standing Orders developed by the Chief Mate and the Master shall be observed at all times.  The watch officer shall be familiar with the standing orders and any applicable night orders.  The night orders shall be signed by the watch officer at the beginning of each watch.
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COMMUNICATIONS

ADVANCE \U 751.2511.1
GENERAL

ADVANCE \U 723.20
Vessel communications are the responsibility of the Master.  The Radio Officer (R/O) and ship’s department heads shall address communications and correspondence in a clear and businesslike manner.  Information required for vessel operations and emergency assistance shall be transferred promptly and efficiently.  It is therefore imperative that all vessels follow established procedures in order to assure a proper response.

11.1.1  POLICY

ADVANCE \U 265.25
All message traffic leaving the vessel will be released only by the Master.  The Master shall post his/her policy regarding copying of messages directly to department heads, on board contractors and/or governmental personnel.

11.1.2  AVOIDANCE OF VERBAL COMMUNICATIONS

ADVANCE \D 20.75
Voice communication with the Home Office and third parties are to be kept at a minimum.  When such communications are necessary, a confirming communication by facsimile, telex, or SATCOM shall be sent confirming all operational data discussed in the conversation in order to avoid a misunderstanding of the information exchanged.

11.2
CORRESPONDENCE

ADVANCE \D 388.7011.2.1  HOME OFFICE

ADVANCE \D 423.70
All correspondence between the ships and IUM should be distinctly marked with the ship’s name, port location and date.  Correspondence should be addressed to:

Interocean Ugland Management Corporation

Two Echelon Plaza, Suite 300

221 Laurel Road

Voorhees, NJ 08043


All official correspondence addressed to company should be marked to the attention of the department concerned.  Any personal or confidential correspondence should be so marked.

11.2.2  CORRESPONDENCE WITH THIRD PARTIES

ADVANCE \D 927.70
Communications with vendors, suppliers, repair facilities and the vessel should be limited to the arrangement of stores delivery, laundry pick-up, etc.


If a question arises on the ship that requires expert answers from vendors or suppliers, the IUM Operations and/or Purchasing Departments shall be contacted, and action will be taken to contact the appropriate facility.


Outside office hours, the Operations Manager or Port Engineer shall be contacted.  The Home Office shall receive a copy of all correspondence emanating from the vessel.

11.3
FACSIMILES

ADVANCE \D 1506.70
Facsimiles are distributed within IUM according to the instruction of the FAX cover sheet.  The cover sheet shall indicate:

ADVANCE \D -1630.5
·
Date,

ADVANCE \D -1606.5
·
Intended department,

ADVANCE \D -1567.5
·
Sender’s name, phone and FAX numbers,

ADVANCE \D -1511.10 
·
Number of pages, including cover page.


Urgent faxes should be marked as such on the cover page.  Extremely urgent faxes should be preceded by a voice communication to the addressed department to ensure action will be taken immediately.


All faxes sent from the vessel will bear the Master’s initials to indicate that the fax was reviewed before transmission.

11.4
TELEXES & E-MAIL

ADVANCE \U -1515.40
All  routine messages should be addressed as follows:


Telex Number 6502177513

Emergency messages, such as fire, grounding, collision, or any hazardous situation involving the ship, crew, or cargo will be sent to the same address preceded by the word "URGENT."

11.4.1  TELEX ROUTING AT IUM

ADVANCE \U 1451.40
In order to overcome a quirk in the telex routing system, it is required that the originator utilize "key words" in order for the computer router to distribute telexes to the appropriate department or person.  If your telex does not include the key word group for your intended destination the telex could possibly be misdirected and the mistake could be missed.

ADVANCE \U 1072.40
·
VP Engineering/Operations (Ops Manager, Port Captain & I.T. Manager) get copied on all messages.

ADVANCE \U 957.40
·
When sending a telex to IUM you need to include a key word from the table below to ensure that the message is delivered to the corresponding department/ person.  If you wish to direct your message to a particular person use a "key word" format as shown in the following example




Attn:Individual" [Ex. PERS, Attn: Roseanne).

ADVANCE \U 613.40


PRIVATE 

Key Word
Mail List

PERS


PERSONNEL


PURC


PURCHASING


PAYROLL

PAYROLL


ACCOUNT

ACCOUNTING


ACCT


ACCOUNTING


ENG


ENGINEERING


KIME


EXECUTIVE


LOCKWOOD

EXECUTIVE


GOPHER

NORFOLK PE

Key Word

Mail List

FLICK


NORFOLK PE


CORNH

NORFOLK PE


DIAMOND

GULF PE


EQUALITY

GULF PE


NORTHERN LIGHT
WEST COAST PE


CAPE BON

WEST COAST PE


BROOKS RANGE
PE


THOMPSON PASS
PE

11.4.2  E-MAIL DISTRIBUTION

ADVANCE \U 186.40
IUM uses "cc-Mail" from Lotus Inc. to handle E-mail.  Most ships have "cc:Mail Mobile" installed.  Unless the sender specifies a particular person(s) in the address box, all E-mail messages are distributed by the computer router in the same manner as telexes (see above).  Cash requests, Hot Work requests, Enclosed Space Entry requests and urgent notices must not be sent to a single individual.  The sender has no way of knowing who is going to be out of the office that day.  IUM has instituted internal procedures to cover for missing persons.  We cannot handle your situation if the message is laying in someone's in box while they are on vacation.


An essential requirement for IUM to handle your request is for the ship to put the ship's name on the subject line of ALL E-MAIL MESSAGES.  The originator can become obscured when the messages are re-routed.  The ship's name must be on the subject line on in the first line of text for IUM to properly identify your message.


A drawback with E-mail is that all users must constantly update their mail lists whenever someone in the IUM office changes.  Another problem arises when E-mail is sent to an individual who happens to be out that day.  The message will lay until that person returns.  Addressing to a department will alleviate this problem.  The ship's force should not have to guess who to copy on a message to make sure that someone sees it and acts upon it.


Telexes are formatted in a way that does not allow the ship to specify a single recipient (that is done by the IUM internal router.)  E-Mail however, can be specifically directed to an individual(s)
.


IUM has implemented a method whereby all routine traffic messages (telex and E-mail) are scanned for "KEY WORDS" and then routed to the appropriate person(s) within IUM.


All ships are to direct all routine message traffic to the appropriate "[customer name] Inbox
," where it will be sorted and distributed according to the "KEY WORDS" found in OMV section 11.4.1. 


The "[customer name] Inbox" must be set up shown in the sections below.


Each vessel must set up a sending addresses to reach the appropriate "[customer name] Inbox.
"  The instructions given are for cc:Mail Mobile, version 2.2.  If there is a problem, please contact the IUM Operations Dept.


The "KEYWORDS" can be placed in the "SUBJECT" area or in the body of the message.  It is suggested that the format below be utilized.  Each ship must put the name of the ship in the SUBJECT
 box.


The router often copies many more persons than necessary.  This is preferable to missing a message but the volume of e-mail has become crushing.  In order for IUM to handle this better, it is important that there be a topic word in addition to the ship's name on the subject line.


Ex: Gopher - Payroll (This can be set up in CC-Mail and then selected thereafter.)


Topic words to be used are:


ACCOUNTING
BUNKERS

CARGO

CASH REQUEST


CASREP

CHOP RPT

COMMS CHANGE
ENGINEERING


MOVEREP

OPERATIONS
PAYROLL

PERSONNEL


POSITION RPT
PURCHASING
SITREP

URGENT


For example, a request to add to a vessel's checking account should be sent as follows:

ADVANCE \D 1.40
Address box  - "[customer name] Inbox"


Subject Line - S.S. ANYWHERE, CHECKING ACCOUNT REQUEST


Body of the text


Attn: ACCOUNTING & OPERATIONS

ADVANCE \D 162.40

Today's date



Request addition to vsl's checking acct. in the amount of $15,000 USD prior to docking 1600 4/1/99 in Phila.

ADVANCE \D 303.40

Kindest Rgds,



Capt. K. R. Pringle

11.4.2.1  GOVERNMENT VESSELS

ADVANCE \D 386.40
The "cc-Mail" system integrates with the MARAD and MSC systems.  The interface should be transparent to the user.  General rules above apply.  All routine message traffic not handled by the military system should be routed to the


"IUM-MARAD-Inbox@IUM.COM."

11.4.2.2  BLANKADVANCE \D 676.40
11.4.2.3  MARITIRANS VESSELS

ADVANCE \D 722.40
All messages from the MARITRANS vessels are routed through "FromMaritrans@IUM.COM.   These messages are processed and re-routed to MARITRANS through the IUM server.  MARITRANS gets copies of all correspondence sent to IUM.

11.4.2.4  TOTE VESSELS

ADVANCE \D 985.40
TOTE uses "Globe Mail" to communicate via E-mail while at sea.  This system is continually monitored by the Master.  Incoming and outgoing traffic is charged by the word.  Text should be put in the body of the message.  Attachments to E-mail and MMS transmissions sent via "Globe Mail" are very expensive and should be avoided.


All messages going to a TOTE ship must have on the first line "BILLING:TOT002" followed by two blank lines.


All routine messages from the TOTE ships should be addressed to the 


"IUM-TOTE-Inbox@IUM.COM."

11.4.2.5  SEA STAR VESSELS

ADVANCE \D 1565.40
Sea Star ships should address all their E-Mail to the "IUM-SEASTAR-Inbox@IUM.Com."  E-mail for the Seastar Ships can be sent/received by cell phone in Puerto Rico and along the Florida coast and by Sat-M when at sea.  The Master must initiate the connection and he/she determines the most economical means of communication.

11.5
VHF/SATCOM

ADVANCE \D -1353.4011.5.1  GENERAL

ADVANCE \D -1322.40
Proper care should be exercised at all times to conform to the proper procedures and frequencies for all such communications.


Masters will initiate written procedures to the Radio Officer (RO/ET), if carried, upon joining the vessel which will identify company policy and the Master’s specific requirements for internal message routing.  As part of this procedure, the Master shall specify procedures to be followed regarding the release of all traffic by VHF Radio or SATCOM.


In all cases the Master must become familiar with the SATCOM terminal so that messages can be sent and received in the event the RO/ET becomes incapacitated.


All message traffic sent from a ship is presumed to be with the Master’s approval and at his authority.

11.5.2  MSC/MARAD CONTROLLED VESSELS

ADVANCE \U 1178.75
In order to ensure IUM is aware of the vessel location as needed, communications will be initiated by the vessel as follows:

ADVANCE \U 1037.75
·
IUM should be included on all unclassified movement reports as an “Info Addee.”

ADVANCE \U 939.70
·
If a ship sails on an unclassified movement and a movement report is not filed, IUM office should be notified by telex of the ship’s departure and return.

ADVANCE \U 766.70
·
Daily position reports should not be sent to IUM unless it is also sent to the ship’s operational command.

ADVANCE \U 641.75
·
Unclassified voyage arrival and departure messages are to include IUM on all movement reports routed through MSC channels.


Format and procedures set forth in applicable MSC and MARAD communication manuals shall be followed.


Classified messages are covered in OMV Section 11.9.

11.5.3  ROUTINE COMMUNICATIONS

ADVANCE \U 311.7511.5.3.1  POSITION REPORTS

ADVANCE \U 269.75
The following formats (IUM-V-DCK-008) shall be utilized for position reports as approved by the Home Office and agreed to by the charterer.  Updates to the ETA for any change exceeding six hours are required.

ADVANCE \U 44.75
1)
Format 1 as follows:

ADVANCE \U 4.70

To:
IUM



From:
(Vessel)



Subj:
Noon Position Report (Date)



(A)
Geographic Position



(B)
Course



(C)
Distance to go



(D)
ETA (date, time and location)



(E)
Speed(observed)



(F)
Wind (direction and force)



(G)
Sea condition (direction and height(ft))



(H)
Swell (direction and height(ft))



(I)
Length of day



(J)
Observed miles



(K)
Engine Miles



(L)
Slip



(M)
Average RPM



(N)
Shaft (brake) Horsepower



(O)
Bunkers consumed (BBLS)



(P)
Bunkers consumed (L/T)



(Q)
HFO Remaining on board in L/T



(R)
Remarks



EXAMPLE:
To:
IUM





From:
S.S. ANYWHERE




Subj:
Noon Report 12/24/95





A/2542N-12234W; B/225; C/589; D11-25,0800,CAPETOWN PILOT; E/15.1; F/NNW4; F/4NNW; G/SSW4; H/SW6; I/25; J/377; K/380; L/+6.2; M/87.2; N/13400; O/385; P/75; Q/13200; R/ETA DELAYED BY WEATHER.


2)
Format 2 (IUM-V-DCK-009) as follows:

ADVANCE \D 850.25

To:  IUM



Fm:  (Vessel)



Arrived/Departed: Port, Time, Date



Lat., Long., Distance to go, Speed, SHP



ETA Pilot, ETA Dock



Example:
From:
SS Great Land




To: 
IUM






Departed Anchorage 0300 11/23,






At Noon 12/24, 5514, 13533, 1050, 19.9kts, SHP21.5






ETA Port Angeles 0130 12/26, Tacoma 0730 12/26

11.5.3.2  ARRIVAL MESSAGE

ADVANCE \D 1210.25
The formats listed in this Section (IUM-V-DCK-003) are to be utilized for reporting arrivals to IUM.  Such messages shall be identified as “ARRIVAL” and include the following information formatted as applicable:

ADVANCE \D 1438.25
1)
Format 1 as follows:

ADVANCE \D 1478.25

To:
IUM



From:
(Vessel)



Subj:
Arrival (Name of Port) (Date/Time)



(A)
Geographic location,



(B)
Wind force and direction,



(C)
Sea (direction and height(ft)),



(D)
Swell (direction and height(ft)),



(E)
Time Zone,



(F)
Observed miles since last Noon Report,



(G)
Engine miles since last Noon Report,



(H)
Shaft (brake) HP,



(I)
Bunkers consumed since last Noon Report(L/T),



(J)
Bunkers-Diesel remaining at arrival(L/T),



(K)
Total bunkers consumed for the voyage (L/T)



(L)
Total Time of Voyage,



(M)
Total Distance,



(N)
Total Average Speed,



(O)
Total Average Slip,



(P)
Notice of Readiness time,



(Q)
Arrival drafts,



(R)
Estimated Time of Departure



(S)
Other pertinent information.

ADVANCE \U -1549.90EXAMPLE:
To:IUM



From: S.S. ANYWHERE



Subj: ARRIVAL CAPETOWN 12/24/95 0800



A/3215S-2120E; B/W6; C/SW12; DW15; E/-2; F/225; G/245; H/13400; I/60.3; J/650.2-85.2; K/567 L/T; L/6D24.2HR; M/2112; N/14.74; O/12%; P/0900,12/24; Q/26.3F,27.5A; R/12/26 1200; S/800 L/T DIRTY BALLAST TO BE DISCHARGED TO SHORE FACILITY.


2)  
Format 2 (IUM-V-DCK-004) as follows:

ADVANCE \U 1352.85

To:
IUM



From:
(Vessel)



Arrived: Port, Time, Date



Berthed: Time, Date



ETD (berth): Time, Date

11.5.3.3  DEPARTURE MESSAGE

ADVANCE \U 1205.85
The formats listed in this Section (IUM-V-DCK-005) are to be utilized for reporting departures to IUM.  Such messages shall be identified as “DEPARTURE” and include the following information formatted as applicable:


1)
Format 1 as follows:

ADVANCE \U 947.85

To:
IUM



From:
(Vessel)



Subj:
Departed (Name of Port, Date and Time)



ADVANCE \U 856.90(A)
Geographic Position,



(B)
Departure Draft,



(C)
Anchored-anchor aweigh,
For each event



(D)
Berth (#),
For each event



(E)
All Fast/Last Line,
For each event



(F)
Commence-Complete cargo (or bunker) operations,
For each event



(G)
Heavy fuel-diesel received in port (L/T),



(H)
Heavy fuel-diesel remaining at departure (L/T),



(I)
Distance outbound,



(J)
ETA next port (at Sea buoy) (Name of Port)/ETA at the Dock,



(K)
Delays,



(L)
Other pertinent information.

EXAMPLE:
To:IUM



From: S.S. ANYWHERE



Subj: DEPARTED CAPETOWN 12/28/95 1800



A/3215S-2120E; B/24.2F-25.3A; C/NONE; D/LONGWHARF2,SHORTWHARF1; E/12/24 1000,12/26 1800+12/26 2200,12/28 1400; F/12/24 1200, 12/26 1600+1226 2330,12/28 1000; G/;1200-120; H/1700-190; I/55.3; J/SUEZ 1200 1/10/96; K/LONGSHORE HOLIDAY 12/25, 24 HRS; L/REC’D STEWARD STORES 12/27.


2)  
Format 2 (IUM-V-DCK-006) as follows:

ADVANCE \D 37.5

To:
IUM



Fm:
(Vessel)



Departed: Port, Time, Date



ETA: Port (sea Buoy), Time, Date.  At Berth: Time, Date

11.6
EMERGENCY COMMUNICATIONS

ADVANCE \D 195.10
24 HOUR EMERGENCY CONTACT
856-770-1600*

EMERGENCY RESPONSE TEAM
[communications core]

PRIVATE 
Name
Title
Home Number
Pin Number1

H. Rogers
Operations Manager
(609) 625-1755
109-9361

M. Walker
VP Eng. Gen. Mgr.
(609) 801-0464
109-9562

T. Nancarrow
Engineering Manager
(610) 358-5058
112-0740

V. Corry
Port Captain
(856) 810-8068
229-8558

M. Roberts
Port Engineer
(609) 714-3337
546-5208

D. Schrock
Traffic Manager
(856) 848-7626
547-1491

R. Rogers
VP Human Relations
(856) 235-6998
110-3329

J. Aguirre
Exec. Vice President
(856) 810-0818
229-8471

Group Page
for ert use only!

140-3609

ADVANCE \D 816.10* - See next page for emergency procedures

1MobileComm pagers operate from touch‑tone telephones only.


For a Numeric Message
ADVANCE \D 958.5
Dial 1‑800-946-4646 and after the greeting, enter the above PIN number.  A second voice prompt will ask you to enter your complete telephone number (area code and telephone number).  It will confirm the number you input.  Hang up and wait for the return call.


For a Text Message
ADVANCE \D 1255.5
Dial 1‑800-946-4645 and after the greeting, enter the above PIN number.  An operator will take your message and key it in for transmission.


For a Group Numeric / Test Message
ADVANCE \D 1448.10
Dial the numeric or text number listed above.  Enter your numeric page or give your text message to the operator.  The message will go to all above.

11.6.1  24 HOUR LIVE COVERAGE

ADVANCE \D -1633.70
IUM has engaged the services of an independent service to handle after hours phone messages and emergency contacts.  The service was selected because of their ability to perform certain vital functions.


THE SERVICE HAS BEEN INSTRUCTED TO ACCEPT COLLECT CALLS involving a marine emergency or the need to contact a Qualified Individual (only).


This system has been set up to perform the bulk of the messaging and emergency notification functions for IUM while not requiring our customers, clients and vessels to know anything more than our main telephone number.  As a user of the system, you have only to know the IUM main number [(856) 770-1600].  Calls will be forwarded from the main number to the service and the phone will be answered with:



Hello, you have reached INTEROCEAN UGLAND MANAGEMENT Corp.  Our business hours are Monday through Friday 8:30 am until 5:00 pm Eastern Standard Time.



If you wish to leave a message for the Personnel Dept, press 1,



For the Purchasing Dept. Press 2,



For Operations or Engineering press 3,



If this is a marine emergency or you need to contact a qualified individual, press 4.


If you are calling from a rotary phone, stay on the line and an operator will assist you.  Thank you for calling Interocean Ugland Management Corp. 
(total time 30 secs)

The departments listed above receive the vast majority of after hours calls.  Since the most important call IUM receives is the request for a Qualified Individual or a Marine Emergency report, special handling has been arranged for these events.  For example, when the Master of the S.S. Cape Anywhere calls the IUM main number, he/she will identify the call as a marine emergency.  At this time the service is prompted to alert a supervisor and the call is given the highest priority.  The caller is asked several key questions:
·
Name

ADVANCE \U 427.5


·
Rating

ADVANCE \U 400.5


·
Ship name

ADVANCE \U 370.5


·
Complete phone number where he/she is calling from

ADVANCE \U 299.0


·
Location and the nature of casualty.


The operator will then say “Please stay on the line and we will connect you to a member of the IUM Emergency Response Team.”  The Captain is placed on hold and he/she will hear music playing to determine that he/she has not lost the connection.  The service will then send a group text message over the ARCH WIRELESS pager, giving all members of the ERT the information collected and an 800 number to call in order to be patched directly through to the person who is on hold.  The service then starts calling residence numbers.  This is done using preprogrammed numbers and auto-dialing from a computer screen.  The Master may become impatient listening to the music, but there is no way he could duplicate the speed and accuracy of the contacts being attempted by the service.


The service continues to call the residence numbers on the ERT list until someone is contacted or someone calls in (responding to the text pager message).  A member of the ERT is patched directly through to the Captain and they can make the casualty level assessment and notification arrangements at this time.  As other members of the ERT call in or respond to messages left on answering machines, they are told that the Captain has been patched through to a specific member of the ERT.  A second page is also sent out to all ERT members stating who has handled the call.


Other less critical situations are handled as follows:

ADVANCE \D 1169.90
·
A call comes in for [example] Personnel, the caller will make a selection from the list above.  The caller will leave a spoken message or be given the opportunity to select a departmental emergency.  If this is the case, an operator will take the message and page those persons on the departmental call list.  The program is set with time-out features so that the Operations call list is the default if no one from Personnel is home or fails to answer the page within the required time out period.  The IUM staff person contacted will then handle the situation.

ADVANCE \D -1526.85
·
The process is the same for all departments.


If someone calls asking for a crew member or someone not on the notification list (Ex: a call for Marcus Absent) a message is taken.  If the caller cannot identify the person or department desired, a message is taken and the situation is dealt with the next morning. 


This is easier to use than to describe.  All you have to do is remember the IUM main number and (for the members of the IUM shore staff) be able to read the message on your beeper and follow instructions.  There are bound to be situations where we will encounter a situation that does not fall within the framework described here, but the operator has plenty of people to call and several ways to find them to answer the question.


ERT team members (all have beepers) are required to have the unit with them when they leave their residence.  The combination of beepers and a flexible answering service allows IUM to respond to emergencies in as short a time as possible.

11.6.2  INCIDENT AND CASUALTY REPORTS

ADVANCE \U 1136.20
The Master shall be responsible for transmitting by telex or fax the initial details of any serious marine incident or casualty as promptly as is safely possible.  He/she shall follow the telex format as outlined in form IUM-V-SAF-018, "Initial Report Serious Marine Incident."  The USCG has introduced a new format for faxing the initial report of "Vessel Oil Spill Incident."  This form can be found in the OMV - Forms Addendum, "Safety" section.  This replaces form IUM-V-SAF-019a (OCIMF Format).  Correspondence shall continue to be completed as necessary by telex, fax, or voice.  Voice communication shall be followed by telex or fax to describe actions of the ship.


The Master must also consult the Vessel Response Plan for his/her vessel when reporting serious marine incidents to ensure that appropriate follow up reporting requirements are met.


During an incident or casualty, record keeping may seem secondary to immediate actions.  Each individual involved must keep a personnel log that shall be submitted to the Master when time permits.  This function is vital to the Master and the vessel.  An "Event Log" form (IUM-V-SAF-008) has been developed by IUM to assist participants in an incident with keeping a log in a standard manner.  It is extremely important to know who spoke to whom, at what time and what was discussed.  This form and the need for a personnel log should be reviewed during on board Safety Committee Meetings.


The Master shall be responsible for completion of the reporting procedures by submitting IUM-V-SAF-009 or IUM-V-SAF-009 packages as required.  He/she shall verify the contents by signing the package cover before submitting it to IUM.

11.6.3  SPECIAL REQUIREMENTS

ADVANCE \D 594.75
Any special requirements or circumstances which will affects the efficient or safe operation of the ship or the ship’s compliance with regulations will be communicated to the Home Office promptly.  Included in such communication will be the requirements to correct the situation.

11.6.3.1  MEDIA CONTACT BY OFFICERS AND CREW

ADVANCE \D 936.75
IUM employees shall refrain as far as is possible from discussing casualties, repairs voyage orders or other possibly sensitive matters with members of the press, representatives of other shipping companies or next of kin.  It is imperative that IUM employees protect the interests of the owners and charterers by referring all inquiries of a sensitive nature to the IUM Emergency Response Team.


The IUM Emergency Response Team (ERT) is the first line of assistance in the event of a vessel casualty.  The ERT is structured to provide quick and knowledgeable assistance to IUM operated vessels.  Upon notice that a casualty is occurring or is imminent, an ERT member will assist the vessel in making the necessary notifications.  The Master and other ship's officers should speak only to a member of the IUM ERT unless otherwise directed.


If an Interocean Ugland Management employee is contacted by a member of the media, the following actions must be taken:


ADVANCE \D -1360.5·
Do not issue a statement, answer any questions or argue with the journalist. 


ADVANCE \U -1357.40·
Inform the journalist that your are not the appropriate person to comment and refer them to corporate headquarters.


ADVANCE \U -1491.45·
Immediately inform your supervisor that an inquiry has been made by the media.


ADVANCE \U -1588.40·
Supervisors will either fax or telephone the information to the Incident Command Center (IUM Headquarters) or otherwise contact the IUM Designated person.


ADVANCE \U 1515.35·
Supervisors will keep a log of media inquiries.

11.7
PERSONAL USE BY CREW MEMBERS

ADVANCE \U 1414.35
All personal use of the ship's communications system by crew members will be at the sole expense of the crew member.  No crew member shall presume to have permission from the Home Office to charge any communications to the ship's account.

11.7.1  REQUIRED RECORDS AND LOGBOOKS

ADVANCE \U 1120.35
The Master is responsible for the accounting and record-keeping of all communications.  He/she shall collect any funds owed by a crew member for a personal call and shall ensure the payment is forwarded to the Home Office.


The Master is responsible for maintaining any logs or record of calls made by the various communications systems aboard the ship.  These logs shall be forwarded to the Home Office monthly.

11.8
RESPONSIBILITY TO NOTIFY IUM OF SYSTEM OUTAGES

ADVANCE \U 637.35
When ever there is an outage of a particular communications system, (i.e. E-mail troubles) for whatever reason, it is the responsibility of the Master (or person in charge of the vessel) to notify IUM of the system outage and advise what means of communication will become primary.  Conversely, IUM must know when the system outage is remedied.


For example:


To:
IUM Operations Department


From:
S.S. Anywhere

Subj:
Communications interrupt


Gentlemen, Please be advised that we are experiencing difficulties with the E-mail system.  Until further notice, please direct all communication to the vessel's Sat-C.  I will advise when the E-mail system is back on line.


Kindest Regards


Capt. K.R. Pringle


Internally at IUM, we set up the communications access to the vessels so that a user at his/her terminal will only have to type the ship's name on the address line of cc:Mail.  This automatically sets the addressing to the most economical method of transmission.  If the E-Mail (or any other form of communication, i.e. Sat-A, B or C, Cell phone fax) is down we re-route the internal messaging.  This precludes everyone at IUM having to know and remember that the E-mail for the S.S. Anywhere is down, or back up for that matter.


This is essential to avoid lost or bounced back messages

11.9
CLASSIFIED INFORMATION

ADVANCE \D 707.60
When operating under Military Sealift Command (MSC) operational control (OPCON), vessels can be deployed on missions that are of a sensitive nature.  If this is the case, the Master will be informed by the MSC Command for his operating area that the movements of the vessel are classified.  Once this designation is made, the Master shall ensure that the communications procedures described below are followed.


The Master shall inform the Home Office that he has been placed under communications constrains regarding the vessel movements.  Once this occurs, UNDER NO CIRCUMSTANCES should IUM be an “info addee” on any classified movement reports, nor should a separate telex to IUM be sent regarding a classified movement.


Classified material must NEVER be transmitted over commercial or non-secure channels.  The Master shall be solely responsible for monitoring this function.  Secure methods of transmission are designated by the originator and must be followed closely.  This material shall be kept in the master’s safe when not in use.


