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6.1 Shore Personnel  

The Chief Executive ensures the safe and efficient management and operation of the Trusts’ fleet.  
The Admin Officers update the CRM and provide crew lists for each voyage.  The CEO ensures SMS is 
in place & being implemented fully at all levels throughout the organization. The Safety committee 
reviews incident reports & arranges safety audits. The Duty Manager and Duty Officer are the shore 
side out of hours contact. 

6.2 Ship Personnel 

The Skipper must ensure that the vessel is properly and sufficiently manned, with qualified 
certificated and medically fit sea staff. See Staffing Levels - Section 7. 

6.2:1 Skipper (Master) 

OYT Scotland ensures the skippers are: 
1. Properly Qualified to command 

2. Fully conversant with the company SMS 

3. Given the necessary resources to ensure skipper duties can be safely performed 

6.2:2 Familiarisation 

New Staff and crew must receive a familiarisation. Checklists must be used to ensure a 
familiarisation is properly carried out. Familiarisation must take place before departure and once 
completed be entered in the log book.    

6.2:3 Information to ship personnel 

The skipper must pass on any changes to rules and regulations or new notices concerning safety or 
pollution prevention measures.  Any new updates to policies and procedures are added to ‘File 0’ 
which is kept on board alongside the SMM, oncoming sea staff are advised to check this file for 
updates whenever they rejoin one of the trusts vessels.  The SMM is updated with the contents of 
‘File 0’ annually. 

6.2:4 Training 

The sea staff must be trained and made familiar with the Safety Management Manual (SMM) and 
vessel manuals on board. The skipper regularly makes sure the SMM and its checklists are properly 
used and assesses whether further training is necessary. 
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6.2.5 Chief Executive 

1. Job Description  

Job Title:   Chief Executive 

Responsible to:  The Board 

2. Job Purpose 

 

The role of the CEO is to run all aspects of the charity, providing a clear vision and effective 

leadership to build and motivate the staff team to deliver maximum performance in all areas of the 

Trusts work. 

To provide effective leadership & management of Ocean Youth Trust Scotland 

To ensure the safe and efficient management and operation of the Trusts’ fleet, in full compliance 

with legal requirements. 

To ensure the Trusts vessels are staffed with trained, competent and committed professional and 

voluntary sea staff 

To ensure the Trusts vessels are maintained to high standards and remain seaworthy and fit for 

purpose 

3. Dimensions   

Line management responsibility for Staff Skippers, Finance Director and Development Manager  

Training & Assessment of all sea staff. 

Member of the Board 

Member of the Safety committee. 

Member of the Training Committee. 

Responsibility for the Safety Management System. 
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6.3 Skippers (Masters) 

6.3:1 Skippers (Masters) Purpose 

1. Skipper Job Description (subject to amendment) 

Job Title:   Skipper 

Responsible to:  Chief Executive 

Department:  Operations 

Age:   At least 21 

2. Job Purpose 

To maintain and operate OYT Scotland vessels in order to deliver a safe, enjoyable and 

effective programme of sail training voyages. 

3 Dimensions   

Line Management Responsibility for Staff 1st Mates, 2nd Mates & Cadets. 

Supervisory responsibility for up to 6 sea-staff and 12 young people. 

Budgetary responsibility for the Annual Operating and refit budgets of your vessel. 

4. Role of the Skipper 

The Skipper is ultimately responsible for the safety of vessel and crew and as such, carries a 

duty of care to all onboard. The Skipper is the person onboard with the most experience and 

the highest level of risk awareness. 

It is the primary role of the Skipper to constantly assess the risks involved in all activities 

during a voyage, both ashore and at sea, and to ensure sufficient measures are taken to 

reduce risks to an acceptable level, and to avoid unacceptable risks. This duty of care 

extends to the emotional, as well as the physical well-being of the Sea Staff and 

Crewmembers. 

The secondary role of the Skipper is to deliver the best possible adventure for the crew by 

designing the voyage to provide a series of challenges that will stretch young people out of 

their comfort zones, but not push them too far (into their panic zones). 

5. Key Results Areas  

Compliance 

1. To operate OYT Scotland Vessels in full compliance with the following: 
 MCA Code of Practice for Small Commercial Vessels  

 The International Regulations for the Prevention of Collision at Sea 

 Marpol Annex V 

 UK and International Maritime Law 

 Health & Safety at Work Act. 

 OYT Scotland Safety Management System (SMS) 

 SOLAS V Safe Navigation. 
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Safety Management 

1. To operate OYT Scotland vessels with due regard to the guidelines and recommended 
best practice set out in the SMM.  

 
2. Ensure the safety and security of the vessel, equipment, sea-staff and crew of the vessel 

under his or her command at all times whether at sea or in port.  
 

3. Understand and comply fully with OYT Scotland’s Health and Safety and environmental 
Policy (Chapter 2 - Policy) and all relevant HSE legislation. 

 

4. If full time or occasional paid staff, you must understand and comply with the Maritime 
Labour Convention.  If intending on sailing where the MLC applies, you will be asked to 
agree and sign a Seafarer’s Employment Agreement (SEA) (See Section 11 Documents). 
 

5. Ensure the vessel is in a seaworthy condition and fit for the intended passage before 
putting to sea. This must include an assessment of the abilities of sea-staff and crew in 
relation to the intended length and duration of the passage, and the prevailing weather 
conditions and sea state. 
 

6. Ensure that all Sea Staff fully understand their responsibilities with regard to the safety 
of the vessel and crew. 
 

7. Ensure that everyone onboard receives a comprehensive Safety Brief before proceeding 
to sea. 

 

8. Ensure the safe navigation of the vessel & avoidance of all charted hazards. 
 

9. Ensure an appropriate passage plan is completed for all vessel movements (all passage 
plans must be checked by the first mate or skipper). 
 

10. Hold a Muster drill before putting to sea and an MOB drill within 48 hours of starting a 
voyage. 

 Care and Development of Young People 

1. Design and deliver challenging and enjoyable voyages around the capabilities of each 
group, using the principles of voyage delivery as defined in the Youth Work Toolkit. 
 

2. Ensure that every opportunity is taken to promote the social and personal development 
of young people during an OYT Scotland voyage. 
 

3. Encourage the enjoyment and participation by young people in as many activities as 
possible during an OYT Scotland voyage. 

 

4. Ensure the OYT Scotland Voyage Syllabus is delivered consistently on every youth 
voyage. 
 

5. Take responsibility for the physical and emotional safety, and good conduct of young 
people onboard and ashore. 
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6. Be fully familiar with and comply fully with OYT Scotland’s Child Protection Policy.  
(Chapter 2 – Policies) 
 

7. Ensure that Sea Staff uphold the OYT Scotland’s Code of Conduct. (Chapter 11 – 
Documentation) 
 

8. Deliver nationally recognised awards: RYA, DOE, John Muir and SQA during  OYT 
Scotland voyages, whenever possible and  where appropriate. 

Sea-Staff Management 

1. Ensure all sea-staff are fully briefed before the voyage and during the voyage as 

required. 

 

2. Deliver RYA Practical Courses with an OYT Scotland emphasis to members. 
 

3. Maintain good relations with all OYT Scotland volunteers, encouraging the development 
of both seamanship and youth work skills at every opportunity, including the use of the 
Training day onboard the vessels. 
 

4. Ensure all sea-staff receive a debrief at the end of each voyage and report any 
recommendations promptly to the office. 

 
5. Ensure appropriate levels of supervision of sea-staff onboard OYT Scotland vessels as 

required ensuring safe and appropriate conduct with regard to OYT Scotland Handbook, 
Sea Staff Code of Conduct, and Scottish law. 

 

6. Ensure sea staff are complying with MLC Hours of Rest regulations. 
 

7.  Attend and help deliver the Trust’s shore-based events as required including the 
Seminar, AGM, Gathering and Shore-Group meetings and events. 

Vessel Maintenance 

1. Ensure that OYT Scotland vessels are maintained in a safe and seaworthy condition at all 
times, and report any major defects immediately to the Chief Executive and the Duty 
Manager. 
 

2. Ensure routine maintenance and checks are carried out as per the onboard maintenance 
schedules. 
 

3. Complete annual winter refits of your vessel. 
 

4. Comply with instructions relating to safety and maintenance issued from time to time by 
the Chief Executive. 

Administration and Reporting 

1. Ensure that all Safety Reporting Procedures are implemented. 
 

2. Ensure that all incidents / accidents are reported promptly to the Duty Manager, and 
that MAIB and RIDDOR requirements are adhered to.  
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3. Ensure ships papers (logbooks, maintenance books and injury book) are correctly 
maintained and kept up to date. 
 

4. Ensure an accurate and up to date record of all expenditure and expenses is submitted 
to the OYT Scotland office at the end of the voyage, and to operate within the budgetary 
and financial guidelines set out by the Chief Executive. 
 

5. Ensure all onboard monitoring, evaluation and reporting procedures are maintained, 
and that end of voyage paperwork is completed and returned to the office promptly. 
 

6. Update the SMS, vessel manuals and other relevant documentation regularly as required 
by the Operations & Training Manager. 

Public Relations and Marketing 

1. Ensure that OYT Scotland vessels present a professional and seamanlike image at all 
times. 
 

2. Make best use of any opportunities to promote and publicise the work of OYT Scotland. 
 

3. Provide promotional or fundraising voyages for funders, ambassadors or potential 
supporters as required. 

 
4. Avoid conduct that could bring the Trust into disrepute; Skippers are expected to be 

mindful of their position as temporary guardians of young people and to avoid conduct, 
either their own, or that of the Crew or Sea Staff, that could cause adverse comment. 
 

5. Maintain good relations with external agencies including Harbour Authorities and 
Marinas, Suppliers, ASTO, RYA, STI and Youth work organisations. 
 

6. Contribute to the Trust’s newsletter and other publications as required. 

Equal Opportunities 

1. Promote equality of access to the Trust’s resources for all people regardless of age, sex, 
race, or ability: encouraging young people and volunteers to be aware of equal 
opportunities issues; challenging any onboard conduct of a discriminatory nature. 

Corporate Responsibility 

1. Ensure the highest standards of professionalism, courtesy and respect to all 

colleagues, staff, members, funders and supporters of the Trust.  

2. To maintain and promote a professional and positive image of yourself, your 

colleagues, your vessel and the Trust as a whole at all times 

3. To uphold the Sea staff values at all times 

6. Limits of Authority 

1. Spending authority within the agreed annual vessel operations and refit budget. 

2. Any purchase of £500 or more must be authorized by the Operations & Training 

Manager (or Chief Executive in his absence). 
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6.3:2.1 Skipper Assessment 

  

   (For office use only) Mem. No: 

PASS  

 
OCEAN YOUTH TRUST SCOTLAND 
CHECK LIST AND REPORT FORM 

 

NAME of CANDIDATE……………………………………………VOYAGE No…………. 

 

ASSESSOR…………………………………….VESSEL…………………..DATES………….. 

Each area of assessment tested will be graded by the assessor on a scale of 1 to 4 where 1= poor and 
4 = excellent performance. Not all areas will necessarily be tested, at the assessor’s discretion. 
 

1. QUALIFICATIONS 

Candidates must realise that these are the minimum requirements and that possessing them is not 

an automatic passport to promotion within the sea-staff. Candidates should present their RYA 

and/or OYT log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to Skipper status, the candidate must hold the following qualifications as a 

minimum.                SEEN 

1.1 RYA Yachtmaster (Offshore) Certificate.  

1.2 15000 miles offshore sailing logged. (60 days with OYT or and 

approved sail-training organisation). 

 

1.3 An in-date First Aid Certificate issued by a recognised agency.  

1.4 Commercial endorsement to RYA Yachtmaster Offshore Certificate.  

1.5 All skills and qualifications required by First Mate.  

1.6 Current ENG1 medical fitness certificate or MLS  

1.7 Cruising Instructor endorsement to RYA Yachtmaster Certificate   

1.8 RYA Radar certificate  

 

Preferred 
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Fire Fighting   

Yachtmaster Instructor Endorsement   

RYA Radar Instructor  

Master 200  

 BLUEWATER QUALIFICATION 

        `         SEEN 

In addition to the full requirements on this check-list, Skippers booked on voyages 

programmed to sail outside the Extended European Trading Area must be in possession of 

the following: 

 

 - Full Ocean Yachtmaster Certificate  

 - MF/SSB (GMDSS) Restricted radio operator’s license  

 - Advanced first aid certificate issued by a recognised agency.  

- current ENG1 Medical Fitness Certificate  

2. OYT SCOTLAND PROCEDURES 

     NOT 

         GRADE    TESTED 

2.1 Candidates will require a sound knowledge of, and be 

committed to, OYT Scotland’s aims and objectives. 

  

2.2 Can demonstrate knowledge of OYT administrative 

procedures: 

  

i) Knowledge of the vessel manuals, carried on board vessels.   

ii) Incident reports.   

iii) Emergency reporting procedures.   

iv) Routine reporting procedures.   

v) Management of petty cash float.   

vi) Accounting procedures.   

2.3 Has read and understood the skippers’ job description and 

personal profile. 
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4. YOUTH & PERSONNEL MANAGEMENT 

3.1 Ability to deliver all necessary briefings, both to crew and 

sea-staff. 

  

3.2 Apportioning the workload around the other watch-leaders 

in a fair and even-handed way, ensuring maximum 

participation by crew-members. 

