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1.1 Manning procedure A

Procedure for recruitment, assignment and signing on (automated)

The company has nominated a person responsible for manning, who coordinates and maintains ships’ crews and who undertakes the recruitment and assignment necessary in this connection.

The person responsible for manning has access to a personnel system containing information about the seafarers’ master data, including age, qualifications, certificates, medical certificates, trading area limitations etc. and is responsible for continuous updating of the information. The personnel system automatically and regularly advises on expiry- and renewal dates.

The crew shall as a minimum be composed in such a way that the requirements of the ship’s safe manning certificate are met, and also special function requirements not necessarily appearing there, such as the number of smoke divers and persons participating in the preparation of food, are met. Depending on the complexity, the various requirements may be illustrated in a matrix of qualifications for the relevant ship. 

The person responsible for manning shall:

check prior to any assignment that the seafarer:

· Has the qualifications necessary for holding his position and can produce valid certificates to that effect.
· Is in possession of a valid health certificate and that the ship will not exceed an area of limitation, if any.

in connection with first time assignments and employments also check that:

· The seafarer - except for trainees assigned in cooperation with the company’s person in charge of education - has reached the age of 18.
· A written contract of employment has been drawn up and signed by the seafarer and the company, and that it is available.
· The seafarer has been informed about his rights and duties.
· The Master has been informed about the terms of employment, including agreements regarding deviations from the rest hour rules, as well as the availability of the documents, collective agreements and other issues referred to in the contract.
· The seafarer has been entered in the payroll system with banking information and requested allotments.

For seafarers employed through recruitment- or intermediary services it shall furthermore be checked that:

· The service in question is domiciled in an MLC-ratifying state and is duly certified.
· The service has been approved by the company if it is not domiciled as above.
· The service is subject to procedures ensuring that the above-mentioned controls are performed.
· The serviced is regularly vetted by the company.

When other employers’ staff are employed on board it shall be checked that:

· They have the qualifications necessary for holding their positions and can produce valid certificates to that effect.
· They are in possession of a valid health certificate and that the ship will not exceed an area of limitation, if any.
· They bring along and can produce documentation for the conditions that the Master shall check.
· The employer complies with the social obligations and pays wages correctly and timely (cf. Danish Maritime Authority’s pamphlet “The Seaman’s Rights and Duties”).

The Master shall:

as part of the signing on procedure, check for (all) seafarers that:

· They have reached the age of 18, or have been employed as apprentices and are at least 16 years old.
· They have the qualifications necessary for holding their positions and can produce valid certificates to that effect.
· They are in possession of a valid health certificate.
· Limitations, if any, in their health certificate are observed (to be added / noted)
· They have entered into and bring along a signed contract of employment or that a copy hereof can be procured electronically from the company.
· The terms of employment, including agreements regarding deviations from the rest hour rules, as well as documents and other issues referred to in the contract are available.
· A copy of the Act on Seafarers Employment etc. is available on board and accessible to the seafarers. 

at the end of service:
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· 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.
· Hand over completed rest hour schedules 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. 




Manning procedure M

Procedure for recruitment, assignment and signing on - manually

The company has nominated one or more persons responsible for manning, who coordinate and maintain individual ships’ crews and who undertake the recruitment and assignment necessary in this connection.

The person responsible for manning has access to the seafarers’ master data, including age, qualifications, certificates, medical certificates, trading area limitations etc. and is responsible for continuous updating of the information. 
The crew shall as a minimum be composed in such a way that the requirements of the ship’s safe manning certificate and also special function requirements are met. 

The person responsible for manning shall:

check prior to any assignment that the seafarer:

· Has the qualifications necessary for holding his position and can produce valid certificates to that effect and also that the certificates are valid for the entire period of service.
· Is in possession of a valid health certificate and that the ship will not exceed an area of limitation, if any.

in connection with first time assignments and employments also check that:

· The seafarer has reached the age of 18.
· A written contract of employment has been drawn up and signed by the seafarer and the company, and that it is available.
· The seafarer has been informed about his rights and duties.
· The Master has been informed about the terms of employment, including agreements regarding deviations from the rest hour rules, as well as the availability of the documents, collective agreements and other issues referred to in the contract.

For seafarers employed through recruitment- or intermediary services it shall furthermore be checked that:

· The service in question is domiciled in an MLC ratifying state and is duly certified.
· The service complies with Danish regulations if it is not domiciled as above.
· The service is subject to procedures ensuring that the above-mentioned controls are performed
· The serviced is regularly vetted by the company.

When other employers’ staff are employed on board it shall be checked that:

· They have the qualifications necessary for holding their positions and can produce valid certificates to that effect.
· They are in possession of a valid health certificate and that the ship will not exceed an area of limitation, if any.
· They bring along and can produce documentation for the conditions that the Master shall check.
· The employer complies with the social obligations and pays wages correctly and timely (cf. Danish Maritime Authority’s pamphlet “The Seaman’s Rights and Duties”).

The Master shall:

as part of the signing on procedure, check for (all) seafarers that:

· They have reached the age of 18, or have been employed as apprentices and are at least 16 years old.
· They have the qualifications necessary for holding their positions and can produce valid certificates to that effect.
· They are in possession of a valid health certificate.
· Limitations, if any, in their health certificate are observed (to be added / noted)
· They have entered into and bring along a signed contract of employment or that a copy hereof can be procured electronically from the company.
· The terms of employment, including agreements regarding deviations from the rest hour rules, as well as documents and other issues referred to in the contract are available on board.
· A copy of the Act on Seafarers Employment etc. is available on board and accessible to the seafarers. 

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.
· Hand over completed rest hour schedules 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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