In conjunction with a classified operation, the vessel may also be tasked with the handling and safekeeping of classified material.  This material is the sole responsibility of the Master.  He/she shall ensure that the material is not duplicated or re-transmitted in any way shape or form.  The Master shall ensure that persons dealing with this information are cleared to the appropriate security level.


The master shall keep a separate log (form IUM-V-DCK-016) describing:

ADVANCE \U -1592.25
·
Description of the material (Listed by Date Time Group of the message or by the title and revision of the publication),

ADVANCE \U 1546.55
·
The receipt (date and originator) of the material,

ADVANCE \U 1477.55
·
Disposal of the material (date and receiver with a signed receipt).

ADVANCE \U 1391.50
·
An entry shall be made in this log upon the relief of the Master whereby the relieving Master assumes custody of the outstanding classified material.


Classified material must be returned to the sender or delivered to an authorized representative of the US Government.  The Master should obtain a signed receipt for all materials returned.  Do not destroy classified information unless specifically directed to do so.  Keep the written instruction with the return receipts.  These receipts should be kept on board for five years and then destroyed.


Security drills should be held quarterly and OPSEC informational material should be reviewed at this time.  Officers must be reminded of their duties regarding the handling of classified information.  Mishandling of classified information can result in an investigation by the Defense Investigating Service and/or by the Judge Advocate General.


At the time of Master Turnover, the IUM Classified Material Custody Transfer Sheet (form IUM-ADM-V-008) shall be used and copied to the Home Office.
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12.1
Documentation



12.1.1
General
Rev. 2   7/96



12.1.2
The "Forms Addendum"
Rev. 0   3/96



12.1.3
Vessel Certificates
Rev. 0   3/96



12.1.4
Vessel Reports
Rev. 9  xx/xx



12.1.5
USCG Forms

       


12.1.5.1
Oil Record Book
Rev. 7   2/01

       


12.1.5.2
USCG Form 735-T
Rev. 2   7/96

       


12.1.5.3
USCG Discharges
Rev. 8  10/01




12.1.5.4
USCG-Marine Incident/Chemical Testing Forms
Rev. 9  xx/xx




12.1.5.5
Ballast Water Management Regulations & Forms
Rev. 6   1/00




12.1.5.6
Sailing Short Reports
Rev. 6   1/00



12.1.6
Defining the Voyage
Rev. 5   3/98




12.1.6.1
Coastwise
Rev. 5   3/98




12.1.6.2
Intracoastal
Rev. 5   3/98




12.1.6.3
Near-By Foreign
Rev. 5   3/98




12.1.6.4
Foreign
Rev. 5   3/98


12.2
Training/Safety



12.2.1
General
Rev. 2   7/96



12.2.2
Officer Training Record Sheet
Rev. 0   3/96



12.2.3
Training Material Held On board
Rev. 2   7/96


12.3
Operations



12.3.1
General
Rev. 2   7/96



12.3.2
Port Agents
Rev. 0   3/96



12.3.3
Ship's Mail
Rev. 0   3/96



12.3.4
Notice & Acknowledgment of IUM's Policies
Rev. 8  10/01



12.3.5
Change of Master
Rev. 6   1/00



12.3.6
Entering and Clearing - U.S. Ports
Rev. 8   7/02



12.3.6.1 De-Rat Certificate
Rev. 7   2/01



12.3.7
Foreign Repairs/Equipment Procurement
Rev. 0   3/96



12.3.8
Vessels Operating Under MSC OPCON (MARAD FOS)
Rev. 7   2/01



12.3.9
Phone Accounts
Rev. 6   1/00



12.3.10
General Notes of Protest
Rev. 4   7/97


12.4
Engineering



12.4.1
Bunker Fuel Procurement
Rev. 9   X/03



12.4.2
Change of C/E
Rev. 6   1/00


12.5
Catering


12.6
Personnel/Insurance



12.6.1
General
Rev. 2   7/96



12.6.2
Ordering Crew Replacements
Rev. 0   3/96



12.6.3
Shipping Articles/Crew member Sign-on/off
Rev. 9  xx/02




12.6.3.1
Instructions for the preparation of the "Articles of Agreement" & the "Particulars of Engagement"
Rev. 8   7/02



12.6.4
Employment Eligibility Verification
Rev. 3  11/96



12.6.5
Statement of Pre-Employment Physical Condition
Rev. 8   7/02



12.6.6
Crew Lists and Record of Crew Changes
Rev. 8   7/02



12.6.7
Evaluation Reports
Rev. 0   3/96

       


12.6.7.1
Officers
Rev. 2   7/96

       


12.6.7.2
Unlicensed
Rev. 2   7/96



12.6.8
Warning and Discharge Letters
Rev. 6   1/00



12.6.9
Requesting Cash in Lieu of Transportation
Rev. 4   7/97



12.6.10
Use of the SIU "Completion of Duty Certificate"
Rev. 6   1/00



12.6.11
Designation or Change of Beneficiary for Second Seaman's




War Risk Ins. (MARAD & MSC Only)
Rev. 8   7/02


12.7
Payroll



12.7.1
General
Rev. 2   7/96



12.7.2
Payroll Program
Rev. 6   1/00



12.7.3
Petty Cash Account
Rev. 0   3/96



12.7.4
Master's Cash Account
Rev. 6   1/00




12.7.4.1  Fund Transfer Procedure
Rev. 6   1/00



12.7.5
Writing Checks on IUM Vessels
Rev. 7   2/01



12.7.6
Crew Advances
Rev. 0   3/96



12.7.7
Relays/Allotments
Rev. 8   7/02



12.7.8
Crew Transport Expenses
Rev. 2   7/96



12.7.9
Overtime Records
Rev. 6   1/00



12.7.10
Slop Chest
Rev. 0   3/96



12.7.11  Crew Information Transmission Requirements
Rev. 8   7/02


12.8
Purchasing - Consumables & Spare Parts



12.8.1
General
Rev. 8   7/02



12.8.2
Person Responsible for Ordering Within Departments
Rev. 0   3/96



12.8.3
Grouping by Category
Rev. 0   3/96



12.8.4
Emergency Requisitions
Rev. 1   5/96



12.8.5
Verifying Receipts, Stowage and Inventory
Rev. 0   3/96




12.8.5.1
Procedure for Completing






"Material Receiving Reports"
Rev 4   7/97



12.8.6
Shortages, Damaged Goods and Returns
Rev 5   3/98



12.8.7
Material Landing Receipts
Rev 0   3/96



12.8.8
Shoreside Tracking and Processing
Rev 0   3/96



12.8.9
Purchases Made from Masters Cash
Rev 0   1/00
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ADVANCE \U 385.6512.1
DOCUMENTATION

ADVANCE \U 351.7012.1.1  GENERAL

ADVANCE \U 320.70
This section defines the reports necessary to conduct the vessel's affairs in accordance with the IUM Quality Management System while meeting regulatory requirements.

12.1.2  THE "FORMS ADDENDUM"

ADVANCE \U 107.70
In order to facilitate the orderly implementation of the IUM Quality Process, a separate binder has been developed to group the forms most commonly used by the vessel.  The intention of the "Forms Addendum" is to provide copy ready templates for the ship to use.  The main thrust is to reduce the large number of pads of forms and multi-part forms that are required to be maintained on the vessel.  Instructions appear where necessary to indicate when multiple copies (and identifies the recipients) are required.  Despite best efforts, we cannot get away entirely from some of the unique or multi-part forms required by regulatory agencies.  To this end, IUM has reviewed all required documentation and developed form IUM-V-ADM-003.  This list doubles as an order form which can be sent to the Operations Department when replenishment is needed.  Examples of these forms are also included in the "Forms Addendum" and stamped as SAMPLE so that the Master and CE have a reference to refer to before ordering new forms.  If the sample form is inappropriate or unusable for a particular vessel, the vessel must request a change using the "Quality System Change/Addition" (form IUM-V-ADM-025).  Procedures for use of this form can be found in MISCELLANIES Section 2.

12.1.3  VESSEL CERTIFICATES

ADVANCE \D 1200.30
IUM has instituted the use of a binder with the certificates placed in established locations.  All vessel certificates, with the exception of ABS cargo gear record book, will be accounted for in this binder.  Certificates will be grouped by issuing authority.  When the original certificate is to be posted, a copy of the original will be included in the binder with a reference to the posted location.  The Master will be responsible for maintaining this binder and reviewing the certificates therein.  Instructions are included in the forward portion of the binder.


The Master is responsible for maintaining the Vessel Certificate binder.  He/she shall review the certificates at least monthly and upon relief of Master.  Any certificates expired or expiring in the near future shall be brought to the attention of the Home Office, Operations Manager.

12.1.4  VESSEL REPORTS

ADVANCE \U -1440.95
In order to evaluate the safe and efficient operation of the vessel, the Master shall ensure that the following reports are completed accurately and forwarded to the Home Office at the prescribed intervals: (Note: Required log entries are listed in OMV Section 5.2.2)
ADVANCE \U 1551.80
Description




Frequency

REFERENCE
ADVANCE \U 1498.85
Acknowledgement of IUM Policies

Crew Sign On

3.2.4,  4.1,  12.3.4


Arrival





Each Occurrence
11.5.3.2


Assignment Letters



Crew Sign On

12.6.6


Departure




Each Occurrence
11.5.3.3


Cash Record Receipt



Each Occurrence
12.7.4


Casualty Reports



Each Occurrence
3.3.1


Crew Change Report



Each Occurrence
12.6.6


Discharge Letters



Each Occurrence
12.6.8


I-9





Crew Sign On

12.6.4


Injury and Serious Illness Report

Each Occurrence
3.2.3


Enclosed Space Entry Permit


Each Occurrence
9.13


High Value Item Custody


Each Occurrence
12.3.5


Hot Work Permit



Each Occurrence
9.12


Material Landed Receipt


Each Occurrence
12.8.7


Notice of Protest



Each Occurrence 
10.13.6.5


Officer Evaluation Reports


Upon Separation
12.6.7


Port Log




Each Port 

10.13.6.6 


Purchase Order Receipts


As Executed

12.8.5


Safe Combination Report


Change of Combo
3.3.12


Seaman's Statement of Physical Condition
Each Occurrence
12.6.5


Small Arms / Ammo Custody


Master Turnover
12.3.5


Training Records - Officer


Crew Sign On

12.1.4


Training Records - Supplemental

Crew Sign On

12.1.4


Transportation Expense Report (Crew)

Each Occurrence
12.7.8


Voyage Abstract (Deck/Engine)


Each Voyage

6.1.1 & 10.10


Ullage and Pumping Logs (tankers)

Each Voyage

14.3.3


Warning Letters



Each Occurrence
12.6.8


Change of Master or Chief Engineer
ADVANCE \U 111.80
Change of Command



Master Turnover
12.3.5


Classified Material Custody


Master Turnover
11.9


Controlled Drugs, Inventory/Disposal

Each Occurrence
3.2.2


Employee Assistance Library List 

Master Turnover
4.1


Inventory of Drug Testing Equip.

Each Occurrence
4.1, 12.3.5


Relief of Chief Engineer


C/E Turnover

6.1.1


Daily

Position




Daily at Sea

11.5.3.1


Weekly

Crew List




Weekly 

12.6.6


Monthly

Communication Log Sheet


Monthly

7.1


Meal Reports




Monthly

8.6


Extra Meal Reports



Monthly

8.6


Logbook Pages (w/ mooring diagram in ROS)
Monthly

5.2.1


Medical Log Book



Monthly

9.21.5


Overtime Sheets



Monthly

12.7.9


PC-SAL (MARAD) E-Mail confirm to ops
Monthly

19.5


Phone Logs *




Monthly

7.1 & 12.3.9


Reconciliation of Cash Funds


Monthly

12.7.4


Safety Meeting/ISM Minutes


Monthly

2.2.3 & 9.10.5, 19.2


USCG 735-T




Monthly

12.1.5.2


Vessel Payrolls




Monthly

12.7.2


ADVANCE \D 833.15* -
TOTE vessels should not forward the phone logs or communication station logs as those bills are paid from Tacoma.


Quarterly

Ammo Transaction Rpt. (MSC OPCON only)
Quarterly

12.3.8


Indoctrination Logs



Quarterly

3.2.1.2


Medical Locker Inventory


Quarterly

9.21.3


Planned Maintenance Records


Quarterly

6.11


Provisions Inventory



Quarterly

8.5


Safety Drills Summary Log


Quarterly

9.3


Safety Training Summary Log


Quarterly

9.3


Security Training/Drill & Security Log Pages to CSO
Quarterly

15


Slop Chest




Quarterly

12.7.10


Sundries Inventory



Quarterly

8.5


Tracked Training - Logsheets


Quarterly

3.2.1.3


Voyage Summary Report(marad fos only)
Quarterly

12.3.8


Other

Antenna Map Review by Master

Annually

5.14


Cert. of Discharge (Yellow copies to IUM.)

Annually

12.6.3


Charterer/Owner Reports


As Required

5.1.1


Document Review



Annually (12/31)
18.3.4


Emp. Asst. Library List (marad ros only)
Annually
 
19.2.5


HAZMAT Inventory (marad)


Annually

9.17.2


Master's Review



Semi-Annually

2.2.5


Safe Combination Report


Annually (12/31)
3.3.12


SOLAS MANUAL Review


Annually (12/31)
9.5


Training Material On board


Semi-Annually 

12.3.5


USCG 735-T marad ros only


Semi-Annually

19.5


Video Logs (marad)



Semi-Annually

TA Sect. #6
12.1.5  USCG FORMS

ADVANCE \U -1512.8012.1.5.1  OIL RECORD BOOK

ADVANCE \U -1553.80
On all vessels, an Oil Record Book must be kept to specifically describe and monitor the loading of fuels, internal transfer of fuels and disposition of all slops and sludge.  The USCG form for the Oil Record Book does not adequately meet the MARPOL and Federal regulations but this does not exempt US Flag vessels from the requirements.  To comply with this requirement each vessel must keep a matrix listing the oil holding tanks down the left margin and the dates along the top.  Weekly, the Chief Engineer must enter an inventory of all on board quantities of fuels, lubes, slops and sludge.  This matrix [IUM-V-DCK-024] is to be attached to the front of the Oil Record Book and made available to local authorities when requested.  The body of the Oil Record Book is used to record transfers.  "Transfers" covers inter-ship movements including the transfer of sludge to a settler for burning.  We must be able to provide a audit trail for waste oil.  Use of [IUM-V-DCK-024] combined with written entries in the Oil record book are the best method of providing this tracking.


From the USCG/MARPOL rule for Oil Record Books:


When ships are on short voyages, the quantity should be recorded weekly 1:


.1
separated sludge (sludge resulting from purification of fuel and lubricating oils) and other residues, if applicable:



-identity of tank(s).....................



-capacity of tank(s).....................m3


-total quantity of retention.............m3

.2
other residues (such as oil residues resulting from drainages, leakages, exhausted oil, etc. in the machinery spaces), if applicable due to tank arrangement in addition to .1:



-identity of tank(s).....................



-capacity of tank(s).....................m3


-total quantity of retention.............m3

Methods of disposal of residue state quantity of oil residue disposed of, the tank(s) emptied and the quantity of contents retained:


.1 to reception facilities (identify port)


.2 transferred to another (other) tank(s) (indicate tank(s) and the total content of tank(s);


.3 incinerated (indicate total time of operation);


.4 other method (state which).


Non-Automatic Discharge Overboard or Disposal Otherwise of Bilge Water Which Has Accumulated in Machinery Spaces.

Quantity discharged or disposed of.


Time of discharged or disposal (start and stop).


Method of discharge or disposal:


.1
through 100 ppm equipment (state position at start and end);


.2
through 15 ppm equipment (state position at start and end);


.3
to reception facilities (identify port);


.4
transfer to slop tank or holding tank (indicate tank(s); state quantity transferred and the total quantity retained in tank(s).


Notes: 1
Only in tanks listed in item 3 of Form A and B of the Supplement to the IOPP Certificate.

12.1.5.2  USCG FORM 735-T

ADVANCE \D 1101.0
The Master is responsible for completing CG-735T (Masters Report of Seaman Shipped or Discharged).  Crew member’s signatures are not required on this form.  Dates of service on the vessel shall not overlap.  If a seaman has been discharged and is re-engaged, he shall be shown as a new man and subsequent reports on Form CG-735T shall show the date he commenced after the discharge, not the original date of engagement.  If a seaman’s rating is changed, he shall be listed on the form as if he were discharged on the date he last served in his old rating and as again engaged on the date he started his new rating.  This form shall be mailed to the Coast Guard at the address in OMV Section 12.6.3 at the end of the voyage or at the end of a quarter in the case of continuous operation.  A copy is retained on board and a copy is to be included with the log pages sent to IUM.

12.1.5.3  USCG DISCHARGES

ADVANCE \U -1365.65
The Master is responsible for completing Coast Guard Certificate of Discharge.  The seaman and the Master must sign this document.  The seaman gets the original copy.  The white copy is submitted to the USCG with the CG-735T or a cover letter as appropriate (See OMV Section 12.6.3).  The yellow copy is forwarded to the Home Office (Attn: Personnel Dept) annually on 12/31.

12.1.5.4  USCG - MARINE INCIDENT / CHEMICAL TESTING FORMS

ADVANCE \U 1461.15
Form USCG–2692 - “REPORT OF MARINE ACCIDENT, INJURY OR DEATH”

ADVANCE \U 1383.15
All U.S. flagged ships are required to fill out from USCG-2692 whenever there is an accident on board a ship which includes any of the following:

ADVANCE \U 1221.15
a.
All groundings


ADVANCE \U 1186.20b.
Any loss of propulsion or primary steering or an associated system or control system which causes a reduction of the maneuvering capability of the vessel.


ADVANCE \U 1012.20c.
Any occurrence which affects the seaworthiness or fitness for service, i.e., fire, flooding, damage to fixed fire extinguishing system, damage to life saving equipment, etc.


ADVANCE \U 819.15d.
Loss of life.


ADVANCE \U 786.15e.
Injury which requires professional medical treatment beyond first aid, in the case of a person engaged or employed on board a vessel in commercial service, which renders the individual unfit to perform routine vessel duties. (Paid off N.F.F.D. RESULTING FROM AN INJURY vs ILLNESS)


ADVANCE \U 486.15f.
Any occurrence not listed above which results in damage to property in excess of $25,000 (including cost of labor and materials for repair).

ADVANCE \U 327.15
g.
Other events that require the submission of a USCG 2692 are listed in section 21 of the USCG 2692.


SPECIAL CARE SHOULD BE TAKEN TO ENSURE THAT FORM USCG-2692 IS FILLED OUT WHEN A CREW MEMBER IS FOUND NOT FIT FOR DUTY DUE TO INJURY, AS IT BECOMES A VERY IMPORTANT DOCUMENT IN ANY LEGAL PROCEEDING.


It is imperative that the Master (or person in charge of the vessel) completes a USCG 2692 and a 2692B and that he/she fax the completed forms to IUM (Attn: VP Industrial Relations and Safety Director) as soon as possible.  (Before the form is given/sent/faxed to USCG) [As per Federal Regulations, the Master has 5 days (46 CFR- 4.05-10) to submit the completed form to USCG.]  The Home Office IUM will immediately review the form and advise the vessel of any items that IUM determines need additional clarification.


AS SOON AS POSSIBLE AFTER THE FORM IS COMPLETED, IT SHOULD BE SEPARATED AND FAXED (AS LISTED BELOW) TO THE U.S.COAST GUARD OFFICE, FOR THE AREA IN WHICH THE SHIP IS OPERATING, WITH A COPY TO IUM. (INCLUDE IN THE “ACCIDENT AND INCIDENT REPORTING PACKAGE” WHERE APPLICABLE.)


While the ship is in the United States, Form USCG-2692 B should be mailed to the nearest U.S. Coast Guard Marine Inspection Office.


When the ship is in any foreign port, the form should be mailed to:  U.S. COAST GUARD MARINE INSPECTION office for the area in which the ship is operating.


Form USCG-2692 should be filled out in triplicate:


ADVANCE \D 1131.80
Original
–
USCG



Copy

–
IUM (Attn: VP of HR Home Office-Operations Dept.)



Copy

–
Ships file


The use of Form USCG-2692 does not relieve the Master from the requirement to immediately inform the Home Office IUM in case of any casualty and to keep in close contact with the office until the problem is resolved.


NOTE:  Presently USCG-2692 forms do not reflect all of IUM’s reporting requirements for personal injuries.  Use of the forms in the “IUM Accident & Incident Reporting Package” are better suited to properly report (TO THE COMPANY) incidents of personal injury, but submission of the USCG-2692 is IMPERATIVE to comply with regulatory requirements.  When in doubt, fill it out.  It saves complications and recriminations when the case is reviewed by regulatory and legal entities.


Form USCG 2692B – “REPORT OF REQUIRED CHEMICAL DRUG & ALCOHOL TESTING FOLLOWING A SERIOUS MARINE INCIDENT ” Ref: 46 CFR 4.06-60


Whenever an individual engaged or employed on a vessel, is identified as being directly involved in a serious marine incident, the marine employer shall complete form USCG-2692 B.


Form USCG 2692B (con't)

ADVANCE \U -1626.45
The term "Serious Marine Incident" includes the following events involving a vessel in commercial service:


ADVANCE \U 1526.30a.
Any marine casualty or accident as defined in Part 4.03-1 which is required by Part 4.05-1 to be reported to the Coast Guard and results in any of the following:



ADVANCE \U 1344.35(1)
One or more death(s);



ADVANCE \U 1301.30(2)
An injury to a crew member, passenger, or other person which requires professional medical treatment beyond first aid, and in the case of a person employed on board a vessel in commercial service, which renders the individual unfit to perform routine vessel duties;



ADVANCE \U 1014.35(3)
Damage to property, as defined in Part 4.05-1(f) of this part, in excess of $100,000;



ADVANCE \U 907.30(4)
Actual or constructive total loss of any vessel subject to inspection under 46 U.S.C. 3301; or 



ADVANCE \U 790.30(5)
Actual or constructive total loss of any self-propelled vessel, not subject to inspection under 46 U.S.C. 3301, of 100 gross tons or more.


ADVANCE \U 631.30b.
A discharge of oil of 10,000 gallons or more into the navigable waters of the United States, as defined in 33 U.S.C. 1321, whether or not resulting from a marine casualty.


ADVANCE \U 440.30c.
A discharge of a reportable quantity of a hazardous substance into the navigable waters of the United States, or a release of a reportable quantity of a hazardous substance into the environment of the United States whether or not resulting from a marine casualty.


NOTE:  The term "individual directly involved in a serious marine incident" is an individual whose order, action or failure to act is determined to be, or cannot be ruled out as, a causative factor in the events leading to or causing a serious marine incident


It is imperative that a vessel required to complete a USCG 2692 or 2692B fax the completed form to IUM  (Attn: VP Industrial Relations and Safety Director) as soon as possible. (Before the form is given/sent/faxed to USCG) [As per Federal Regulations, the Master has 72 hours to submit the completed form to USCG.]  IUM will immediately review the form and advise the vessel of any items that IUM determines need additional clarification.

12.1.5.5  BALLAST WATER MANAGEMENT REGULATIONS & FORMS

ADVANCE \D 600.65
IUM has published a manual to collect all information, regulations and record keeping on the subject of Ballast Water Management.  This manual contains the USCG form (no assigned number) with instructions for their use.  All records relating to Ballast Water management are to be kept in this binder.

12.1.5.6  SAILING SHORT REPORTS

ADVANCE \D 950.60
Whenever the vessel is not manned to the minimum level specified by the USCG Certificate of Inspection, a "Report of Sailing Short" must be filed in writing with the OCMI having cognizance for inspection in the area in which the vessel is operating, or the OCMI within the jurisdiction the voyage is completed.  The report must explain the reason for each deficiency and be submitted within 12 hours after arrival at the next port.  The actions of the Master or person in charge in such instances are subject to review and it must be shown that the vacancy was not due to the consent, fault or collusion of the Master or other individuals specified in 46 U.S.C 8101(e).  [Ref. 46 CFR 15.725]


A letter on company letterhead is sufficient in lieu of the USCG form provided that the conditions noted above are met.

12.1.6  DEFINING THE VOYAGE

ADVANCE \D -1466.15
When embarking on a voyage the Master must determine what procedure is to be used to report shipment and discharge of seamen to the USCG.  Many Masters are familiar with the USCG 735T (see Section 12.1.5.2) and the large "Articles/Particulars" multi-part carbon form that would define a voyage from 1-12 months in duration.  IUM has approval from the USCG to implement the use of "Individual Articles/Particulars" (see Section 12.6.3.1).  This type of format allows the Master to tailor the articles to each seaman's situation.  Typically the articles/particulars would be set up to last 3-4 months.  As crew members are detached, and new crew join, the contract period can be shortened accordingly.  The bottom of the form allows for the crew member to extend his stay on board, but the Master must remember that this is a mutual agreement.  (In some cases the seaman could be entitled to a relief and transport to his/her port of engagement when their individual articles/particulars expire.  Therefore, the Master should err on the side of caution and allow sufficient time to complete the voyage.  The step by step procedure is located in Section 12.6.3.1.

Recent regulatory changes have cast some confusion upon the requirements in this area.  This section has been added to give the Master general guidance.  In the event this section does not cover your present situation, please call the IUM Operations Manager or the IUM VP of Industrial Relations for assistance or clarification.  If we don't know the answer we will get it for you.


Typically, when the service of the ship changes from registry to enrollment (and visa- versa), the Master should issue a certificate of discharge and clear the books.  [Circumstances may give rise to other requirements, when in doubt check with IUM, Payroll, Operations or VP of Human Relations.]  When the vessel is slated to make a intracoastal or near-by foreign voyage, it is usually sufficient to simply issue a discharge and start a new 735T for the voyage.  [This is not a hard and fast rule as different USCG districts have various ideas as to how to apply the rules in this area.]

12.1.6.1  COASTWISE

ADVANCE \D 52.50
A coastwise voyage is defined as a voyage beginning at and terminating at a US port.  Intervening port calls would be confined to US ports.  A coastwise voyage is typically handled using the USCG 735T.  This form is filled out and forwarded to the USCG along with the white copy of the Certificate of Discharge.  (The address is provided in Section 12.6.3.1.)  The line on the lower right hand side of the Seaman's Certificate of Discharge calls for the "Nature of the Voyage," print/type the word "COASTWISE" in this space.


The 735T is typically used for the required cover letter.  The Master is urged to fill this form out in duplicate (carbon) and retain a copy on board as part of the vessel's permanent record.

12.1.6.2  INTRACOASTAL

ADVANCE \D 811.50
Voyage from the East to the West Coast of the US (via the Panama Canal) can also be handled using a 735T.  [It should be noted that intra-coastal voyages still require that the Official Logbook be maintained.]  The Seaman's Certificate of Discharge for this type of voyage should state "INTRACOASTAL."

12.1.6.3  NEAR-BY FOREIGN

ADVANCE \D 1156.50
Voyages to the Caribbean (U.S. and British North American Possessions, West Indies and Mexico) are not foreign voyages by most definitions.  The use of the 735T is usually sufficient.  The Seaman's Certificate of Discharge should be annotated as "NEAR-BY FOREIGN" in the lower right hand corner.

12.1.6.4  FOREIGN

ADVANCE \D 1487.50
A foreign voyage typically begins at a US port and finishes at a US port.  Intermediate ports can be anywhere in the world.  [The voyage description on the Articles/Particulars should be loosely worded to allow for deviations and diversions during the voyage.]  The length of the voyage is specified on the individual Articles/Particulars and may be extended by mutual consent.  If an individual's contract (Articles) expire during the voyage, and the ship is headed back towards the continental US (intervening ports are permitted), the Master has the right to retain the seaman without extending the contract period.  When "Articles are broken" [terminated due to return to CONUS, the sale or lay up of the ship] the seaman is entitled to be discharged (regardless of his length of employment at that time) and is entitled to transportation expenses back to his/her port of engagement.


Other situations that could arise would be the crewing of a vessel in a foreign shipyard or some such similar event that causes the ship to begin or terminate a voyage outside the continental US.  If the vessel is laid up or sold, the seamen are entitled to transportation to their port of engagement.