  

3.3 Has the ability to re-structure and improvise should plans go 

unexpectedly wrong. 

  

3.4 Management of the voyage in such a way that the crew has 

an enjoyable and rewarding experience. 

  

3.5 Understand that the prime aim of skills teaching is to raise 

the personal horizons of the young people involved. 

  

3.6 Is prepared to engage in guidance activity but recognises 

their own limitations and when to call on support from the 

Operations & Training Manager, Chief Executive or Child 

Protection officer. 

  

3.7 Understands OYT Scotland’s Child Protection Policy.   

3.8 Ensuring Mates encourage new members to participate to 

their full potential. 

  

3.9 Continually assess and review the needs of the group 

throughout the voyage. 

  

5. SAILING AND SEAMANSHIP SKILLS 

    NOT 

        GRADE    TESTED 

4.1 Can manoeuvre the vessel under SAIL:   

i) To recover a man overboard.   

ii) To an anchorage, and anchor.   

iii) Away from at anchor.   

4.2 Selection of sails and sail plan to suit prevailing conditions.   

4.3 Sail setting and trimming to produce the most efficient 

results. 
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4.4 Can set storm jib and trysail and use them effectively in 

heavy weather. 

  

4.5 Can manoeuvre the vessel under POWER:   

i) To berth alongside, in a confined space.   

ii) turning the vessel round in a confined space   

iii) up to a buoy or pile in a tideway.   

4.6 Has a complete and thorough knowledge of the 

International Regulations for the Prevention of Collisions at 

Sea (SOLAS V). 

  

5. NAVIGATION, WATCHKEEPING & PILOTAGE 

                 NOT 
                  GRADE   TESTED 

5.1 The Candidate shall show an in-depth knowledge of and be 

able to put into practice the following aspects :  

  

 i) passage planning   

 ii) navigation/pilotage in fog and/or heavy weather   

5.2 Ensure effective watch keeping is maintained at all times   

    

 

6. VOYAGE MANAGEMENT      

    NOT 

          GRADE   TESTED 

6.1 Ensuring the management of voyage is based on the client’s 

needs. 

  

6.2 The candidate shall show an in-depth knowledge of, and be 

able to put into practice, the following aspects: 

  

i) Principals of voyage delivery.   

ii) Victualing for the voyage.   

iii) management of maintenance schedules   

iv)  Management of off-watch and shore-based activities.   
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7. SAFETY MANAGEMENT 

7.1 Is fully familiar with SMM   

7.2 Is fully aware of all risks & counter measures   

  

8. EMERGENCY MANAGEMENT 

8.1 

8.2 

Is fully familiar with the crises management plan   

The candidate shall demonstrate an ability to deal effectively 

with any or all of the following situations: 

  

i) man overboard   

ii) fire on board   

iii) Casualty handling, including preparations for transfer to 

helicopter or lifeboat. 

  

iv) First aid, including drowning, hypothermia, burns and 

fractures. 

  

v) Jury rigging of steering, masts and spars, and sails.   

 vi) collision   

 vii) flooding    

 viii) steering failure   

 viii) engine failure   

9. SYSTEMS KNOWLEDGE 

 

 

9.1 

The candidate must show complete familiarity with the 

vessel’s systems, including: 

  

i) The engine, including fuel and water supplies.   

ii) Electrics.   

iii) electronic navigation instruments, including radar   

iv) gas supply   

v) Radios, as appropriate to the area of operations.   

vi) The defects log, routine maintenance and repairs.   
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10. METEOROLOGY 

10.1 Can record and interpret weather forecasts from all sources.   

 

 

ASSESSOR’S COMMENTS. 
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Skippers Assessment: Unrestricted Pass 

I believe that this candidate has achieved an Unrestricted Pass to Skipper All Vessels in all 

areas. 

I am confident that the candidate has displayed the degree of seamanship skills and the 

command experience necessary to handle an OYT Scotland vessel under sail or power in any 

weather and at any time of day or night. 

In addition, I believe that he/she has the personality and moral character necessary to 

achieve the aims of Ocean Youth Trust Scotland. 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

Assessor’s Name (print)……………………………………… 

 

 

PASS 

  

 

UNRESTRICTED 

  

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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Skippers Assessment: Restricted Pass 

I believe that this candidate has achieved a restricted pass in their Skippers Assessment.  

This allows them to sail _________ Vessels in ___________areas until they complete the acting 

skippers training programme and Pass a follow-on Restricted Skippers Assessment. 

I am confident that the candidate has displayed the degree of seamanship skills and the command 

experience necessary to handle restricted OYT Scotland vessels in restricted areas under sail or 

power in any weather and at any time of day or night. 

In addition, I believe that he/she has the personality and moral character necessary to achieve the 

aims of Ocean Youth Trust Scotland. 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

Assessor’s Name (print)……………………………………… 

 

 

FAIL 

 

 

RESTRICTED 

  

 

 

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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Skippers Assessment: Unsuccessful 

I believe that this candidate has not shown the necessary skills required for their skipper’s 

assessment at this time. I suggest a Training plan is created in line with the Acting Skippers training 

program. 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

 

Assessor’s Name (print)……………………………………… 

FAIL 
 

 

  

 
I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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6.3:2.2 Skippers Assessment Flowchart  

Skipper Assessment 

Unsuccessful  Unrestricted 

Pass 

All Vessels     

All Areas 

Training Plan 

(Sk) 

Acting Skippers 

Training 

Programme 

One Vessel Type 

or                 

Selected areas 

Unsuccessful  

Restricted Pass 

Restricted Skippers 

Training Programme 

Restricted Skipper Assessment 

Skippers Training 

Programme 

Pass 
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6.3:2.3 Notes on assessment to OYT Scotland skipper status 

The Skippers role is to ensure that OYT Scotland deliver a service which exceeds the expectations of 

our clients in a safe and fun way. The skipper achieves this by understanding the needs and abilities 

of both clients and volunteer staff, as well as understanding the aims and objectives of OYT Scotland. 

RECOMMENDATION 

Prior to the allocation of an assessment berth, the Trust will require 2 written recommendations as 

to the suitability of the candidate from a  Skipper (of 2 or more seasons), the Chief Executiver or a 

skipper from another organisation approved by OYT Scotland. 

ASSESSMENT 

There may be 3 outcomes from the assessment, pass- unrestricted, Pass restricted with training plan 

and Unsuccessful with training plan. 

Assessment by: OYT Scotland Skipper (2 or more seasons) or an Assessor appointed by the Chief 

Executive) 

 Minimum 5 Days Consecutive Youth Voyage  

 

 

 

Assessment by: Chief Executive or his appointed Assessor 

 Minimum 5 day Consecutive Youth Voyage  

Ops Manager has the ultimate decision in accepting a recommendation to skipper. He/ she may call 

upon a Qualification Panel to help in this decision. 

POST -ASSESSMENT 

The initial results of the assessment will be done de-brief with the assessor at the end of the formal 
assessment voyage and will include completion of the assessment report. 

REVIEW 

If at a later date, a candidate is clearly unable to demonstrate ability in any part of the checklist 

which follows, withdrawal of Skipper status can be recommended by the Chief Executive at any time 

after discussion with the candidate. Confirmation of this decision will be in writing from the Chief 

Executive. Skipper status will be removed after 2 seasons of not sailing with OYT Scotland or another 

organisation approved by OYT Scotland.  

Restricted Skippers Assessment  
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6.4 First Mate 

6.4:1 First Mate Purpose 

First Mate Job Description (subject to amendment) 

1.  Job Identification 

Job Title:   Staff 1st Mate 

Responsible to:  Staff Skipper 

Department:  Operations 

Age:   At least 18 

2. Job Purpose 

To assist in the operation and maintenance of OYT Scotland vessels in order to deliver a safe, 
enjoyable and effective programme of sail training voyages. 

3. Dimensions   

Supervisory responsibility for up to 5 sea-staff and 12 young people 

4. Role of the 1st Mate  

The First Mate is the executive officer on board the vessel.  Supporting the skipper, they share 

the responsibility of the safety of the vessel and her crew.  

The First Mate shares the responsibility of risk and duly assesses all activities during a voyage.  

They have a duty of care towards all on board extending to the emotional and physical wellbeing 

of the young people and sea staff.  

Under the guidance of the Skipper, the First Mate is directly involved in delivering the Voyage 

Syllabus so as to provide an effective sail training voyage in line with our Principles as defined in 

the Safety Management Manual. These voyages should deliver a challenging yet safe, fun and 

supportive environment; they should be tailored to young peoples’ needs; young people should 

be empowered to make decisions and to take responsibility; young people should participate 

fully. The First Mate is very much a progressive role &considered as a skipper in training. 

5. Key Results Areas  

Compliance 

1. To operate OYT Scotland vessels in full compliance with the following: 
 MCA Code of Practice for Small Commercial Vessels  

 The International Regulations for the Prevention of Collision at Sea 

 Marpol Annex V 

 UK and International Maritime Law 

 OYT Scotland SMS 

 OYT Scotland Standing Orders for Skippers and 1st Mates 
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 SOLAS V 

Safety Management 

1. To operate OYT Scotland vessels with due regard to the guidelines and recommended 
best practice set out in the OYT Scotland SMM and Vessel Manuals.  
 

2. Ensure the safety and security of the vessel, equipment, sea-staff and crew of the vessel 
under his or her command at all times whether at sea or in port.  

 
3. Understand and comply fully with OYT Scotland’s Policies within Section 2 of the Safety 

Management Manual and all relevant HSE legislation. 
 

4. Work to maintain the vessel in a seaworthy condition, fit for the intended passage before 
putting to sea. This must include an assessment of the abilities of sea-staff and crew in 
relation to the intended length and duration of the passage, and the prevailing weather 
conditions and sea state. 

 

5. Ensure their working hours are complying with MLC Hours of rest 2006. 
 

6. Deliver a comprehensive safety brief to everyone onboard before proceeding to sea. 

Care and Development of Young People 

1. Work with the Skipper to design and deliver challenging and enjoyable voyages around 
the capabilities of each group. 
 

2. Identify and use opportunities to promote the social and personal development of 
young people during an OYT Scotland voyage. 
 

3. Encourage the enjoyment and participation by young people in voyage activities.  
 

4. Work with the Skipper to ensure the OYT Scotland Voyage Syllabus is delivered 
consistently on every youth voyage. 
 

5. Be aware of the physical and emotional safety and good conduct of young people 
onboard and ashore. 
 

6. Be fully familiar with and comply fully with OYT Scotland’s Child Protection Policy. 
 

7. Ensure that Sea Staff uphold the OYT Scotland’s Code of Conduct. 
 

8. Help to deliver the activities and training needed by young people to gain nationally 
recognised awards including e.g. Royal Yachting Association and Duke of Edinburgh 
Awards. 

Sea-Staff Management 

1. Participate in sea-staff briefings before, during and after voyages. 

 

2. Aid the Skipper to deliver RYA Practical Courses and OYT Scotland sea-staff training to 
young and adult volunteers. 
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3. Maintain good relations with all OYT Scotland volunteers, encouraging the development 
of both seamanship and youth work skills.  

 

4. Supervise sea-staff as required, ensuring safe and appropriate conduct with regard to 
OYT Scotland Handbook, Sea Staff Code of Conduct and Scottish law. 

 
5. If full time or occasional paid staff, you must understand and comply with the Maritime 

Labour Convention.  If intending on sailing where the MLC applies, you will be asked to 
agree and sign a Seafarer’s Employment Agreement (SEA) (See Section 9 Documents). 

 
6.  Attend and help to deliver the Trust’s shore-based events as required including the 

Seminar, AGM, Gathering and Shore-Group meetings and events. 

Vessel Maintenance 

1. Help to maintain OYT Scotland vessels in a safe and seaworthy condition at all times. 
 

2. Under the Skippers’ guidance, ensure routine maintenance and checks are carried 
out as per the onboard maintenance schedules. 

 
3. Work on annual winter refits of vessels.  
 

4. Comply with instructions relating to safety and maintenance issued from time to time 
by the Operations & Training Manager or Chief Executive. 

Administration and Reporting 

1. Carry out safety reporting procedures as required. 
 

2. Ensure that all incidents / accidents are reported promptly to the Skipper and/or Duty 
Manager or Operations & Training Manager. 
 

3. Update and maintain ships’ papers (logbook, maintenance books and injury book) as 
required by the Skipper. 
 

4. Ensure an accurate and up to date record of all expenditure and expenses is submitted 
to the OYT Scotland office at the end of the voyage, and to operate within the budgetary 
and financial guidelines set out by the Chief Executive. 
 

5. Contribute to onboard monitoring, evaluation and reporting procedures including end of 
voyage paperwork. 
 

6. Update the sea-staff handbook, vessel manuals and other relevant documentation as 
required by the Skipper or Operations & Training Manager. 

Public Relations and Marketing 

1. Help to present OYT Scotland vessels in a professional and seamanlike way at all times. 
 

2. Promote and publicise the work of OYT Scotland, as required by the Operations & 
Training Manager. 
 

3. Participate in promotional or fundraising voyages as required. 
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4. Avoid conduct that could bring the Trust into disrepute. 

 
5. Maintain good relations with representatives of external agencies including harbour 

authorities, marinas and suppliers. 
 

