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4.3	Employee information
(Supplement to the company’s employee information, as prompted by MLC)

Contract of employment
· Before commencement of service a written contract of employment shall be drawn up.
· The seafarer shall be given and be in possession of a copy of the contract of employment, signed by the company as well as the seafarer.
· The seafarer shall be offered the opportunity to examine and receive advice about the contents before signing the contract.
· The seafarer shall bring along his contract of employment, or a copy hereof, and hand it over before departure to the Master, who will keep it in his custody together with health- and qualification certificates during the seafarer’s time of service on board.

At the end of service
· Certify the service in the seafarer’s seaman’s book or, if such is not required, use a standard service form and hand it to the seafarer upon request.
· Hand over medical records - containing confidential and personal information regarding examinations, prescriptions from Radio Medical, treatments and dispensation of medicine - to the seafarer.
· In cases where employment is terminated, notify the seafarer in writing about date of notice / date of termination as well as the reason for the termination. 
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A copy of the Act on Seafarers Employment etc. is available on board an accessible to the seafarers.
The Act on Seafarers Employment etc. and other relevant Danish legislation are applicable to the terms of employment for seafarers.
A monthly statement of earned wages and outstandings will be sent to the seafarer or can be obtained from the Master.
The company has established a complaints procedure stating how complaints on board are handled. If a complaint lodged verbally by the seafarer to his superior cannot be immediately solved by sound judgment, a formal written complaint shall be lodged and recorded on board. The complaint is treated in accordance with established procedures which, among other things, offer the complainant the possibility of being escorted or represented during its treatment. The complaints procedure and contact information to the relevant persons and authorities are displayed on board and can be obtained from the company. 
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