The "Individual Articles/Particulars" forms must be completely filled out and signed by the seaman and the Master before departure.  The Master should refer to the instructions in Section 12.6.3.1 for detailed instructions in handling these forms.


The Master is cautioned not to sign "Articles/Particulars" 'too soon' before the actual departure for the voyage.  Seamen could be entitled to unearned wages for the duration of the stated voyage or the term of their individual "Articles/Particulars" if they are paid off NFFD at any time after signing on.  IUM has experience with individuals who sustained injuries as they left the Master's office after signing foreign articles.  If in doubt, contact IUM.

12.2
TRAINING/SAFETY

ADVANCE \U 503.6012.2.1  GENERAL

ADVANCE \U 472.6512.2.2  OFFICER TRAINING RECORD SHEET

ADVANCE \U 419.60
The Master is responsible for having each new officer complete an Officer Training Record Sheet (IUM-V-ADM-014) form when joining an IUM vessel for the first time. Upon subsequent assignments the crew member shall complete the Training Record-Update (IUM-V-ADM-023).  The information provided on the form allows the office to track the certification and training of each officer.  The Master will forward the completed forms to the Safety Director in the next regular mailing for entry into the Payroll program.  A copy is retained on board.

12.2.3  TRAINING MATERIAL HELD ON BOARD

ADVANCE \D 179.30
IUM has prepared form IUM-V-SAF-002 to assist vessels in identifying those training publications and aids that the IUM Safety Committee has determined are to be on IUM operated vessels.  This form is to be completed Semi-Annually and forwarded to the Home Office to the attention of the Safety Director.

12.3
OPERATIONS

ADVANCE \D 517.3012.3.1  GENERAL

ADVANCE \D 548.3012.3.2  PORT AGENTS

ADVANCE \D 583.30
Port Agents are normally appointed from the Home Office.  If the port is one included on the IUM Agents List (See OMV Section 18.6), then the appointed agent should be the one listed on the IUM Agents List for that port.  If it is decided to appoint a different agent or the port is one which has not been included on the IUM Agents List, then the IUM Agents List will be updated at the first opportunity.


If a vessel must make an unexpected port call and needs to appoint an agent immediately, the Master may appoint the agent directly.  The Master should notify the Home Office of the agency appointment immediately.  If the port is one which is included on the IUM Agents List, then the agent should be appointed from that list.  Otherwise, the Master may appoint whatever agent is locally recommended.  It is the Traffic Manager’s responsibility to ensure that each ship receives an updated IUM Agents List.


If a vessel is frequently calling at a given port, the Traffic Manager may notify the vessel's Master and the port agent that the agent is appointed to handle all of the vessel’s calls at the port until otherwise advised by IUM.

12.3.3  SHIP'S MAIL

ADVANCE \D -1511.50
If possible, mail will be forwarded to a vessel weekly.  Otherwise, mail is normally forwarded to the vessel's next port.  Mail may not be forwarded to certain ports (such as the Suez Canal) in order to avoid likely mishandling of the mail by local port personnel.


If a vessel is in lay-up status or is fully manned but usually located at a given port, mail will normally be forwarded as first class mail.


If a vessel is at sea, non-bulk mail will normally be forwarded to the next port via an express service which guarantees delivery within two days for U.S. addresses or 3-5 days for foreign addresses.  If a vessel is making a long transit, some of the non-bulk mail may be sent via more economical means provided that it is certain that the mail will reach the port before the vessel.  Packages, newspapers and magazines may be forwarded by first class mail directly to the port agent for a subsequent port or via Fleet Post Office if the vessel is under MSC or MARAD control.


If a package is being forwarded to a foreign port, customs rules require that a listing of the package contents and the value of those contents be included on the outside of the package.  If a package is received by IUM with this listing already on the package, the package will be forwarded without being opened by IUM personnel.  If there is no listing on the package, the package will be opened by IUM personnel in order to prepare the required listing.  If the package includes any items which are prohibited by the country of destination, those items will be returned to the sender.  Commonly prohibited items are alcoholic beverages, tobacco products, drugs of any kind, un-packaged foods, plants and pornography.

12.3.4  NOTICE & ACKNOWLEDGMENT OF IUM'S POLICIES

ADVANCE \U 391.80
IUM's policy on alcohol and drug use is covered under OMV Section 4.


The Master is responsible for having each new crew member complete a Notice and Acknowledgment of IUM’s Policies form (IUM-V-ADM-011) when joining the vessel.  This form is to be completed upon each assignment to the vessel.  The Master must make IUM’s policies clear to all crew members and this form will serve as a written record of that fact.  A signed copy of the form shall be retained on board until requested.  In the case where a person is warned or discharged for violating the stated policies, please include a copy of the completed form with the warning/discharge letter and/or accident report.

12.3.5  CHANGE OF MASTER

ADVANCE \D 327.15
At the change of Master, the Master being relieved is responsible for completing a Change of Command Form (IUM-V-ADM-013).  The form contains information critical to the vessel’s certification and documentation.  Additionally, the following must be completed and discussed with the relieving Master:

ADVANCE \D 643.20
·
Cash Account Summary, (form IUM-V-PAY-001)

ADVANCE \D 704.15
·
Controlled Substance (drug) Inventory, (form IUM-V-ADM-001)

ADVANCE \D 782.15
·
Copies of logs made and sent (Deck & Official),

ADVANCE \D 848.15
·
Employee Assistance Material Inventory, (form IUM-V-SAF-004)

ADVANCE \D 927.15
·
Drug and Alcohol Testing Inventory, (form IUM-V-ADM-002)

ADVANCE \D 1002.15
·
High Value Item Transfer, (form IUM-V-ADM-007)

ADVANCE \D 1067.15
·
Next Quarter Certificate and Survey Review,

ADVANCE \D 1129.20
·
Personal Evaluations Completed, (IUM-V-PER-002 & 003)

ADVANCE \D 1201.20
·
Requisition Status,

ADVANCE \D 1239.15
·
Safety/ISM Meeting Minutes,

ADVANCE \D 1285.20
·
Slop Chest Inventory, (form IUM-V-PUR-001)

ADVANCE \D 1346.15
·
Telex/E-Mail notifying the Home Office of the time and date that change of command has occurred,

ADVANCE \D 1461.15
·
Vessel Response Plan Review.


Additionally for vessels under US Government Contract:

ADVANCE \D 1565.15
·
Classified Material Custody Transfer (form IUM-V-ADM-008),


·
Controlled Equipage Custody Transfer,

ADVANCE \D -1593.65
·
CBRD Equipment Inventory,

ADVANCE \D -1549.65
·
Government Owned Equipment Custody Transfer,

ADVANCE \D -1486.65
·
Small Arms/Ammo Custody Transfer (form IUM-V-ADM-009).

ADVANCE \D -1413.65

A signed copy, by both Masters, of all forms shall be forwarded to the Home Office, (Attn: Operations Manager) and a copy retained aboard.

12.3.6  ENTERING AND CLEARING - U.S. PORTS


United States law requires that no person other than government officials embark or disembark from a vessel before that vessel has been cleared by the Customs and Immigration Officers.  Exceptions have been made in the past for certain company personnel, but no one else will be permitted to board and absolutely no one can be permitted ashore before the vessel is cleared.


Entering and clearing your vessel can be made considerably easier if you have, at hand and ready, the necessary documents.  The "Form Addendum" to the OMV contains samples of the required forms that can be copied and used.


For entry into the United States the following are required:

ADVANCE \U 1206.0
A.
Crew Declaration



(1)
Crew curio declarations are to be made out by each crew member prior to arrival, signed and kept available by the Master.  Crew curios listed on the declarations should be gathered prior to arrival and locked for inspection by the Customs Officer.



(2)
The corresponding number of the crew individual declaration is to be entered on five (5) copies of the Crew List in the extreme right-hand column adjacent to the appropriate crew member’s name.  In addition, the Master must make up and have available five (5) copies of the Crew Curio Manifest.

ADVANCE \U 615.0
B.
Five (5) copies of Ship’s Store List

ADVANCE \U 558.95
C.
Vessel’s Certificate of Registry

ADVANCE \U 507.0
D.
Tonnage Tax Receipts

ADVANCE \U 466.95
E.
Load Line Certificate

ADVANCE \U 426.0
F.
Clearance from last foreign port of loading

ADVANCE \U 363.0
G.
General Declaration


ADVANCE \U 322.95H.
Inward Foreign Manifest


I.
Master's Oath in Foreign Trade

ADVANCE \U 246.0
J.
Passenger Declarations for any passengers disembarking.  Also indicate whether passengers are government personnel, company personnel or family members.

ADVANCE \U 73.95
K.
A vaccination certificate for each crew member and passenger aboard

ADVANCE \D 13.0
L.
Passport for any disembarking passengers

ADVANCE \D 73.0
M.
Vaccination certificate for any animals carried

ADVANCE \D 140.0
N.
Foreign Repair Entry (See OMV Section 12.3.7) 

ADVANCE \D 206.0
O.
Certified crew list and a listing of all crew members shipped and discharged during the voyage (Note: This requirement can be met by using form USCG 735T.  (Keeping a 735T on a foreign voyage is not required but has been found to be very useful in satisfying the U.S. Customs inspectors).

In the United States, the agent will carry the clearance documents to the United States Custom House where he will enter and clear the vessel in accordance with the United States Code of Federal Regulations.  Bear in mind if the vessel is proceeding to one or more U.S. ports with foreign cargo, the vessel must obtain an US Customs Permit to Proceed and prepare a traveling manifest.  Further, all documents are to be kept at hand and ready for boarding officials at subsequent U.S. ports.


Failure to have all papers and documents in order and available will invariably result in costly delays, embarrassment and fines.  U.S. Customs, Immigration and Public Health Officials are quite cooperative when matters are handled as they require and failure to comply can result in penalties.

12.3.6.1  DE-RAT CERTIFICATE


The United States does not require a "De-Rat" certificate for ships to enter its seaports.  However, this is the exception and not the rule.  Most countries do require this cert.  The situation is compounded by the fact that the US Department of Health and Human Services (Public Health Service) will only perform the inspection leading to a certificate in the ports of: Baltimore, MD: Honolulu, HI; Houston, TX; Jacksonville, FL; Los Angeles, CA; Miami, FL; New Orleans, LA; New York, NY; San Francisco, CA; Savannah, GA and Seattle,WA.


IUM ships should make all efforts to maintain their "De-Rat" certificate.  If there is a problem or conflict, please call the IUM Operations Manager.

12.3.7  FOREIGN REPAIRS/EQUIPMENT PROCUREMENT

ADVANCE \U -1416.70
U.S. Flag vessels arriving at a U.S. port from a foreign port must submit a Vessel Foreign Repair Entry to U.S. Customs upon arrival.  This entry lists all repairs (including spares, materials and labor) obtained by the vessel during the foreign voyage.


This entry is normally prepared by the shoreside Traffic Manager and provided to the agent at the first U.S. port prior to the vessel’s arrival.  The Master’s responsibilities regarding foreign repair entries are as follows:

ADVANCE \U 1363.10
1.
Answer questions from the Traffic Manager regarding foreign repairs so that the Traffic Manager can properly prepare the Entry.

ADVANCE \U 1216.10
2.
The Entry must be signed by the Master before it is submitted to U.S. Customs.  The Master should inspect the entry to ensure that it is accurate to the best of his knowledge.


Further notes regarding Foreign Repair Entries:

ADVANCE \U 971.15
1.
An Entry must be prepared and submitted even if no repairs were made during the foreign voyage or the repairs made were done entirely with U.S. parts and labor.

ADVANCE \U 791.15
2.
In the case of #1 above, “U.S. Port” refers only to the Continental U.S., Alaska and Hawaii.  Foreign Repair Entries are not required upon arrival at a U.S. possession, such as Puerto Rico or Guam.

ADVANCE \U 574.10
3.
If a vessel’s foreign voyage lasts more than two years, only repairs which were done during the first six months of the voyage are dutiable.

12.3.8  VESSELS OPERATING UNDER MSC OPCON (MARAD FOS)

ADVANCE \U 359.15
When an IUM vessel is under MSC Operational Control (also see OMV Section 3.3.3.2), it shall be the duty of the Master to adhere to the applicable COMSCINST's that apply to the route, mission and command of the vessel.  The MSC Standard Operating Manual (SOM - COMSC INSTRUCTION 3121.9) is to be considered the main operative document. (Also see OMV Section 3.3.3.2)  Additionally in accordance with COMSCINST 5530.3 the Master shall appoint in writing a Physical Security Officer (PSO).  Form IUM-V-DCK-021 can be used for this purpose.  The PSO is thereby directed to become thoroughly knowledgeable with the provisions of the above reference and all other applicable directives in carrying out your duties.  In addition, you will ensure all training, reporting and qualifications are maintained to satisfy all requirements of this appointment.


When the vessel is fitted with Chemical, Biological and Radiological Defense Gear (CBRD), the Master shall in accordance with COMSCINST 3400.2 shall appoint, in writing, a CBRD Officer.  The ship's CBRD Officer, has the responsibility to become thoroughly knowledgeable with the provisions of the above references and all other applicable directives in carrying out your duties.  In addition, he/she will ensure all training, reporting and record keeping is maintained to satisfy the requirements of the COMSCINST.  He/she shall also advise the Master when training, drills, reports and record keeping entries are required to satisfy the requirements of this appointment.  Form IUM-V-DCK-022 can be used for this purpose.


When IUM vessels are in port, the gangway shall be manned at all times by a crew member or suitable local security guard.  In any case, a log of all non-crew members entering and leaving the vessel must be kept.  Form IUM-V-DCK-019 is to be used for this purpose.  These log sheets are to be numbered consecutively and retained by the Chief Officer for one year before disposal.


12.3.8
VESSELS OPERATING UNDER MSC OPCON (Con't) 


When Government owned vessels lay up, there is often surplus food stuffs and occasionally slop chest items that cost more to maintain than to dispose.  In most cases a local approved charity may qualify for receipt of the items.  If this situation arises, the Master shall contact the Operations Manager for guidance.  The Maritime Administration had provided a form for this purpose.  It can be found in the Forms Addendum to the OMV in the Administration Section.  An inventory of the items to be disposed of must be prepared and faxed to the Operations Manager.  The Operations Manager will confer with the Purchasing Manager and MARAD to ensure the suitability of the transfer.  When permission is received, the Operations Manager will authorize, in writing to the Master, the disposal of the items.  A copy of the inventory and the MARAD Disposal Form must be signed by the representative of the chosen charity verifying receipt. The signed copies must be forwarded to the Home Office, Attention Operations Manager.

ADVANCE \U 1247.25
Masters must take special care to comply with the OPAREA requirements for reporting ammunition usage and weapons inventory.  Each MSC Operational Area has slightly different requirements, so you must determine the required actions when you move to a new command areas.  [US Govt. form "R-834" {Small Arms \ Weapons Assessment} is usually utilized on a quarterly basis to report inventory to the area command and the Naval Surface Warfare Center.  COMSCINST 8010.3 gives instruction on "Ammo Transaction Reports."]


Quarterly, the Master will prepare a Voyage Summary Report and submit a copy to the Operations Manger.  This will be a brief narrative describing the vessel's activities, significant events and participation in any DOD associated training exercises during the previous quarter.  The report shall also include copies of the deck abstract, engine abstract and all applicable port reports. This report shall also be required if (when) the vessel lays up.

12.3.9  PHONE ACCOUNTS

ADVANCE \U 239.25
All fax, data, and voice calls made from the vessel's INMARISAT terminal, radio/GMDSS console or cellular phone must be logged.  Refer to form IUM-V-DCK-004 which is to be used to record the information.  (TOTE vessels should not forward the phone logs or communication station logs as those bills are paid from Tacoma.)


The Master is responsible for keeping accurate records of all communications.  A copy of the communications log sheets will be sent monthly to the Home Office and a copy retained on board.


Personal use of the vessel's communications is addressed in OMV Section 11.7.

12.3.10  GENERAL NOTES OF PROTEST

ADVANCE \D 403.65
Masters must be alert to document significant events involving a third party.  These events are described in OMV Section 3.3.1.2.  There are several prepared forms for this purpose located in the FORMS ADDENDUM.  (IUM-V-DCK-010, IUM-V-DCK-026 & IUM-V-ENG-003).

12.4
ENGINEERING

ADVANCE \D 698.7012.4.1  BUNKER FUEL PROCUREMENT

ADVANCE \D 745.65
Bunkers are normally purchased by the Operations Department Traffic Supervisor.  In the absence of the Operations Dept. Traffic Supervisor, the following brokers are used on a rotating on a rotating basis:


Bunkers LLC (Jack Newell)
(877) 397-5493


90 Broad St. 7th Floor
Office: (212) 785-1888


New York, NY 10004
Fx:(212) 785-5488


World-Wide Bunker Services, Inc.  (George Brembor)
Office:(732) 636-6499


1000 Route 9
Fax# (732) 845-3206


Woodbridge, NJ 07097-1217
After Hrs:(732) 727-2826


Note:
Ask the broker to supply you with at least three (3) bids (required by law for MARAD vessels).  One broker or the other is called - Not both of them!  If bids are requested early in the morning, the broker will usually have them in the afternoon.  Otherwise the broker will probably not be able to have bids until the next morning.  In most cases this function is performed by the IUM Traffic Supervisor.



Prices are usually quoted in metric ton units.  Bunker requests from the vessels are usually in barrels and sometimes in metric tons.  To evaluate the bids and estimate the total cost of the purchase, use the following approximate conversion factors: 



Grade of Fuel:


Bbls/Metric tons:


Bunker C




6.5



IFO 180




6.7



Marine Gas Oil



7.0


When a vessel is operating under MSC OPCON, all bunker requirements will be placed, in writing, to the appropriate MSC Area Commander (copy IUM Operations).  This shall be done even if the Master and/or C/E knows that the fuel order will ultimately be placed by IUM.  IUM cannot and will not place a bunker order until instructed to do so, in writing, by MSC.  The vessel should copy IUM on the bunker request to MSC, but the official request must go from the ship to MSC.  The request must be accompanied by the statement:

 

"If the requested fuel cannot be supplied through MSC, the the operating company (IUM) must be tasked in writing to make a commercial purchase." 


IUM cannot and will not pass a ship's request to MSC.  When the order is placed, IUM will advise the ship of the quantity of fuel being ordered to ensure that the amount and grade being ordered is correct.

12.4.2  CHANGE OF C/E

ADVANCE \U 1003.40
As directed by OMV section 6.1.1,  the C/E being relieved will prepare IUM form IUM-V-ADM-016.  This form will serve as a check-off list for the relieving C/E.  Both will sign the form and make an entry in the engine log that the change over has taken place.  


FOR MARAD VESSELS ONLY


In addition to the above, MARAD vessels have an additional requirement for C/E turn over.  The MARAD "Relief of C/E" form must be completed.  This form can be found in the Change of Command section of the Forms Addendum.

12.5
CATERING


This section intentionally left blank.

12.6
PERSONNEL/INSURANCE

ADVANCE \U 396.4512.6.1  GENERAL

ADVANCE \U 365.4512.6.2  ORDERING CREW REPLACEMENTS

ADVANCE \U 315.45
The Master is responsible for ordering crew replacements as necessary.  The IUM Personnel Department is to be given as much notice as possible for ordering replacements.  Unlicensed reliefs shall be ordered with one week notice.  Licensed reliefs shall be ordered with a minimum of two weeks notice.  Replacement orders shall be transmitted by fax or telex to the attention of the Personnel Department.  The following information is required in the ordering statement;

ADVANCE \D 169.55
1.
Rating of each individual (ie: AB blue or green ticket),

ADVANCE \D 245.50
2.
Name of crew member to be discharged,

ADVANCE \D 302.50
3.
Social Security Number of crew member discharged,

ADVANCE \D 371.50
4.
Reason for departure,

ADVANCE \D 412.55
5.
Length of position (ie: rotary, 30 day relief, etc.),

ADVANCE \D 485.50
6.
Dayworker or watchstander,

ADVANCE \D 531.50
7.
Date, time, and location crew member joining is required to report aboard,

ADVANCE \D 625.55
8.
Any special instructions (ie:  must have crane experience),

ADVANCE \D 704.50
9.
Estimated time of departure of ship.


The Master is responsible for notifying the IUM Personnel Department of crew replacement completions by telex prior to departure from port.  The telex shall include:

ADVANCE \D 929.50
1.
Name,

ADVANCE \D 954.50
2.
Rating,

ADVANCE \D 981.50
3.
Social security number.


Use of the form IUM-V-PER-001 (faxed to Personnel) can substitute for the telex.

12.6.3  SHIPPING ARTICLES/CREW MEMBER SIGN-ON/OFF

ADVANCE \D 1158.50
SIGN ON:
ADVANCE \D 1183.55
To meet IUM reporting and payroll requirements, the following informational items must be completed and mailed prior to departure from the port where the crew member joins:

ADVANCE \D 1372.55
·
Back Ground Check Consent Form (IUM-V-PER-008),


·
IRS Form "W-4",


·
US Immigration Service "I-9",


·
IUM Assignment Letter (generated by payroll program),


·
Master's Training Record
 - Officer (IUM-V-ADM-014),


·
Officer Training Record (IUM-V-ADM-023),


·
IUM Ethics Policy for Management Personnel (See 3.8.1) (IUM-V-ADM-041),


·
Desig./Change of Beneficiary for 2nd Seamans War Risk Ins. MA269 (marad/msc only),

 
·
Articles of Agreement (see below),


·
Particulars of Engagement and Discharge (see below).

ADVANCE \U 1606.60
retained on board

·
Seaman's Statement of Pre-Employment Physical Condition (IUM-V-PER-005),


·
IUM Policy Acknowledgement Statement (IUM-V-ADM-011).


SIGN OFF
ADVANCE \U 1428.60
·
Articles of Agreement (P-30),


·
Particulars of Engagement (P-31),


·
Make an entry on the USCG 735T,


·
USCG Certificate of Discharge (See 12.6.3.1 below),


·
Letter Of Discharge (If fired),


·
Personnel Evaluation (IUM-V-PER-002 & 003),


·
SIU Completed Tour of Duty (See OMV 12.6.10).

ADVANCE \U 1122.60
retained on board

·
Injury and Illness Certification (IUM-V-PER-007)

12.6.3.1  Instructions for the preparation of the "Articles of Agreement" & the 


    "Particulars of Engagement"

ADVANCE \U 921.60
The Master is responsible for the preparation of the "Articles of Agreement," and the "Particulars of Engagement and Discharge" (the old style long form or the "Articles" are also known as Coast Guard Form 705A).  IUM is currently utilizing "Individual Articles" (P-30) & "Particulars" (P-31).  Both of these forms are carbonized, four part forms.  [There is no longer any provision in the Coast Guard regulations for registering allotments; however, IUM shall continue to offer this service to seamen.  (Allotments are covered in OMV Section-12.7.7.)]


After sign-on is complete, the Master must complete the "Citizenship Requirements" on the face sheet and sign.  The citizenship statistics are based on the entire crew aboard the vessel on the date that the individual signs on.  The "Articles" & "Particulars" shall then be broken down and distributed as follows:

ADVANCE \U 36.60

a.
Original (white), yellow, and blue copies will be retained aboard until the seaman detaches.

ADVANCE \D 76.35

b.
The pink copy will be sent to IUM Home Office to be filed in the seaman's personnel file.


At the termination of the voyage, or when the crew member is paid and signed off articles and after payroll computations are completed, the bottom section of the "Particulars of Engagement" and the "Certificate of Discharge" will be filled in.  Each seaman will sign in the "Signature of Seaman" box, and the Master will sign in the "Signature of Master" box.


When a seaman detaches during a foreign voyage, the following procedure will be followed:

ADVANCE \D 640.35

a.
The seaman will be signed off Articles by the Master at the port of discharge, and the transaction will be reported on the "Particulars of Engagement and Discharge."

ADVANCE \D 826.35

b.
When a crew member is hospitalized, fails to join, etc., or otherwise detaches in a manner which makes it impractical for him to appear before the Master in person for sign-off, the "Particulars of Engagement" shall be completed by the Master advising the reason for discharge, and signed by the Master.  This form, together with the copy of the "Certificate of Discharge," all signed by the Master, are then to be sent to IUM Personnel Department.


After the seaman has been detached, the "Articles of Agreement", the "Particulars of Engagement and Discharge" and the "Certificate of Discharge" shall be separated and distributed as follows:

ADVANCE \D 1490.40

a.
The separated copies of the "Articles," "Particulars," and the shall be mailed to the IUM Personnel Dept.as follows:




i.
White copies of "Articles" & "Particulars" stapled together.




ii.
Yellow copies of "Articles," "Particulars," stapled together.




iii.
Yellow "Certificates of Discharge" held until December of lay up and then forwarded to IUM Personnel Dept.

ADVANCE \D -1398.45

b.
The blue copy of the "Articles" & "Particulars," shall be retained aboard the vessel.

ADVANCE \U -1329.5

c.
White copies of the "Certificate of Discharge", "Articles" and "Particulars" must be forwarded to the USCG National Maritime Center monthly
 with a cover letter.  The cover letter must list:




·
The vessel name,
·
Official number,




·
Vessel owner,
·
Operator's name & mailing address.

ADVANCE \D 300.20

(It is suggested that a completed USCG 735T be substituted as the cover letter on coastwise, intercoastal and near-by foreign voyages.)


All accumulated (white) copies of the "Certificate of Discharge," ["Articles" and "Particulars" when on foreign voyages] (with cover letter) are to be sent to the following address at the end of each month:ADVANCE \D 661.20
ADVANCE \D 677.20

National Maritime Center (NMC-4A)



USCG Suite 630



4200 Wilson Blvd.



Arlington, VA 22203-1804

12.6.4  EMPLOYMENT ELIGIBILITY VERIFICATION

ADVANCE \D 837.20
The Master is responsible for having each new crew member complete an employment eligibility verification form (I-9) when joining the vessel.  A crew member need only complete this form on his/her first assignment to the vessel (see the FORMS ADDENDUM for the form to be used).  The Master must carefully review the completed form and verify the information provided by closely examining the crew member’s documents.  A signed copy of the form shall be forwarded to the Home Office, attention Payroll Department, and a copy retained aboard.

12.6.5  STATEMENT OF PRE-EMPLOYMENT PHYSICAL CONDITION

ADVANCE \D 1450.20
The Master is responsible for having each crew member complete a statement of physical condition form when joining or being reassigned to the vessel.  The Master must carefully review the completed form and interview the crew member to ensure the information is accurate and complete.  This form (IUM-V-PER-005) is not optional and must be completed in its entirety (see the "Forms Addendum" - Safety Section).  The signed original shall be retained on board until requested.  In the event of an accident or medical problem, this statement must be submitted with the injury/illness package.

12.6.6  CREW LISTS AND RECORD OF CREW CHANGES

ADVANCE \U -1448.85
Crew lists and records of crew changes should be forwarded to the Home Office at the beginning of each week.  The Report of Officer & Crew Changes (form IUM-V-PER-001) should be forwarded to the Personnel Dept. from each port when crew members have joined or departed.  Any non-crew personnel aboard the vessel should be listed separately.  Crew lists can be generated from within the payroll system or form IUM-V-ADM-010 is available for this purpose.  The IUM Crew Assignment Letter is generated by the payroll program and must be mailed to the IUM Payroll Dept. prior to departure from the sign on/off port.  [Crew sign on is covered in more detail in OMV Section 12.6.3.]


A copy of IOM PER-21 ("Assignment Letter") is included in the "Forms Addendum" and may be useful as a worksheet to be filled out by the joining seaman and submitted to the Master.  It is NOT to be completed/submitted in lieu of the payroll program generated sheet noted above.

12.6.7  EVALUATION REPORTS

ADVANCE \U 828.9512.6.7.1  OFFICERS

ADVANCE \U 794.90
The Master is responsible for submitting an officer evaluation report for each officer in the deck department or Radio Officer at the change of Master or when an officer detaches from the vessel.


The Chief Engineer is responsible for submitting an officer evaluation report for each officer in the engine department at the change of Chief Engineer or when an officer detaches from the vessel.


The form must be signed by the officer being evaluated and a copy of the report is to be given to them.  A signed copy of the evaluation report must be submitted to the Home Office, Marine Personnel Department.  No copy is required to be retained aboard and the report is to be kept confidential.  The Administration Section of the "Forms Addendum" contains form IUM-V-PER-003 to be utilized for the required IUM Officer Evaluation Report process.  Instructions are printed at the top of the form.


