	CRW-06
	
	Doc No: CRW-06

	
	
	Revision: 01

Date: 15 Oct 2024

	
	Audit Checklist for Manning Agency
	Issued by: DPA

Approved by: MD

	
	
	Page: 1 of 6



	Audit date
	Manning agency
	Auditor

	     
	
	     


	N.
	Contacted person 
	Position

	1
	     
	     

	2
	     
	     

	3
	
	

	4
	
	


	REQUIREMENTS
	R

	EVIDENCES/NOTES

	1. Company certification and office personnel hiring and management procedures
	     
	      

	 FORMCHECKBOX 
Do land personnel in charge meet the required qualifications?

 FORMCHECKBOX 
Is there a trained substitute available should the owner be absent?

 FORMCHECKBOX 
Is there a training period for new personnel?

 FORMCHECKBOX 
Are personnel evaluation forms available for those in charge of sea farer management?

 FORMCHECKBOX 
Are the personnel in possession of general procedures to be applied?

 FORMCHECKBOX 
Is the management of sea farers completed with use of computer?
 FORMCHECKBOX 
Do Manning Office comply to MLC 2006 1.4 RPS?

 FORMCHECKBOX 
Do Manning Office comply with ISO 9001?

 FORMCHECKBOX 
Do Manning Office have feedback references from clients?

	2. Screening of new candidatures


	
	

	 FORMCHECKBOX 
Verify how the manning agency process the un-requested CVs

 FORMCHECKBOX 
Verification of how the Manning agency conducts the interview process 
 FORMCHECKBOX 
Verify if the interview process is documented (C/L A17a,b,c,d,e)
 FORMCHECKBOX 
Is there an application form that must be completed by the new personnel hired containing all previous experience and certifications?

	3. Communications modalities between SC Innovative Ukraine crewing dept and manning agency
	     
	     

	 FORMCHECKBOX 
Verify how the manning agency process the Company requests for crew

	4. Certification, competency and experience checks
	     
	     

	 FORMCHECKBOX 
Verify how the Manning agency checks that certifications complies with the issuing authority and STCW.

 FORMCHECKBOX 
Verify how the Manning agency authenticates certifications
 FORMCHECKBOX 
Verify if the Manning agency verify previous experience

 FORMCHECKBOX 
Verify if the Manning agency maintains records of this checks

 FORMCHECKBOX 
There is updated information for each sea farer relating to:

1.
Certifications (including expiry date)

2.
GMDSS Certification (Deck Officers)

3.
Mandatory courses

4.
Fit for duty on board

5.
Updated courses

 FORMCHECKBOX 
Is the Master aware of the certifications that the crew must be in possession of? (C/L A4)
 FORMCHECKBOX 
To avoid the unavailability of personnel in the different rank, the office prepare annual schedale for seafarer ‘s training courses.

 FORMCHECKBOX 
Is the annual training plan approved by the Management?

 FORMCHECKBOX 
Is there evidence that demonstrates that Masters and Chief Engineers have been evaluated following an embarkation. (De-briefing)?

	5. Familiarisation of the seaman with the Company procedures and policies
	     
	     

	 FORMCHECKBOX 
Verify which documents are hand to the seaman for familiarisation with the Company procedures and policies
 FORMCHECKBOX 
Verify how the Manning agency manages the policies and procedures received by the Company (particularly 
      if the revisions to the documents are duly managed in manner to have access to the last updating)


	6. Crew Quality checks 
	     
	     

	 FORMCHECKBOX 
Verify if the Manning agency conducts a crew quality checks annually (this includes competency and 
      certification check, result of on-board appraisal, ..)
 FORMCHECKBOX 
Verify if records of this annually checks are available
 FORMCHECKBOX 
Are personnel evaluation forms by Masters and Chief Engineers available? (C/L A11a,b,c,d)
 FORMCHECKBOX 
Are these remarks shown to the seafarer?

 FORMCHECKBOX 
Are corrective actions taken in case of negative evaluation forms?
 FORMCHECKBOX 
Are personnel evaluation forms taken into consideration?

 FORMCHECKBOX 
Are the Masters and Chief Enigineers promotions approved by the Management?(C/L A30a,b,c)
 FORMCHECKBOX 
Is the approval of the Management available?



	7. Filing of seaman records
	     
	     

	 FORMCHECKBOX 
Verify the modalities used by the Manning agency for filing the seaman records (paper, software?)
 FORMCHECKBOX 
Verify if the Manning agency files the appraisal reports of the seamen, received by the Company (C/L 

      A11a,b,c,d)
 FORMCHECKBOX 
Verify if the Manning agency records the annual quality checks

	8. Corrections made following the previous audit
	     
	     

	 FORMCHECKBOX 
Were there any inconformities in the previous audit?

 FORMCHECKBOX 
Have the necessary corrections been implemented?

 FORMCHECKBOX 
Have these corrections been implemented in an effective manner?

	9. Audit to third manning agencies
	
	

	 FORMCHECKBOX 
When used, have been third manning agencies audited?

	10. Management of the rules and regulation updates
	
	

	 FORMCHECKBOX 
Verify if the Manning agency has systems to identify emerging requirements for certifications and 
      competency of seamen.

	


GENERAL EVALUATION
 (to be sent to QSA in case of findings, for insertion in NC Database)

     
FINDINGS

	NC description

(question, nr.     )
	     

	Corrective action
:

     
	     

	Estimated closing date
	     

	NC description

(question, nr.     )
	     

	Corrective action3:

     
	     

	Estimated closing date
	     

	NC description

(question, nr.     )
	     

	Corrective action3:

     
	     

	Estimated closing date
	     


	Date & place
	Auditor Signature
	Manning Agent Signature

	     
	     
	     


� C = Conformity, NC = Non conformity, NS = not seen


� to be defined with the Manning agency






