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1.2 Instructions to the Master/standing orders

1. Minimum age

In connection with signing on (the manning procedure) the Master will check that the seafarer is at least 18 years old or at least 16 years old if he is employed in an educational position. Educational positions are defined as employment in positions for which the DMA has issued requirements to the effect that the practical part of the education follows an approved book of education. The restrictions applying to seafarers under the age of 18 and dealing with the types of work that is permitted, at which times the work may take place and under what conditions it may be carried out, must be considered in the planning and execution of the work delegated to the young seafarer.

2. Medical certification

As part of signing on control (cf. the manning procedure) the Master will take care that the seafarer is in possession of a valid health certificate. In the event that the seafarer is not, but can produce a Danish medical examination for seafarers performed abroad, the Master will issue a health certificate to the seafarer and enter the result of the medical examination the health certificate. After the issuance of the health certificate the medical examination shall be confidentially sent to the DMA. If the seafarer can neither produce a valid certificate of health nor a Danish medical examination for seafarers performed abroad, the Master will arrange such an examination before the ship’s departure. The Master will take care that possible limitations in trading area are observed and that possible limitations of suitability stated in the health certificate are made known to the seafarer’s day-to-day head. 

3. Qualifications of seafarers

The Master will take care, at the time of signing on (the manning procedure) that the seafarer has certificates necessary to hold the position and that he can produce valid original certificates to that effect. To get an overview of the requirements in force regarding the crew and the individuals composing it, the Master should preferably mark the requirements following from the ship’s safe manning certificate, as well as other requirements to be observed, in a matrix of qualifications, which may henceforth serve as a check list.

In the matrix, distinction should be made between job requirements, that is requirements for the filling of a specific and typical position as prescribed in the safe manning certificate (e.g. Certificate of Competence), and function requirements, that is requirements calling for the existence on board of qualifications of a specific nature (e.g. Fast Rescue Boat), not necessarily calling for this qualification to be linked to a specific person or position on board. If the function requirements are fulfilled by another position than the one filling it according to the matrix it may be necessary to alter the distribution of functions and/or the muster roll on board. It falls upon the Master to take care of making such alterations.



4. Seafarers’ employment agreements

At the time of signing on (the manning procedure) the Master will check that the seafarer has entered into and brings along a contract of employment signed by the shipowner (or employer) as well as the seafarer himself. The Master will check that collective agreements, which may be referred to in the contract, are readily available and will also see to it, possibly in consultation with the shipowner, that actual deficiencies in the contract will be rectified. The Master will check that the seafarer has received or will receive the information pertaining to seafarers’ working conditions which it is deemed relevant to give at the time of commencement of the employment. During the time of service on board the contract of employment shall be in the Master’s custody. Notice of the time and place of termination of employment must be given in writing. At the end of service the Master will attest the service in the seafarer’s seaman’s book or, in lack of same or on request he will issue a certificate of service.

5. Use of any licensed of certified or regulated private recruitment and placement service

The Master’s tasks in relation to crewing appear from the shipowner’s manning procedure. Unless the Master in each individual case of employment via private recruitment and placement services is advised to the contrary, the shipowner, , shall vouch for such services being domiciled in a country having ratified the MLC and being duly certified. If the shipowner uses private recruitment and placement services in countries that have not ratified the MLC or ILO Convention 179, the shipowner can certify that such services meet the requirements of said conventions. In case of need, the Master can obtain information from the shipowner certifying that such a service meets the requirements of said conventions or has been approved by the DMA.

6. Hours of work or rest

It is the responsibility of the Master to see to it that the work hours are planned and the duties performed in such a way that the seafarer will get adequate rest. The Master takes care that the prescribed duty rosters are prepared and displayed at an easily accessible location on board. He furthermore takes care that a continuous recording of rest hours takes place and will react on possible violation of the rules concerning rest hours. In the event that it is impossible to plan the work in compliance with rest hours, the shipowner shall be contacted. The Master shall approve work assigned to seafarers under the age of 18 between 20.00 pm and 06.00 am. In cases where unplanned situations have necessitated a deviation from the rules concerning rest hours, this shall be recorded in the ship’s official log. Unless a dispensation from the DMA can be produced, the Master or a person designated by him shall together with the seafarer sign the latter’s rest hour record, to be kept in two copies, each month. One copy is handed to the seafarer and the other is kept in a binder, which is to be made for that purpose, separated into calendar months and stored on board. Copies of rest hour records shall be kept in the binder for six months. Records more than six months old are sent to the shipowner or kept on board. Rest hour records more than 18 months old may be discarded.