6. Contribute to the Trust’s newsletter and other publications as required. 

 

Equal Opportunities 

1. Help to promote equality of access to the Trust’s resources for all people regardless of 
age, sex, race or ability: encouraging young people and volunteers to be aware of equal 
opportunities issues and reporting any onboard conduct of a discriminatory nature to 
the Skipper. 

Corporate Responsibility 

1. Ensure the highest standards of professionalism, courtesy and respect to all 

colleagues, staff, members, funders and supporters of the Trust.  

2. To maintain and promote a professional and positive image of yourself, your 

colleagues, your vessel and the Trust as a whole at all times. 

3. Uphold & promote the Staff Values at all times. 

6. Limits of Authority 

1. Any purchase over £500 must be authorized by the Skipper or Operations & Training 

Manager. 
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6.4:2.1 First Mate Assessment 

    (For office use only) Mem. No: 

 

PASS  

 

OCEAN YOUTH TRUST SCOTLAND 
CHECK LIST AND REPORT FORM 

 

NAME of CANDIDATE……………………………VOYAGE No…………. 

 

ASSESSOR………………………………………..DATES………….. 

1. QUALIFICATIONS 

Candidates must realise that these are the minimum requirements and that possessing them is not 

an automatic passport to promotion within the sea-staff. Candidates should present their RYA 

and/or OYT log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to First Mate status, the candidate must hold the following qualifications 

as a minimum. 

                SEEN 

1.1 RYA Yachtmaster Offshore Certificate with commercial endorsement  

1.2 50 days offshore sailing logged. (20 with OYT).  

1.3 An in-date First Aid Certificate issued by a recognised agency.  

1.4 GMDSS SRC  

1.5 RYA Radar Certificate  

1.6 Completed all 6 requisite Youth Work Modules  

1.7 RYA Cruising Instructor (Recommended)  

1.8 All skills and qualifications required by Second Mate.  
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BLUEWATER QUALIFICATION 

                SEEN 

In addition to the full requirements on this check-list, first mates booked on 

voyages programmed to sail over 150 Miles from a safe haven  must have: 

 

 - Full Ocean Yachtmaster Certificate  

 - MF/SSB (GMDSS) Restricted radio operator’s licence  

 - Advanced first aid certificate issued by a recognised agency   

-  Current ENG1 medical fitness certificate  

 

2. OYT SCOTLAND PROCEDURES          

2.1 Candidates will require a sound knowledge of, and be committed to, OYT 

Scotland’s aims and objectives. 

  

2.2 Can demonstrate knowledge of OYT administrative procedures:   

i) Fully familiar with the Safety Management Manual, carried on board 

vessels. 

  

ii) Incident reports.   

iii) Emergency reporting procedures.   

iv) Routine reporting procedures.   

 

3. YOUTH & PERSONNEL MANAGEMENT         TESTED   NOT 

3.1 Apportioning the workload around the other watch-leaders in a fair and 

even-handed way. 

  

3.2 Being sympathetic to the individual needs of the sea-staff and crew, and 

tailoring the tasks allotted to their individual abilities. 

  

3.3 Can develop and manage an effective voyage youth work plan with 

regard to the needs of the group  

  

3.4 Can deliver an effective contract building session and then use the 

contract to promote acceptable standards of behaviour throughout the 

voyage 
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3.5 Can effectively manage tensions and conflict and support other mates. 

Has a good awareness for potential problems 

  

3.6 Is prepared to engage in guidance activity but recognises their own 

limitations and when to call on support from the Skipper or Operations & 

Training Manager. 

  

3.7 Has the ability to re-structure and improvise should plans go 

unexpectedly wrong 

  

3.8 Has a sound knowledge of OYT Scotland’s Child Protection Policy.   

 

4. LIVING BELOW DECKS 

4.1 Can deliver all briefings on behalf of the skipper.   

4.2 Can supervise the other sea-staff in the training of the crew in “life-skills” 

on board the vessel. 

  

4.3 Can lead and motivate the crew and sea staff   

 

5. SAFETY                       TESTED    NOT 

5.1 Is totally familiar with OYTS Safety Management System   

5.2 Can demonstrate any aspect of the First Aid knowledge laid down in their 

certificate and relevant to OYT Scotland operations. 

  

5.3 Is totally familiar with OYTS Standing Orders for Skippers and 1st Mates, 

and the OYTS Sea-Staff Handbook and Vessel Manuals 

  

5.4 Is fully familiar with all emergency procedures   

5.5 Has an excellent awareness of all identified risks and control measures 

associated with OYTS operations  

  

5.6 Has the ability to anticipate and prevent problems when supervising 

other watch leaders 

  

5.7 Has the ability to prioritise effectively and manage crisis under pressure.   
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6. METEOROLOGY 

        NOT 

              TESTED     TESTED 

6.1 Can record and interpret weather forecasts from all sources.   

 

7. SAILING AND SEAMANSHIP SKILLS                 TESTED     NOT  

     

7.1 The ability to apply the skills of RYA Yachtmaster Offshore Certificate to 

OYT Scotland vessels. 

  

7.2 Without help or advice from the skipper, can bring the vessel to a safe 

haven. 

  

7.3 Can manoeuvre the vessel under SAIL:   

i) to an anchorage, and anchor.   

ii) away from at anchor.   

iii) back to an object in the water.   

7.4 Can manoeuvre the vessel under POWER:   

i) to an anchorage, and anchor.   

ii) away from at anchor.   

iii) up to a buoy or pile in a tideway.   

iv) back to an object in the water.   

v) to berth alongside, in a confined space.   

7.5 Has a comprehensive knowledge of the IRPCS. Can use both radar and 

hand bearing compass to assess the risk of collision. Can decide on 

appropriate course of action to avoid collision in ANY SITUATION 

  

7.6 Take overall control of the vessel for anchor or harbour watch.   

7.7 Can bend on and set the trysail and storm staysail   

7.8 Has knowledge of jury-rigging:   

i) steering   

ii) masts and spars   

iii) sails   
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8. NAVIGATION, PILOTAGE AND RADIO 

        NOT 

              TESTED     TESTED 

8.1 Can produce and execute a passage plan with due regard to the forecast 

conditions and the strength of the crew including selection of sailplan 

and all preparations  

  

8.2 Can produce a pilotage plan and advise another watch-leader who has 

the deck; or, take over the con and execute the plan. 

  

8.3 Can demonstrate practical proficiency at using VHF radio.   

8.4 Can demonstrate the use of a radar set for:   

i) fixing the vessel’s position and use as a pilotage aid   

ii) use as a collision avoidance aid.   

9. ENGINE AND ELECTRICAL 

        NOT 

             TESTED      TESTED 

9.1 Can demonstrate practical knowledge of mechanics and engine 

maintenance: 

  

i) engine routine servicing schedules.   

ii) bleeding fuel lines.   

iii) changing and cleaning fuel and oil filters.   

iv) water cooling systems.   

v) starting and stopping procedures.   

9.2 Ability to deal with electrical system faults.   

9.3 Has attended regularly at winter refits and maintenance periods   
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10. TRAINING PLAN 
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Staff 1st Mate   : Unrestricted Pass 

I believe that this candidate has achieved an Unrestricted Pass to Staff 1st Mate for All Vessels in all 
areas. 

In addition, I believe that he/she has the personality and moral character necessary to achieve the 
aims of Ocean Youth Trust Scotland. 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

Assessor’s Name (print)……………………………………… 

 

 

PASS 

 

 

UNRESTRICTED 

 

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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Staff 1st Mate  : Restricted Pass 

I believe that this candidate has achieved a restricted pass in their Staff 1st Mate Assessment .  

This allows them to sail _________ Vessels in ___________areas until they complete the acting Staff 
Mates training programme and Pass a follow-on Restricted Staff 1st Mates Assessment. 

In addition, I believe that he/she has the personality and moral character necessary to achieve the 
aims of Ocean Youth Trust Scotland. 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

 

Assessor’s Name (print)……………………………………… 

 

PASS 

 

 

RESTRICTED 

 

 

 

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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Staff 1st Mate     : Unsuccessful 

I believe that this candidate has not shown the necessary skills required for their Staff 1st Mate 
assessment at this time. I suggest a Training plan is created in line with the Acting Staff 1st Mate 
training program. 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

 

Assessor’s Name (print)……………………………………… 

 

FAIL 

 

 

 

 

 

 

 

 

ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

 

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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6.7:2.2 First Mate Assessment Flowchart 
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Mate Training 

Programme 

Pass 

Unsuccessful  
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Mate Training 

Programme 

Restricted First Mate Assessment  
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6.4:2.3 Notes on assessment to OYT Scotland first mate status 

The First Mate is the Executive Officer for the skipper. As such candidates must demonstrate that 
they can manage the vessel on the Skipper's behalf and take full responsibility for the vessel in the 
skipper's absence; be it through the Skipper being ashore, being incapacitated or lost overboard.  
This means that the first mate must retain the confidence of the crew while delegating to other 
members of the sea staff roles in which they would normally get greater support. 

Thus the role of the first mate is more complex than any of the other mates and it is the ability to 
cope with multiple, simultaneous problems which is the hallmark of the ideal candidate. 

RECOMMENDATION 

Prior to the allocation of an assessment berth, the Trust will require 2 written recommendations as 

to the suitability of the candidate from a Skipper (of 2nd or more seasons), the Chief Executive or a 

skipper from another organisation approved by OYT Scotland. 

ASSESSMENT 

The assessment may be in two stages: 

Assessment by: OYTS Skipper (2 or more seasons) or an Assessor appointed 

by the Chief Exective 

 Minimum 5 Days Consecutive Youth Voyage  

 

Assessment by: Chief Executive or his 

appointed Assessor  

  Minimum 5 day Consecutive Youth Voyage  

Chief Executive has ultimate decisions in accepting a recommendation to First Mate. He/ she may 

call upon a Qualification Panel to help in this decision. 

POST -ASSESSMENT 

The initial results of the assessment will be by de-brief with the assessor at the end of the formal 
assessment voyage and will include completion of the assessment report. 

REVIEW 

If at a later date a candidate is clearly unable to demonstrate ability in any part of the checklist 

which follows, withdrawal of First Mate status can be recommended by the Chief Executive at any 

time after discussion with the candidate. Confirmation of this decision will be in writing. First Mate 

status will be removed after 2 seasons of not sailing with OYT Scotland or another organisation 

approved by OYT Scotland.  

Part 1  

Restricted First Mate Assessment  
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6.5 Second Mate  

6.5:1 Second Mate Purpose 

Job Description (subject to amendment) 

1.  Job Identification 

Job Title:    2nd Mate 

Reports to:   Vessel Skipper 

Department:  Operations 

Age:   At least 17 

2. Job Purpose 

To assist in the operation and maintenance of OYT Scotland vessels in order to deliver a safe, 
enjoyable and effective programme of sail training voyages. 

 

3. Dimensions   

Supervisory responsibility for up to 6 young people. 

2nd Mates, 3rd Mates and Watch leaders Responsibilities 

 Ensure the safety of the watch during all activities on board with due regard to OYT 
Scotland’s Sea-Staff Handbook and Vessel Manuals. 

 Lead and motivate a watch of up to 6 young people, ensuring that every opportunity is 
taken to promote their social and personal development. 

 Comply with the Sea-Staff Code of Conduct and Child Protection Policy. 

 Report any event, practice, or near miss that has or may have had an implication on the 
physical or emotional safety of the vessel, staff or crew to the skipper. 

 Comply with Standing Orders and Guidelines for Watch Leaders. 

 Comply with all reasonable instructions from the skipper and / or first mate. 

 Uphold the Staff Values at all times  
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    (For office use only) Mem. No: 

 

PASS  

OCEAN YOUTH TRUST SCOTLAND 
CHECK LIST AND REPORT FORM 

6.5:2 Assessment for upgrading to SECOND MATE 

 

NAME of CANDIDATE…………………………………………… 

 

ASSESSOR (1)…………………………………………………….YOYAGE NO……………….…….……DATES………….. 

ASSESSOR (2)…………………………………………………….YOYAGE NO……………………………DATES………….. 

1. QUALIFICATIONS 

 

Candidates must realise that these are the minimum requirements and that possessing them is not 

an automatic passport to promotion within the sea-staff. Candidates should present their RYA 

and/or OYT log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to Second Mate status, the candidate must hold the following 

qualifications as a minimum. 

         SEEN 

1.1 RYA Coastal Skipper  

1.2 30 days offshore sailing logged. (15 with OYT).  

1.3 GMDSS Short Range Certificate.  

1.4 A basic First Aid Certificate   

1.5 All skills and qualifications required by Third Mates  
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2. YOUTHWORK SKILLS          

         GRADE   NOT TESTED 

2.1 The candidate must demonstrate an empathy for working with young 

people. 

  

2.2 Understands the importance of creating a welcoming and supportive 

environment 

  

2.3 Is committed to a participative approach, taking into account the ages 

and skills of the young people involved. 

  

2.4 Is prepared to engage in guidance activity but recognises their own 

limitations and when to call on support from senior staff. 

  

2.5 Avoid discrimination against the disabled, racist or sexist behaviour or 

language and challenging evidence of such. 

  

2.6 Avoids over familiarity with the crewmembers.   

2.7 Understands the importance of maintaining high personal standards of 

behaviour including the avoidance of swearing, alcohol or drug misuse, 

and smoking.  

