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Objective
By complying with a fixed procedure of training of key personnel and persons, engaged in key positions, it must be ensured, that all identified information are presented and understood by the person in question.
Therefore the education and instruction will be carried out after a well defined schedule in order to ensure, that everyone has been instructed properly according to the fixed program, in accordance with applicable national and international legislation. 

Background Information
ISM Code 6.3 requires that procedures are established to ensure that new personnel and personnel transferred to new assignments are giving proper familiarization.
Responsibility
The responsibility to ensure that all new crew members are fully familiarised before they take up duties lies with the Master.
Procedures
Officers 
When a new Crew Member, who do not know the Ship, starts working on board, the following Procedure must be followed:
1. To the extent required participates as an “Extra Person” to ensure possession of the necessary qualifications regarding Safe Ship Operations.
1. Instruction in Safety Procedure (Description of Functions). 
2. Instruction of the Handing over Procedure.
3. Orientation about all Routines and Standards.
4. Instruction regarding all Instruments on the Bridge.
5. Instruction regarding all technical installations.
6. Thorough sightseeing is performed.
7. The Standing orders and Instructions of the ship are looked over.
8. The person must have a general knowledge to the ISM/SMS Management Safety System.
Ratings:
When a new crew-member, who do not know the ship, start working on board, the following procedure must be followed:
1. The procedure of safety (the function description) is being performed.
2. The person must be orientated of the technical installations of the ship, especially as regards the safety- and environmental protection equipment.
3. The routines and standards of the ship must be instructed.
4. The person must be instructed in all technical installation on the decks including mooring deck, boat deck.
5. A thoroughly sightseeing must be performed.
6. It must be ensured, that the person has participated in safety- and fire fighting course, as well as when, if relevant or required.
7. The person must have a general knowledge to the ISM/SMS Management Safety System.
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