7. Manning levels for the ship

At the time of signing on (the manning procedure) the Master checks that the seafarer has the qualifications necessary to hold the position and that he can produce valid original certificates to that effect. The Master shall in that connection see to it that the crew on board meets the requirements of the ship’s safe manning certificate. To get an overview of the requirements in force regarding the crew and the individuals composing it, the Master should preferably mark the requirements following from the ship’s safe manning certificate, as well as other requirements to be observed, in a matrix of qualifications, which may henceforth serve as a check list.

8. Accommodation

The Master shall regularly and at least once a week carry out an inspection of the ship’s day rooms in accordance with the relevant established procedure.

9. On-board recreational facilities

If the recreational and welfare activities on board are not adequately arranged and maintained under the auspices of a ship’s club run by the crew, the Master shall take care that a minimum of recreational options are available for the seafarers. These options shall, apart from a ship’s library, exercise equipment, slop chest, postage and telecommunications, TV and film, include access to and circulation of the offers from Danish Government Seamen’s Service (distribution of books, news services etc.). Day rooms and recreational facilities, including exercise equipment as it is, shall be regularly inspected and kept in a good working condition. To the extent that circumstances and expenditure permit, the Master shall give the seafarer opportunities to go ashore during off-duty hours when the ship is in port or at safe anchorage.

10. Food and catering

The Master will take care that the provisions of the order in force regarding food on board Danish ships are followed, including:
· that only persons able to document on signing on that they are in possession of the necessary competencies, in the shape of training as ship’s cook or an approved hygienic course, are allowed to be involved in the handling of food on board.
· that the person responsible for food preparation (the cook) prepares and displays menus ensuring a varied and nutritional diet, with due consideration for the provisions of the above order, including the religious and cultural background of the crew. 
· that the food, which shall be distributed over three main meals and one or more snacks, is prepared and served under hygienic and proper conditions in adequate quantities.
· that the person responsible for food preparation currently and regularly checks the provisions and the conditions under which they are kept and that faults or insufficiencies are remedied at once. Also, that drinking water is of a proper quality and available in adequate quantities.
· documentation for completed training in accordance with the e-learning material prepared by Seahealth.
· that inspection of the galley and the provisions shall be a fixed point in the procedure for the weekly inspection of the accommodation and that observations, if any, are noted in the ship’s journal.
Doubt regarding the quality of the drinking water shall be handled under the auspices of the safety committee, and this is also the relevant forum to discuss and make remarks about the food. 

11. Health and safety and accident prevention

The Master will take care that the work on board is planned and the duties performed in a safety- and health-wise secure manner. The Master will take care that the safety work on board is organized and that everybody on board has the possibility to be familiar with the composition of the safety committee. The Master will see to it that members of the safety committee who have not completed the work environment course will soonest possible receive on board training and be enrolled in a work environment course. The Master shall report work-related injuries and cases of poisoning resulting in inability to work for one day or more, beyond the day of the incident. As chairman of the safety committee the Master will ensure that meetings in the safety committee are held regularly and at least once every quarter, during which the safety- and health-related conditions on board are discussed. The Master will see to it that minutes of meetings are taken and that a copy hereof is made available to the crew and to the shipowner. The Master will find further guidelines in the shipowner’s SMS, and in his daily handling of the safety work he can moreover make use of the material prepared by e.g. Seahealth, adjusted to the duties occurring on the ship.

12. On-board medical care

A seafarer falling ill shall advise the medical attendant on board, who will commence a treatment according to the guidelines stated in the DMA’s Medical Book and draw up  a medical file. The medical attendant shall as far as possible have the sick seafarer examined by a doctor ashore or commence treatment through consultation with doctors under Radio Medical. The medical examination and the ensuing medication/treatment are done at no cost to the seafarer. For the visit to the doctor the special Medical Report, issued by the DMA, is to be used, which shall be treated confidentially after completion. The ship’s copy of the report shall be part of the medical file. The shipowner’s expenses for doctor consultations and medicine can possibly be refunded via the special medical insurance, administered by the DMA and financed by the shipowners, and it will equally cover the shipowner’s expenses for hospitalization and possible repatriation of the seafarer. On termination of treatment on board a special note is made in the seafarer’s personal papers, saying that the confidential medical file shall be handed to the seafarer on his signing off.

13. On-board complaint procedures

The Master will take care that the complaints procedure is displayed at an easily accessible location on board and that contact information to the relevant authorities and persons is kept updated and correct. The other obligations of the Master regarding the handling of complaints, including registration, appear from the complaints procedure.

14. Payment of wages

The Master shall to a suitable extent be familiar with and comply with the shipowner’s procedure for calculation and payment of wages for seafarers on board.
The Master will see to it that the seafarer receives a monthly statement of earned, paid and possible outstanding wages and takes care that possible questions to the statement are answered.
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