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INSTRUCTIONS FOR COMPLETION - This familiarisation training checklist is to be completed by all joining catering ratings each and every time on joining a company ship.  Part A must be completed before sailing.

Every attempt must be made to complete part B of the list during the actual handover between the catering ratings. The completed form is to be returned to the officer responsible for familiarisation training for verification and recording 

	VESSEL
	JOINER (NAME & RANK)
	LEAVER (NAME & RANK)

	
	
	



PART A – To be completed prior sailing
	
	Requirement
	Date
	Joiner Initials
	Instructor Initials

	TO BE COMPLETED BEFORE SAILING
	Emergency Response
· Different alarms and means of raising, activation points, muster stations, muster lists, Muster station details displayed in cabin / common places
· Responses and duties for Fire / Spill / MOB / Enclosed Space Rescue / Abandon Ship
· Location and donning of immersion suits / TPA and lifejackets 
	
	
	

	
	Communication means and systems used on board (INTERNAL, EXTERNAL)
	
	
	

	
	Location, use and operation of all lifebuoys / Self igniting lights / MOB marker
	
	
	

	
	Location of embarkation stations and deployment of ladders
	
	
	

	
	Location of all embarkation lights and operating switches
	
	
	

	
	Safety symbols and IMO signs used on board
	
	
	

	
	Location, use and operation of EPIRB / SART / survival craft radios
	
	
	

	
	Location, use and operation of different pyrotechnics (hand flares, smoke signals, rocket parachute flares), line throwing appliances 
	
	
	

	
	Location and lowering procedures for lifeboats / rescue boats / life rafts / inflatable life rafts/davit launched life rafts etc as applicable
	
	
	

	
	Lifeboat and rescue boat engine starting procedures
	
	
	

	
	Arrangement of lifeboat davit, limit switch and winch
	
	
	

	
	Familiarization with type and method of lifeboat hook release systems
	
	
	

	
	Location and type of nearest fire extinguisher, nearest escape route and nearest alarm activation point from cabin
	
	
	

	
	Location and use of fixed firefighting systems - CO2 / water mist system or other ship systems including galley firefighting system and fire blanket where applicable
	
	
	

	
	Location and use of portable / wheeled firefighting apparatus including foam applicators
	
	
	

	
	Location of all emergency escape routes and watertight doors
	
	
	

	
	Location of Remote stops and trips
	
	
	

	
	Location and operation of ventilators / dampers including operating switches
	
	
	

	
	Operation and location of SCBA and EEBDs 
	
	
	

	
	Location and operation of equipment contained in Fire station
	
	
	

	
	Location of paint store and operation of sprinkler system
	
	
	

	
	Location of all fire hoses, hydrants and isolation valves, international shore connection 
	
	
	

	
	Location and operation of various fire detectors
	
	
	

	
	Location and operation of emergency fire pump
	
	
	

	
	Location and operation of emergency generator
	
	
	

	
	Location and identification of all enclosed spaces on board
	
	
	

	
	Smoking regulations / location of designated smoking areas
	
	
	

	
	Location and use of first aid kits / stretcher
	
	
	

	
	Issue of PPE and familiarization with company PPE Matrix
	
	
	

	
	Permit to work system and precautions to be taken (Hot work, enclosed space etc) 
	
	
	



PART B – Should be completed during handover if possible but within 2 weeks of joining
	
	Equipment
	Date
	Joiner Initials
	Instructor Initials

	SMS
	· Access to Company’s Safety Management System (SMS)
· Read company circulars, aware of new circulars and any changes to SMS since previous contract
	
	
	

	GALLEY
	· Operation and safety of food processing equipment
· Operation and precautions in use of food disposer 
· Operation and routine cleaning of galley range /hot plates, ovens and filter cowl of galley vents 
· Safety control and operation of water boilers and kettles
· Operational safety of high voltage galley equipment
· Cold room operation and management
· Hygiene standards, dress codes and cleaning routines.
· Cleaning of food processing equipment
· Food handling procedures and systems.
· Meal service procedures
· Stock take and storing procedures
· Accommodation cleanliness routines
· Refrigerated / freezer room temperature to be maintained and location of alarm
· Use of colour coded chopping boards
	
	
	

	LSA / FFA
	· Familiarization with ship specific SOLAS training manual / Fire safety operational booklet
·  Location and familiarization of LSA / FFA plan
	
	
	

	MARPOL
	· Garbage handling / storage / disposal procedures and colour codes used as per GMP 
· Oil spill equipment location and use
· MARPOL Special areas
· Ships environmental officer – Rank CEO
· MARPOL and Operations Declaration by Ship’s Staff (Form 4.1.2 B6) completed and signed.
· Familiarization with VGP / NPDES
	
	
	

	GENERAL - SAFETY
	· Lockout / Tag out system
· Use of Material Safety Data Sheets (MSDS)
· Accident & Near Miss reporting procedure & requirements
· Safety Officer and Safety Representatives 
· Designated Person Ashore (DPA)/Alternate DPA
· Structure and purpose of monthly safety meetings.
· Location and opening/ closing procedures of all fire /weather tight doors
· Hospital / Hospital alarm location and buzzer on bridge
· Location, use and operation of resuscitator
· Location and use of fall arrestor / safety harness / life vest
	
	
	

	ISPS
	· Name of Ship’s Security Officer & Company Security Officer
· Own security responsibilities for SECURITY level 1 
· Basic security requirements for SECURITY Level 2 and 3
· Gangway watch routines / Means of limiting / controlling access on board / Means of searching persons and their belongings 
· Stowaway prevention and search methods
· Potential access points, restricted areas on board and how to restrict access to these areas
· Security equipment used on board and its operation
· Reporting security breach / security threat
· Means of monitoring security of ship when underway /alongside / anchor / Location of CCTV
· Means of locking of doors and use of key control log
	
	
	

	ADMIN
	· Additional duties and or responsibilities understood
· SHEQ, Drug and Alcohol, Security, Technical and IT policies read and understood
· MLC awareness training including understanding of DMLC I / II
· MLC 2006 Complaints procedure Form 4.1.19 read and understood.
· Rest hour requirements – ISF Watch keeper
· Karko system
· Voltage supply in accommodation (220 V OR 110V)
	
	
	

	DOMESTIC
	· Names of senior personnel on board provided
· Important telephone numbers provided
· Cabin key and security access disc provided
· Ships routine and mealtimes
· Your documents to Master
	
	
	

	CYBER SECURITY
	· Familiarization with company policy and SMS procedures on Cyber Security 
· Designated person for cyber security on board and reporting procedures in case of suspicious activity or the threat of a cyber incident
· How to connect correctly to crew WIFI
· How to share files within shipboard computers in a safe manner
· Use of email and dangers of phishing/social engineering
· Procedures for software/antivirus/antimalware use and updates
· Familiarization with ships back up procedures 
· Correct use of ships business network
· User name /password for access to ships computers  
· Understand the risks associated with Cyber attacks
· Protection measures for OT Systems (e.g. ECDIS, Navigational equipment, cargo and machinery control systems etc)
· Restriction on the use of personal devices on ship board computers (e.g. USB, hard drives, mobile phones , tablets etc)
· Crew password strong and confidential
· Actions to take if there is a suspicion or confirmation that a personal device is infected
· Response to Cyber incidents, refer plans in Contingency Plan Manual
	
	
	






	COMPLETION
	JOINER :
	
	(Signature)

	
	LEAVER / INSTRUCTOR :
	
	(Signature)

	
	MASTER :
	
	(Signature)

	
	DATE COMPLETED :
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