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Objective
Ensuring the auditing is carried out according to the ISM Code and all applicable legislation to verify compliance of the manning agencies, of the company agreements and standards including compliance with International and national legislations, as applicable.
Background Information
The ISM code 12.1 generally requires that the company conducts internal audits on it vessels and activities ashore. Based on general requirements from various parties, this includes the manning agencies that supplies crews to the company’s vessels under the affected DOC’s.
Responsibility
It is the responsibility of Marine HR to ensure internal audits of manning agencies are planned and executed in a timely manner. This includes responsibilities to ensure that the results of the audits is brought to the attention of those involved in the SMS ashore, and that any non-conformities or deficiencies are reported according to established procedures.
Procedures
Internal audits of manning agencies.
It is company policy to carry out internal audits of the crew supplying manning agencies at regular intervals not exceeding 2 years.  
Procedures for planning, conducting and reporting the internal audit of manning agencies.
The audit should be planned and coordinated with the manning agent in question in a timely manner. Upon completion of the audit program, a date for the audit must be agreed. The audit shall be conducted by personnel independent of the ship/area being audited. Personnel performing the audits should be properly trained, i.e. should have successfully completed an auditor training course.
Corrective action must be implemented within the time limit by the management responsible for the area in which the deficiency has been raised.
As a minimum, the following areas should be addressed during the audit:
· Review subjects with previous NCs or Observations.
· Assessment of any discrepancies reported from the vessels since last audit.
· Is the agreement between the Company and the agency available?
· Is the latest version of Company required documents e.g. SMS documentation available? 
· Is the latest edition of the Manning & Qualification Matrix available?
· Is an updated issue of local legislation available in the office?  
· Is a copy of agreements with subcontractors used, when manning company vessels, available? 
· Updated contact details.
· Review of copies relevant certificates in accordance with the Manning & Qualification Matrix in the office?
· Review of records of current and previous placements with the Company 
· Review of records of Personnel Evaluation
· Review of records of English Tests


1