  

2.8 Understands OYT Scotland’s Child Protection Policy.   

2.9 Appreciates the need to avoid the creation of cliques within the crew or 

sea-staff 

  

2.10 Understands the importance of social interaction amongst all onboard 

& that this is based on good working relationships and mutual respect 

  

2.11 Understands the importance of non-sailing activities and is prepared to 

organise games and shore activities 

  

2.12 Has the ability to apportion work within the watch in such a manner as 

to be seen fair to all the watch members  

  

2.13 Understands the individual needs of the watch members and to tailor 

the workload to provide a progressive and stimulating learning 

experience 

  

2.14 Understands that the prime aim of skills teaching is to raise the 

personal horizons of the crewmembers and build their self esteem 

  

2.15 Can plan and organise a  mid-week review    
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3. LIVING BELOW DECKS 

       NOT 

           TESTED       TESTED 

3.1 Is able to perform all of the requirements of a 3rd Mate for this section 

(For direct entry at 2nd mate level please refer to the 3rd Mates 

Assessment Form) 

  

4. SEAMANSHIP AND SAILING SKILLS 

       NOT 

          TESTED         TESTED 

4.1 Demonstrate the ability to apply the skills of the RYA Coastal Skipper 

Certificate to OYTS vessels, leading a watch of six novices in safety, in 

moderate to rough conditions, and carry out the following tasks 

independently after a briefing from the skipper or first mate: 

  

i) a headsail change at sea:   

ii) reef and shake out a sail set on a boom:   

a) mainsail   

b) mizzen   

iii) hoist and set the cruising chute   

iv) hoist and set the mizzen staysail   

v)  rig the gybe preventer    

vi) Prepare to come alongside and supervise the passing of warps 

ashore from bow and stern including the use of a heaving line, surging, 

springing and making fast. 

  

vii) make ready the anchor and let go on command with due regard to 

the safe and correct operation of windlass 

  

v) Slip from a buoy or pier.   

4.2 Without advice from skipper or first mate, can safely:   

Tack   

Gybe   

Heave to    

4.3 Can, with advice, maneuver the vessel under POWER up to:   
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b) back to an object in the water   

c) Alongside a berth in simple situations.   

4.4 Able to teach the basics of the simple Steering and Sailing Rules to the 

watch on deck. 

  

4.5 Can recognise a potential collision situation and suggest a course of 

action to the skipper or firs mate. 

  

4.6 Can trim the sails efficiently to make the best use of the prevailing 

conditions for the course required. 

  

 i) Correct use of sheet car positions   

 ii) Correct setting of halyard tension   

 iii) Use of mainsheet traveler   

4.7 Selection of correct sail plan to suit prevailing conditions and strength 

of crew 

  

4.8 The effect of the sail plan on the balance and steering and use of sail 

plan for maneuvering 

  

4.9 Able to supervise an anchor watch and deliver briefing   

4.10 Can handle a loaded dinghy under oars and outboard motor.   

4.11 Can take charge of a watch at sea    

5. NAVIGATION AND PILOTAGE 

                     NOT 

          GRADE       TESTED 

5.1 Produce a detailed passage plan.   

5.2 Produce a pilotage plan and advise another watch-leader who is 

conning the vessel. 

  

5.3 Can teach a novice watch to :   

i) shape a simple course:   

ii) keep the ship’s log accurate and up to date:   

iii) plot the position of the vessel from first principles   

5.4 Is able to use GPS and chart plotter set, understanding the limitations of 

the systems. 
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6. METEOROLOGY 

6.1 Is able to interpret weather information from all sources.   

6.2 Is able to teach Meteorology section of the Competent Crew   

7. SAFETY 

7.1 Can send an undesignated distress message by DSC and a spoken 

Mayday message by VHF 

  

7.2 Knowledge of distress and anti-collision Flares including stowage and 

contents of grab bag 

  

7.3 Is able to teach the Emergency Equipment section of the Competent 

Crew 

  

7.3 Understands and is completely familiar with the 2nd Mates role for 

muster stations 

  

7.4 Has a basic knowledge of the 1st Mates Muster role.   

7.5 Good Knowledge of IRPCS and a working knowledge of radar as an aid 

to avoiding collision 

  

7.6 Can demonstrate use of the emergency tiller   

7.6 Is aware of own limitations and knows when to call for help or advice 

from the Skipper or 1st Mate 

  

8. SHIP HUSBANDRY 

8.1 Can carry out routine daily engine and safety checks and is able to 

support the bosun fully when required 

  

8.2 Has regularly attended the annual winter refit or maintenance periods   

8.3 Is totally familiar with the bilge pumping system and location of sea-

cocks 

  

9. MISCELLANEOUS 

9.1 The candidate must demonstrate red/green colour vision at sea that 

allows for correct identification of ships’ lights at night. 

  

9.2 Has a working knowledge of basic first aid, including the dangers of 

hypothermia and the management of seasickness and treatment of 

burns and bleeding 
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9.3 Understands and complies with OYT Scotland’s Standard Operational 

Procedures and Skippers Standing Orders at all times 

  

 

10  TRAINING PLAN 

 

10.1 Attend Contracting Building Youth Work Module By Date:     /      /  

10.2 Attend Managing Tensions and Conflict Youth Work Module By: Date:     /     / 

10.3 Attend Small Boat Sailing Course:  

10.4 Attend Mates Training Wknd on Alba:   
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ASSESSOR’S COMMENTS (1). 

 

 

 

 

 

 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

 

Final Assessors Name (print)……………………………………….. 

 

PASS  

 

 

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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6.5:3 Notes on assessment to OYT Scotland second mate status 

OYT Scotland places great importance on the quality of its voluntary sea-staff since so much of our work 

entails working with young and inexperienced people. Our sea-staff have to be confident and competent in 

their ability to lead and motivate our crewmembers. What follows are some general guidelines on our 

assessment procedure for 2nd Mates. 

RECOMMENDATION 

Prior to the allocation of an assessment berth, the Trust will require a recommendation as to the suitability of 

the candidate from a Skipper, Chief Executive or another organisation approved by OYT Scotland. If new to the 

organisation the candidate will have received a full induction to OYT Scotland as part of a familiarisation 

voyage.  

ASSESSMENT 

The assessment will be with either the Staff Skipper, or approved Relief Skipper. Alternatively it may be carried 

out by another organisation approved by OYT Scotland. 

 The assessment may NOT take place on an Adults or Mates Training voyage. 

 The candidate may be assessed from a third mate, bosun or 18th berth. 

 A 2nd Mates assessment may not take place on a voyage where another assessment is being carried 

out. 

The minimum duration of assessment will be a five day voyage with Members (aged 12 to 24) forming the 

crew. If necessary the assessment maybe carried through and continued on a subsequent voyage. 

A condition of passing the assessment is that the successful candidate will agree to attend OYT Scotland Youth 

Work Modules on Managing Tensions and Conflict and Contract Building. These modules will be made 

available at regular intervals during various training events throughout the year 

POST ASSESSMENT 

The initial results of the assessment will be, by de-brief with the assessor at the end of the voyage and will 

include completion of the assessment report. The result will be confirmed in writing and a copy of the 

assessment report will be made available. After assessment, persons may sail in the 2nd Mates berth to gain 

experience until recommended for upgrading to 1st Mate by a Skipper. 

REVIEW 

If at a later date, a candidate is clearly unable to demonstrate ability in any part of the checklist which follows, 

withdrawal of Second Mate status can be recommended by the Skipper  at any time after discussion with the 

candidate. Confirmation of this decision will be in writing. 2nd Mate status will be withdrawn if the candidate 

fails to complete the required youth work modules within 12 months of completing their assessment.  Second 

Mate status will be removed after 2 seasons of not sailing if the candidate has not sailed with OYT Scotland or 

another organisation approved by OYT Scotland.  
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6.6 Third Mate  

6.6:2Third Mate Purpose 

Job Description (subject to amendment) 

1.  Job Identification 

Job Title:    3rd Mate 

Reports to:   Vessel Skipper 

Department:  Operations 

Age:    At least 16 

2. Job Purpose 

To assist in the operation and maintenance of OYT Scotland vessels in order to deliver a safe, 
enjoyable and effective programme of sail training voyages. 

3. Dimensions   

Supervisory responsibility for up to 6 young people 

2nd Mates, 3rd Mates and Watch leaders Responsibilities 

 Ensure the safety of the watch during all activities on board with due regard to OYTS Sea-

Staff Handbook and Vessel Manuals 

 Lead and motivate a watch of up to 6 young people, ensuring that every opportunity is taken 

to promote their social and personal development  

 Comply with the Sea-Staff Code of Conduct and Child Protection Policy 

 Report any event, practice, or near miss that has or may have had an implication on the 

physical or emotional  safety of the vessel, staff or crew to the skipper 

 Comply with Standing Orders  and Guidelines for Watch Leaders  

 Comply with all reasonable instructions from the skipper and / or first mate 
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(For office use only) Mem. No: 

PASS  

OCEAN YOUTH TRUST SCOTLAND 

6.6:2 Assessment for upgrading to THIRD MATE 

 

NAME of CANDIDATE…………………………………………… 

 

ASSESSOR (1)……………………………………………….…VOYAGE NO…………………………….DATES………….. 

ASSESSOR (2)………………………………………………….VOYAGE NO………………………….…DATES………….. 

1. QUALIFICATIONS 

Candidates must realise that these are the minimum requirements and that possessing them is not 

an automatic passport to promotion within the sea-staff. Candidates should present their RYA 

and/or OYT log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to Third Mate status, the candidate must hold the following qualifications 

as a minimum.                  NOT 

          SEEN         SEEN 

1.1 RYA Day Skipper Practical Certificate   

1.2 Basic Approved first aid certificate (one day)   

1.3 15 days offshore sailing logged. (10 with OYT).   

1.4 Has completed the Fun and Games Youth Work Module   

1.5 Has completed the Crew Welfare Module   

1.6 Received a full OYTS Induction    

2. YOUTHWORK SKILLS 

                   NOT 

           TESTED        TESTED 

2.1 The candidate must demonstrate an empathy for working with young 

people. 

  

2.2 Understands the importance of creating a welcoming and supportive 

environment 
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2.3 Is committed to a participative approach, taking into account the ages 

and skills of the young people involved. 

  

2.4 Is prepared to engage in guidance activity but recognises their own 

limitations and when to call on support from senior staff. 

  

2.5 Avoid discrimination against the disabled; racist or sexist behaviour or 

language and challenging evidence of such. 

  

2.6 Avoids overfamiliarity with the crew-members.   

2.7 Understands the importance of maintaining high personal standards of 

behaviour including the avoidance of swearing, alcohol or drug misuse, 

and smoking.  

  

2.8 Understands OYT Scotland’s Child Protection Policy.   

2.9 Appreciates the need to avoid the creation of cliques within the crew or 

sea-staff 

  

2.10 Understands the importance of social interaction amongst all onboard 

& that this is based on good working relationships and mutual respect 

  

2.11 Understands the importance of non-sailing activities and has   

demonstrated ability to organised games and shore activities 

  

3. LIVING BELOW DECKS 

       NOT 

          TESTED        TESTED 

3.1 Able to teach the following skills to a novice member.   

 i) Heads operation.   

ii) Fitting, operation and stowage of lifejacket / safety harness.   

iii) fitting and stowage of oilskins and the importance of staying warm 

and dry  

  

iv) explanation of the watch bill and cooking rota    

 v) stowage plan for food    

vi) Stowage of individual bunk space so as not to inconvenience others 

including operation of lee cloths where fitted. 

  

vii) Safe operation of gas appliance, including the requirements for 

protective clothing to prevent burns. 
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3.2 Can supervise the following skills with up to six members.   

i) Prepare, cook and serve meals while at sea, including basic food 

hygiene precautions. 

  

ii) Clean up an allotted area of the vessel effectively.   

4. SEAMANSHIP AND SAILING SKILLS  

 

                  NOT 

TESTED       TESTED 

4.1 The ability to apply the skills of RYA Day Skipper / Watch Leader 

syllabus to OYT vessels, with particular emphasis on crew safety and 

wellbeing. 

  

4.2 Fully appreciates the potential dangers of winch operation, and is 

capable of instructing winch drill and supervising safe operation 

  

4.3 The ability to lead a watch of up to six novices, in safety, in moderate 

conditions, in the following tasks with minimum supervision from the 

1st Mate or Skipper 

  

i)   Bend on and hoist a headsail   

ii)  Flake and bag a headsail.   

iii) Lower and stow a headsail on the rail   

iv) Hoist and set the following sails   

a) staysail   

b) mainsail   

c) mizzen   

       d) mizzen staysail   

v) Lower and stow the same sails neatly in such a manner that the 

weather will not remove them from the stow. 

  

a) staysail   

b) mainsail   

c) mizzen   

d) mizzen staysail   
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4.4 With advice from the Skipper or 1st Mate can:   

        Tack   

        Gybe   

        Heave to   

4.5 Can teach the rope work section of the Competent Crew certificate to 

novice members. 

  

4.6 Can teach the Terminology section of the Competent Crew   

4.7 Can teach a watch to fender the vessel and prepare warps for coming 

alongside. 

  

4.8 Without supervision or advice:   

i) can teach a watch to keep an efficient look-out at sea and report to a 

more experienced member of the sea-staff when necessary. 