It is not necessary to wait until detachment or change of Department Head to complete an evaluation report.  An evaluation can be completed at any time during the tour of duty and given to the crew member when deficient work practices are noted by the Department Head.  This practice is useful to alert the crew member to the dissatisfaction of the Department Head with his or her performance and to encourage the communication necessary to improve the situation.

12.6.7.2  UNLICENSED

ADVANCE \D 604.5
The Department Head is responsible for submitting an crew member evaluation report (Form IUM-V-PER-002) for each person under their supervision.  This will be accomplished prior to sign off and at the change of Department Head.  The completed Evaluation is to be submitted to the Master for presentation to the crew member.


The form is to be signed by the crew member being evaluated and the signed copy of the evaluation report must be submitted to the Home Office, Marine Personnel Department.  No copy is required to be, or should be retained aboard and the contents of the report is to be kept confidential.  The Administration Section of the "Forms Addendum" contains form IUM-V-PER-002 to be utilized for the required IUM Crew member Evaluation Report process.  Instructions are printed at the top of the form.

12.6.8  WARNING AND DISCHARGE LETTERS

ADVANCE \D 1478.0
The Master is the only person on board the vessel who may issue a warning (form IUM-V-ADM-005) or discharge letter (form IUM-V-ADM-006).  The letter must clearly state the reasons for the warning/discharge.  When more space is need to explain the details or for the recipient’s rebuttal, a separate sheet of paper shall be attached.  The department head for the individual receiving the letter and the Master must sign the letter.  The warning\discharge letter should be read to the recipient by the Master.  Once this is complete, the crew member must be asked if he/she wishes to make a comment that will be recorded at the bottom (or attached page if necessary) of the letter and he/she should then be asked to sign the letter.  The recipient may refuse to sign the letter, in which case the Master shall indicate this refusal below of all verbiage.  The individual should be encouraged to comment on the letter on his\her own behalf.   A copy of the signed letter shall be sent to the Home Office (Marine Personnel) and a copy retained aboard.


When carried, the Master is responsible for making an entry in the Official Logbook regarding any discharges.


Verbal warnings shall be logged in the department log book when given as a matter of record.


A warning letter need not be issued prior to the Master issuing a discharge letter for just cause.  Warning letters will serve to strengthen the Master's case against individuals who are not properly performing their duties.  Additionally, warning letters serve as a tool to inform individual crew members that their performance is not up to standards and without improvement employment will be terminated.

12.6.9  REQUESTING CASH IN LIEU OF TRANSPORTATION UPON DISCHARGE

ADVANCE \U 708.10
Crew members are entitled to transportation or to be paid the equivalent of the economy class airfare back to their port of engagement when being paid off in either CONUS or a continental territory of the US.  In other situations, this decision will be made by the VP of Industrial Relations on a case by case basis.

12.6.10  USE OF THE SIU "COMPLETION OF DUTY CERTIFICATE"

ADVANCE \U 317.10
Under the current SIU Standard Freightship and Standard Tanker Contract, an agreement was reached which would allow unlicensed crewmembers to accrue additional vacation benefit of one day for every 30 days aboard for both:

ADVANCE \U 78.10
1.)
Completing their assigned tours, and

ADVANCE \U 21.10
2.)
Completing their assigned tour free of illness and injury.


In order to be eligible for this benefit, crewmembers must provide verification to the union of accident and illness free service by presenting to the SIU the attached Completed Tour of Duty Certificates (SIU Form#P-310).  The service requirements to receive this benefit are as follows:

ADVANCE \D 347.85
(a)
Key Ratings - twelve (12) months of covered employment within a sixteen (16) month period.  (This will apply only to permanent ratings who complete three (3) full tours of one hundred and twenty (120) days each.

ADVANCE \D 579.90
(b)
"A" Seniority Rotary - completion of an eight (8) month tour of duty, and completion of those eight (8) months both injury and illness free.  (An "A" seniority crewmember may request a relief of no less than fifteen (15) days after completing one hundred and twenty (120) days aboard; however, the Tour of Duty Certification is only to be issued if that individual returns and completes the entire eight (8) months.)

ADVANCE \D 1016.85
(c)
"B" Seniority Rotary - completion of a six (6) month tour of duty, and completion of those six (6) months both injury and illness free.  ("B" seniority personnel are not entitled to any reliefs during their tour, and must complete the entire six (6) months.)

ADVANCE \D 1295.85
(d)
"C" Seniority - not eligible for this benefit.


Part of the requirement is for an individual to complete his/her full tour - which is the above mentioned two hundred and forty (240) or one hundred and eighty (180) days.  It is not to be issued for remaining aboard just 120 days, which aboard some vessels is considered a "normal tour."  The second part of the requirement to complete an illness and injury-free tour is very important.  The key terms are defined below:


Illness - If an individual seeks any type of shoreside medical treatment, he/she is not considered to have completed a tour warranting payment of this benefit.  This may seem unfair, as it may be construed that an individual has no control over illnesses.  However, the shoreside medical treatment provided the crewmember in most cases is not covered by the SIU Medical Plan, and the cost we may incur, even for an illness, often far exceeds the cost which would be incurred paying the benefit.  Onboard treatment of an illness will not be interpreted to, nor will it exclude, an individual from receiving this benefit.


Injury - If a crewmember sustains an onboard injury, requiring either shoreside treatment, MAS consultation, or the completion of an IUM Accident Package, he/she is not entitled to this certification.  Injuries, regardless of how minor they seem, often require medical treatment and legal involvement after the crewmember detaches.  We realize it may seem contradictory to want unlicensed crewmembers to report all accidents and injuries, and then refuse to issue a Completed Tour Of Duty Certification because the accident/injury was reported.  However, it is IUM's policy to require all accidents and injuries to be reported, and it is SIU's procedure to have the "Completed Tour Of Duty Certification" issued only for illness and injury free employment.  We realize there may be very minor injuries sustained during a 6 or 8 month tour of duty, and we do not want to exclude an individual from this benefit because of them.  However, if the injury is anything but the most minor, you are not to certify that the individual was “injury free.”


At the time of the crewmember detaching, after completing a full tour,  which was both illness and injury free service, the four-part "Completed Tour of Duty Certificate" (form #P-310) should be completed and distributed as follows:

ADVANCE \U 240.20

White copy

-


To be given to the crewmember,

ADVANCE \U 176.25

Gold copy

-


Retained aboard the vessel,

ADVANCE \U 116.25

Yellow & Pink copies -


Submitted with the payroll.


A sample copy of the form can be found in the Forms Addendum.


If there are any questions concerning this form, please do not hesitate to contact the VP of Industrial Relations.

12.6.11
Designation/Change of Beneficiary for 2nd Seaman's War Risk Insurance



(MARAD & MSC Only)

ADVANCE \D 234.70
At the time of sign-on, each officer and member of the crew must complete, in quadruplicate, Form MA-269: "Designation or Change of Beneficiary for 2nd Seaman's War Risk Insurance."  A copy of the form can be found in the Forms Addendum (Administration Section).  This form must be carried on all ROS and FOS vessels, and the form must be completed on ROS vessels when they activate for sea trials.  MARAD's Region Office nearest to the ship will furnish an adequate supply of the forms to be maintained ion the vessel for use when signing on replacements at out ports.


Be sure to use the following general instructions to ensure that the forms are completed properly:


(1)
The insured is encouraged to read the form carefully.  His/her attention is directed to the instructions on the reverse side of the form.


(2)
The original must be dated and signed by the insured and witnessed.


(3)
A witness may include the Master of the Vessel, any ship's officer or and shoreside official of the Ship Manager such as Port Captain, Port Pursers, insurance department officials or other designated by the Ship's Manager.


(4)
If more than one beneficiary is designated, the total of the shares designated must equal 100 percent.


(5)
Beneficiaries must be listed with their full name and middle initial.


(6)
If the spaces provided in the form for Primary and Contingent Beneficiaries are left blank, the insurance benefits will be paid in accordance with the paragraph entitled "Scheduled Beneficiaries" appearing on the reverse side of the form.


(7)
If the insured names someone from the list of eligible beneficiaries as described under "Important Notice" on the reverse side of the form, a statement by the insured as to his/her personal relationship to the beneficiary is needed.


The crewmember shall retain the original, and the remaining three copies shall be mailed from the vessel to:

ADVANCE \U -1486.40
1.
The appropriate ACO office handling the vessel.



ADVANCE \U -1555.40a.)
SS Gopher State, SS Flickertail State, SS Cornhusker State,



SS Cape May, SS Cape Mendocino



Ms. Laurel Bishop, ACO




(Name of Vessel)




US DOT Maritime Administration




7737 Hampton Blvd, Bldg. 4D, Room 211, Norfolk, VA  23505



ADVANCE \U 1465.40b.) 
SS Petersburg, SS Potomac, SS Chesapeake,




Mr. Chris Silva, ACO




(Name of Vessel)




US DOT Maritime Administration




Hale Boggs Federal Bldg., 501 Magazine St., Room 1223




New Orleans, LA 70130-3394



c.) 
SS Cape Fear, SS Mohican, SS Mt. Washington



Ms. Debra Velmere, ACO




(Name of Vessel)




US DOT Maritime Administration




201 Mission Street, #2200,




San Francisco, CA  94105-1831

ADVANCE \U 1044.40
2.
Director, Office of Subsidy and Insurance


(MAR-575), Room 8121,



Maritime Administration



400 Seventh Street, SW



Washington, DC  20590

ADVANCE \U 884.40
3.
IUM Marine Personnel Department

Incomplete or inaccurate information may prevent the proper benefits from being paid to the insured's choice of beneficiaries: therefore, a ship's officer or other official of the Ship Manager should carefully examine all forms before distribution as described above.


The Maritime Administration will investigate, adjust and pay, either directly or through the Ship Manager, each claim covered by the "Second Seaman's Was Risk Policy."  The Ship Manager must initially report all claims to the Administrative Contracting Officer and the Director, Office of Subsidy and insurance, Maritime Administration, by the fastest means of communication.  Later, full written reports should be submitted by air mail.

12.7
PAYROLL

ADVANCE \U 109.4012.7.1  GENERAL

ADVANCE \U 78.40
The contents of this section are intended to guide the Master in the preparation of the crew payroll utilizing the IUM Payroll Program.  If questions arise, contact the Payroll Department or the Traffic Manager (program problems) by telex, fax (at 609-770-1601 (a written description of the problem is always more helpful) or by phone 609-770-1600.

12.7.2  PAYROLL PROGRAM

ADVANCE \D 311.55
IUM has developed a computerized payroll program which addresses most of the record keeping requirements for vessel payroll and crew information.  The Master is responsible for becoming familiar with this program and there is an instruction manual to explain the workings of the program.  The program was developed by Dave Schrock and he can be contacted at the Home Office if there are any questions or problems.  The program handles pay vouchers, crew lists, EEOC reporting, veterans reporting, W-2 Statements, training records, allotments, relays, cash draws, check printing and payroll summaries.


The Master is responsible for maintaining the program by installing updates when received and performing periodic program backups.


IUM requires the Master to perform a payroll at the end of each month.  Copies of the signed vouchers and summaries are to be submitted to the Home Office via Fe-Ex or equiv.).  Additionally, a diskette will be generated for each processed payroll which shall be included in this mailing to the Home Office.  Due to IRS regulations relating to the payment of payroll taxes, IUM must now require the Master of an active vessel to fax the voucher to IUM [Payroll 609-770-1632] within 24 hours of the signoff for each individual.


At the end of a pay period, or at the conclusion of articles where all hands are being paid off, the Master shall instead forward tax data** to IUM in the following manner.  Call up and print the payroll "Summary and Deduction Report."  These sheets are legal size and can be difficult to fax.  The Master must report the tax data** at the bottom of the sheet to IUM Payroll, by E-mail or telex.  IUM Payroll will send reminders to the vessel, approximately three business days prior to each monthly reporting deadline.  If there is a problem submitting this information by the deadline, the Master must contact the IUM Payroll Manager.


The tax data forwarded at the end of the month or at the end of a voyage, shall can be taken directly from the "Summary and Deduction Report."  The totals may include taxes for persons previously paid-off in the pay period.  Do not deduct previously reported tax data from the monthly grand totals.  This will be done by the IUM Payroll Dept.


12.7.2
Payroll Program (con't)
**
TAX DATA -The data must contain totals for the following categories: 


GROSS WAGES,
FED TAX, 



NJ WORKFORCE(if applicable)

FICA, 

MEDICARE, 


NJ HEALTHCARE,(if applicable)

401K contributions.
Total Man Days (Maritrans only)
NJ DISABILITY(if applicable)

Wage garnishments have become a significant issue in recent years.  IUM must make these payments by the 10th of the following month.  To expedite this process, please forward a list of those persons on board who have their wages garnished along with the amount that was withheld on board.  (These deductions are listed in the payroll program as a miscellaneous deduction.)  This list should be compiled each month and attached to the message containing the tax data.  This will also be included in the monthly reminder message sent by the payroll department.  (Also see OMV section 12.7.11.)

ADVANCE \U 467.55
A copy of the printout of the monthly payroll summaries shall be retained aboard the vessel for two years.  If a vessel goes into indefinite lay-up or is transferred to another Ship Manager, all payroll records are to be removed from the vessel and shipped to IUM's Home Office.

12.7.3  PETTY CASH ACCOUNT

ADVANCE \U 144.60
The Master should avoid using a petty cash account so far as practical.  However, there may be times when it is necessary for the Master to pay out cash for miscellaneous services rendered or vessel expenses.  Any money paid out must be backed up by a written receipt.  The Master must account for all vessel funds at each change of Master and/or at the end of the payroll period.

12.7.4  MASTER'S CASH ACCOUNT

ADVANCE \D 283.40
The Master must account for all funds received on board the vessel.  The Master shall maintain an accurate record of all transactions and complete a Cash Reconciliation Sheet(form IUM-PAY-001) at the end of the payroll period (monthly) and at the change of Master.


The Master must verify all cash funds delivered to the vessel and sign a delivery receipt supplied by the agency delivering the funds.  The Master should also complete form IUM-V-PAY-005 when receiving funds.  A copy is to be forwarded to the Payroll Dept.


Any purchases made out of Master's cash shall be handled as noted in OMV 12.8.9.


A request for cash advance to the Master’s Account must be made to the Home Office, accounting department by hard copy communication.  The Master must allow enough lead time for the request to be processed and the arrangement of delivery of the funds to the vessel.  The Master should indicate in the cash request the port and agent where the funds are be sent.  Additionally, the Master must notify the local agent of the monetary breakdown of the funds requested.  The Master is reminded that banks are not opened on weekends or holidays.

12.7.4.1  FUND TRANSFER PROCEDURE

ADVANCE \D 1484.40
A request for Master’s cash and/or an addition to the vessel’s checking account shall be initiated as follows.


The Master or person in charge of the vessel must submit the request in writing via the telex or E-Mail system.  A fax is to be used only when telex or E-mail is unavailable.  The request should be directed to the Accounting Department and copied to the Operations Department.  Do not send a request to specific individuals.  (The Operations Dept. verifies the correct agent to accounting who in turn will transmit the funds to the owner-approved agent or courier.)


The hard copy request must specify the:

ADVANCE \U -1466.10
a.
Name of the vessel,

ADVANCE \U -1505.10
b.
Type [cash advance and/or addition to the checking account],

ADVANCE \U -1585.5
c. 
Port and date funds are desired,

ADVANCE \U -1638.10
d.
Quantity [amount in US dollars],

ADVANCE \U 1586.75
e.
Denomination breakdown for cash,

ADVANCE \U 1534.70
f.
Name of person making the request.


Cash requests must be received at least two business days before it can be delivered.  The earlier in the day the better.  Cut off time is 1500 LMT in Voorhees, NJ to have the cash two days later.


Check requests need one business day to be processed.  Again, the earlier in the day the better.  Cut off time is 1500 LMT in Voorhees, NJ to have the funds on deposit the following day


Outside of CONUS add one day to each deadline listed above.  Be alert to local holidays in the port that could hold up a cash transfer.


SAMPLE MESSAGE #1:
ADVANCE \U 934.70
Address  - "[customer name] Inbox" [via E-Mail] or TELEX addredssed to IUM


Subject Line - S.S. ANYWHERE, MASTERS CASH REQUEST [E-Mail only]


Attn: ACCOUNTING & OPERATIONS


S.S. Anywhere
ADVANCE \U 731.75
Today's date


Request addition to Master's cash in the amount of $22,100 USD upon arrival


Phila., 1600 4/1/02.


Bkdwn as flws:



$15,000 x 100's



  6,000 x  20's



  1,000 x  10's



    100 x   1's 


BRGDS Capt. K.R. Pringle


SAMPLE MESSAGE #2

Address  - "[customer name] Inbox" [via E-Mail] or TELEX addressed to IUM


Subject Line - S.S. ANYWHERE, MASTERS CASH REQUEST [E-Mail only]


Attn: ACCOUNTING & OPERATIONS


S.S. Anywhere
ADVANCE \U 281.75
Today's date


Please deposit ten thousand USD ($10,000) in the S.S. Anywhere's checking account.


BRGDS Capt. K.R. Pringle

12.7.5  WRITING CHECKS ON IUM VESSELS

ADVANCE \U 103.70
a.
There are two keys for the check signer.  One is to turn the machine on and off.  The other key is needed to insert and remove the signature plate.  The plate is to be kept in the Master's safe when not in use.  Blank checks are to be kept in a locked cabinet or in the safe.

ADVANCE \D 191.25
b.
If a ship has a check signing machine, the following rules are not altered.

ADVANCE \D 286.25
c.
When an IUM customer has decided to authorize IUM to install check writing capability on the ship, the Master will adhere to the following guidelines:

ADVANCE \D 456.20

·
The maximum amount of checks that can be written on the ship to an individual during a 1 month payroll period is $10,000.  A check for more than this amount must be cleared by the IUM Payroll Dept. in writing.

ADVANCE \D 685.25

·
The Master (or IUM authorized person) is permitted to issue checks to crew members for covered funds.  [Covered Funds are understood to be base wages + overtime less; applicable taxes + withholding + approximate return air fare to the crew members port of engagement.]

ADVANCE \D 973.25

·
The Master (or IUM authorized person) may issue checks to third parties on behalf of a crew member provided the crew member signs for the receipt of the check.  This function is at the discretion of the Master.

ADVANCE \D 1203.20

·
The IUM Payroll program can accommodate multiple checks at the time of a draw, relay or payoff.  (They are entered as subsequent relays.)  The number of checks requested by any individual may be limited by the Master, but normally should not exceed three per draw, relay or payoff.

ADVANCE \D 1504.25
d.
Monthly Accounting



Carbon copies of all checks written (and the check register) are to be sent to the Payroll Dept. with the next payroll package.

ADVANCE \D -1604.55

All voided checks and all carbon copies are to be sent to the Payroll Dept. with the next payroll package.

ADVANCE \D -1480.55
e.
When in ROS status



Checks are issued in ROS only for the semi-monthly payroll or for sign off.  Check amounts must be approved in writing by the Payroll Dept. prior to being issued.

ADVANCE \U -1344.95
It must be noted that the check register balance should always remain the same, i.e. - it should reflect the starting amount at all times.

12.7.6  CREW ADVANCES

ADVANCE \U -1523.90
If practical, the Master will allow crew members an advance (draw) against their earned wages prior to calling at each port.  The amount of cash advance, up to the net wages earned, to be allowed is at the Master’s discretion.  When there is a high frequency of port calls, the Master may designate a port or date for allowing a cash advance.  The Master must keep accurate records of any cash advanced and record the information into the payroll program.

12.7.7  RELAYS/ALLOTMENTS

ADVANCE \U 1253.85
Relays

The Captain or 'person in charge of the vessel' can petition the Payroll Dept. at any time to have a check sent out of the IUM HQ office.  An e-mail, telex or fax (856-770-1635) detailing: the amount, payee and bank info if necessary, sent to the Payroll Department will result in a check being placed in the US Mail on the next check cut day (Monday & Thurs.)  Typically these requests are sent mid-month (see coverage guidelines below) and as a supplement to payoff.


Allotments
ADVANCE \U 747.90
In the event that the Payroll program is not utilized for allotments, form IUM-V-PAY-004 has been provided.  Whether or not the for is used, the following rules for allotments apply.

ADVANCE \U 548.85
1.
Allotments will be mailed twice monthly on the first business day on or prior to the 15th and the last day of the month.

ADVANCE \U 408.90
2.
Allotments must be covered.  For allotment purposes, compute your base wages plus week-end overtime (only) and multiply by 70%.  This figure is the maximum allowed monthly amount permitted.

ADVANCE \U 199.90
3.
If you wish your allotment to go to a bank or other financial institution, you MUST include the account number.  Make sure that you double check the #!

ADVANCE \U 28.90
4.
Each crew member may authorize a maximum of two checks for each mailing.

12.7.8  CREW TRANSPORT EXPENSES

ADVANCE \D 96.10
IUM Personnel Department provides coordination of travel for crew members joining a vessel.  IUM's designated travel agent is contacted to arrange ticketing.  The tickets are printed and time requirements considered.  If possible, tickets are mailed or sent overnight to the crew member.  If time does not permit, a prepaid ticket is arranged for airport counter pick-up.  When possible, in a U.S. port, crew replacements are made by requesting crew members from the union hall closest to the vessel.  For overseas assignments, IUM contacts AMO headquarters and the SIU Manpower Office.  Occasionally officers are requested to make their own arrangements.  In this instance, the Master will reimburse the officer for travel expenses upon presentation of valid receipts.  The Master should utilize the "Crew Transportation Expense Report" (form # IUM-V-PAY-002) for this purpose.  The Master should contact the Home Office, Marine Personnel Department for any questions in this regard.


Ground travel reimbursement to and from the airport will only be made at reasonable shuttle rates.  Excessive cab and/or rental car charges will no be reimbursed unless specifically approved by this office.

12.7.9  OVERTIME RECORDS

ADVANCE \D 1332.10
Each department head is responsible, to the Master, for keeping accurate overtime records in their respective departments.  The Master is responsible for reviewing and signing each overtime sheet.  The Master will enter the overtime information into the vessel’s payroll program.  The IUM overtime sheets (form IUM-V-PER-006), as per the example in the Administration Section of the "Forms Addendum" shall be used.  Three copies will be maintained.  One copy for the crew member, one copy for the Home Office - Payroll Department and one copy to be retained in the vessel’s payroll files for a period of two years.


Disputed overtime shall be recorded on the "Disputed Overtime" (form PER-IOM-4) form as per the example in the "Forms Addendum" to the OMV.  Copies of the form shall be given to the individual, the Home Office (Marine Personnel) and a copy retained in the vessel file.  Any questions regarding the payment of overtime shall be addressed to the Home Office, Marine Personnel Department.


A copy of all overtime sheets is to be sent to payroll monthly.

12.7.10  SLOP CHEST

ADVANCE \U 1494.5
The Master is responsible for maintaining a proper slop chest aboard the vessel.  He\she shall institute the necessary controls so that the cost of the items in the slop chest are recovered from those who purchase same.  No alcoholic beverages will be allowed in the slop chest or aboard the vessel.  A summary report (form ST-ALL 10) shall be completed and forwarded to the Home Office at the change of Master or at the end of each quarter (See the Change of Command Section of the "Forms Addendum".)

12.7.11  CREW INFORMATION TRANSMISSION REQUIREMENTS

ADVANCE \U 923.0
A federal law concerning tracking of parents owning child support requires that we report new hires within 20 days of an employee's first day on the job.  In order to meet this requirement, we must require all ships forward information more often than has previously been the case.  In order for us to have information soon enough to meet the government reporting requirement, we need to have crew information from you approximately every 10 days.  This can be done by doing a "Crew Information" transmission as described on the next page.


In most cases sending in a transmission on approximately the 10th and 20th of each month and at the end of each month will be the simplest way meeting this requirement.  The "Voucher Transmission," which is sent at the end of each month, includes the necessary crew information.  This transmission will meet the end of month requirement.  The other transmissions will be "Crew Information" transmissions, which are described in more detail below.


If your ship operates in a fixed trade that completes a cycle every 10-12 days or less, a transmission should be done at the port where you usually do your crew changes.


If your ship's trade is more irregular, send a "Crew Information" transmission on the 10th and 20th of each month or as close to those dates as practical.  What needs to be accomplished is that you report new hires no more than about 10 days after each person joins your vessel.


Ships in layup or ROS normally do not have a new hire during most 10 day periods.  In this case it will more practical to send a transmission only when somebody actually joins the ship.  However, please keep in mind that ALL NEW HIRES must be reported, including personnel reporting back from vacation and temporary hires (other than employees of outside contractors), even if they work on your ship for only a few hours.


The above requirement does not automatically result in our system being updated with "Crew Information" every ten days.  Therefore the requirement that you send a printed crew list at the begining of each week or upon departure from port remains in effect, and is imperative to insure that our records remain current.


The next page details the procedure for producing a "Crew Information" transmission.  You will find that it is actually much easier and quicker than printing a crew list.

Producing a Crew Information Transmission
ADVANCE \D 1495.901.
From the "Main Menu" of the IUM Payroll System, select:


TRANSMISSIONS - OUTBOUND.  The following screen will appear:

ADVANCE \D 1631.902.
With your mouse click on ( ) Crew Information within the Data to be Transmitted box.

ADVANCE \D -1541.853.
At the bottom of the screen enter the starting and ending dates of the Relay & Allotment or Crew Period.  All crew activity (i.e. joins and detachments) which has occurred during the selected period will be included on the transmission.

ADVANCE \U -1334.604.
With your mouse, click on the <Extract Data> button.  Since the volume of information included on a "Crew Information" transmission is much less than that included on "Vouchers" transmission, the extraction is much quicker.  It should only take a few seconds.

ADVANCE \U -1612.605.
Once the extraction is done, put the transmission on a floppy the same way you prepare a floppy for a "Voucher" transmission.  If you have e-mail on your vessel, send the transmission via e-mail.  Otherwise, send the floppy to the IUM Payroll Department.

ADVANCE \U 1391.20
PRIVATE 
Ship‑to‑Shore Data Transmission  



1. Select type of data to be transmitted (Vouchers or Relays & Allotments).

2. Select Pay Period or Relay/Allotment or Crew period.

3. Extract the data (i.e. select the <(Extract Data> button.

4. Select the transmission method (Either Floppy Disk or Modem).



Data to be Transmitted
Unselected Pay Periods
Selected pay periods


(  ) Vouchers

  
(  ) Relays & Allotments

  
(•) Crew Information
07/21/1994‑08/19/1994

07/20/1994‑07/20/1994

07/01/1994‑07/20/1994

06/20/1994‑06/30/1994

05/14/1994‑06/19/1994

04/30/1994‑04/30/1994

04/08/1994‑05/13/1994

03/25/1994‑03/25/1994
08/20/1994-09/06/1994

<Extract Data>

<Cancel Transmission>






Transmit Via

  
(•) Floppy Disk

  
( ) Modem

<Exit>

Relay & Allotment or Crew Period: 07/11/1998 thru 07/20/1998







12.8
PURCHASING - CONSUMABLES & SPARE PARTS

ADVANCE \U 524.2012.8.1  GENERAL

ADVANCE \U 493.20
When IUM performs purchasing functions for a particular customer, all requests for procurement by IUM will be initiated with a written requisition (form IUM-V-PUR-003) from the vessel.  The quantity, unit of measure, and complete description including manufacturer, model number, serial number, part number, specification of materials, color, and a catalog reference shall be included for each item requested.  The Chief Engineer will approve all engine department requisitions.  The Master will approve all Deck, Radio and Slop Chest requisitions.  Steward Department requisitions shall be completed by the Chief Steward and approved by the Master.  A copy of each requisition shall be maintained aboard the vessel.  Once approved aboard, the original copy of the requisitions will be forwarded for procurement as follows:

ADVANCE \D 346.80
Commercial Vessels

·
Requisitions will be forwarded to the IUM Home Office for review and approval prior to procurement.

ADVANCE \D 484.80
U.S. Government Vessels

·
Operating vessels will forward requisitions to the IUM Home Office for review and approval prior to procurement.


