S30 – KEY REGISTER (REQURIED BY SSP 3.10)

	KEY No
	AREA COVERED
	RESTRICTED AREA (Y/N)
	KEY HOLDER’S NAME
	RANK
	DATE & TIME KEY RECEIVED
	SIGNATURE OF KEY HOLDER
	DATE & TIME KEY RETURNED
	RECEIVED BY RESP. OFFICER
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The Master or SSO is to be responsible for the safe keeping of keys in a secure cupboard and the recording of all keys issued to personnel, including keys for the ship’s cabins, public rooms, offices, engine rooms, store rooms and workshops and any other lockable space onboard. 

The number of pass or master keys should be kept to a minimum and only senior personnel allowed possession. Any loss of keys is to be reported to the SSO immediately.  A search is to be initiated for any lost key and, in the case of a Master Key, if it is not located the CSO is to be informed.  If it is an individual cabin or store key that is lost then the lock is to be replaced at the earliest opportunity. 
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