  

ii) can teach a novice to steer a compass course and by the wind.   

iii) can trim sails to suit point of sailing requested.   

4.9 Ability to handle a loaded dinghy under oars and outboard, and is fully 

familiar with operational procedures for dinghy 

  

5. NAVIGATION  

                      NOT 

          TESTED         TESTED 

5.1 Has the ability to teach a novice crew member to:   

i) Keep the ship’s log accurate and up-to-date.   

ii) plot the position of the vessel by both GPS and visual fixing 

methods 

  

5.2 Produce a simple passage plan   

5.3 Produce a simple pilotage plan using transits and clearing bearings and 

echo sounder and advise another watch leader who is conning the 

vessel. 

  

6. METEOROLOGY 

6.1 Can accurately record and interpret a weather forecast from radio 

broadcast sources. 
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6.2 Can teach the Meteorology section of the competent crew   

7. SAFETY 

7.1 Can send an undesignated distress message by DSC   

7.2 Knowledge of distress and anti-collision Flares including stowage and 

contents of grab bag 

  

7.3 Understands and is completely familiar with 3rd Mates role for muster 

stations 

  

7.4 Has a basic knowledge of the Muster Requirements for 2nd Mates   

7.5 Basic Knowledge of IRPCS rules including recognition of power, sail and 

fishing vessels by day and night and action to be taken in reduced 

visibility 

  

7.6 Is aware of own limitations and knows when to call for help or advice 

from the Skipper or 1st Mate 

  

8. SHIP HUSBANDRY 

8.1 Is aware of the need to observe and report all potential faults in all 

systems. E.g. unusual engine noises, chafe to ropes and/or sails, strange 

smells. 

  

8.2 Has attended the winter refit or maintenance period   

8.3 Appreciates the importance of the bosun’s role and supports the bosun 

wherever possible. 

  

8.4 Is familiar with engine starting and stopping routine including use of 

shaft brake 

  

8.5 Can plan a balanced menu and victual the boat for a 5 day voyage   

9. MISCELLANEOUS 

9.1 The candidate must demonstrate red/green colour vision at sea that 

allows for correct identification of ships’ lights at night. 

  

9.2 Has a working knowledge of basic first aid, including the dangers of 

hypothermia and the management of seasickness and treatment of 

burns and bleeding. 

  

9.3 Understands and complies with Ocean Youth Trust Scotland’s Standard 

Operational Procedures and Skippers Standing Orders at all times. 
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10. TRAINING PLAN 

10.1 Attend Reviewing Youth Work Module By Date:     /      /  

10.2 Attend Coaching Skills Youth Work Module By: Date:     /     / 

10.3 Attend Small Boat Sailing Course:  

10.4 Attend Mates Training Wknd on Alba:          
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1ST ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

Assessor’s signature…………………………………Date……………… 

 

2ND ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

Final Assessor’s Signature………………………….. Date……………… 

 

Final Assessors Name (print)……………………………………….. 

PASS  

 

 

 

 

 

I have been de-briefed by the assessor and understand the results of the assessment. 

 

 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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6.6:3 Notes on assessment to OYT Scotland third mate status 

 

OYT Scotland places great importance on the quality of its voluntary sea-staff since so much of our 

work entails working with young and inexperienced people. Our sea-staff have to be confident and 

competent in their ability to lead our crewmembers. What follows are some general guidelines on 

our assessment procedure for 3rd Mates. 

RECOMMENDATION 

Prior to the allocation of an assessment berth, the Trust will require a recommendation as to the 

suitability of the candidate from a Skipper or First Mate or another organisation approved by OYT 

Scotland. 

The candidate will have received a full induction to OYT Scotland as part of a familiarisation voyage. 

(see Induction Check List) 

ASSESSMENT 

The assessment will be on Alba Venturer or Alba Explorer with the Staff Skipper or an approved 

Relief Skipper. Alternatively it may be carried out by another organisation approved by OYT 

Scotland.  

The assessment may NOT take place on an Adults or Mates Training voyage. 

The candidate may be assessed from a crew, bosun, Watch Leader or 3rd Mates berth. 

A 3rd Mates assessment may take place on the same voyage as a Watchleader or another 3rd mate, 

but not if any other assessment is taking place. 

The minimum duration of assessment will be a five day voyage with Members (aged 12 to 24) 

forming the crew. If necessary the assessment maybe carried through and continued on a 

subsequent voyage.  

A condition of passing the assessment is that the successful candidate will agree to attend OYT 

Scotland Youth Work Modules in Reviewing and Coaching Skills. These modules will be made 

available at regular intervals during various training events throughout the year.  

POST ASSESSMENT 

The initial results of the assessment will be by de-brief with the assessor at the end of the voyage 

and will include completion of the assessment report. The result will be confirmed in writing and a 

copy of the assessment report will be made available. If the assessment is to be carried over, the 

candidate should bring their copy of the assessment report to the subsequent assessment voyage. 

After assessment, persons may sail in the Third Mates berth to gain experience until recommended 

for upgrading to Second Mate by a Skipper. 
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REVIEW 

If at a later date, a candidate is clearly unable to demonstrate an ability in any part of the checklist 

which follows, withdrawal of Third Mate status can be recommended by the Skipper at any time 

after discussion with the candidate. Confirmation of this decision will be in writing. Third Mate status 

will be withdrawn if the candidate fails to attend the required youth work modules within 12 months 

of completing their assessment Third Mate status will be removed after 2 seasons if the candidate 

has not sailed with OYT Scotland or another organisation approved by OYT Scotland. 
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6.7 Watch Leader  

6.7:1Watch Leader Purpose 

Watch Leader Job Description (subject to amendment) 

1.  Job Identification 

Job Title:    Watch Leader 

Reports to:   Vessel Skipper  

Department:  Operations 

Age:   At least 16 

2. Job Purpose 

To assist in the operation and maintenance of OYT Scotland vessels in order to deliver a safe, 
enjoyable and effective programme of sail training voyages. 

 

3. Dimensions   

Supervisory responsibility for up to 6 young people 

2nd Mates, 3rd Mates and Watch leaders Responsibilities 

 Ensure the safety of the watch during all activities on board with due regard to OYTS 
Sea-Staff Handbook and Vessel Manuals 

 Lead and motivate a watch of up to 6 young people, ensuring that every opportunity is 
taken to promote their social and personal development  

 Comply with the Sea-Staff Code of Conduct and Child Protection Policy 

 Report any event, practice, or near miss that has or may have had an implication on the 
physical or emotional  safety of the vessel, staff or crew to the skipper 

 Comply with Standing Orders  and Guidelines for Watch Leaders  

 Comply with all reasonable instructions from the skipper and / or first mate 
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6.7:2 Assessment for upgrading to WATCH LEADER 

 

    (For office use only) Mem. No: 

PASS  

OCEAN YOUTH TRUST SCOTLAND 
CHECK LIST AND REPORT FORM 

 

NAME of CANDIDATE…………………………………………… 

ASSESSOR (1)……………………………………….… VOYAGE NO………………………..DATES………….. 

ASSESSOR (2)………………………………………….…… VOYAGE NO………………………..DATES………….. 

 

1. QUALIFICATIONS 

 

Candidates must realise that these are the minimum requirements and that possessing them is not 

an automatic passport to promotion within the sea-staff. Candidates should present their RYA 

and/or OYT log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to Watch Leader status, the candidate must hold the following 

qualifications as a minimum.              NOT 

         SEEN       SEEN 

1.1 RYA Competent Crew Certificate   

1.2 10 days offshore sailing logged. (5 with OYT).   

1.3 Received a full OYTS Induction    

2. YOUTHWORK SKILLS 

              NOT 

          TESTED    TESTED 

2.1 The candidate must demonstrate an empathy for working with young 

people. 

  

2.2 Understands the importance of creating a welcoming and supportive 

environment 

  

2.3 Is committed to a participative approach, taking into account the ages   
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and skills of the young people involved. 

2.4 Is prepared to engage in guidance activity but recognises their own 

limitations and when to call on support from senior staff. 

  

2.5 Avoid discrimination against the disabled; racist or sexist behaviour or 

language and challenging evidence of such. 

  

2.6 Avoids overfamiliarity with the crew-members.   

2.7 Understands the importance of maintaining high personal standards 

of behaviour including the avoidance of swearing, alcohol or drug 

misuse, and smoking.  

  

2.8 Understands OYT Scotland’s Child Protection Policy.   

3. LIVING BELOW DECKS 

     NOT 

          TESTED    TESTED 

3.1 Able to teach the following skills to a novice member.   

 i) Heads operation.   

ii) Fitting, operation and stowage of lifejacket / safety harness.   

iii) fitting and stowage of oilskins and the importance of staying warm 

and dry  

  

iv) explanation of watch rota and cooking rota    

 v) stowage plan for food    

vi) Stowage of individual bunk space so as not to inconvenience others 

including operation of lee cloths where fitted. 

  

vii) Safe operation of gas appliance, including the requirements for 

protective clothing to prevent burns. 

  

3.2 Can supervise the following skills with up to six members.   

i) Prepare, cook and serve meals while at sea, including basic food 

hygiene precautions. 

  

ii) Clean up an allotted area of the vessel effectively.   

4. SEAMANSHIP AND SAILING SKILLS  

               NOT 

            TESTED     TESTED 
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4.1 The ability to apply the skills of RYA Competent Crew syllabus to OYT 

vessels, with particular emphasis on crew safety and wellbeing. 

  

4.2 Fully appreciates the potential dangers of winch operation, and is 

capable of instructing winch drill and supervising safe operation  

  

4.3 The ability to lead a watch of up to 4 novices, in safety, in moderate 

conditions, in the following tasks with verbal advice and close 

supervision from a more experienced member of the sea-staff: 

  

i) Bend on and hoist a headsail    

ii) Lower and stow a headsail on the rail   

iv) Hoist and set the following sails   

a) staysail   

b) mainsail   

c) mizzen   

v) Lower and stow the same sails neatly in such a manner that the 

weather will not remove them from the stow. 

  

a) staysail   

b) mainsail   

c) mizzen   

4.4 Can teach the rope work section of the Competent Crew certificate to 

novice members. 

  

4.5 Can teach a watch to fender the vessel and prepare warps for coming 

alongside. 

  

4.6 Without supervision or advice:   

i) Can teach a watch to keep an efficient look-out at sea and report to 

a more experienced member of the sea-staff when necessary. 

  

ii) Can teach a novice to steer a compass course and by the wind.   

iii) Can trim sails to suit point of sailing requested.   

5. NAVIGATION  

   NOT 

          TESTED    TESTED 
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5.1 Has the ability to teach a novice crew member to:   

i) Keep the ship’s log accurate and up-to-date.   

ii) plot the position of the vessel by  GPS    

 

6. METEOROLOGY 

     NOT 

            TESTED       TESTED 

6.1 Can accurately record a weather forecast from radio broadcast 

sources. 

  

7. SAFETY 

    NOT 

TESTED   TESTED 

7.1 Can send an undesignated distress message by DSC   

7.2 Has a basic knowledge of the Muster requirements of the 3rd Mate   

7.3 Basic Knowledge of the IRPCS    

7.4 Is aware of the dangers of downwind sailing   

7.5 Is familiar with the “no go zones” on deck for sail hoisting   

7.6 Is aware of own limitations and knows when to call for help or advice 

from the Skipper or 1st Mate 

  

8. SHIP HUSBANDRY 

8.1 Is aware of the need to observe and report all potential faults in all 

systems. E.g. unusual engine noises, chafe to ropes and/or sails, 

strange smells. 

  

8.2 Appreciates the importance of the bosun’s role and supports the 

bosun wherever possible. 

  

9. MISCELLANEOUS 

9.1 The candidate must demonstrate red/green colour vision at sea that 

allows for correct identification of ships’ lights at night. 

  

9.2 Has a working knowledge of basic first aid, including the dangers of 

hypothermia and the management of seasickness 

  

9.3 Understands and complies with Ocean Youth Trust Scotland’s   
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Standard Operational Procedures and Skippers Standing Orders at all 

times 

 

10. TRAINING PLAN 

          SPECIFY 

10.1 Attend Fun and Games Youth Work Module By:  

10.2 Attend Crew Welfare Youth Work Module By:  

10.3 Attend Small Boat Sailing Course:  

10.4 Attend Mates Training Wknd on Alba:          
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1ST ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

2ND ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

Final Assessor’s Signature…………………………………………….. Date……………… 

 

Final Assessors Name (print)……………………………………….. 

PASS  

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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6.7:3 Notes on assessment to OYT Scotland watch leader status 

OYT Scotland places great importance on the quality of its voluntary sea-staff since so much of our 

work entails working with young and inexperienced people. Our sea-staff have to be confident and 

competent in their ability to lead our crewmembers. What follows are some general guidelines on 

our assessment procedure for Watch Leaders. 

RECOMMENDATION 

Prior to the allocation of an assessment berth, the Trust will require a recommendation as to the 

suitability of the candidate from a Skipper or First Mate or another organisation approved by OYT 

Scotland. 

The candidate will have received a full induction to OYT Scotland as part of a familiarisation voyage.  

ASSESSMENT 

The assessment will be on Alba Venturer with the Staff Skipper or or an approved Relief Skipper. 

Alternatively it may be carried out by another organisation approved by OYT Scotland.  

The assessment may NOT take place on an Adults or Mates Training voyage. 