·
ROS vessels will first have requisitions approved by the attending PE prior to sending them to the IUM home office for final approval and procurement.


·
Spare parts should be requisitioned using the PC-SAL Systems.

ADVANCE \D 859.80
Specialized forms have been developed for use in the Steward Dept.  These forms provide a standardized list of items most frequently ordered.  Space has been provided for the Steward to add items not listed.


ADVANCE \D 1084.80IUM-V-PUR-004 - Inventory / Requisition - Provisions


IUM-V-PUR-005 - Inventory / Requisition - Sundries


IUM-V-FOS-003 - Inventory / Requisition - Provisions available at Diego Garcia

ADVANCE \D 1284.75
All other consumable requisitions shall be prepared using form IUM-PUR-003.


Before a vendor is selected, the Purchasing Department will refer to the "Listing of Approved Vendors."  The selected vendor must appear on this list or the Purchasing Department must request from the vendor,information regarding references, facilities, banking or any other information considered helpful in evaluating capabilities.  References from the vessel and local agent are of particular interest in this regard.  When a vendor is selected, the Purchasing Dept. will issue a Purchase Order (PO).  This order will include the name of the vessel, vendor, corresponding requisition number(s), date from the vessel, expected delivery date and PO#.  The PO will list the quantity and description of the items purchased.  Two copies of the PO will be forwarded to the vessel, one green copy and one blue copy.  The green copy is to be maintained aboard as part of the ship’s files.  The blue copy is the "Material Receiving Report," this shall be signed, annotated as necessary and returned by the Department Head to IUM's Purchasing Dept. as soon as possible.

12.8.2  PERSON RESPONSIBLE FOR ORDERING WITHIN DEPARTMENTS

ADVANCE \U 1430.40
The Master or Chief Engineer must sign all IUM requisitions prior to submitting them to the Home Office.  A copy of all vessel requisitions will be retained on board the vessel by the department issuing the requisition.  The following list summarizes who is responsible, to the Master, for requisitioning spares and consumables:

ADVANCE \U 1085.40

IUM forms / Publications
–
Master

ADVANCE \U 1034.40

Slop Chest


–
Master

ADVANCE \U 995.40

Engine Department

–
Chief Engineer

ADVANCE \U 942.35

Deck Department

–
Chief Mate

ADVANCE \U 895.35

Paint



–
Chief Mate

ADVANCE \U 856.35

Stationary


–
Second Mate

ADVANCE \U 812.40

Navigational Supplies
–
Second Mate

ADVANCE \U 759.35

Medical Supplies

–
Medical Officer

ADVANCE \U 706.35

Subsistence Supplies

–
Steward

ADVANCE \U 657.35

Sundries Supplies

–
Steward

12.8.3  GROUPING BY CATEGORY

ADVANCE \U 581.40
Separate requisitions shall be prepared for spare parts, repair services and consumables.


To reduce retyping of items and speed the stores to the ship, it is necessary for the Master and Chief Engineer to ensure that consumable items are separated into logical groups.  The Steward shall request provisions and sundries on separate requisitions.  Mixing of grease, ropes and spare parts requires significant rework in the Home Office.  Grouping similar items and isolating those items that will obviously have to be purchased from different vendors cuts duplication and speeds the delivery of the supplies to the ship.

12.8.4  EMERGENCY REQUISITIONS

ADVANCE \D 87.60
In the event that the vessel requires supplies or a part on an immediate basis the following procedure must be followed.  When so activated, IUM will devote all necessary resources to meeting the vessel's needs.


Even emergency orders need a requisition number.   A number should be selected from the vessel's requisition log and be assigned to the order in question.  If the requisition is telexed, it should be prefaced with the heading "***URGENT***".  A brief explanation will assist all concerned.  [For vessels operating under MSC OPCON the CASREP format will also be utilized.  A CASREP number attached to a shipping document or airway bill expedites the item through the military delivery system.]  When the requisition is faxed, the Master shall write "URGENT" above the "ORIGINAL/COPY" portion of the requisition.  The Master should preface or follow up the requisition with a phone call to the appropriate department head to ensure that the office is alerted that the message/fax is enroute.

12.8.5  VERIFYING RECEIPTS, STOWAGE AND INVENTORY

ADVANCE \D 1158.60
All goods received on board the vessel must be signed for and verified.  Delivery receipts must be retained as well as any packing lists in order to accurately update the vessel's Purchase Orders when received.  All delivery orders that cannot be verified when delivered shall be signed "subject to check."  The blue copy of the purchase order, the "Material Receiving Report" shall be completed and returned to the Purchasing Department (as noted below) as soon as possible after receipt of materials or services.  The responsibility for receiving goods, proper storing and inventory shall be by department as follows:

ADVANCE \D -1482.20

Chief Engineer
–
Engine Department

ADVANCE \D -1430.20

Chief Mate

–
Deck Department

ADVANCE \D -1383.20

Master

–
Medical & Slop Chest

ADVANCE \D -1335.20

Steward

–
Food & Sundries

12.8.5.1  PROCEDURE FOR COMPLETING "MATERIAL RECEIVING REPORTS"


    (Blue copy of Purchase Order)

ADVANCE \U -1430.25
a.
Each item is to be initialled by the person receiving the item.

ADVANCE \U -1513.30
b.
If an item is partially received, indicate the quantity received by drawing a line through the quantity ordered and indicate the actual quantity rec'd and initial.

ADVANCE \U 1580.50
c.
Circle any items not rec'd. and mark "N/R."

ADVANCE \U 1517.50
d.
If a partial shipment is received, retain a photocopy of the "Material Receiving Report" onboard the vessel to be submitted when the next delivery is rec'd.

ADVANCE \U 1341.50
e.
Complete the bottom section of the form & forward to the IUM Purchasing Dept.

12.8.6  SHORTAGES, DAMAGED GOODS AND RETURNS

ADVANCE \U 1198.55
Any materials received that do not meet the acceptable standards and equipment not properly serviced, is not to be used or installed until verification is made for meeting the required standards and specifications.  These items shall be properly identified and totally segregated from any other spare parts.


The vessel will note on the "Material Receiving Report" any item that is short supplied, returned, damaged or received in any manner that does not meet acceptable standards.  The Purchasing Department, once notified of the non-conformity, will arrange for its removal, repair or replacement as necessary.  A copy of the "Material Receiving Report" for such items shall be maintained aboard until the shorted, repaired or replaced item is accepted back aboard the vessel.  This copy should then be noted of the acceptance and returned to the Purchasing Department.


Most discrepancies are noted in the receiving of food stores.  In order to better handle this problem, IUM has developed form IUM-V-PUR-006 (Condition of Stores Received Report).  All ships are urged to use this form to better identify food items that are unsatisfactory.  The form is self explanatory and plays a large role in going back to the chandler's/suppliers when unsatisfactory food or sundry are delivered to the ship.  Use of this from [IUM-V-PUR-006 does not superceed nor replace the requirements stated in Section 12.8.5.1 for completing the "Material Receiving Report."


This form should be completed for each food delivery and faxed to the Home Office if there are discrepancies that need immediate attention.  Otherwise, the completed form can be given to the Master for submission with the regular mail.

12.8.7  MATERIAL LANDING RECEIPTS

ADVANCE \D 551.45
The Master must ascertain that the ship’s equipment or stores are never removed from the vessel without a properly executed landing receipt (form IUM-V-ADM-015) signed by both the department head from which the material was removed and the person who receives the material.  The original copy of the receipt must be sent to the Home Office and a copy retained aboard the vessel.  If an item landed is returned to the vessel, the copy of the initial landing receipt, that was retained on board, will be updated to document the return of the item to the vessel.  A copy of the updated material landing receipt shall be forwarded to the Home Office.

12.8.8  SHORESIDE TRACKING AND PROCESSING

ADVANCE \D 1257.45
The Purchasing Department monitors the progress of an order from receipt of a requisition through to delivery.  As the order nears readiness, transportation arrangements including intermediate handling and any customs clearance documentation are made in coordination with the vessels future movements.  Port agents are instructed to handle local pick-up and delivery to the vessel.  Ship’s personnel check the condition, quantity and specifications of materials received against the purchase order on the "Material Receiving Report" and return the completed report to the Purchasing Department.


The Purchasing Department reviews the “Material Receiving Reports” received from the vessel.  Any item noted as short received or received in an unacceptable condition is noted and followed up with the vendor for replacement or repair as necessary.


The Material Receiving Report is attached to the Purchase Order as verification of items received and authorization for payment of invoices to suppliers.

12.8.9  PURCHASES MADE FROM MASTERS CASH

ADVANCE \U 1614.70
When advised by the Home Office, or for small incidental expenses, the Captain (or person in charge of the vessel) may utilize Mater's Cash for local purchases.  Depending on the customer, a monthly limit will be set.  At the end of the pay period, collect all receipts and attach them to a numbered requisition to open an accounting slot.  This requisition shall show a list of items with prices and a total.  This requisition shall be submitted in the same manner as all other requisition (i.e. to the Port Engineer).
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DRY CARGO SHIPS

ADVANCE \D 16.3013.1
GENERAL

ADVANCE \D 44.25
This section shall apply specifically to dry cargo vessels.  These instructions are supplemented as provided in this manual.  The contents of this section are intended to be general and pertain to all dry cargo ships.  Policies and procedures that apply to specific customers are covered in separate manuals.  As of this revision the following separate manuals have been issued:


ADVANCE \D 440.25TITLE






CUSTOMER

IUM/TOTE Addendum




TOTE


Hvide Forms Addendum




Hvide

Maritrans Forms Addendum



Maritrans

13.2
CARGO MANAGEMENT AND STOWAGE PLAN

ADVANCE \D 615.30
The Master is responsible for approving the Stowage Plan of the ship.  The stowage plan shall provide cargo weights through which stability, trim, and stress may be calculated.  The stowage plan may be prepared prior to the ship’s arrival in port.  When there is no stowage plan, the Chief Mate is responsible for coordinating with the stevedore’s work plan to create an acceptable stowage plan.  Physical characteristics of the ship are to be considered.  Other items affecting the stowage plan are weights and sizes of cargo items, hazardous cargoes, overweight cargoes which may exceed boom/crane/ramp capacity, overweight cargoes which may exceed deck capacity, cargo which may present compatibility problems, and any other special stow considerations.  Stowage plans shall remain aboard for a period of five years.

13.3
STABILITY, TRIM AND STRESS CALCULATIONS

ADVANCE \D 1498.30
The Master is responsible for the ship’s stability, trim, and stress.  It will be duty of the Chief Mate to calculate these items and to submit them to the Master.  The Master must review and approve of these calculations by affixing his/her signature.  The Chief Mate shall take corrective action to improve stability, trim, or stress conditions as approved by the Master.  The Stability Manual, is a U.S. Coast Guard approved document that provides direction in calculations.  Normally, the Stability Manual will include the following instructions:

ADVANCE \U -1410.0
a.
Routine operating instructions.


b.
Computing the ship’s stability, trim, and stress.


c.
Ballasting operations.


d.
Hydrostatic tables.


e.
Trim tables.


f.
Tank capacities.  Free surface tables. 


g.
Examples of Calculations.


h.
Loading manual and cargo operation instructions.


(stability, trim, and stress calculations shall remain aboard for a period of five years.)

13.4
CARGO OPERATIONS

ADVANCE \U 1451.85
The Chief Mate is responsible for all cargo operations.  He/she shall supervise loading, discharge, stowing, and securement of cargo.  He shall supervise the operation of all cargo gear and lifting equipment.  He/she shall note any damage that occurs to the ship or cargo, report the same to the Master in writing, copy to the Chief Engineer.   The Chief Mate shall delegate duties concerning cargo operations to other deck officers.  He/she must ensure these officers are fully aware of their responsibilities and duties.  Cargo holds will be adequately ventilated and all areas shall be well lighted.  Any hazards or unsafe situations which occur are the immediate responsibility of the Chief Mate.  All watertight doors and hatches are to be properly secured for sea prior to departure.


Entries verifying the securement of cargo, securement of watertight doors and hatches, and seaworthiness are to be made in the deck log book.

13.5
CARGO EQUIPMENT

ADVANCE \U 478.85
The Chief Mate is responsible for all cargo equipment.  The ship’s cargo gear shall be properly maintained for safe operation.  The ship’s cargo gear shall not be stressed beyond the designated safe capacity.  Damaged cargo lifting gear shall receive appropriate repairs with replacements that are certified by an appropriate authority.  Damaged lifting gear shall be removed from use and removed from the vessel at the earliest opportunity.  When possible, the damaged lifting gear shall be cut or altered so that it cannot be used.  Otherwise, all damaged gear shall be marked and tagged as follows: “DO NOT USE - DAMAGED GEAR.”


Certificates which verify the construction and strength of all cargo lifting gear shall be kept on file by the Chief Mate.  Cargo gear or lifting equipment that is not documented shall not be used.

13.5.1  CARGO GEAR DOCUMENTATION

ADVANCE \D 402.10
The Chief Mate shall be familiar with the manuals and manufacturers’ information concerning the cargo lifting equipment and all other cargo gear.  He/she shall maintain the Cargo Gear Register which shall contain records and certificates issued by inspection and classification groups.  The Cargo Gear Register shall be maintained in good order and be made available for inspection by shore staff or appropriate regulatory bodies.  The Cargo Gear Register shall be updated immediately to reflect any changes.  All records shall be maintained onboard for a period of five years from expiration.

13.5.2  CARGO GEAR INSPECTIONS

ADVANCE \D 1044.10
The Chief Mate shall inspect all cargo gear each month.  Visual inspections shall be given to all running gear, standing gear, wires, slings, lifting appliances, etc.  When possible, the cargo gear shall be inspected while under operation to check electronic and electric limit switches, and for the normal operation of all moveable components. 


The Chief Mate shall record the inspection in the deck log book and the Master shall make a notation in the Official Logbook.

13.5.3  CARGO GEAR MAINTENANCE

ADVANCE \D 1566.10
The Chief Mate shall be responsible for maintenance to the cargo gear.  This includes lubrication, rust prevention, and mechanical repairs.  He shall coordinate with the Chief Engineer for any repairs which are electric, electronic, and those mechanical repairs where he needs assistance.  The Chief Mate shall notify the Chief Engineer of all mechanical repairs in any case.


The Chief Mate shall maintain a schedule of lubrication for cargo gear, as well as, deck winches and other deck machinery.  He shall record cargo gear maintenance in the Chief Mate’s workbook.

13.6
CARGO SECUREMENT

ADVANCE \U -1521.80
The Chief Mate is responsible for proper lashing, bracing, and general securement of cargo.  He shall coordinate with the stevedore to assure that the proper equipment for lashing and securing the cargo to be loaded is available in sufficient quantities.  During cargo loading operations, the lashing arrangements shall be supervised by a deck officer.  Cargo shall be properly secured and inspected by the Chief Mate prior to departure from port.  The Chief Mate shall make an entry in the deck log book to verify that cargo is secure for sea.


During the voyage, the Chief Mate shall ensure that cargo securement is maintained.  Routine rounds shall be made during a voyage to check securement of cargo.  Broken lashings or shifted cargo shall receive attention whenever it can be safely done.  Injury to personnel shall not be risked during heavy weather conditions or at any time in order to secure cargo.

13.6.1  CARGO LASHING/SECUREMENT DEVICES, INVENTORY AND MAINTENANCE

ADVANCE \U 759.0
Each ship shall have an appropriate amount of lashings for the specific cargo carried during the voyage.  Adequate spare lashings shall be carried to replace damaged lashings and to supplement securement for heavy weather.


Cargo lashings shall be maintained as required or recommended by the manufacturer or the routine practices of good seamanship.  For example, mechanical securing devices such as turnbuckles and binders should receive periodic lubrication with light oil.


The Chief Mate is responsible for maintaining the lashing inventory.  The lashing inventory shall be up-to-date at all times.  Inventories shall be performed on a quarterly basis.  The Chief Mate shall keep these records in his/her files.

13.7
CARRIAGE AND HANDLING OF CARGO

ADVANCE \D 13.9513.7.1  VENTILATION AND ATMOSPHERE CONTROL

ADVANCE \D 72.0
Ventilation systems for the cargo areas are to be properly maintained at all times.  The Chief Engineer is responsible for maintaining the ventilation system.  The Chief Mate may operate the system but must report any deficiencies immediately to the Chief Engineer.


The Chief Mate is responsible for properly operating the cargo ventilation system to control the following situations:

ADVANCE \D 474.95
a.
Dehumidification and moisture control;

ADVANCE \D 532.95
b.
Vehicle exhaust;

ADVANCE \D 568.95
c.
Dust due to cargo operations or the cargo itself;

ADVANCE \D 637.95
d.
Toxic or hazardous fumes;

ADVANCE \D 682.95
e.
Explosive vapors.


A safe atmosphere must be maintained in the cargo areas at all times.  The Chief Mate is responsible for monitoring the atmosphere in this area and to react immediately to any hazardous situations.  Where automated monitoring systems are installed, these systems shall be inspected quarterly and the results logged in the deck logbook.

13.7.2  REFRIGERATED CARGO

ADVANCE \D 1086.0
The Chief Engineer is responsible for operating and maintaining any refrigerated cargo systems, including those for independent containers and trailers.  Cargo temperatures shall be monitored at least three times daily.  Records of reefer temperatures shall be maintained during the voyage and submitted to a company representative upon completion of the voyage.


The Chief Engineer shall ensure that only persons certified in handling refrigeration systems shall be assigned to repairs.

13.7.3  HAZARDOUS MATERIALS, EXPLOSIVES AND SPECIAL CARGOES

ADVANCE \D -1623.80
Hazardous materials and explosive cargoes may be carried.  These materials shall be listed on the Dangerous Cargo Manifest.  The Dangerous Cargo Manifest (DCM) shall be posted on the bridge during the voyage and until discharge of cargo is complete.  In addition, Material Safety Data Sheets may be issued by the shipper.  The MSDS reports are to be maintained by the Chief Mate in the MSDS file.  Hazardous materials and explosives shall be handled in accordance with 49 CFR, Transportation, Parts 100 -177.


Heavy lift and outsize cargoes require special precautions that will be specific to the ship and her equipment.  The Chief Mate is responsible for ensuring all cargo has been inspected prior to special movements.  He/she shall also prepare for stability and stress guidelines according to the stability manual.  Finally, the Chief Mate shall ensure that the stowage location is acceptable for such items as deck load stress.


Special instructions and documentation from the charterer or shipper for hazardous cargo or special cargo shall be the responsibility of the Chief Mate.  He/she shall notify the Master and Chief Engineer of any requirements which shall affect routine operations of the ship.


Particular regard shall be made for special cargo and the stowage location.  For example, containers requiring an operating diesel generator such as reefer trailers shall not be stowed in areas with inadequate natural ventilation.

13.7.4  DAMAGED CARGO AND SALVAGE OF CARGO

ADVANCE \U 773.15
Cargo may be damaged during loading or discharge, heavy weather, or some other incident.  The Master is responsible for any handling of damaged cargo and all salvage operations that occurs to the cargo while it remains on board.  Damaged general cargo shall be re-secured when it can be safely accomplished.  Cargo that is spilled shall be guarded against pilferage and protected when possible from further damage.  This cargo shall be discharged upon arrival for proper salvage claims.


In the case where damaged cargo may threaten damage to the ship, crew, or the environment, procedures must be followed as stated in the IUM Vessel Response Plan.  HAZMAT spills shall belong to this category.  Emergency procedures for incidents shall be followed as required according to the government agencies, owner, or charterer.


TOTE ships shall also refer to the TOTE Vessel/Terminal Response Plan for specific guidance.


In cases of damaged cargo, it is the responsibility of the Master to submit an Incident Reporting Package form IUM-V-SAF-017.  The Master shall follow the guidelines described in OMV Section 3.3.11.  In addition, the Master shall prepare and submit an appropriate Note of Protest as described in OMV Section 10.13.6.5.

13.8
BALLASTING, TANK SOUNDINGS

ADVANCE \D 514.80
The Chief Mate shall maintain control of the ballast arrangement in order to comply with stability and stress requirements as directed in the Stability Manual.  He/she shall coordinate any changes to the ballast arrangement with the Chief Engineer.  Routine transfers of ballast may be conducted by the Chief Mate with the Engineer on watch but in all cases the Master and Chief Engineer shall be notified when practical.


It is the responsibility of the Master and the Chief Engineer to ensure that tanks, holds, voids, and bilges are properly sounded and shall periodically review the soundings.  Unusual soundings or changes in levels should be promptly investigated.  The Chief Mate shall be responsible for maintaining records of all tank, cofferdam, void, and bilge soundings.  He/she shall coordinate with the Chief Engineer those spaces which are the responsibility of the Engine Department and shall receive the soundings from the Chief Engineer.  Tank soundings, cargo holds and other bilges shall be sounded periodically as deemed necessary by the Master in accordance with the operation of the ship.  Particular attention to tank levels is to be observed during lay-up or dry dock status.


Ballast tanks shall not be filled until overflow through the vents.  A ballast tank shall be considered full when it is 98 percent full.

13.9
PERSONNEL

ADVANCE \D -1389.0
The Master is responsible for verifying that assigned persons are properly qualified and licensed for their position as per the policy statement in OMV Section 3.6.3.  In addition, persons joining the ship that will be operating machinery and/or cargo gear shall receive an appropriate indoctrination as per IUM policy in OMV Section 3.2.1.2.

13.10
US CUSTOMS DUTY FOR "IN-BOND" CARGO
ADVANCE \U -1635.45
This rule has been recinded.
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14
OIL TANKERS

ADVANCE \D 212.6014.1
GENERAL

ADVANCE \D 240.65
This section shall apply specifically to tank vessels.  These instructions may be supplemented as provided in this manual.

14.2
POSTING OF OIL TRANSFER PROCEDURES

ADVANCE \D 421.65
An accurate and detailed set of cargo transfer instructions shall be posted in the cargo control room or nearby location.  These instructions shall comply with 33 CFR 155.720 -155.760.  The Person-in-Charge of cargo operations shall be familiar with these instructions.

14.3
CARGO MANAGEMENT

ADVANCE \D 731.60
The loading, discharging and ballasting of the vessel shall be carried out in a manner that allows for an accurate account of all products loaded or discharged.  Vessels calling at the same loading or discharge ports shall rely on vessel experience factors where applicable.  Care should be taken to ensure that all cargo calculations are accurate.  Cargo transfer operations shall be done effectively and safely.

14.3.1 CARGO SURVEYS

ADVANCE \D 1183.65
Independent cargo surveys should be closely monitored by vessel personnel to ensure the survey is properly conducted.  Only properly grounded ullage tapes and sampling devices shall be used.  When possible, a deck officer should witness the tank measurements.  Cargo surveys should only be conducted after all transfer operations have been completed.  Any list should be corrected prior to the commencement of the cargo survey.  An accurate reading of the vessel’s draft (FWD, MID, AFT) is a critical element of the survey.  When possible, all independent cargo calculations should be verified by the Chief Mate.  Any unusual discrepancies found shall be brought to the Master’s attention.  Increases in free water should be investigated and most probable cause noted.  In cases of unusual cargo shortage, all adjacent tanks or void spaces shall be sounded.


A cargo protest letter may be issued to protest any discrepancies in the cargo figures when loading or discharging according to any Owner and/or Charterer’s instructions.  Form IUM-V-DCK-010 is a form letter that may be used if no other form is required by the Owner or Charterer.  The Home Office shall be copied on all protest letters issued or received.  Copies of all protest letters shall be retained aboard the vessel in either the voyage or cargo file.

14.3.2 RETAINED ON BOARD (ROB)

ADVANCE \U 1380.45
Every effort should be made to limit the amount of product remaining on board after the final cargo transfer is completed.  This will include the use of stripping pumps when practical.  If possible, all product remaining on board should be transferred into one tank.  This will allow for a more accurate measurement and let the vessel utilize the load-on-top method of loading.

14.3.3 CARGO DOCUMENTATION FILES

ADVANCE \U 952.50
Unless otherwise directed by the owner and/or charterer, tank vessels shall maintain a voyage cargo file that shall include the following:

ADVANCE \U 797.50
·
Notice of Readiness,

ADVANCE \U 758.50
·
ROB/OBQ Statements,

ADVANCE \U 720.45
·
VEF calculation,

ADVANCE \U 685.50
·
Pre-transfer Declaration of Inspection,

ADVANCE \U 627.45
·
Ullage & survey reports,

ADVANCE \U 584.50
·
Pumping logs,

ADVANCE \U 552.45
·
Inert Gas recorder cards (or a notation describing the storage location of the paper rolls),

ADVANCE \U 441.45
·
Printouts from the oil/water content monitor,

ADVANCE \U 377.50
·
Statement of facts,

ADVANCE \U 339.45
·
Copies of Bills of Lading,

ADVANCE \U 294.45
·
Stability and Stress data printout,

ADVANCE \U 240.45
·
Notes of Protest.


Unless otherwise directed by the owner and/or chartered, for the purpose of record keeping both in the cargo file and for the navigation data, the new voyage commences once the hoses have been disconnected at the discharge port.  The voyage includes:

ADVANCE \D 48.45
·
Transit to the load port

ADVANCE \D 91.50
·
Loading

ADVANCE \D 117.45
·
Transit to the first and all subsequent discharge ports until the cargo is completely discharged from the vessel and the cargo hoses disconnected.


Cargo load/discharge ullage survey reports shall be completed for all loading and discharge operations.  A copy of the ullage survey report shall be submitted to either the Home Office or West Coast Office and a copy retained on board in either the voyage or cargo file.  The Chief Mate or the Person-in-Charge shall sign all cargo survey reports.


The Chief Mate is responsible for maintaining a pumping log for all cargo discharge operations (See OMV Section 18.1).  Times for the starting/stopping of cargo pumps, commencing/completion of crude oil washing, stopping/resuming of discharge operations, significant reductions/increases in discharge rates, discharge pressure at the manifold and pump and any other events that affect discharge operations.


The Person-in-Charge is responsible for maintaining the cargo log book.  Details of  loading, discharging, tank cleaning, ballasting, purging, inspections, gas freeing, meter calibration, and transferring of cargo or ballast shall be entered into the cargo log book.  See OMV Section 14.12 for additional guidelines on the cargo log book.

14.4
POLLUTION PREVENTION

ADVANCE \D 1409.50
IUM tankers shall be managed in a socially, environmentally and economically responsible manner.  Operations must be conducted with the utmost regard for the safety of its employees, the public and the environment, in accordance with good business practice and regulatory requirements.


Upon detecting any water pollution in close proximity to the vessel, regardless of the suspected origin, cargo operations shall be stopped, the Master notified, local authorities notified and the Company’s Emergency Response Plan initiated.

14.4.1  POLLUTION OFFICER

ADVANCE \U -1326.15
A Pollution Emergency Officer will be designated, by the Master.  The Vessel Response Plan lists the duties and responsibilities under VRP Section 4(c).

14.4.2  MONITORING OF WATERS IN CLOSE PROXIMITY TO VESSEL

ADVANCE \U -1554.15
Prior to the start of any transfer operations, the waters around the vessel shall be checked and any unusual discolorations or sheens promptly reported.  During cargo transfer operations, the Person-in-Charge shall be responsible for conducting an inspection of the waters in close proximity to the vessel at reasonable intervals.  These inspections may be assigned to the deck watch.  An entry shall be made in the cargo log book upon completion of each inspection.

14.4.3  SCUPPER PLUGS AND DECANTING LINES AND BLANKS

ADVANCE \U 1185.65
Prior to the start of any cargo transfer the Person-in-Charge shall ensure that all deck scupper plugs are securely in place, all unused manifold connections properly blanked and all decanting valves closed.  A visual inspection of the deck, including areas outside of the fishplate, shall be made prior to commencing cargo transfer operations.

14.4.4  MANAGEMENT OF FREE WATER ON DECK

ADVANCE \U 782.60
The Person-in-Charge is responsible, to the Master, for the proper management of free water on deck.  Prior to arrival in port the main deck should be drained of any free standing water.  When portable pumps are used to handle the water, they should be rigged prior to arrival.  During periods of snow or rain a close check should be kept on deck water runoff.  The Person-in-Charge should instruct the deck watch regarding the handling of any such water.  If needed, suspend cargo operations until any problem situations are resolved.