The candidate may be assessed from a crew, bosun or Watch Leader berth. 

A Watch Leader assessment may take place on the same voyage as 3rd Mates assessment, but not if 

any other assessment is taking place. The minimum duration of assessment will be a five day voyage 

with Members (aged 12 to 24) forming the crew. If necessary the assessment maybe carried through 

and continued on a subsequent voyage.  

A condition of passing the assessment is that the successful candidate will agree to attend OYT 

Scotland Youth Work Modules in Fun and Games and Crew Welfare. These modules will be made 

available at regular intervals during various training events throughout the year.  

POST ASSESSMENT 

The initial results of the assessment will be by de-brief with the assessor at the end of the voyage 

and will include completion of the assessment report. The result will be confirmed in writing and a 

copy of the assessment report will be made available. If the assessment is to be carried over, the 

candidate should bring their copy of the assessment report to the subsequent assessment voyage. 

After assessment, persons may sail in the Watch Leader’s berth to gain experience until 

recommended for upgrading to 3rd Mate by the Skipper. 

REVIEW 

If at a later date, a candidate is clearly unable to demonstrate an ability in any part of the checklist 

which follows, withdrawal of Watch Leader status can be recommended by the Staff Skipper at any 

time after discussion with the candidate. Confirmation of this decision will be in writing. Watch 

Leader status will be withdrawn if the candidate fails to attend the required youth work modules 

within 12 months of completing their assessment. Watch Leader status will be removed after 2 

seasons if the candidate has not sailed with OYT Scotland or another organisation approved by OYT 

Scotland.  
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6.8 Bosun  

6.8:1 Bosun Job Description 

The bosun performs an important and responsible role aboard OYTS vessels. As a key member of the 
voluntary sea-staff, the bosun performs an essential role in supporting the skipper and mates in all 
aspects of running a sail training vessel. They are a role model to the young crew members and often 
helping to bridge the age and cultural gap between sea-staff and crew. 

Apart from the skipper the bosun is the only member of sea-staff likely to be sailing on the vessel for 
an extended period of time (4 to 5 weeks). The bosun will therefore develop an excellent knowledge 
of the boat and equipment. 

Personal Specification 

Have sailed on at least one voyage (preferably more) 
 

 RYA Competent Crew Certificate is preferred 

 RYA Diesel Engine Maintenance Certificate is preferred 

 Participated in vessels annual refit 

 Attended a Bosun’s training weekend aboard OYT Scotland vessel 

 Be available for at least 4 consecutive weeks of sailing aboard Alba Venturer between March 

and October inclusive  

 The minimum age for a Bosun is 16. 

Desirable but not essential 

 RYA Power boat level 2 

 RYA Watch leader / Day skipper 

 The Bosun should be able to instruct Mates and Crew on various aspects of Vessel 

Maintenance. 

 The Bosun should understand and be committed to OYTS’s aims and objectives 

Bosun Responsibilities 

Carry out routine maintenance schedule as set out in the bosun’s book & maintenance log as 
directed by the skipper 

 Ensure the Maintenance Log and Defects book are kept up to date 

 Carry out daily and ongoing maintenance jobs as directed by the Skipper. 

 Ensure all spares and tools are maintained and stowed in good order 

 Ensure lazarette and rope locker are kept clean and tidy on Venturer – forepeak on 
Challenge  

 Safe Operation of anchor windlass, including preparations for anchoring,  stowage for 
sea and emergency anchoring procedures 

 Changing of gas bottles in compliance with OYT Scotland Procedures 

 Assist other staff in safe operation of the vessel   

 Comply with the Sea-Staff Code of Conduct and Child Protection Policy 

 Safe Operation of the ship’s tender in compliance with OYT Scotland Procedures and 
dinghy checklist 

 Carry out Bosun’s Arrival / Departure Checks as per Bosun’s Checklists 

 Comply with all reasonable instructions from the skipper and / or first mate 
 
Bosun Familiarisation Checklist – see Section 11: Documents 
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6.9 Training day Responsibilities 

The Training Day system is designed to give Mates, Watch leaders and Cadets an insight into the role 

of the skipper and an awareness of the “bigger picture”. The areas targeted for training are 

highlighted in the volunteers training plan e.g. 

 Passage Planning or Pilotage 

 Management of Domestic Routines 

 Boat Handling 

 Youth Work Skills 

 Trouble Shooting 

 Maintenance 
 
In order to maximise the benefit of this experience, it is vital that plenty of forward planning and 

preparation is done the day before. It should be stressed that the Trainee Day is a training 

opportunity where support and supervision will be given by the Skipper or First Mate. In the same 

respect the Trainee should not be afraid to ask for help and advice from the Skipper, First Mate or 

any other members of the Sea-Staff. 

6.10 Group Leaders  

The role of the Group leader is to assist the Skipper and Sea staff throughout the voyage; however 
the Skipper has the overall responsibility and authority for the crew onboard.  They are there to 
encourage the young people to mix and experience new life events whilst onboard. The group 
leaders are encouraged to take an active role in all areas of the voyage as they are a vital part of the 
team. 
Group Leaders should be included in staff meetings whenever appropriate. 

6.11 Buddies  

On certain voyages some of the crew require assistance, in these cases they are assigned a buddy. 

The role of the buddy is to give assistance to those with impaired mobility, sight or hearing. The 

buddy is assigned to the young person before the voyage and is with them throughout the trip from 

initial safety briefings, deck walks, watches to the end of voyage and is there to assist them in the 

event of an emergency. 

6.12 On Board Reporters (OBR’s) 

Description of OBR’s  

An on board reporter or OBR is any individual who is observing, recording (filming or photography) 

or reporting on any part of a voyage programme itself.  This role may be for example:  a cameraman, 

a photographer, a reporter (press) or a researcher (academic or otherwise) but not exclusively these 

roles. 

They are not part of the safety critical staff team but are expected to ensure that all activities they 

undertake are agreed by the Skipper or first mate who will ensure they are in accordance with the 

Safety Management System. 
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All OBRs must hold a valid PVG certificate when working with young people or vulnerable adults, as 

in accordance to the Trust’s Child Protection Policy.  (Please refer to section 2.13:1 Child & 

Vulnerable Adult Protection Policy). A task risk assessment must be completed prior to the voyage 

start date.  

The Trust reserves the right to request a copy of any material collected by an OBR while working 

with the trust. 
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6.13 Training, Qualifications and Assessments 

6.13:1 Training Ethos  

The Trust places great value in the contribution of its voluntary sea-staff and has developed a strong 

culture of training and development over the years. 

OYT Scotland is wholly committed to providing a high quality, comprehensive training programme 

for sea-staff. To this end a Training Committee has been set up with the remit of regularly reviewing 

the training programme and training events, and representing the views of the membership with 

regard to training. 

The core Training Committee consists of representatives from each level of sea-staff, who are tasked 

with identifying the training needs of their peers and ensuring the training programme remains up to 

date and relevant to their role onboard. Additional members can be invited to join the committee 

where relevant. 

6.13:2 Training Programme 

The Training Programme has four elements as follows:  

 Shore-based Modular Youth Work Programme 

 Shore-based RYA Training 

 Small Boat experience and Practical RYA Training  

 Big Boat Seamanship & Command Training 

 Mates Training and Skippers Training Programmes. 
 

There is also a strong emphasis in “on the job” training during regular sail training voyages, where 
sea-staff will often understudy or “act up” to gain experience of  the new role prior to assessment. 

6.13:3 Sea-staff Assessment and Qualifications  

Details of the requirements and qualifications for each position are outlined in the Sea-staff 

qualifications matrix. 

To ensure sea-staff at all levels are competent to carry out their respective roles, the Trust requires 

sea-staff to undergo in-house Assessments for the respective positions in addition to holding 

relevant RYA / MCA qualifications. Sea-staff Assessments are carried out during voyages with 

young people. 
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 6.14 Summary of Sea Staff Qualifications and Requirement 

 

(WL1/WL2 = Watch leader1/Watch leader 2.  Currently used to describe watch leaders roles for 

muster stations.) 

 

 

 

5Maritime Labour Convention (MLC) 

All full time and occasional employed staff must understand and comply with MLC.  If they are 

intending on sailing where MLC applies, they must agree to and sign a Seafarer’s Employment 

Agreement (SEA).   

SUMMARY OF SEA STAFF QUALIFICATIONS AND REQUIREMENTS 

Status RYA Certificate Preferred Logged Sea 
Time 

OYT Sea 
Time 

Age 

Bosun Competent Crew,  
Diesel Engine 

Bosun’s Weekend, 
Power Boat II 

5 days 5 days At least 16 

Watch 
leader 
(WL1/WL2) 

Competent Crew WL Weekend, Day Skip 
Theory, RYA Watch 
leader 

10 days 5 days At least 16 

3rd Mate 
(WL1/WL2) 

Day Skipper  
Practical 

3rd M Weekend, First 
Aid Certificate, GMDSS 
SRC 

15 days 10 days At least 16 

2nd Mate 
(WL1/WL2) 

Coastal Skipper Practical 
(First Aid & GMDSS SRC) 

2nd M Weekend, Sea 
Survival, Radar 

30 days 15 days At least 17 

1st Mate Yachtmaster Offshore 
with Com. Endorsement 
(Sea Survival & Medical) 
** (see note) 
Radar 

1st M Weekend 
Cruising Instructor 
Advanced First Aid 
 

50 days 20 days At least 18 
 

Skipper Yachtmaster Offshore 
with Com. Endorsement 
Yachtmaster Instructor 
** (see note) 
Ship Captains Medical 

MCA Master 200gt 
(Yacht)  

15000 NM 60 days with 
OYT Scotland 
or approved 
organisation 

At least 21 
 

**For Blue Water Voyages (over 150 miles from a safe haven): A full RYA Yachtmaster Ocean Certificate, 
Restricted Radio Operators Certificate, Proficiency in medical Care and a current ENG1 medical fitness 
certificate are required. 
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6.15:1 Reference 

Seafarer’s Employment Agreements (SEA) for Full time and Occasional Staff can be located in 

Section: 11 Documents. 

6.16 Sea staff grievance procedure 

 

The grievance procedure is intended to serve as a safeguard for individual staff when a problem 

arises in the workplace which, in your opinion, makes your work difficult or, in extreme cases, 

impossible.  In matters of grievance concerning employment the Trust follows the good practice 

principles set out in the Advisory and Conciliation Service (ACAS) code of practice. A copy of this 

code in available from the ACAS website. 

 

1.  Where an employee has a grievance relating to any aspect of his or her employment she/he 

should first discuss the grievance with their Line Manager who will attempt to resolve the matter 

within five working days. 

The Line Manager can use the support of colleagues. In addition, Ocean Youth Trust Scotland 

employs a number of consultants who are available for support. Names and contact numbers are 

available in the office. 

It is not envisaged that the procedure will be used for every minor disagreement, nor is it 

intended as a replacement for good working relationships with colleagues, or to undermine the 

management structure of Ocean Youth Trust Scotland. 

All grievances must be resolved in a spirit of professional work and must at all times during these 

procedures ensure that the wellbeing of children is a priority. 

 

2. Where the matter is not resolved at the conclusion of the first stage of this procedure, the 

employee may refer the grievance to the Chief Executive or Chairperson of The Board in writing, 

who will investigate the matter and then call a meeting.  

This meeting will take place as promptly as possible, usually within three working days of the 

written grievance being received. 

 

3. Where the matter is not resolved at the conclusion of this second stage of the procedure, the 

employee may refer the matter to the Human Resources Adviser, who will consider the matter 

and attempt to resolve the situation within two working days. 

If the Human Resources Adviser cannot accept the legitimacy of the complaint, or cannot provide 

a remedy she/he should reply orally as soon as possible and in any event within two working 

days, and advise the aggrieved employee of the next step open to her/him. 
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4.  If the employee is dissatisfied with the reply, or with the failure of the Human Resources Adviser 

to make a reply, she/he may at this stage request a further meeting. An independent professional 

will be asked to chair the meeting. The decision of this meeting will be final. 

At all stages of this procedure an employee is entitled to be accompanied by a colleague or 

representative of their choice. A record of the grievance and any proposed action must be made 

and placed in the individual staff file. Any member of OYT Scotland’s sea staff can also raise the 

matter with the MCA if their Complaint/grievance is not resolved. 

MLC Complaints 023 8032 9216 mlc@mcga.gov.uk  
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7.1 GENERAL 

7.1:1 Regulation 

Vessels operated by Ocean Youth Trust Scotland are operated with regard to various legal 

requirements.  

UK Merchant Shipping Regulations 

MGN 280 (M) Small Vessels in Commercial Use for Sport or Pleasure, Workboats and Pilot Boats - 

Alternative Construction Standards.  

International Regulations for Preventing Collisions at Sea. COLREGS 

Safety of Life at Sea. SOLAS V  

Marine Pollution. MARPOL 

Local Marine Regulations and Bylaws. 
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7.1:2 Vessel Particulars 

ALBA VENTURER 

Official Number 901820 

Call Sign MYUB6 

MMSI Number 232003696 

Maximum 

Complement 

19 persons - Must not include more than 12 crew 

Area of Operation CAT 2 

Length Overall 21.14 metres 

Beam 5.26 metres 

Air Draft 28 metres 

Draft 2.5 metres 

NB: Special arrangements will be made for extending area of operation for Ocean Voyages 

 

ALBA EXPLORER 

Official Number  903646 

Call Sign ZQCM9 

MMSI Number 235009000 

Maximum 

Complement 

18 persons - Must not include more than 12 crew (young 

passengers) 

22 persons for less than 24hrs- Must not include more than 12 crew  

Area of Operation Category 2 (Category 0 if appropriate qualified personnel and 

medical kit are onboard) 

Length Overall 21.63 metres (Excl. Davits) 

Beam 5.55 metres 

Air Draft 30 metres 

Draft 3.1 metres 

Note: Adequate clearance must be given for air draft under bridges and power cables with 

consideration of atmospheric conditions on tidal heights. 
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ALBA VOLUNTEER  

Official Number 702744 

Call Sign MRDG2 

MMSI Number  

Maximum 

Complement 

6 persons  

Area of Operation Up to 20 Miles from a safe haven (Cat 3) 

Length Overall 34 ‘ 7 

Beam 10 ’ 5 

Air Draft 5 ‘ 11 

Draft 1.8m 
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7.1:3 Safe Manning  

7.1:3.1 Minimum Staffing Levels 

It should be stressed that these are minimum staffing levels. OYT Scotland will always strive to 

staff its vessels with a full complement:-   

Refer to Sea Staff Qualifications Matrix:  Section 6.16:3 for details. 

Alba Venturer and Alba Explorer 

 Skipper 

 First Mate 

 2 x Assessed 2nd Mate or 3rd Mate or Watch leader (i.e. 2 of any of these) 

NB: For harbour movements when no young people are on board, this can be reduced to a Skipper 

and First Mate, with due regard to local circumstances and conditions. Seek guidance from the 

Operations Manager if required.  

For Small Boat RYA Training Courses for sea-staff: 

 Skipper (with RYA Cruising Instructor, or Yachtmaster Instructor qualification, as 
appropriate) 

 1 Instructor : 4 Trainees 
 

Small boat member’s charter  

 (RYA Day Skipper) 
 

OYT Big Boat Induction & Training Weekends 

 Skipper, 1st Mate and Bosun 

7.1:4 Sea Staff Management / Standing Orders / Night Orders  

The Skippers standing orders and any night orders should be written to reflect their own particular 

requirements and circumstances, particular to the vessel, her crew and the experience of the sea 

staff team currently on board. Standing orders and night instructions should operate without conflict 

within the OYTS SMS. Standing orders should be read by all sea staff upon joining the vessel and 

signed off.   With a constantly changing staff team consisting of full time staff and volunteers, 

perhaps the biggest challenge the skipper faces is that of moulding a mixed ability group of 

individuals who may not have sailed with each other before into an efficient and effective team. The 

skipper needs to employ a wide range of skills and qualities in this process. Firstly being able to make 

a rapid assessment of sea-staff’s individual strengths and weaknesses, then, with tact and sensitivity, 

to encourage and deploy their strengths and support their training needs.  

The Skipper must ensure that all Sea Staff are fully briefed before putting to sea at the start of the 

Voyage. Refer to Sea Staff Pre-Voyage Briefing Checklist for more details, which can be found in 

section 7.3.1 Sea Staff Briefings. 
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The Skipper should consider holding regular sea-staff meetings throughout the voyage to review 

progress of crew members, identify problems and discuss plans for the rest of the voyage.  

The skipper should encourage the development of both seamanship and youth work skills of sea 

staff by providing training / learning opportunities wherever possible. Debrief sea staff individually 

towards the end of a voyage, giving advice on training requirements and promoting the OYT 

Scotland Sea Staff Training Programme.  Include recommendations for Sea Staff Assessments on the 

Staff Feedback Form.  

The Training Day system is designed to give Mates, Watch leaders and Cadets an insight into the role 

of the skipper and an awareness of the “bigger picture”. The areas targeted for training are 

highlighted in the volunteers training plan e.g. 

 Passage Planning or Pilotage 

 Management of Domestic Routines 

 Boat Handling 

 Youth Work Skills 

 Trouble Shooting 

 Maintenance 
 

In order to maximise the benefit of this experience, it is vital that plenty of forward planning and 
preparation is done the day before. It should be stressed that the Trainee Day is a training 
opportunity where support and supervision will be given by the Skipper or First Mate. In the same 
respect the Trainee should not be afraid to ask for help and advice from the Skipper, First Mate or 
any other members of the Sea-Staff. 
 

7.1:5 Group Leaders 

On board the skipper and their sea staff team are responsible for the safety of the vessel and the 

crew. The Group Leaders role on board with regard to safety is to support the sea staff and to 

encourage their group to follow safety instructions and advice.  

With regard to time ashore, the Group Leader may be in charge of their group and therefore in 

charge of their safety.  There may be safety guidelines issued by their local authority / school which 

they need to abide by.   

7.1:5a On Board Reporters (OBR’s) 

Description of OBR’s  

An on board reporter or OBR is any individual who is observing, recording (filming or photography) 

or reporting on any part of a voyage programme itself.  This role may be for example:  a cameraman, 

a photographer, a reporter (press) or a researcher (academic or otherwise) but not exclusively these 

roles. 

They are not part of the safety critical staff team but are expected to ensure that all activities they 

undertake are agreed by the Skipper or first mate who will ensure they are in accordance with the 

Safety Management System. 
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All OBRs must hold a valid PVG certificate when working with young people or vulnerable adults, as 

in accordance to the Trust’s Child Protection Policy.  (Please refer to section 2.13:1 Child & 

Vulnerable Adult Protection Policy). A task risk assessment must be completed prior to the voyage 

start date.  

The Trust reserves the right to request a copy of any material collected by an OBR while working 

with the trust. 

 

7.1:6 Crew Management / Risk Management / Non-sailing Activities 

A watch system will be drawn up which will divide the crew into a number of teams.  This allows for 

clear allocation of responsibilities and tasks and also ensures adequate rest for each team. Examples 

of various watch systems can be found on board in the laminate file. 

Swimming is not permitted from OYT Scotland vessels or from the shore during OYT Scotland 

voyages.  
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EXAMPLE HAZARD  EXAMPLE HAZARD EFFECT/CONSEQUENCES 

PEOPLE 

 Insufficient Supervision 

 New/Inexperienced Personnel 

 Inadequate Communications 

 Insufficient Resources 

 Competence 

 

PERSONAL INJURY OR DEATH 

 Physical 
o Lacerations 
o Abrasions 
o Crush/Nip Injuries 
o Burns 
o Muscular Skeletal 

 Occupational Illness  
o Repetitive Strain Injury  
o Asbestosis 
o Dermatitis 
o Hazardous Substance 
o Exposures 

 Psychological 
o Stress 

EQUIPMENT 

 Inadequate Maintenance 

 Equipment Failures 

 Damaged / Unreported / Faulty Equipment 

 Incorrect Use of Work Tools 

 Scaffolding Towers / Ladders 

 

ENVIRONMENTAL IMPACT 

 Pollution 
o Air 
o Water 
o Land 

 

MATERIALS 

 

 Hazardous Substances 

 Flammable 

 Explosive Substances 

 Waste 

 Dimensions / Weight 

 

 

 Societal Effects 

 Flora/Fauna 

 Excess Waste 

 Financial Liability 

ENVIRONMENT 

 Working at Heights 

 Confined Spaces 

 Weather Extremes 

 Noise 

 Lighting 

 Ventilation 

 Vibration 

 

EQUIPMENT / PROPERTY 
DAMAGE 

 Fires/Explosions 

 Structural Failures 

 Dropped Object Damage 

PROCESS 

 Incorrect Procedure 

 Inadequate SMS Risk Management 

 Inadequate Planning 

 Lack of Training 

 Lack of Information / Instruction / Supervision 

 Inadequate Risk Assessment 

 Emergency Arrangement Inadequate 

 

 

 Financial 
o Loss of Vessel 
o Loss of Production 
o Repair / Replacement Costs 
o Reputation 

 

AN 

EVENT 
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TASK RISK ASSESSMENT 
TRA Number:  1 

Job Description:  PLAYING GAMES AROUND TABLE  
 

HAZARD INITIAL RISK CONTROLS RESIDUAL RISK 

Hazard Description  Effect of Hazard People at risk 
Hazard 

Severity 

Likelihood 
of 

Occurrenc
e 

Risk Rating List all Controls Required 
Hazard 

Severity 

Likelihood 
of 

Occurrenc
e 

Risk Rating 

Describe all hazards identified 
(from Hazard ID checklist and 
based on observations and 
experience). 
 
Note:  
Additional hazards may be caused 
by interaction with other work. 

Effect hazard could have if 
left uncontrolled. 

Name all types 
of personnel at 
risk. Remember 
to include 
people outside 
the work party 
who may be 
affected. 

From 
matrix, 
identify 
severity 
with no 
controls in 
place for 
each 
hazard. 

From 
matrix, 
identify 
likelihood 
with no 
controls in 
place for 
each 
hazard. 

Classify risk 
rating from 
matrix for 
each hazard. 

Describe fully all controls applicable for each 
hazard e.g. if PPE is used as a control, it must 
be specifically described. 
 
If a control can only be verified by 
documentation then it must be available. 
 
All controls must be valid in that they reduce 
severity, likelihood or both. 

From matrix, 
identify 
severity with 
controls in 
place for 
each hazard. 

From 
matrix, 
identify 
likelihood 
with 
controls in 
place for 
each 
hazard. 

Classify risk 
rating from 
matrix for 
each hazard. 

Inadequate briefing Physical/Emotional 
harm 

Staff & Crew Harmful Unlikely Moderate Good Briefing by Skipper/mate to 
sea staff running the game 
 

Sl. 
Harmful 

H. 
Unlikely 

Trivial 

Crew distracted- other jobs 
going on e.g. work in galley, 
filling with water, 
maintenance. 

Briefing not listened 
to. 
Physical/Emotional 
harm 

Staff & Crew Harmful Likely Moderate No concurrent jobs while playing 
game 
At least one extra member of sea 
staff to play game also to help 
supervise. 

Sl. 
Harmful 

H. 
Unlikely  

Trivial 

Trips, slips and falls while 
playing game. 

Physical/Emotional 
harm 

Staff & Crew Harmful Unlikely Moderate Good Briefing to crew 
Good Staff Supervision 
Warning to crew:  The game will 
END if safety is compromised. 

Sl. 
Harmful 

Unlikely Tolerable 

          

          

          

          

          

Assessor:  Laura Robertson/Trevor Farrar Date:  05/06/15 

Comments: 



June 2015                Live Version 1            Chapter 7: Ship Operations   12 
 

TASK RISK ASSESSMENT 
TRA Number: 3 

Job Description:  PLAYING GAMES ASHORE 
 

HAZARD INITIAL RISK CONTROLS RESIDUAL RISK 

Hazard Description  Effect of Hazard People at risk 
Hazard 

Severity 
Likelihood of 
Occurrence 

Risk Rating List all Controls Required 
Hazard 

Severity 

Likelihood 
of 

Occurrence 

Risk 
Rating 

Describe all hazards identified 
(from Hazard ID checklist and 
based on observations and 
experience). 
 
Note:  
Additional hazards may be caused 
by interaction with other work. 

Effect hazard could have if 
left uncontrolled. 

Name all types 
of personnel at 
risk. Remember 
to include 
people outside 
the work party 
who may be 
affected. 

From matrix, 
identify 
severity 
with no 
controls in 
place for 
each hazard. 

From matrix, 
identify 
likelihood with 
no controls in 
place for each 
hazard. 

Classify risk 
rating from 
matrix for 
each hazard. 

Describe fully all controls applicable for 
each hazard e.g. if PPE is used as a 
control, it must be specifically 
described. 
 
If a control can only be verified by 
documentation then it must be 
available. 
 
All controls must be valid in that they 
reduce severity, likelihood or both. 

From 
matrix, 
identify 
severity 
with 
controls in 
place for 
each 
hazard. 

From matrix, 
identify 
likelihood 
with controls 
in place for 
each hazard. 

Classify risk 
rating from 
matrix for 
each 
hazard. 

Where game is played 
 

Physical harm – minor 
injury/major injury 

Crew and sea 
staff 

Harmful Unlikely Moderate NO GAME PLAYING ON QUAY 
SIDES  
Find an open space free from 
obstructions, sea staff to scan 
area first to ensure no broken 
glass etc. 

Slightly 
harmful 

Highly 
unlikely 

Trivial  

Traffic Major physical 
harm/death. 

Crew and sea 
staff 

Extremely 
harmful 

Unlikely Substantial 
risk 

Do not play games near roads or 
in boat yards/car parks where 
there is a risk of traffic. 

Harmful Highly 
unlikely 

Tolerable 

Trips slips and falls from 
obstructions, Playing 
surface.   

Physical harm-minor 
or major injury  
 

Crew and sea 
staff involved 

Harmful Unlikely Moderate Find an open space free from 
obstructions, sea staff to search 
area first to ensure no broken 
glass, large pot holes etc.   
Consider the surface being 
played on and type of game 
played e.g. if wet ground, 
running game may increase risk 
of injury.  

Slightly 
harmful 

Unlikely Tolerable 

Distraction from safety of 
crew 
 

Communication- 
concurrent operations 

Crew and sea 
staff involved 

Harmful Unlikely Moderate Ensure game played in a clear 
open space, where no one 
should be disturbed.  At least 
one other member of sea staff 
taking part to help supervise 
 

Slightly 
harmful 

Unlikely Tolerable 
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Important safety 
information not passed on 
to crew. 