14.5
PERSON-IN-CHARGE

ADVANCE \U 206.60
The Master shall designate a qualified officer as Person-in-Charge for each cargo or bunker transfer operation, in compliance with 33 CFR 155.700 and 155.710.  Form IUM-V-DCK-013 (or similar) must be completed and signed by the Master.  The completed form shall be retained on board for a period of five years.  The Person-in-Charge shall be responsible for all aspects of safe and efficient cargo operations.  The Person-in-Charge has complete control of all cargo operations.  The deck officers, deck watch and pumpman will be under the direct supervision of the Person-in-Charge.  The Person-in-Charge will provide instructions to all personnel involved in cargo operations.  The deck watch, including the deck officer, will report directly to the Person-in-Charge.  Safe operational practices and good common sense shall be used at all times.  An officer shall not assume the responsibility of Person-in-Charge if he/she does not feel they can safely handle the operation.  The Person-in-Charge shall comply with OPA 90 work hour limitations.  An entry shall be made in the Cargo Log Book each time the Person-in-Charge changes.  When the Chief Mate is not acting as Person-in-Charge, he is relieved of the cargo responsibility by the officer designated as Person-in-Charge.


The Person-in-Charge must read, understand, and sign the Declaration of Inspection, Terminal Check List and any other document presented at the pre-transfer conference.  Do not commence cargo operations until the pre-transfer conference has been completed.


The Person-in-Charge of cargo operations shall read, understand and sign the Master’s standing orders for cargo operations.  The Person-in-Charge shall ensure that all deck watch officers have read and understand the Master’s cargo orders.  In addition, the Chief Mate may issue a set of cargo orders for the deck watch officers to read, follow and sign.


The Person-in-Charge shall be familiar with and have a working knowledge of the:

ADVANCE \D -1489.50
·
Cargo control system

·
Emergency shutdown procedures

ADVANCE \D -1417.50
·
Segregated ballast system

·
Inert gas system

ADVANCE \D -1353.45
·
Cargo and ballast gauging systems
·
Overfill alarm system

ADVANCE \U -1344.0
·
Vapor recovery system

·
Vessel stress management system

ADVANCE \U -1419.0
·
Cargo pumps and all related cargo handling equipment


If fitted and in operation, the Person-in-Charge shall be certified for vapor recovery operations and be completely familiar with the vapor recovery system.


The Person-in-Charge shall instruct the deck watch, deck officers and pumpman on the procedures for an emergency shutdown.

14.6
ON BOARD SPILL CLEAN-UP EQUIPMENT AND SUPPLIES

ADVANCE \U 1286.80
Dedicated on board spill clean-up equipment shall be maintained in accordance with 33 CFR 155.205.  The VRP Section 4(c).23 lists the required equipment and assigns responsibility for maintaining it.  During cargo transfer operations, the equipment and supplies must remain ready for immediate use.

14.7
CARGO MONITORING DURING SEA PASSAGE

ADVANCE \U 928.80
During the voyage, the Chief Mate shall closely monitor the cargo tanks to ensure that the atmospheres in those spaces remain within the recommended guidelines and that the cargo levels are as expected, allowing for evaporation, expansion and shrinkage.

14.8
MAINTENANCE, INSPECTIONS AND TESTING OF CARGO EQUIPMENT

ADVANCE \U 595.80
The Chief Mate is responsible, to the Master, for the general maintenance, inspection and periodic testing of all cargo equipment.  Maintenance should be performed in accordance with the manufactures’ recommendations and/or any on board established procedures.  The Chief Mate shall see that all cargo equipment is maintained in working order and any required markings or labels properly placed.  The Chief Mate should submit a repair requisition, to the Master, for any known deficiencies which cannot be corrected by the deck department.  Upon completion of any inspections or testing the appropriate log book entry shall be made by the Chief Mate.

14.9
INERT GAS SYSTEM

ADVANCE \D 95.15
The Master has overall responsibility for the safe and proper operation of the inert gas system and will ensure that both deck and engine departments carry out their respective functions correctly.  The Inert Gas System must be used in all phases of cargo operations including:

ADVANCE \D 389.15
·
Primary inerting and re-inerting,

ADVANCE \D 441.15
·
Loading and discharging cargo,

ADVANCE \D 490.20
·
Purging,

ADVANCE \D 517.20
·
Crude oil washing,

ADVANCE \D 554.15
·
Gas freeing.


The Chief Engineer is responsible for the general maintenance, inspection and testing of the inert gas plant.  He will ensure that the inert gas plant is operated and maintained within the manufactures guidelines.  The Engine Department will be responsible for the start-up and shut down of the inert gas plant.  The Chief Mate is responsible for the cargo tank atmosphere and the safe operation of the inert gas system, including the setting of all valves on deck.  The Chief Mate will be responsible for monitoring the output and deployment of the inert gas.  The Chief Mate will be responsible for the maintenance of the liquid seal, pressure/vacuum breaker, main deck and branch lines.  The Chief Mate and Chief Engineer should be familiar with the inert gas system manual and have a good working knowledge of the system.  Close cooperation is essential.  Additional information on the system and procedures are contained in the IUM Emergency Preparedness Manual.

14.9.1  VENTING OF FLAMMABLE CARGO TANK VAPORS

ADVANCE \D 1603.20
The Chief Mate is responsible for maintaining the cargo tank atmosphere within recommended pressure/vacuum limits.  At sea, special care will be exercised when it becomes necessary to vent excess pressure.  Prior to venting any flammable cargo vapors, the bridge will be notified and the wind conditions taken into consideration.  If necessary, the vessel’s course can be adjusted to allow for the trailing vapors to be carried away from the ship’s stack and accommodation spaces.  With the exception of purging operations, venting of flammable vapors will only be permitted through the vent mast riser.

14.9.2  INERT SYSTEM FAILURE

ADVANCE \U -1597.85
In the event of a failure to supply a positive pressure of good quality inert gas, all cargo, de-ballasting and tank cleaning operations must be suspended and action taken to prevent any air being drawn into the tanks.  The main deck isolation valve must be shut, all vents, ullage ports and tank cleaning plates, if open are to be securely shut.  Upon system failure, it is important to isolate and contain the inert atmosphere in the tanks.  Outside air must not be allowed to enter the tanks as the initial air flow of inert gas (upon restarting the system) can generate static electrical charges.


If air has entered the system, a resumption of inerting could introduce potentially dangerous static levels and therefore during re-inerting, ullaging, sampling, dipping equipment or portable tank cleaning machines may not be inserted until it has been established that the tank or hold is again safely inerted.  When restarting the inert gas system, the oxygen content of the output should be closely monitored.  Ideally, no inert gas with an oxygen content of greater than 5% should be introduced into the tanks.  Only after the system has proven operational and the tank atmosphere tested below 8% should operations resume.


In the event of a total failure of the system which is considered impracticable to repair within 24 hours, cargo discharge or de-ballasting of a hold may only be resumed providing the following precautions are taken:

ADVANCE \U 213.0
a)
The flame screens are checked to ensure they are in a satisfactory condition.

ADVANCE \U 115.95
b)
The gas vent valves are in the open position.

ADVANCE \U 51.0
c)
No dipping, ullaging, sampling or other equipment should be introduced into tanks or holds unless essential for the safety of the operation and then, only after at least 30 minutes have elapsed since the injection of inert gas ceased.  All metal components of equipment to be introduced must be securely grounded.  This restriction should be applied until a period of five hours has elapsed since the injection of inert gas had ceased.


An immediate report must be made to the company in the event of any failure of the inert gas system which requires a departure from normal operations.


No tank cleaning operations will take place (or resume) without permission from the  Home Office.  In the event of such permission being received, additional precautions as laid down in Chapter 8.3 of the ICS Inert Gas Guide must be observed.

14.9.3 OVER PRESSURE PREVENTION SYSTEMS

ADVANCE \D 843.0
SOLAS Chapter II Regulation #59 covers the prevention of over pressurization of cargo tanks.  This rule mandates the installation of high level alarms, overflow control systems or equivalent means, together with gauging devices and cargo filling procedures to prevent over pressure or over filling a liquid cargo tank.  This rule take effect on the first drydocking after 7/1/98.


Each vessel will be fitted with a system designed for it's specific cargo and trade.

14.10
INSPECTION OF CARGO AND BALLAST TANKS

ADVANCE \D 1371.0
The Chief Mate is responsible, to the Master, for the safe entry of ship’s personnel into cargo and ballast tanks for inspections.  IUM’s Enclosed Space Entry Permit (See form IUM-V-DCK-001) and procedures for entry in the EPMV must be followed.


The Master is responsible for conducting any required cargo or ballast tank inspections. He/she may assign an officer to carry out the actual inspections.  Upon completion of any tank inspection an entry shall be made in the Deck Log Book.  Any significant defects found will be noted in the deck log and the Company advised of the details.  A record of persons entering the tanks for inspection or repair shall be maintained.


If for any reason a required inspection of either a cargo or ballast tank is not conducted, then an entry shall be made in the deck log stating the reason.

14.11
OIL RECORD BOOK

ADVANCE \U -1588.65
The Chief Mate is responsible for properly maintaining an Oil Record Book in accordance with 33 CFR 151.25 (See OMV Section 12.1.5.1 and 18.1).  The Oil Record Book will be retained on board as per OMV Section 3.1.1.

14.12
CARGO LOG BOOK

ADVANCE \U 1433.15
The Person-in-Charge is responsible for maintaining the Cargo Log Book (See OMV Section 18.1).  The Cargo Log Book entries will include, but are not limited to the following:

ADVANCE \U 1242.10
·
Cargo transfer and loading operations

ADVANCE \U 1186.10
·
Change of the Person-in Charge

ADVANCE \U 1137.10 
·
Tank cleaning and gas freeing operations

ADVANCE \U 1077.10
·
Segregated and dirty ballast operations

ADVANCE \U 1019.15
·
Meter and gauge calibrations

ADVANCE \U 972.10
·
Inspection of cargo handling gear

ADVANCE \U 920.15
·
Testing of oil/water content monitor

ADVANCE \U 865.10
·
Internal transfer of cargo or ballast

ADVANCE \U 809.15
·
Pressure testing of cargo or crude oil wash pipelines

ADVANCE \U 737.15
·
Operation of the inert gas system

ADVANCE \U 685.10
·
Testing of cargo pump trips and alarms

ADVANCE \U 628.10
·
Testing of high level cargo alarms

ADVANCE \U 575.15
·
Inspection or test of P/V seal

ADVANCE \U 526.10
·
Measurement of hydrocarbon levels in cargo tanks

ADVANCE \U 459.10
·
Inspection of waters around the vessel

ADVANCE \U 402.10
·
Tender time of Notice of Readiness

14.13
TANK CLEANING OPERATIONS

ADVANCE \U 316.10
The Master will advise the IUM shoreside staff prior to commencing any tank cleaning operations.  The Chief Mate is responsible for conducting safe and effective tank cleaning operations.  Tank cleaning manuals are provided on board and list procedures for conducting safe tank cleaning operations. The EPMV Manual also contains information and policy for tank cleaning operations.

14.13.1  CRUDE OIL WASHING

ADVANCE \D 109.85
Crude Oil Washing (COW) is a tank cleaning procedure that utilizes crude oil as the washing medium.  Crude oil is discharged through fixed tank washing machines positioned so that oil is sprayed on internal structures to remove the oil residue that would normally remain after cargo discharge.  COW is conducted in the same manner as water washing.  Once back into suspension, the combination of remaining cargo and residue can then be discharged ashore through the regular piping.  Due to the solvent action of the crude oil, the amount of oil and sludge recovered and pumped ashore is increased.  COW therefore provides an economic benefit because of the increased amount of cargo discharged ashore.  Additionally, the potential for operational oil pollution is reduced because less residue remains in the empty tanks.  COW is also effective in reducing sludge build-up in cargo tanks (which is especially beneficial) prior to shipyard entry.


Notification to Terminal - When it is possible to carry out COW during cargo discharge, the responsible officer, giving the anticipated effect on the overall discharge time, should notify the terminal representative of the estimated start and finish of COW operations.


Types of Washing Machines - Only fixed washing machines inside the tank shall be used for COW.  Portable equipment supplied by portable hoses shall not be used.


Tank Atmosphere Control - Compared with water, crude oil produces a much lower electrostatic space charge in the tank during the washing process.  Nevertheless, it is necessary to conduct COW only in atmospheres controlled to avoid a flammable gas mixture, i.e. using inert gas with an oxygen content less than 8% by volume.


Precautions Against Leakage from the Washing System - Before arrival in port, when it is intended to COW, check to assure that the valves on all washing machines are shut.



While COW is in progress, the system must be kept under continuous observation so that any leak is detected immediately and corrective action taken as appropriate.



On completion of washing, the piping system must be drained of oil.  If it is necessary for the system to be cleaned, it should be flushed through with water into appropriate tanks.  If it is required to be gas-free, it should be ventilated in the same way as cargo lines.


Avoidance of Oil/Water Mixtures - Before COW is commenced, any water which may have settled as a water bottom should be withdrawn from each tank.  The slop tank, if it is to be used for the washing supply, should be discharged and refilled with dry crude oil.


Exclusion of Oil from the Engine Room - If any part of the tank washing system extends via tank wash heater into the engine room, it should be blanked off to prevent any oil entering the engine room.


Cargo Tank Ballast - After COW, small quantities of cargo remain in the tanks, pumps and pipelines.  However, ballast loaded into such tanks should have a low oil content compared with ballast loaded into unwashed tanks.  This ballast should be easier to process through the load-on-top system.  The oil content can be further reduced by draining pumps and lines ashore or by flushing them into a slop tank before ballast is loaded.


Control of Atmospheric Emissions - During crude oil washing, hydrocarbon gas concentration is increased within the tank.  Inert gas supply is controlled so as to maintain a positive pressure below the level at which the pressure/vacuum relief valves operate.  By this means, both the venting of hydrocarbon gas from the tank and the entry of air from outside the tank are prevented.



However, during the subsequent ballasting of cargo tanks, the mixture of inert gas and hydrocarbons is vented.  Simultaneous atmosphere ballasting and cargo discharge reduces vapor emissions.  This should be adhered to whenever system design permits.

14.14
LOADING OPERATIONS

ADVANCE \D 81.70
The vessel’s voyage orders will give detailed instructions on the quantity and type of cargo to load.  The Chief Mate is responsible for submitting a cargo load plan, to the Master, for review and approval.  Information in the Vessel Loading Manual and/or Stability Manual should be incorporated into the cargo load plan for the safe loading of the vessel.  Any specific loading restrictions or considerations, such as hydrostatic balance in the cargo wing tanks or attention to thermal shock, will be addressed in the cargo load plan.


The designated, on duty, Person-in-Charge, is responsible for the safe loading of the vessel.  His\her responsibilities are described in OMV Section 14.5.  The form to be used for this designation is IUM-V-DCK-013.


The Person-in-Charge shall review and follow the approved cargo load plan.  It is advisable to start with the slowest available loading rate to cushion all tanks to be loaded with that particular cargo and then, increase the rate only when it is safe to do so.  The Person-in Charge shall adjust the loading rate as necessary to ensure safe loading conditions.  When topping off cargo tanks the Chief Mate shall be in attendance and shall supervise the reduction of the loading rate so as to sufficiently minimize the potential of an overfill.


Cargo vapors vented during loading operations are flammable and toxic.   When vapor recovery is not in operation, all cargo vapors will be vented through the vent mast riser or high velocity vents.  The Person-in-Charge should monitor the wind conditions as to determine when these vapors are could possibly be accumulating on deck or trailing toward the house ventilation intakes.  In still air conditions it may become necessary to suspend loading operations or reduce the rate.  When cargo vapors contain benzene, appropriate respirator masks shall be made available to the crew and their use recommended and encouraged.


The Person-in-Charge is responsible for following any cargo loading instructions issued by the Master.  Prior to loading operations he\she shall read, sign and understand these instructions.

14.15
FIRE FIGHTING EQUIPMENT DURING CARGO OPERATIONS

ADVANCE \U -1616.40
All fixed foam monitor stations shall be readied for immediate use with the turret trained as appropriate.  Emergency fire pump discharge shall be routed to include the fixed foam line.  All main deck exterior fire stations shall be readied with fire hose attached to each station.  A least one station forward of and one station aft of the manifold shall have the hose stretched out.


The foam and fire lines shall be pressurized throughout the cargo transfer.


Two portable dry chemical fire extinguishers shall be stationed at the manifold area and ready for immediate use.  Care should be taken as not to place these extinguishers too close to the drip pan.  (Also see EPMV Section 8.3.)


It should be noted that many terminals restrict radio transmissions and smoking while the vessel is along side the berth.  The Master shall instruct the RO/ET of this restriction and must also designate (and post those areas where smoking is permitted.  Normally these areas shall be the crew mess halls, the Engine Control room and the Cargo Control room.  Some terminals also require a spark arrestor be fitted to the stack during cargo operations.  This shall be coordinated with the Chief Engineer.

14.16
DISCHARGE OPERATIONS

ADVANCE \U 416.45
The vessel’s voyage orders will give detailed instructions on the quantity and type of cargo to discharge.  The Chief Mate is responsible for submitting a cargo discharge plan, to the Master, for review and approval.  Information in the Vessel Cargo Manual and/or Stability Manual should be incorporated into the cargo discharge plan for the safe discharging of the vessel.  Any specific discharging restrictions or considerations, such as hydrostatic balance in the cargo wing tanks or attention to thermal shock, will be addressed in the cargo discharge plan.


The designated, on duty, Person-in-Charge is responsible for the safe discharging of the vessel.  His\her responsibilities are given under OMV Section 14.5.


The Person-in-Charge shall review and follow the approved cargo discharge plan.  Start with the slowest possible discharging rate and increase the rate only when it is safe to do so.  Adjust the discharging rate as necessary to ensure safe discharging conditions.  When stripping cargo tanks, reduce pump speed and restrict the discharge valves as necessary to avoid pump cavitation.


The Person-in-Charge shall compare vessel discharge quantities with the amount reported received by the terminal or lightering vessel.  Any unusual discrepancies between the quantity discharged and the quantity received should be resolved or investigated.  If necessary suspend discharge operations until the discrepancies can be resolved.


The Person-in-Charge is responsible for following any cargo discharge instructions issued by the Master.  Prior to discharging operations he\she shall read, sign and understand these instructions.

14.17
LIGHTERING OPERATIONS

ADVANCE \D 1276.55
The vessel’s voyage orders will give detailed instructions on the quantity and type of cargo to lighter.  The Chief Mate is responsible for submitting a cargo lightering plan, to the Master, for review and approval.  Information in the Vessel Cargo Manual and/or Stability Manual should be incorporated into the lightering plan for the safe lightering of the vessel.  Any specific lightering restrictions or considerations, such as hydrostatic balance in the cargo wing tanks or attention to thermal shock, will be addressed in the cargo lightering plan.


The designated on duty, Person-in-Charge is responsible for the safe lightering of the vessel.  His responsibilities are given under OMV Section 14.5.


The Person-in-Charge shall review and follow the approved cargo lightering plan.  Start with the slowest possible discharging rate and increase the rate only when it is safe to do so.  Adjust the discharging rate as necessary to ensure safe discharging conditions.  When stripping cargo tanks, reduce pump speed and restrict the discharge valves to avoid pump cavitation.  Particular care should also be given to the mooring arrangements between the vessel and the vessel or barge receiving the lightered cargo, and the relative change in drafts of the vessels or barge during lightering operations.


The Person-in-Charge shall compare vessel lightering quantities with the amount reported received by the lightering vessel.  Any unusual discrepancies between the quantity lightered and the quantity received should be resolved or investigated.  If necessary suspend lightering operations until the discrepancies can be resolved.


The Person-in-Charge is responsible for following any cargo lightering instructions issued by the Master.  Prior to lightering operations he\she shall read, sign and understand these instructions.

14.17.1  GEOGRAPHIC SPECIFIC LIGHTERING PLANS 

ADVANCE \U 751.60
Any geographic specific lightering plans supplied by the Owner or Charterer shall be followed when lightering in that area.  The Master and Person-in-Charge shall study these plans to ensure the vessel can safely comply with all requirements.  It is important to safe operations that the vessel be readied in accordance with the lightering plan.  If the Master finds the vessel deficient in any of the requirements he/she shall notify the Home Office.  Lightering operations should not commence until the Master and Person-in-Charge find the vessel in all respects ready to do so.

14.17.2  SHIP TO SHIP TRANSFER

ADVANCE \U 122.60
IUM operated vessels engaged in ship to ship transfer of petroleum products shall be guided by ICS “SHIP TO SHIP TRANSFER GUIDE”.


The Master shall review the fendering and mooring plan with the mooring master before commencement of the exercise.  Due consideration shall be given to the location of the transfer, applicable local regulations and predicted weather conditions for the duration of the transfer.


The bridge shall be manned throughout the transfer operation and mooring lines and fenders shall be monitored from the bridge.


Emergency break away procedures shall be established and agreed upon by both vessels before the commencement of the transfer.


The checklists (#1-5) contained in the ICS “Ship to Ship Transfer Guide” shall be completed at each step of the operation.

14.18
BALLASTING OF CARGO TANKS

ADVANCE \D 719.40
Ballasting of cargo tanks is often required to achieve a more favorable ballast condition.  Ballasting can be used as a tool to reduce excess shear and racking forces.  The Chief Mate is responsible, to the Master, for the safe ballasting of cargo tanks or spaces.  Prior to ballasting a plan shall be submitted to the Master for review and approval.  The vessel’s stability requirements and stress limits must be examined and followed when developing a ballast plan.


During ballasting operations the space must be monitored to ensure that pressure and/or vacuum is maintained within operating limits.  Check settings and operation of pressure relief valves prior to ballasting.  When venting a segregated tank or clean cargo hold ensure that the proper vents are opened.


Before commencing ballasting, the system must be lined up and checked.  During initial stages of ballasting the flow must be verified and tank spaces monitored to ensure that the water is going only where it is intended.


The Person-in-Charge must monitor the overboard discharge from de-ballasting to detect any signs of pollution.  This is critical during the initial and final stages of the de-ballasting operation.  If fitted, the oily water separator must be in operation with the recorder on when discharging ballast from a cargo tank.


On tank vessels, the initial stages of ballasting must be watched closely as there is a greater potential for pollution than at start of the operation.  The starting of the pump and opening of the sea chest must be done in the proper sequence.  The sea chest should not be opened when internal static head pressure exceeds the external pressure at the sea chest.


When ballasting cargo tanks, the tank vapors will be displaced by water.  These vapors, if vented, can be explosive and toxic.  Care must be taken to properly handle these vapors.  The Person-in-Charge of the ballasting operation must ensure that these vapors are not exposed to a possible ignition source or ships personnel.  When fitted, the vent mast riser should be used to vent all excess cargo tank vapors.  Underway, relative wind direction and force must be considered.  The ship’s stack should be considered a source of ignition and the trailing vapors must be directed away from it.  A change in the vessel’s heading can direct the trailing vapors as needed.


When explosive tank vapors can not be safely vented, ballasting operations shall not be conducted.


Ballasting in heavy weather is addressed in OMV Section 10.8.3.

14.19
VAPOR RECOVERY SYSTEMS

ADVANCE \U 643.80
Vapor recovery is designed to help reduce the amount of air pollution from vapors vented during cargo operations.  A connection between the vessel and terminal or another vessel is made for the passing of vapors to prevent the vapors from venting to the atmosphere.  In theory, the system should balance the pressure between the vessel and terminal or another vessel.


Vapor recovery is now in operation at many terminals.  Vessels fitted with vapor recovery must have vapor recovery trained and certified personnel aboard.  The Person-in-Charge of discharge/load operations utilizing vapor recovery must hold a valid certificate.  Deck watch officers must be familiar with the vessels vapor recovery system and the theory of vapor recovery.


When vapor recovery is in operation the pressure balance must be closely monitored.   Vapor recovery system alarms and shut downs must be tested regularly and an entry made in the cargo log book.


Training for certification may be in the form of CD interactive video or class room courses.  The officer must pass an examination in order to receive his certificate.
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15
SPECIAL EVENTS

ADVANCE \D 1116.2015.1
GENERAL

ADVANCE \D 1144.20
In addition to the normal regime that vessel personnel follow on a daily basis, it is important that all personnel be familiar with functions that arise on a more infrequent basis, and in many instances, as a result of an emergency.


It is therefore important that vessels’ officers and unlicensed personnel become familiar with the procedures involving special operations, and it is suggested that one or more of these special operations be placed on the agenda of the monthly safety meetings and utilized periodically as a scenario for the weekly drills.


If an US Flag vessel is attacked, fired upon or boarded by hostile elements, the Master must make certain that as soon as is safely possible the Home Office is notified and a Ship Hostile Action Reports (SHAR) message is transmitted.


Masters and others who have knowledge or suspicion of acts of terrorism, piracy or attempted piracy should file a SHAR in accordance with instructions contained in NIMA Publication 117.  When practicable, supplemental reports provided for company management, insurance and law enforcement purposes should be copied to the National Imagery and Mapping Agency and the Maritime Administration.  (Also see EPMV Section 5.15.)


Reports of actual or suspected terriorist activities in the United States must be reported immedialtely to the USCG Nationaol Response Center (800) 424-8802.


Ships under MSC OPCON must also file a "OPREP3" message.  The instructions for this message can be found in OPNAVINST 3100.6G.

15.2
HELICOPTER OPERATIONS

ADVANCE \U 1236.95
In order to insure uniform practices among IUM operated ships, helicopter operations conducted as follows:

ADVANCE \U 1113.95
1.
Safety guidelines listed in the ICS “Guide to Helicopter/Ship Operations” shall be observed at all times.

ADVANCE \U 988.90
2. 
The Master shall notify Home Office of pending helo operations by telex if possible.

ADVANCE \U 883.90
3.
Vessels fitted with a helo landing area should be outfitted with sufficient gear to effect a safe landing.  Specifically:



·
Chocks & Chains to secure a helo when on deck,



·
Emergency extraction gear (Axes, wire-cutters and seatbelt cut knives in the event of an emergency),



·
35 lb. CO2 fire extinguisher with extension handle,



·
Ear & Eye protection for landing safety gangs,



·
Grounding wand,



·
First aid equipment,



·
Proximity suit.

ADVANCE \U 414.95
4.
For all helo landings or hover recovery, the bridge shall sound the fire and emergency alarm.  The fire system shall be charged and an engineer placed on standby in the foam room with a two-way radio to activate the foam system if so ordered by the bridge.  A landing crew consisting of a Landing Safety Officer (LSO) with a yellow vest, a chock and chain man with a red vest and the fire party shall be on scene to direct the pilot to the center of the landing circle.  The fire control team shall consist of at least four persons with the gear listed above at hand.  A fire hose shall be laid out and charged.  The landing safety crew shall remain on the scene at all times the helo is on deck with the engines running.

ADVANCE \D 326.0
5.
Under most circumstances, the helo will keep its engine running.  If it is necessary to shut down, the LSO must ensure that the wheels are chocked and sufficient chains are fitted to the wheels and not to the body of the aircraft.  (Chains fitted to the aircraft will cause severe damage upon start up as the landing gear absorbs the shock and vibration of the engine.)

ADVANCE \D 715.5
6.
Night landings are to be for emergencies only.

ADVANCE \D 781.5
7.
The bridge shall attempt to contact the helo via VHF prior to landing if possible to determine the most advantageous angle of approach and the positioning of the relative wind.

ADVANCE \D 977.0
8.
The bridge shall maintain radio contact with the LSO and the foam room during the operation.  (The LSO shall utilize the microphone attachment to the two-way radio so that his/her hands are free.)

ADVANCE \D 1193.0
9.
During helo drills and prior to all landings, it is essential to emphasize that...


NO ONE IS TO WALK AROUND THE STERN OF THE HELICOPTER!

ADVANCE \D 1350.5
10.
Vessels on MSC charter and fitted with a helo deck or landing area will be given far more detailed lists of equipment to maintain and procedures to follow.  Those lists and instructions will supersede this instruction.

ADVANCE \D 1589.0
11.
Some ports always use a helo to embark the pilot and other ports use a helo when weather is a concern.  The above precautions should be observed if conditions permit.  Reference should also be made to the ICS “Guide to Helicopter/Ship Operations,” chapter 8.

ADVANCE \D -1408.80
12.
For vessels operating in the vicinity of South Africa: The chartlet published in conjunction with South African authorities shows the approximate locations of the three operating areas used by the local companies to conduct helo operations.  The areas have designated as “A,” “B” and “C.”

ADVANCE \U -1521.70

a.
IUM is to be notified in a timely manner of all intended port calls or provisioning stops involving South African ports.

ADVANCE \U 1614.10

b.
Tankers requiring helo services off Cape Town for provisioning and/or crewing shall proceed to rendezvous area noted as “C” on the chartlet to accept helo services.

ADVANCE \U 1429.5

c.
Dry cargo ships will coordinate closely with the local agent when determining the use of rendezvous area “A” or “B,” keeping in mind prevailing traffic conditions, weather, visibility and operational necessities when determining the safe track/rendezvous area to utilize.

15.3
SECURITY PROCEDURES

ADVANCE \U 1110.1015.3.1
GENERAL PRECAUTIONS

ADVANCE \U 1068.10
1.
BE VIGILANT, ANTICIPATE TROUBLE.

ADVANCE \U 1016.10
2.
Provide a general alarm signal to alert all crew members.

ADVANCE \U 939.10
3.
Have water hoses under pressure with nozzles ready at likely boarding places when at sea and in port.  Fire monitors should also be similarly positioned.

ADVANCE \U 766.5
4.
Illuminate sides, bows and quarters while running in threat areas and in dangerous ports.

15.3.2
PRECAUTIONS IN PORT

ADVANCE \U 629.10
1.
Ensure gangway watch can contact shipboard support if needed.

ADVANCE \U 548.10
2.
Ensure gangway watch can contact local security forces for assistance, if available.

ADVANCE \U 444.10
3.
Maintain roving patrol on deck in port and at anchor, and ensure that the patrol and gangway watch are in contact.

ADVANCE \U 310.5
4.
Use rat-guards on all mooring lines and illuminate the lines.

ADVANCE \U 229.5
5.
Use covers on chain hawse and keep fire hoses/anchor washdown running.

ADVANCE \U 139.5
6.
Keep bum-boats away and vendors off the ship.

ADVANCE \U 74.10
7.
MSC and MARAD OPCON vessels must refer to their specific security plans for threat specific details and instructions.

15.3.3
PRECAUTIONS UNDER WAY

ADVANCE \D 92.85
1.
Keep good radar and visual lookout, including lookout aft.

ADVANCE \D 170.85
2.
Have searchlights available to illuminate suspected boarding parties.

ADVANCE \D 259.90
3.
Have signaling equipment, including emergency rockets, rocket pistols and guns, available for immediate use.

ADVANCE \D 387.90
4.
When suspected boarders are detected sound the general alarm.

ADVANCE \D 468.90
5.
Establish VHF contact with shore stations and other ships within the vicinity.

ADVANCE \D 566.85
6.
Increase speed, if practicable.

ADVANCE \D 617.85
7.
Fire warning rockets.

ADVANCE \D 658.90
8.
Switch on outside lighting.

ADVANCE \D 705.90
9.
Use searchlights to illuminate and dazzle suspects.

ADVANCE \D 776.85
10.
Continue to maintain good all around watch.

15.3.4
PRECAUTIONS AFTER PIRATES HAVE BOARDED

ADVANCE \D 887.85
1.
Barricade engine room and bridge, if practicable.

ADVANCE \D 956.85
2.
Barricade the crew in secure areas, if practicable. 

ADVANCE \D 1028.85
3.
Report the situation by radio call for help, if available.

ADVANCE \D 1106.85
4.
Don't be heroic if the boarders are armed.

15.4
DRILLS

ADVANCE \D 1181.85
In accordance with the "Operations Manual - Office" (OMO Section 6.17), IUM will hold periodic drills with an active vessel at intervals not to exceed one year.


The purpose of the drills is to thoroughly test the IUM 24 hour communications system and to drill the IUM Emergency Response Team (ERT) in emergency response procedures.  These drills typically last 3-8 hours and be initiated from the vessel.  (The vessel is supplied with a scenario designed to test various response activities and shore based response activities with vendors and regulatory agencies.)  The Master or officer designated by the Master will initiate the drill according to the starting scenario and the IUM will react to the conditions described by the vessel.  Interaction with the ship will require situation reporting of events and conditions that will drive the response activities of the IUM ERT.


The participating vessel will maintain a log of events using form "IUM-V-SAF-008" that will be submitted to the IUM ERC at the conclusion of the drill.  In house, individual ERT members will maintain logs of activities and contacts which will be submitted to the ERT Historian upon completion for compilation and distribution.  A lessons learned summary will be distributed to drill participants and will be discussed at the next IUM Safety Committee Meeting and findings published in the subsequent Safety Newsletter.


Comments and findings from the vessel are essential in pinpointing shortcomings with the system and areas where improvement is needed.

15.4.1
SECURITY DRILLS

ADVANCE \U 1170.20
IAW "Homeland Security" requirements, pending USCG regulations and specific customer requirements, the Master, or person in charge of the vessel, shall conduct a “Security Drill” each quarter (including ROS vessels). Drills should exercise the crew in the following topics:



·
Intrusion Alarm System/Gangway Security;



·
Duress Words & Codes;



·
Bomb Threat Rresponse;



·
Use of Force;



·
Anti-Swimmer & Small Craft Attack;



·
Hostage Situation.


All drills shall be de-briefed to the crew and recorded in the Deck Log and on the Quarterly Safety Drills Sheet (IUM-V-SAF-006) [“Intruder” / “Security” drill].


MARAD ships are provided with a port specific “Security Plan.”  This plan is to be reviewed and exercised every quarter.  This is a contract deliverable.

PRIVATE 
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16.1
General
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16.2
Index of Checklists
Rev 4   7/97

16
CHECK OFF LISTS

ADVANCE \U 39.2016.1
GENERAL

ADVANCE \U 11.25
Check off lists are considered to be a very helpful tool in efforts to maintain a quality system aboard a vessel.  These lists are designed to provide a quick but thorough aid to assist vessel personnel with the accomplishment of the various required functions and inspections.  Blank checklists are located in the first section of the "Forms Addendum" to the OMV, for use as the Master and Chief Engineer dictate.


Vessel checklists, as identified in OMV Section 16.2, have been prepared for use and copied onto transparent sheets that can be marked with a grease pencil and then erased after the logbook entry is made.  These lists are to be utilized when performing the functions and duties identified on these checklists.  Each checklist should be marked to identify the appropriate functions and a log entry made in accordance with the notation on the bottom of the checklist, that the checklist/drill has been completed.  The blank checklists and the plastic sheets should be placed as appropriate for use on the bridge, cargo control room or at the watch station in the engine room as appropriate.


Example:
At the change of the bridge watch, an entry into the deck log would be made as follows "C/L #1 completed-initials".


Any discrepancies found shall be noted in either the deck, engine or cargo log book and brought to the Master's or Chief Engineer's attention as appropriate.


As a result of consultations with several ships's, Masters and C/E's, the IUM Safety Committee has decided to change the check-list system to make it more flexible and more suited to the individual ships.


The on-board ISM SEP committee shall have the authority to add, alter or delete items on the check-lists to make the lists more usable to the specific ship.


In order to satisfy the ISM SEP document control requirements, the Master (or person in charge of the vessel) shall place a copy of the altered checklist in section 14 of the ISM SEP Records & Guidelines.  The altered checklist must be dated and signed by the Master (or person in charge of the vessel).  Any subsequent changes to a checklist shall be handled the same way.  All signed and dated copies should be stored in R&G section 14.

16.2
INDEX OF CHECKLISTS

ADVANCE \U -1575.40
PRIVATE 
#

DESCRIPTION
OMV REFERENCE

16A
PRE-ARRIVAL & PRE-DEPARTURE
10.13.6, 10.13.7

6.1.2, 6.9

16B
CHANGE OF BRIDGE WATCH
10.13.3

16BB
CHANGE OF PORT DECK WATCH
10.14

16C
DAILY UNDERWAY BRIDGE EQUIPMENT
10.12.4 & 10.13.3.3

16D
CHANGE OF ENGINE WATCH
6.6

16E
PRE-MANEUVERING TESTS - ENGINE ROOM
6.9

16F
BUNKERING OPERATIONS
6.2

16G
BALLASTING OF SEGREGATED TANKS
14.18

16H
BALLASTING OF TANKS THAT HAVE PREVIOUSLY CARRIED OIL
14.18

16I
BULK LIQUID PRE-TRANSFER
EPMV-8.7

16J
TANK CLEANING/COW OPERATION (TANKERS)
14.13

16K
RESERVED FOR FUTURE USE


16L
FIRE AND BOAT DRILLS
9.8

16M
RESERVED FOR FUTURE USE


16N
REMOTE STATION  - STEERING TEST
9.8 & 10.12.4

16P
PILOT BOARDING/DISEMBARKING
10.13.5.2

16Q
DIVING OPERATIONS
9.22

16R
STEERING OR PROPULSION FAILURE
9.2

16S
FIRE OR EXPLOSION
9.2

16T
COLLISION
9.2

16U
GROUNDING
9.2

16V
SPECIMEN COLLECTION PROCEDURE
4.3, 4.5

16W
BREATH ALCOHOL TESTING PROCEDURE
4.3, 4.5





ADVANCE \U 590.40 NOTE:  The actual checklists are located in the first section of the "Forms Addendum" of the OMV.
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18.1.1
Deck Logs
Rev. 7   2/01



18.1.2
Engine Logs
Rev. 9  xx/xx



18.1.3
Radio Logbooks
Rev. 7   2/01


18.2
Index of Forms
Rev. 4   7/97



18.2.1
Deck Forms
Rev. 4   7/97



18.2.2
Engine Forms
Rev. 4   7/97



18.2.3
Steward Forms
Rev. 4   7/97



18.2.4
Safety Forms
Rev. 4   7/97



18.2.5
Administrative Forms
Rev. 4   7/97



18.2.6
Change of Command Forms
Rev. 4   7/97



18.2.7
Charterer's Forms
Rev. 4   7/97


18.3
Index of Statutes and Regulations



18.3.1
Description
Rev. 8   7/02



18.3.2
Location
Rev. 7   2/01



18.3.3
Maintenance and Modifications
Rev. 0   3/96



18.3.4
Record of Document Review (Annually)
Rev. 6   1/00


18.4
Technical Manuals 



18.4.1
Identification and Description
Rev. 9  xx/xx


18.5
This Section Left Intentionally Blank


18.6
Port Agents



18.6.1
List of Approved Port Agents
Rev. 6   1/00



18.6.2
Standing Instructions to Port Agents
Rev. 6   1/00
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APPENDICES

ADVANCE \D 1055.5518.1
INDEX OF LOGS

ADVANCE \D 1089.6018.1.1
DECK LOGS

ADVANCE \D 1121.55
DESCRIPTION
OMV REF
ADVANCE \D 1157.55
Anchor Position Log
10.6, 10.13.4.3


Ballast Record
5.2.3


Bell Book
10.13.2


Deck Log
5.2


Cargo Log Book
14.3.3


Compass Observation Book
10.4.16, 10.6


Chronometer Rate Book
10.4.6, 10.6


Classified Information Log
11.9


Deck Painting / Maintenance Log
5.1.2


GMDSS Log
10.4.21


Hot Work Permit Log
EPMV 4.10.5.1


IUM Requisition Log / Deck
12.1.1


Medical Treatment Logbook
9.21.6, 12.1.4


Official Log
3.3.5, 10.6.1


Oil Record Book
6.1.1, 12.1.5.1


Position Log
10.13.1


Radio Telephone Log - VHF / 2182
7.1


Garbage Record Book
3.3.10, 10.6


Tank Entry Log  (Tank vessels)
9.13.1


Vessel Port Log
10.13.6.6, 12.1.4


Visitors Log
EPMV 4.3.6, OMV 12.3.8


Voyage Abstract
10.10, 12.1.4


VHF Logbook
10.4.10, 10.4.20

18.1.2
ENGINE LOGS

ADVANCE \D -1363.25
DESCRIPTION
OMV REF
ADVANCE \D -1327.25
Bell Book
6.9.2


Boiler Water Readings
6.1.4


Engine Abstract Log Book
6.1.1


IUM Requisition Log / Engine
12.18.1


Oil Record Book - Machinery
6.1.1, 12.1.5.1


Record of Calibration and Certificates
9.15


Refrigeration Supply/Removal & Maintenance Logs 
6.12.2

18.1.3
RADIO LOGBOOKS

ADVANCE \U -1595.25
DESCRIPTION
OMV REF
ADVANCE \U -1631.25
Equipment Repair Logbook
7.4


GMDSS Log
7.1


IUM Requisition Log / Radio
12.18.1


Phone Logs
7.1


SATCOM Logbook
7.1

18.2
INDEX OF FORMS

ADVANCE \U 1491.60
Form Number Identification Key

ADVANCE \U 1444.55
NOTE 1:
Forms created or re-printed will be identified with a form number in the format detailed in the "FORMS Addendum" to the OMV.  Refer to the FORMS ADDENDUM, Section 4.

ADVANCE \U 1254.60
NOTE 2:
Samples of the following forms can be found in the "FORMS Addendum".  This is a separate binder specially dedicated to housing samples of the forms and formats referred to in the OMV and EPMV.

ADVANCE \U 1037.55
NOTE 3:
An index of all IUM forms can be found in the front of the "FORMS Addendum."  This index gives the details regarding the name, revision, and location of each IUM form.  Additionally, a listing for all forms found in each section of the FORMS Addendum can be found at the front of each section.




The specific sections include:




administrative forms


change of command forms



charterer's forms


checklists



deck forms




engine forms



ros forms





safety forms



steward forms
18.3
INDEX OF STATUTES AND REGULATIONS

ADVANCE \U 482.5518.3.1
DESCRIPTION

ADVANCE \U 448.55
It should be noted that only those titles shown in italics need to be carried on board.

ADVANCE \U 344.55
United States Government
ADVANCE \U 303.60
·
CFR Title 29 (Part 1900 to 1910.999) - Hazardous Waste Operations & Emergency Response First Responder Awareness - One (1) Volume

ADVANCE \U 155.55
·
CFR Title 33 - Navigation and Navigable Waters (Parts 1 - 384) - Three Volumes

ADVANCE \U 58.55
·
CFR Title 46 - Shipping (Parts 1 - 588) - Nine (9) Volumes

ADVANCE \D 18.40
·
GMDSS required pubs - See OMV section 7.6


State Pollution Statutes
ADVANCE \D 105.40
The applicable excerpts of the statutes are carried by vessels as appropriate for the state(s) in which they operate.


International
ADVANCE \D 255.40
The following are published by:

ADVANCE \D 303.40

International Maritime Organization (IMO)

ADVANCE \D 362.40
·
International Convention on Revision of the International Regulations for Preventing Collisions at Sea 1972 (COLREGS) [With revisions through September 1995.]

ADVANCE \D 539.40
·
International Convention for the Safety of Life at Sea  (SOLAS) 1974 (Consolidated Edition 2001 IMO-110E)

ADVANCE \D 663.40
·
International Convention on Standards of Training Certification and Watchkeeping for Seafarers 1995 Convention and Code (including 1997 ammendments) (IMO Publication # IMO-938E)

ADVANCE \D 859.40
·
International Maritime Dangerous Goods Code;
(International Trade Only)




Volume I 
Introduction  Class 1 & 2,

  


Volume II
Class 3, 4 & 5,




Volume III 
Class 6, 7, 8 & 9.

ADVANCE \D 1052.40
·
International Convention for the Prevention of Pollution from Ships (MARPOL) 1973 (Consolidated Edition 2002 IMO - 520E)

ADVANCE \D 1191.40
·
IMO/UNEP Guidelines on Oil Spill Dispersant Application and Environmental Considerations.



Chamber of Shipping of America
ADVANCE \D 1333.40
·
Environmental Criminal Liability in the United States  (October 2000)

18.3.2
LOCATION

ADVANCE \D 1438.40
All manuals referenced in this section may be maintained in the Master's office or on the bridge.  These documents are available for reference by all vessel personnel at this location, and are not to be removed from this area without the express permission of the Master.  The Master shall maintain a sign out sheet that allows crewmembers to "check out" an instruction book or policy manual from the Master's office.  The identity and location of each of these manuals will be verified on a quarterly basis.

18.3.3
MAINTENANCE AND MODIFICATIONS

ADVANCE \U -1346.10
Notices of modifications, revisions, and cancellations relating to any of these manuals will be forwarded to the Master from the Home Office.  The Master will make the necessary changes to these manuals, make the appropriate entry in each manual and identify the changes made.  The Master will assure that the latest editions of all existing manuals are maintained, and that all changes are kept up to date.  All questions regarding the status of any of these manuals should be directed to the Operations Manager.


Superseded and obsolete manuals will be removed for disposal, and copies of these manuals not discarded, will be identified to avoid their further use as a reference.

18.3.4
RECORD OF DOCUMENT REVIEW (Annually)

ADVANCE \U 1186.70
At the commencement of year, in January of each year, or as soon thereafter as practical, the Master will conduct an inventory of these publications, and notify the Home Office by letter that all current issues of these publications are on hand, or the identity of any publications missing or outdated.

18.4
TECHNICAL MANUALS

ADVANCE \U 842.7518.4.1
IDENTIFICATION AND DESCRIPTION

ADVANCE \U 789.70
The publications in this section must be carried on all IUM operated vessels except as noted.

ADVANCE \U 679.70
U. S. States Agencies
ADVANCE \U 641.75
·
FCC



-
(See listing in OMV Section 7.6)

ADVANCE \U 582.70
·
U. S. Hydrographic Office



-
United States Coast Pilot – Volumes 1-7
(Appropriate to the voyage)



-
Sailing Directions
(Appropriate to the voyage)



-
American Practical Navigator



-
HO 102, International Code of Signals



-
HO 229, Sight Reduction Tables for Marine Navigation (Vol 1-5)



-
HO 249, Sight Reduction Tables for Air Navigation

ADVANCE \U 219.70
·
MEDICAL 



-
Emergency First Care - F. Polifico (EXT Inc. 1996) (recommended only)


-
International Medical Guide for Ships (WHO - 1988)



-
Physicians Desk Reference (no older than 5 years)


International
ADVANCE \D 5.25
The following are published by:


The International Chamber of Shipping (ICS) and/or


Oil Companies International Marine Forum (OCIMF)

ADVANCE \D 155.25
REQUIRED FOR ALL SHIPS
ADVANCE \D 194.25
·
Bridge Procedures Guide (1998) [Also see API #1140 "Guidelines for Developing Bridge Management Teams."]

ADVANCE \D 317.25
·
Effective Mooring (1989)

ADVANCE \D 360.20
·
Guide to Helicopter/Ship Operations (1989)

ADVANCE \D 421.25
·
Mooring Equipment Guidelines (1997)

ADVANCE \D 475.25
·
Peril at Sea and Salvage - A Guide for Masters (1998)


REQUIRED FOR TANKERS
ADVANCE \D 570.20
·
Anchoring Systems and Procedures for Large Tankers (1982)

ADVANCE \D 646.25
·
Equipment Employed in the mooring of ships at Single Point Moorings (1993)

ADVANCE \D 739.25
·
Inspection Guidelines for Bulk Oil Carriers

ADVANCE \D 801.20
·
International Safety Guide for Oil Tankers & Terminals (4th Ed. 1996)

ADVANCE \D 889.25
·
Guidelines for the Protection of Personnel from Exposure to Benzene Vapors (1995)

ADVANCE \D 989.25
·
Malacca/Singapore Straits - Guide for Planned Passages for Deep Draught Vessels

ADVANCE \D 1087.25
·
Prevention of Spillages Through Pumproom Sea Valves (1990)

ADVANCE \D 1164.20
·
Ship to Ship Transfer Guide (Petroleum) (1997)


Shipboard Technical Manuals
ADVANCE \D 1259.25
·
Deck / Operating Manuals

ADVANCE \D 1302.20
·
Engine / Machinery Operating Manuals

ADVANCE \D 1357.25
·
SOLAS Life Saving Manuals


·
SOALS Training Manual


ISM Documentation
ADVANCE \D 1446.20
·
Operations Manual - Vessel (OMV)

ADVANCE \D 1497.20
·
OPSMEMO Binder (OPSMEMO)

ADVANCE \D 1540.25
·
Emergency Preparedness Manual - Vessel (EPMV)


ADVANCE \D 1605.20·
Forms Addendum to the OMV (FORMS)


ADVANCE \D -1619.55·
Training Addendum to the OMV (TA)


ADVANCE \D -1567.55·
ISM Records & Guidelines (R&G)


·
IUM Drug & Alcohol Manual (D&A)


·
IUM Refuse Log/Waste Mgt Plan

ADVANCE \D -1451.55
·
Ballast Management Manual

ADVANCE \D -1407.60
·
Safety Alerts and Casualty Analysis


ADVANCE \D -1352.55·
Vessel Response Plan (MARPOL Reg. 26 Plan)

18.5
THIS SECTION LEFT INTENTIONALLY BLANK

18.6
PORT AGENTS

ADVANCE \U -1392.9518.6.1
LIST OF APPROVED PORT AGENTS

ADVANCE \U -1443.95
The Master's copy (only) of the OMV is required to have a current copy of the IUM Agents List.  The most recent copy of the list is to be kept as part of the OMV in the special tabbed section entitled "AGENTS" at the back of the OMV binder.  The agents list will be updated as needed in the office and will be forwarded to the vessel at the beginning of each calendar year.  The Master is to make hand written changes to this list or attach copies of telexes to this list as information becomes available.

18.6.2
STANDING INSTRUCTIONS TO PORT AGENTS

ADVANCE \U 1264.90
IUM has formulated a standard set of instructions to agents.  Master's and crew are to be familiar with these instructions and alert the Home Office if the agent for any port is acting in contradiction of these instructions.  Be advised that this policy is driven by IUM's customer's needs and requirements.  IUM can be denied reimbursement by the customer if we knowingly and willingly act, or permit actions in opposition to the owners instructions.  When an agent is appointed, a copy of these instructions are faxed as part of the agency appointment.  (This is done for agents who have not been previously used, who have not been used in the past year or have not been used since the last revision of these rules.)


INTEROCEAN UGLAND MANAGEMENT CORPORATION

STANDING INSTRUCTIONS TO AGENTS

(Last Revised 4/10/02  - by H. Rogers)

1. Company Particulars



ADVANCE \U 327.90Interocean Ugland Management Corporation



Two Echelon Plaza, Suite 300



221 Laurel Road



Voorhees, NJ  08043-2349   USA



Ph: 
(856) 770-1600

Fx:
(856) 770-1634



Tlx:
6502177513 mci uw

 

E-Mail



General Delivery 

IUM-MARAD-Inbox@IUM.COM



Operations Manager

harry.rogers@IUM.COM



Engineering Manager
trevor.nancarrow@IUM.COM



Port Captain


vince.corry@IUM.COM



Traffic Manager

dave.schrock@IUM.COM



VP/General Manager
mitch.walker@IUM.COM


Remote Offices

PRIVATE 

Norfolk, VA

739 Thimble Shoals Blvd.


Suite 1002-C


Newport News, VA 23606


Ph: 757-599-2850 / 757-599-3184 (fx)


Port Engineer: J. Cornforth


Baltimore, MD

207 East Redwood Street


Suite 208


ADVANCE \D 381.10Baltimore, MD 21202


Ph: 410-230-4330/ 410-230-4322 (fx)


Port Engineer: Odd Helgas




Jacksonville, FL

8710 Longshore Way


Jacksonville, FL 32226


Ph: 904-696-9098 / 751-6901 (fx)


Sr. Port Engineer: R. Burchell


Alameda, California

1500 Ferry Point


Building 167 (Naval Air Station)


Alameda, CA 94501


Ph:  510-769-8175/ 510-769-7418 (fx)


Port Engineer: Rudy Reimer

2. Communications

a.
As a routine, notify this office of the vessel's arrival and departure.  It is requested that the arrival message include the estimated berthing time and the estimated sailing time and any anticipated delays.  The departure message should include the ship's and terminal's loading/discharge figures and the times for anchoring, berthing, load/discharge, un-berthing, and sailing.  In the case of short port calls of less than 12 hours, a single message sent upon the vessel's departure is sufficient.


b.
In case of casualties, pollution incidents, significant terminal or port problems, serious personnel injuries, etc., notify this office immediately.  After office hours, please contact one of the following individuals:

ADVANCE \D -1598.75

Name               

Home Phone  
Beeper ID


Capt. Harry Rogers

609-625-1755

109-9361



Mr. Trevor Nancarrow
610-358-5048

112-0740



David Schrock

856-848-7626

547-1491



Mitch Walker

609-810-0464

109-9652



Vince Corry


856-810-8068

229-8558



If you are unable to reach any of the above individuals, call our main number (856-770-1600).  The call will be taken by our company's answering service that will notify one of the above individuals through a radio beeper.  Alternatively, you can call any of the above individuals’ beepers as follows:



Dial 1-800-946-4646.  When prompted, enter the appropriate beeper ID (PIN number).  When further prompted enter your phone number.
ADVANCE \U 1546.5
c.
All of our vessels are equipped with INMARSAT communications equipment, so it normally will not be necessary for us to ask you to pass messages to the vessel.  However, if we do ask you to pass a message, we ask that you pass it directly to the master by hand.  If a message is marked "URGENT," then please pass the message immediately by the fastest means available and later pass the message by hand.  Confirm all message deliveries by return telex or fax to this office.

ADVANCE \U 1053.5
d.
More than once our vessels have been subject to U.S. Customs and/or Immigration fines because an agent in one U.S. port was not aware of what was done by the agent at the previous U.S. port.  If you are handling one our vessels at a U.S. port and it is proceeding to another U.S. port, please inform our office of the type of clearance the vessel is receiving upon departure.  If you are handling a vessel coming from another U.S. port, please make sure that you find out how it was cleared at the previous port.

3. Contractual Obligations
ADVANCE \U 493.5
a.
As our agent, you are authorized to contract on our behalf for routine ports expenses, such as pilots, tugs, port fees, customs/immigration, etc.

ADVANCE \U 328.5
b.
Requests by the Master for repair services, parts, stores, etc. must be approved by this office except in an emergency.  However, you are authorized to fulfill small requests for fresh stores (up to $350.00 per port call) without prior approval from this office.

ADVANCE \U 46.5
c.
If the Master requests immediate assistance due to a vessel casualty, you are authorized to arrange such assistance, which is immediately necessary to protect the vessel, local property or the environment.  However, it is requested that you then immediately notify this office of the casualty and the name of the organization providing assistance and the name and telephone number of the contact at the organization.



After the initial assistance has been arranged, any further assistance required must be approved by this office.  Under no circumstances should you make any contractual agreements for vessel casualty assistance.  All such agreements will be made directly between the contractor and this office and payment for such assistance will be made by this office or the vessel's owners.

ADVANCE \D 770.90
d.
Upon the Master's request you may provide the vessel with a single rented cellular phone for use by the vessel while it is in your port.  Additional cellular phones must be approved by this office.  Any requested rental cars must be approved by this office.

4.
Cash Transfers and Advances
ADVANCE \D 1079.90
a.
When requesting cash for port disbursements and/or Master's disbursements, please bear in mind that we can arrange cash transfers through our bank only between the hours 0900-1430 Monday through Friday.  All requests for cash should be made by telex, fax or E-mail (return receipt).

ADVANCE \D 1381.90
b.
In the case of unused Master's disbursements, all unused cash should be returned to this office immediately.

ADVANCE \D 1509.95
c.
Requests for advances for port disbursements should include a list of estimated expenses for all anticipated expenses.

5.
Invoices
ADVANCE \D -1615.90
a.
Invoices submitted to this office should include copies of all invoices paid by your agency on behalf of our vessel.

ADVANCE \D -1479.90
b.
Restaurant invoices should include the restaurant checks for each meal served.

6.
Crew Accommodations and Travel
ADVANCE \D -1346.85
a.
Hotel Accommodations

ADVANCE \U -1314.60

Commercial Vessels


Whenever accommodating crewmembers on instruction of the Master or this office in connection with assignment to the vessel or repatriation, you are authorized to provide crewmembers with only room and meals.  All additional charges for laundry, phone, bar, etc. are to be paid directly by the individual.  The same rules apply if you are providing accommodations for contractors working on our behalf.



U.S. Government Owned (i.e. MARAD) Vessels


Whenever accommodating crewmembers on instruction of the Master or this office in connection with assignment to the vessel or repatriation, you are authorized to provide crewmembers only with a room.  All additional charges for meals, laundry, phone, bar, etc. are to be paid directly by the individual.  The same rules apply if you are providing accommodations for contractors working on our behalf.  The room rate must be within the limits set by the U.S. General Services Administration.  Contact this office for guidance if you are not aware of these limits.

ADVANCE \U 911.20
b.
If the Master requests that you arrange repatriation of a crewmember, the fare is to be at economy rates.  In many cases, repatriation costs are the responsibility of the crewmember.  Repatriation costs should be paid by yourselves on our behalf only if it has been specifically requested by the Master or this office.

7.
Crew Medical Expenses
ADVANCE \U 547.20
a.
IUM will accept financial responsibility only for those medical, dental and prescriptions required which arise from and are in connection with employment aboard the ship.  Our Masters are aware of this, but you should clearly establish whether financial responsibility for the treatment will be borne by the vessel or the seaman.  In virtually every case IUM will be responsible for medical treatment, but there may be questions concerning dental and prescriptions.


Dental - Crewmembers are expected to be Fit for Duty (FFD) when they board the ship, which includes not having pre-existing dental problems, and seamen are not entitled to routine dental care, at the shipowner’s expense, solely because they are employed on a vessel.  We will only accept financial responsibility for emergency treatment, which is limited to the stabilization of a serious dental problem, and this issue should be clearly defined between the Master, seaman and agent before any treatment is provided.  We will not accept responsibility for periodontal work, caps, cleaning, and any work of a cosmetic nature.  Bills submitted to IUM for such services will be rejected, and the dentist should be instructed that charges of that nature are the responsibility of the seaman - to directly bill the individual seaman.


Prescriptions - We will not pay costs for renewal or supplying continuation of any prescription.  Most crewmembers taking prescriptions are doing so because of pre-existing and ongoing medical problems, and it is their responsibility to maintain a supply of the necessary drugs.  In the event a medical problem arises while an individual is assigned to the ship, we will pay the cost of associated prescriptions - directly attributable to that injury or illness.

ADVANCE \D 1234.80b.
In US ports, all medical bills should be sent directly to IUM for payment.  Health care providers should be advised that we will pay only reasonable and customary expenses, and will only accept financial responsibility to those levels.

ADVANCE \D 1488.75c.
If an injured or ill crewmember is not able to rejoin the vessel, the crewmember should be repatriated when he or she can travel.  There may be instances in which first class air travel is necessary due to the nature of injuries sustained by the crewmember, and authorization for such travel should be obtained through the Master or this office before providing same.

8. Rental Cars
ADVANCE \D -1386.5
a.
As a normal practice, IUM does not approve rental cars for ship's personnel.

ADVANCE \U -1331.45
b.
Agents may arrange rental cars for our vessels if and only if authorization for the rental is received in writing (letter, fax, email or telex) from this office.

ADVANCE \U -1512.45
c.
Requests for rental cars from vessel personnel, port engineers, and U.S. Government personnel (in the case of U.S. Government owned ships) are to be passed on this office for approval or disapproval.

ADVANCE \U 1545.35
d.
If a rental car is approved and the vessel is a U.S. government owned vessel, then the rental rates must be within the limits set by the U.S. General Services Administration.  The car must be a "compact" car unless specified otherwise by this office.  Contact this office for guidance if you are not aware of the General Services Administration limits. 

ADVANCE \U 1172.40
e.
The following items are not to be included in the rental under any circumstances:




-
Insurance of any kind (the U.S. Government is self-insured).




-
Gasoline (i.e. the car's tank should be filled just prior to the car's return to the rental agency).

9.
Routine and Extra Charges
ADVANCE \U 869.40
a. U.S. Government Owned Ships

The U.S. Government will not reimburse us for (and therefore we will not pay for) routine unsupported charges other than the Agency Fee.  Examples of such charges are "Postage and Petties", "Customs Brokerage", and "Car Hire".  Please ensure that your port expense estimates and your disbursements for U.S. Government owned ships do not include charges of this kind.


For U.S. Government-owned ships, we cannot pay communication charges above your actual costs.  For example, if you send on our behalf a telex message which is 1.5 minutes long and your carrier's invoice states that the charge for this message is $1.00 per minute, we cannot pay you any amount other than $1.50 for that message.


If one of your agents must attend the vessel (other than vessel arrival and departure) outside of your normal business hours, you may charge for the agent’s time at a set rate which is stated on your disbursement.


In the United States, the rate of reimbursement for use of your company's or an agent's personal car cannot be more than the current GSA rate ($0.345/mile as of 02/01/01).  Outside of the U.S., you may charge a mileage rate proportional to your costs as compared to costs in the U.S.  The cost of hiring a taxi will be reimbursed based on your actual cost as reflected by the receipts you receive from the taxi operator.


Nothing stated above precludes your receiving reimbursement for actual costs, which you have documented.  Any costs, which you cannot document, should be considered your overhead and should be considered when you set your agency fee.

ADVANCE \D 750.60
b.
Other Ships


We will pay charges as per your normal tariffs, unless we have made an agreement with yourselves setting other fees.

ADVANCE \D 900.60
c.
Express Shipment of Agency Disbursements


Since we honor all reasonable requests for advance of funds to agents, we see no reason why you should need to send your disbursements to ourselves via Federal Express, DHL or some similar service.  We will only reimburse you for sending disbursements via regular First Class mail (including International Air Mail if applicable) and we will also reimburse you for Certified Mail/Return Receipt service if you feel that you must have confirmation of our receipt of your disbursements.  Exceptions will be made only in either of the following cases:

ADVANCE \D 1511.60

1.
You advise us in writing that you do not trust your country’s postal service.  We will not accept this from any agent in the USA or a U.S. possession.

ADVANCE \D -1594.20

2.
We send you a written request to express ship the disbursement.

10.
Guard Service and Picket Boats

ADVANCE \D -1474.20

Local regulations sometimes require security guards to be posted.  If this is the case, please supply a copy of the applicable rule to IUM.  Security measures in excess of local regulation must be pre-approved in writing by IUM.
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19.
MARAD - REDUCED OPERATING STATUS (ROS)

ADVANCE \U 356.50
This section shall apply to those ships owned by the U.S. Maritime Administration in ROS and those being de-activated and placed into non-manned (fleet) status.

19.1
PERSON IN CHARGE OF THE VESSEL

ADVANCE \U 141.50
Unless otherwise designated by the Home Office, the Chief Engineer shall be considered the "Person in Charge" of the Vessel.  He/she shall be authorized to sign all IUM forms, delivery receipts and verifications of work performed where the signature of the Master and/or Chief Engineer is called for.

19.2
ISM SYSTEM & SAFETY IN ROS

ADVANCE \D 209.45
Clarifications and exceptions to the body of the ISM text are noted in this section.


IUM vessels in MARAD ROS status shall utilize all elements (manuals) of the IUM ISM program as defined in OMV-section 2.2.6.  Elements of the ISM system that apply to underway situations will only apply when the vessel is activated.


The ROS vessel shall appoint a ISM committee (see ISM R&G Section 2) consisting of the Chief Engineer, Chief Mate, First Engineer and the Bosun.  The committee shall meet monthly after the Safety Meeting and submit a combined report of the meeting to the IUM Safety Director.

19.2.1
THE MASTER'S REVIEW IN ROS

ADVANCE \D 858.45
Beginning in June 2001, the ROS Chief Mate will conduct a review of the ISM system on board the vessel.  The elements of this report can be found in OMV-2.2.5.  (Samples of this review can be obtained from the IUM ISM coordinator.)  This report will be reviewed and signed by the Chief Engineer and submitted with the end of the (2nd & 4th) quarter reports.

19.2.2
SAFETY MEETINGS

ADVANCE \D 1256.45
Each ROS vessel shall hold a safety meeting each month and submit a report using the format in IUM-V-SAF-001.  (Note the form is the format only and the report should be submitted in report format following the categories shown on SAF-001.)


Vessels berthed together can combine the crews and submit a single report of the meeting.  The heading of the report should show that the report represents the submission for both vessels.

19.2.3
DRILL & TRAINING FREQUENCY

ADVANCE \D -1537.35
Each ROS vessel shall submit the Quarterly Safety Training [IUM-V-SAF-005] and the Quarterly Safety Drill sheet [IUM-V-SAF-006] (even if the drills/training were held in conjunction with another ship) showing the drills and training completed during the most recent quarter.  Since the turn-over with the ROS crews is much lower than with an active ship, it will be sufficient for an ROS ship to cover the training topics twice a year vs once each quarter.  [Security Drills (IAW the vessel Security Plan) must be done each quarter and logged in the deck log and on the Quarterly Safety Drill sheet.

19.2.4
CONTRACTORS ON BOARD

ADVANCE \U 1547.70
On board contractors present the largest single threat to safety on board an ROS ship. The C/E or his designated officer must exercise oversight such that at least one crew member is aware of all the work underway.


All contractor(s) (supervisors) must receive indoctrination into the key IUM policies with particular attention being paid to:

     

ADVANCE \U 1185.70·
Lock-Out / Tag-Out,



ADVANCE \U 1146.70·
Hot Work & Fire watch requirements,



ADVANCE \U 1091.70·
Enclosed Space Entry.


The "Non-Crewmember Indoctrination Log Sheet" [IUM-V-ADM-038] is to be utilized for this purpose.  The on board safety committee shall determine if items need to be added to the "Indoctrination Guidelines - Non-Crewmember" [IUM-V-SAF-023].


Each ROS vessel shall post instructions at the gangway instructing all contractors to report to the Chief Engineer prior to the start of work each day.  This notice should include a sentence saying that violators of safety policy will be required to leave the vessel.  Also see OMV -3.2.1.2.2. & 3.4.1.

19.2.5
EAP / SOLAS MANUAL - ANNUAL REVIEW

ADVANCE \U 462.70
The Employee Assistance Program Manual(s) shall be reviewed at least annually while in ROS status.  The inventory sheet [ium-v-saf-004] shall be completed and submitted to the IUM Safety Director.  The Safety Director will replenish missing items upon receipt of the form.


The SOLAS Manual(s) shall be reviewed annually and updated as necessary.  An entry shall be made in the Deck Log stating that this review has been completed.

19.3
TRANSITION

ADVANCE \D 3.30
When the vessel changes phase or OPCON, numerous items must be reviewed:

ADVANCE \D 92.2519.3.1
ROS - FOS


·
MSC Deployment Checklist - (See OMV FORMS Addendum ROS/FOS Section)

    
·
Any controlled medicines shall be transferred from the ROS C/M to the FOS Master using IUM-V-ADM-001.  A copy shall be forwarded to IUM headquarters.


·
Update all navigation publications necessary for the intended exercise.

    
·
Contact the IUM Operations Manager to determine if the vessel holds the most current MSC publications.


·
Review ABS & USCG Memorandums of understanding for when the vessel leaves ROS status.


·
Ensure provisions and stores are sufficient for the intended exercise.


·
If the vessel is going to be transferred to MSC OPCON issue a mail message to route vessel mail within the Fleet Post Office.


·
Refer to OMV 11.8 regarding putting modes of communication into service.


·
Prior to leaving the dock, ensure that all modes of communication have been tested and verified to IUM, MARAD and MSC.

    
·
Make a log entry detailing the date, time and location of OPCON transfer.  Document fuel and lubes on board when transferring from MARAD to MCS OPCON.


·
Obtain a second set of ISM manuals for the C/E from the IUM ISM Coordinator.

    
·
Complete the RRF Crew Information Questionnaire.

19.3.2
FOS - ROS

    
·
Any controlled medicines shall be transferred from the FOS Master to the ROS C/M using IUM-V-ADM-001.  A copy shall be forwarded to IUM headquarters.


·
Complete the ROS-FOS Checklist (IUM-V-ROS-009).


·
Disposal of extra foodstuffs and HAZMAT IAW MARAD procedures.  Proper cleaning of the reefer boxes with a Dept of Agriculture Rep in attendance if possible.


·
Refer to OMV 11.8 regarding taking modes of communication out of service.


·
Cash on board is to be handled as directed by the Operations Manager.


·
Returning from MSC OPCON, all weapons must be removed by MSC.  Copy of all documentary receipts to IUM Operations Manager.


·
When returning from MSC OPCON, notify the fleet Post Office that the vessel is going out of service.

    
·
Make a log entry detailing the date, time and location of OPCON transfer.  Document fuel & lubes on board when transferring from MSC-MARAD OPCON.


·
Prepare an inventory for all liquid in all tanks and submit to IUM @ FWE.

    
·
Ensure that the safe combinations are documented as per OMV 3.3.12.

    
·
Perform a Controlled Equipage inventory.

    
·
Update MARTS for any voyage repairs.

19.3.3
ROS or FOS - NDRRF

ADVANCE \U 1456.85
·
See 19.3.2 above.


·
All controlled medicines must be removed.


·
All ISM manuals are to be turned over to the IUM Port Engineer.


·
Review De-Activation specifications and Lay Up plans.


·
Prepare an inventory for all liquid in all tanks and submit to IUM @ FWE.


·
Prepare a controlled equipage list and high value items list and verify with the MARAD Surveyor.


·
Contact the IUM IS Manager to determine the disposition of the IUM Payroll Program.


·
All blank checks and the Check Machine Must be returned to IUM.


·
All Personnel and payroll records be returned to IUM.

    
·
Ensure that the safe combinations are documented as per OMV 3.3.12.

19.4
PAYROLL

ADVANCE \U 778.8519.4.1
THE IUM PAYROLL PROGRAM IN ROS

ADVANCE \U 725.85
IUM provides a computerized payroll program that is installed on a computer on each ROS ship.  This program contains data on personnel, training as well as handling the payroll.


Twice per month, the C/M will prepare vouchers.  These vouchers will be transmitted/ faxed to IUM for reconciliation with the time sheets & overtime sheets.  Approval for the issuance of checks will come from the Payroll dept in writing.

19.4.2
CHECK WRITING IN ROS

ADVANCE \U 262.85
Refer to OMV 12.5.7.

19.4.3
OVERTIME, COMP-TIME, SICK DAYS & VACATION POLICY

ADVANCE \U 168.80
All OVERTIME (except in the case of a vessel emergency) must be pre-approved by the MARAD surveyor before being worked or the claim will not be honored.  There can be no exceptions to this rule.


The policy on COMP-TIME has to be developed on a region by region basis and the rules that will apply to your vessel will be promulgated by letter from the VP of Industrial Relations.


VACATION - Crewmembers will accrue vacation at the rate of 1 ½ days a month. Time allowed to each crewmember should be scheduled so that the ship is not left shorthanded.  Normally, earned vacation days will be taken without a replacement being assigned.  All arrangements for vacation should be made with the Port Engineer.  The PE will notify the IUM Personnel Dept.  Crewmembers will now continue on regular shipboard pay while on earned vacation.


SICK DAYS - Each crewmember accrues 1 sick day per month.  Sick days can only be taken after they are earned - they cannot be taken in advance.  This allowance is to be used for legitimate illnesses only.  This is not a personal day or a vacation day.  Illnesses resulting in an absence of 3 days or more require support documentation which will be forwarded to the Port Engineer.

19.4.4
SUBSISTENCE AND LODGING CLAIMS

ADVANCE \D 1103.15
In an effort to reduce subsistence claims (i.e. the Steward gets sick or injured) it is suggested that each vessel keep two days worth of frozen meals (waffles, breakfast sandwiches, frozen pizza and dinners) on hand.  These should be rotated on a periodic basis.  This is in addition and separate from food put aside for persons staying aboard for the night and/or weekend.


Reports of unsuitable accommodations must be submitted to the C/E in writing.  The ship has 24 hours to correct this situation before a claim for lodging will be entertained.  (Correction could include moving the seaman to another room).


The C/E will notify the IUM port Engineer and the IUM VP of Industrial Relations (via E-mail) that a claim has been submitted.


A claim for subsistence and lodging will only be entertained for those persons actually living on board without access to local living arrangements.

19.5
REQUIRED REPORTS - SPECIAL FORMS & INSTRUCTIONS

ADVANCE \U -1413.80
OVERTIME / COMP-TIME REQUEST SHEET - [IUM-V-ROS-007] must be

     


completed prior and approved/signed by the MARAD surveyor prior to working overtime or taking comp-time.  This form is submitted to the Payroll Dept. with the ROS Individual Time Sheet [IUM-V-ROS-001].

ADVANCE \U 1581.0
INDIVIDUAL OVERTIME SHEET (ROS) - [IUM-V-ROS-003] Details the

     


work performed and accompanies the request form noted above.  (This must be submitted with the MARTS print-out detailing crew utilization and log sheets)

ADVANCE \U 1346.0
COMP-TIME OFF SHEET - [IUM-V-ROS-002] - This report is submitted to the

     


Payroll Dept.  prior to taking COMP-TIME.  A request form [IUM-V-ROS-007] must be approved/signed by the MARAD surveyor.

ADVANCE \U 1134.0
INDIVIDUAL TIME SHEETS - [IUM-V-ROS-001] The authorized IUM person




shall, in addition to the above, fax copies of all time sheets and vouchers to the attention of the Payroll Manager.  It must be noted that the IUM authorized person must allow at least two (2) working days (lead time) for the time sheets/vouchers to be verified and the checks prepared.  Any COMP-TIME, Sick Day, Vacation and unpaid leave take for the period must be noted on this sheet.

ADVANCE \U 659.0
MONTHLY CONSOLIDATED TIME SHEET - [IUM-V-ROS-005] This report must




be submitted at the end of each month to the VP of industrial Relations.

ADVANCE \U 500.0
MEAL REPORT -  In addition to 19.11 below, the Monthly Meal Report

     


[IUM-V-STW-003] must be completed and submitted to the Purchasing Dept. at the end of each month.

ADVANCE \U 316.0
EXTRA MEALS - Reporting "Extra Meals" is of consequence to IUM.  The Meal

      


Report form [IUM-V-STW-003] shall be used to track extra meals served to government personnel on board for training, or any other purpose that MARAD may determine.  This report shall be submitted to the Chief Engineer, by the Steward at the end of each month.  Be certain that the correct name of the visiting "Activity " is listed on the form so that IUM can obtain reimbursement for the food served.

ADVANCE \D 180.0
USCG 735T - Each ROS vessel shall maintain the yellow USCG 735 T.  This form

     


shall be submitted to IUM on 7/1 and 1/1.  IUM will make a copy and forward to USCG.  See OMV 12.1.5.3 for instructions on submitting copies of the USCG discharges with the 735T.

     ADVANCE \D 454.95
MARTS & PC-SAL - Each FOS ship shall submit the MARTS quarterly on disc or electronically to IUM OPS.  Each ROS ship shall submit the MARTS monthly.  All ships shall submit the PC-SAL monthly directly to MAR-614.  An e-mail confirm of this submission is to be sent to IUM OPS.

19.6
EVENING AND WEEKEND SECURITY

ADVANCE \D 781.95
The vessel must be manned at all times.  The officers shall equally share the responsibility of keeping the evening/holiday and weekend watches.  Section 1 of the "Vessel Security Plan" details any exemptions to this requirement.


A provision of the MARAD contract calls for an annual no notice activation call back.  In order to be prepared for this event, the following procedures must be followed.  The weekend duty officer shall carry the pager when on duty.  He/she shall also check the vessel's answering machine after making rounds


A weekend/holiday contact report shall be prepared using IUM-V-ROS-006 and forwarded to the IUM headquarters office via E-mail by noon on the day before the weekend or weekend/holiday starts.  This E-Mail is to be copied to the Port Engineer.  A copy of this report shall be placed inside the plastic sleeve provided in the front of the "Vessel Security Plan" binder.


Due to differences in the requirements between the regions, modifications to policy will be handled separately by the VP of Industrial Relations via a letter or E-mail instruction.  In the event that MARAD agrees to fund security watches, use IUM-V-ROS-004 to submit claims for compensation. As of this writing, this does not appear to be likely.

19.7
HURRICANE/EXTREME WEATHER MEASURES

ADVANCE \U -1443.65
Each ROS vessel has been supplied with a heavy weather plan.  This plan will be updated as necessary.  The vessel should review this plan each summer to ensure that the provisions included are still appropriate.  Any changes should be forwarded to IUM headquarters.

19.8
SPECIAL MARAD REQUIREMENTS

ADVANCE \U 1518.1519.8.1
USE OF THE SOPEP

ADVANCE \U 1479.15
The MARAD SOPEP meets the requirements for a Vessel Response plan under OPA-90 and MARPOL rule 26.  This manual will be reviewed quarterly as part of the ISM review. Each ship will receive a reminder and signoff sheet for this purpose from the IUM ISM Coordinator.

19.8.2
MARAD SAFETY VIDEO'S

ADVANCE \U 1169.15
The requirement for the MARAD video's has been changed from once a quarter to once as part of indoctrination.  The (new) crewmember still has to sign the video log sheet but the sheet has only to be submitted once per year.  You will be reminded of this via the quarterly reminder that goes out near the end of each quarter.

19.9
CONTROL OF DRUGS AT ROS TURNOVER

ADVANCE \U 788.15
The Chief Mate shall be the custodian of any controlled drugs on board ROS vessels.  He/she will utilize the IUM "Controlled Drugs Inventory" form  [IUM-V-ADM-001] to transfer custody when he/she is relieved or upon the receipt/destruction of any controlled medicine.


Also see OMV 9.21.4 for additional information.

19.10
WASTE MANAGEMENT PLAN

ADVANCE \U 424.20
All ROS vessels must keep their "Waste Management Plan" current.  The posted plan must reflect the actual practices in place.  If the practices change, the plan must be updated.  The IUM Garbage Management Manual has sample plans that can be modified.  There are instructions that will also be helpful in this area.  All discharges of garbage must be logged in the IUM Garbage Management Manual.

19.11
PERSONNEL EVALUATIONS

ADVANCE \D 17.80
The Chief Engineer and the Chief Mate shall complete personnel evaluations twice a year for members of their departments using form(s) IUM-V-PER-002 & PER-003.   The completed forms shall be forwarded to the V.P. of Industrial Relations (Personnel Dept.) by the next mailing after January 1st and July 1st.

19.12
PROPERTY TRANSFER/DISPOSAL (ROS & FOS)

ADVANCE \D 387.80
Property on board government owned ships cannot be disposed of without the permission/authorization of the PE and the MARAD surveyor.  Food stuffs remaining on board at lay up are often donated to a local charity, but permission must be obtained beforehand.  Additionally the MARAD form (see the ROS/FOS section of the FORMS ADDENDUM) must be completed and forwarded to the PE.


Guns & Ammo - A recent MARAD directive calls for the guns and ammo to remain on board in many cases.  If this is your situation, the locker must be inventoried (cc:PE, IUM and Surveyor) and secured (welded if possible) before the departure of the person in charge of the vessel.

ADVANCE \D 1062.80

If the vessel lays up or is in the shipyard for an extended period, (without crew) it may be necessary for the small arms and ammo be returned to a qualified (local) MSC representative. A copy of the inventory and receipt is to be forwarded to the IUM Office.  Call the IUM Ops. Manager with any questions on this procedure.


Controlled equipage or high value items must remain accounted for until their documented disposal.  MARAD form (MA-10) must be utilized when transferring equipment, tools, parts or stores ashore (i.e. MARAD warehouse) or to another vessel.  All involved surveyors & PE's must be copied with this change of custody form.  All deletions/receiving of parts must be noted in the ECMIS program as soon as the transfer occurs.


Disposal of controlled equipage -  When disposing of items ashore to the MARAD warehouse or the DRMO in remote locations, surveyor authorization must be received before hand.  Computer related items fall into this category regardless of how obsolete they may be


"Configuration Change Report" (MA-985) is required for equipment transfer between MARAD vessels. (Ref. - RRF logistics Management Manual.)


Disposal of lashing gear (LG) is a separate category and is covered by the "Lashing Gear Inventory Guide," published by MARAD.  Bottom line, we must have authorization before disposal or landing of any LG.  Any new LG must be entered into the vessel inventory as quickly as possible.




    �	If the Department Head keeps this form, the responsibility shall be as follows:


	DECK - Chief Mate, ENGINE - Chief Engineer,  STEWARD - Master


    �	It is recognized that the definition of “injury” and “injury free” may sometimes be difficult.  A scrapped finger could later get infected; a minor bruise or sore muscle could later turn out to be more serious.  Some element of judgement is therefore required in meeting the requirements of this policy and the employee must certify that he/she is injury free "to the best of his/her knowledge."  While some conditions which would not be considered an "injury" may later develop into something serious, in the vast majority of cases the need to report will be obvious.


    �	A "[customer name] Inbox" will be the address to which the ship will direct the bulk of their E-mail traffic.  "[customer name]" will be described below. 


    �		Enter CC:Mail Mobile


		At the sign on screen, be sure that the "mobile" mode is selected


		Click on "Window"


		Select "New Address Book Window," Enter


		Click on "Mobile,"


		Select "New Directory Entry" Enter


		Directory Type "USER"


		Name ""[customer name Inbox]


		Address Type "Directory Entry"


		Address "IUM-Voorhees,"  Click on OK. 


    �	To standardize the Subject Line, the vessel can create "canned" subject lines as follows:


		Click on "SUBJECT" 


		Type in "S.S. ANYWHERE - CHECKING ACCOUNT REQUEST"


		Click on "Add to List"


		Create subject lines as necessary.		(ALWAYS include the ship's name on the subject line!)


		


    � 	Shipping Articles changes - The USCG has instituted changes in the way a vessel signs seamen on for coastwise, intra-costal and international voyages.  The Final Rule is very confusing and is subject to varying interpretations by the different districts.  The USCG has promised to issue a NAVIC to clarify some of the problems.  One item that will not change is the record keeping requirements being imposed upon the Company.  IUM must retain copies of articles and discharges for three years.  Additionally the company must submit copies of the articles to the National Maritime Center after a holding period. For the ship, this function will break up two ways.


�ADVANCE \U 1117.80�	Previously (for persons signing off), Masters would forward the white copy of the "Certificate of Discharge" bi-monthly along with the 735T to the USCG.  The new rule requires that vessels submit the white copy of the "Cert. of Discharge" along with a cover letter monthly.  (The 735T is being discontinued; however, for the purposes of simplicity and until the NAVIC is issued, continue using the 735T as the cover letter.)





	Until further notice, aboard vessels on foreign articles where crews are signing individual articles, Master's should continue to complete the articles as before and send all but the vessel (blue) copy of the "Articles" & "Particulars" to IUM with the signoff-payoff documents.  [The seaman does not get a copy of these forms.]  This applies to all circumstances of signoff.  Vessels on foreign articles must also comply with the monthly notification rule and therefore should send the white copies of the "Discharge" each month to the NMC-4A with a short cover letter listing: the vessel name, official number, vessel owner, operator and the operators mailing address.  (Do not mail copies of the "Articles" and/or "Particulars" to the NMC or USCG any longer as the burden of record keeping has been shifted to the company.)








    �.	Injuries to contractors and/or longshoremen often go unreported due to perceived "jurisdictional disputes."  Keep in mind that if it happens on the ship, the ship, her owners and operators may be held liable for the injury.  The incidents must be documented to the best of the officers ability.  A full package may not be possible and drug testing longshoremen is almost totally out of the question.  IUM asks the Master or person in charge of the vessel to use their best judgement and gather as much information as possible.  This includes the all important log book entry describing the date, time, location and nature of the incident or injury.





    �.	Messages of a personal or sensitive nature can always be directed to an individual as necessary.  The IUM format for E-mail is "firstname.lastname@IUM.COM"


    �.	There have been revisions to the "Training Record" forms.  Only the Master or person in charge of the vessel need complete IUM-V-ADM-014.  IUM also requires that all appliciable (as per the training matrix) certificates be on file at IUM.  At sign on the master will review the seaman's training (as per the training matrix) and verify such by signing the assignment letter that is printed from the payroll program.