Communication- Poor 
safety briefing before 
hand 
 

Crew and sea 
staff involved 

Harmful Unlikely Moderate Sea staff to ensure everyone 
paying attention during briefing. 
Clear rules and boundaries must 
be set to the crew before play 
commences.  This is to ensure 
adequate supervision. 

Slightly 
harmful 

Highly 
unlikely 

Trivial 

Bites/stings from insects Physical harm – 
minor/major 

Crew or 
and/or staff 

Slightly 
harmful/ 
harmful 

Unlikely Tolerable/
Moderate 

Bring shore first aid kit 
containing bite and sting cream.   
Have hand held VHF in case of 
bad reaction. 
Carry EPI PEN in shore first aid 
kit. 

Slightly 
harmful 

Unlikely Tolerable 

Bites from animals Physical harm – 
minor/major 

Crew and/or 
staff 

Slightly 
harmful/ 
harmful 

Unlikely Tolerable/ 
Moderate 

Bring shore first aid kit  
Have hand held VHF in case of 
emergency. Inspect for ticks on 
return from shore. 

Slightly 
harmful 

Unlikely Tolerable 

Stings from plants Physical harm - minor Crew and/or 
staff 

Slightly 
harmful 

Unlikely Tolerable Bring shore first aid kit 
containing bite and sting cream.   

Slightly 
harmful 

Unlikely Tolerable 

Drowning Major harm/Death Crew or sea 
staff 

Extremely 
harmful 

Highly 
unlikely 

Moderate No swimming permitted on OYT 
Scotland voyages.  If playing 
near water, e.g. a beach, 
boundaries and rules must be 
set before play. 

Slightly 
harmful 

Highly 
unlikely 

Trivial 

Weather Hypothermia 
Contribution to trips, 
slips and falls 

Crew and 
staff 

Slightly 
harmful 

Likely Moderate If bad weather a proper 
assessment of whether a game 
outside is appropriate should be 
made.  Foul weather clothing 
(and warm clothing) should be 
worn if necessary. 

Slightly 
harmful 

Highly 
unlikely 

Trivial 

          

          

          

Assessors signature:   Date: 

Comments: 
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7.1:7 Medical Management 

Introduction 

The Medical Record Sheet is a tool designed to assist skippers with the responsibility of ensuring the 

safety and wellbeing of anybody on medication in their care.  It is considered best practice to use 

these with anybody with a doctor’s/medical advisor’s note.   When any member of the vessels 

compliment gets on board who plans to take medication during a voyage then it is recommended 

that the record sheet is used.  The sheet can be used as a prompt to a confidential conversation 

(normally with the skipper) so as to ensure the facts are understood.  The reverse of the sheet 

provides a space for the condition and any medication or to be recorded.  It is confidential and once 

in use must be kept with the confidential part of the crew list.  A stock must be kept with the vessel 

paperwork on board.  It must be returned to the office along with the crew list for shredding.  

Guidance on the Form  

Name – The name of the patient  

Skipper – The skippers name 

Voyage Number – The voyage number  

Condition – This must detail what it is the individual suffers from, and what the signs and symptoms 

of any attacks or fits are.  If an individual has more than one condition they can be listed here, or if 

appropriate a separate sheet used.  

Medication – This must detail the name of any medication the individual is on (as written on the 

packet) the dose, and the frequency this is taken.  It must be clear what condition the medication is 

for.  This is an opportunity for the medication and dosage etc. to be double checked.  

Medication Side Effects – Side effects of the medication 

The following questions have been requested on the doctor’s note.  The skipper should have these 

answers to hand and be able to discuss them with the patient.   

1. What could happen if the medication is missed?  

2. What could happen if the patient is sea sick?  

3. Would combining the medication with sea sickness medication have any adverse side 

effects? 

4. What treatment would you recommend should it not be possible to give the medication 

again?  

5. Is there anything else we should know?  

Is the Medication Record Sheet going to be used (include explanation)? – Every case is different, 

here it is decided whether or not to record the medication and an explanation is required as to the 

decision.  

Medication Record Page 

Date start – The date the record begins, normally the first day of the voyage 
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Grid - This grid allows the record of any medication taken, any medication missed, any attacks and 

any record that may be beneficial to take (such as blood sugar in the case of a diebetic).  In many 

cases a simple signature from the skipper than the individual has taken their meds at the correct 

time will be sufficient.  
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Medical Record Sheet - Confidential

Name: Skipper: 

Voyage Number: 

Condition (include signs and symptoms of attacks/fits etc.): 

 

Medication (Name, dose, frequency): 

 

Medication Side Effects: 

 

 

 

 

 

1. What could happen if the medication is missed?  

 

 

2. What could happen if the patient is sea sick?  

 

 

3. Would combining the medication with sea sickness medication have any adverse side 

effects?  

 

 

4. What treatment would you recommend should it not be possible to give the 

medication again?  

 

 

5. Is there anything else we should know? 

 

 

 

 

 

Is the Medication Record Sheet going to be used (include explanation)? 

Office Return Notes: 
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Medication Record Page 

Date Start; 

Day --> Monday Tuesday Wednesday Thursday Friday Saturday Sunday 
Insert time of 
day below 

        

        

        

        

(The record sheet should be used to record a signature of medication being taken, any medication missed, any attacks, and any record such as blood sugar that is 

felt necessary)
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7.1:8 Vessel Administration / Crew List 

7.1:8.1 Voyage Administration and crew list 

Start of Voyage 

Crew lists with medical details must be received on the boats 1 week before the voyages take 

place.  

Once the crew has arrived on board, the skipper must confirm the final crew list with the office in 
office hours or the Duty Manager in out of office hours. The updated crew list details must then be 
sent to the office by the quickest available means. Ensure that any late additions to the crew have 
completed booking forms and are returned to the office before departure. Note: young people 
under the age of 16 cannot go to sea without parental permission, or permission from a group 
leader, legal guardian acting on loco parentis 

Record crew list in ship’s logbook and ensure confidential section is kept in a safe place and 
destroyed at the end of the voyage. Enter total number of persons on laminated card on bulkhead. 

At the start of the voyage the skipper should have a discussion with any individuals on medication 
and it is advised that a Medical Record Sheet be used for anyone who has a condition requiring a 
doctor’s/medical advisor’s note. 

End of Voyage 

Ensure the ships logbook and hours of rest are up to date and signed by the Skipper and First Mate 
on every page, and record the RYA details on the last page of the voyage. 

 Complete and return the following to the office at the end of the voyage:  

 Return Crew list with RYA voyage summary details 

 Crew Recommendations (potential Bosuns, Watch Leaders, Young Leaders) 

 Voyage Evaluation Forms   

 Sea-Staff Assessment Forms and feedback forms  

 End of Voyage Safety Management Audit 

 Any non-conformities, accidents and hazardous occurrences  

 Major Defects 

 Credit card log and petty cash claim if relevant (with receipts) 
 

NB Please report any major defects directly to the OYT office or Duty Officer ASAP by telephone 
then include details in End of Voyage Report. 

7.1:9 Vessel Reporting 

7.1:9.1 Safety Reporting 

Ensure an updated Crew List is filed with the Office or Duty Officer prior to sailing (communicate any 

amendments during a voyage immediately to Duty Officer). 

Vessel reporting must be carried out as per on-board reporting procedures (see below).  There is a 

laminated copy of this on board by the chart table which should show the correct number of persons on 

board at all times.   

Refer to Vessel Monitoring and Duty Officer System for details of shore support and response in the event 

of an incident or emergency. Traffic Reports must be opened and closed with the Coast Guard for all 

passages. 
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7.1:9.2 On Board Reporting Procedures 

AT THE START OF EVERY VOYAGE: 

 Check that Yellow brick is on and has plenty of battery life 

 Report total number of persons on board and any changes to crew list, to Duty Officer (DO) 

 If crew and sea staff are as per crew list then leave short message to DO: 

 “Boat Name – Confirm crew as per list and total number on-board:  No further action” 
OR 

If crew or sea-staff differ in any way then leave message requesting DO to call you back; 
“Boat Name – Duty Officer Please Call ASAP to confirm changes to crew list” 

Then confirm changes to crew list with DO over the phone. 
 

DURING VOYAGE: 

 Yellow brick will automatically report in, no action apart from routine traffic report with 
MCA coastguard.  

 Report any changes to crew list immediately to DO.  

 Inform DO as soon as possible/practicable in the event of any incident/accident or 
emergency on-board. 

 Contact DO if any on-shore assistance is required. 
 
END OF VOYAGE: 

 When crew depart, short message to DO confirming end of voyage. 

 The total number and names of those staying aboard during non- voyage nights (e.g. 
voyage turnarounds, maintenance weekends) must be made to the DO.  This must include: 

o Full names and emergency contact details of anyone not on the crew lists (contact + 
telephone number). 

o Any medical information concerning people on-board. 
NOTES 

 If Yellow brick is off line then 1 call per 24 hours to DO, giving anticipated action for next 48 
hours.  

 If phone not available (mobile or shore) then MCA Coastguard have DM number on file as 
contact point.  

 Alba Explorer and Alba Venturer both have satellite phones switched on at all times. All 
staff should be trained in the use of the satellite phones. 

CONTACT TELEPHONE NUMBER  Total Persons Onboard Date 

Duty Manager number (24 HR 
emergency contact number) 

07623 912543    

OYT Scotland Office  01475 722722    

Chief Executive 07818 002811    

Operations Manager 07979 593277    

Alba Explorer Mobile 07766 207312    

Alba Explorer Satellite Phone 0088 165 145 0549    

Alba Venturer Mobile 07881 917739    

Alba Venturer Satellite Phone 0088 162 342 5803    
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7.2 IN HARBOUR  

7.2:1 IN HARBOUR / ALONGSIDE CHECKLIST 

IN HARBOUR / ALONGSIDE CHECKLIST 

Mooring Lines secure and coiled with sufficient slack for fall of tide  

Fender skirt and fenders attached correctly (Fender boards as necessary)   

Shore access safe (scramble net, lighting, check for gaps in pier ) see 7.2.2  

Shore power connected and cable tidy  

Frapping lines on  

Running backstays on  

MOB kit rinsed in fresh water, dried and stowed correctly (only if used)  

Hatches opened to air if weather fine (close again before dusk)  

Sail covers on, if appropriate   

In Good weather hoist OYT Scotland banner flag  

 

7.2:2 Safe Access To and From the Vessel When Berthed Alongside 

Before granting the crew shore leave, the Skipper must: 

 Arrange a Harbour Watch and ensure a member of sea-staff is present to supervise crew leaving 

and returning to the vessel. 

 Ensure safe access to and from the vessel. If the climbing or descending of a ladder is involved, 

consideration must be given to the use of a safety line attached to lifting strop of lifejacket if a drop 

of more than two metres is involved. 

 Ensure the gap between vessel and pier should be kept as small as possible to provide safe access. 

If a significant gap remains, consideration should be given to rigging the scramble net to prevent 

crew members falling between the vessel and the pier. 

 Ensure that access to and from the vessel is adequately lit during the hours of darkness.  

 Assess the access and route to and from the vessel identifying any obvious hazards such as gaps in 

pier edges, slippery or poorly lit pontoons, overhanging pulpits, cables, fishing nets etc. Fully brief 

crew on hazards and precautions necessary.  

 Consider using the dinghy as a safer alternative if moored outside a number of vessels with 

cluttered decks and varying freeboards 

 Consider any special arrangements required for people with disabilities or additional support needs 

 Remind crew to be careful of traffic around dock and harbour areas 

 Ensure appropriate levels of supervision for young people while ashore, taking into consideration, 

age, maturity, and any behavioural problems or disabilities. 



April 2016               Live Version 1            Chapter 7: Ship Operations   21 

 Remind crew (and sea-staff) that it is illegal for under 18’s to consume alcohol, and that anyone 

returning from shore leave under the influence of any alcohol or other substances will be sent 

home. 

7.2:3 Shore Leave 

When berthed alongside a pier or pontoon, or going ashore by dinghy the skipper must assess the risks 
involved in going ashore and ensure all reasonable precautions in terms of both safe access to and from the 
vessel to the shore, and also in the safety and well-being of crew once ashore. The Group Leader (if 
present) should be consulted in regard to the appropriate level of supervision whilst ashore, and in deciding 
the duration of shore leave granted and the time to report back to the vessel. 

Young people must never be left unsupervised on-board the vessel. The skipper must make suitable 
arrangements for a Harbour Watch and ensure everyone returns safely back on-board at the designated 
time. 

NB: When at sea, the risks are well known, safety procedures are well established and the crew are 
contained and easily supervised. Once berthed alongside, the situation is much less contained and will 
require extra careful management to ensure the safety and well-being of the crew and sea-staff. 
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7.2:4 Fuel Bunkering Checklist  

FUEL BUNKERING CHECKLIST 
BEFORE 

No Smoking signs posted 
 

 

Red flag hoisted.(Bravo Flag) 
 

 

Fire-fighting equipment prepared (Extinguishers in place) 
 

 

Oil Spill Kit on hand 
 
 

 

Ensure the vessel is securely berthed & sheltered  

Check no local by laws in force that prohibit or restrict refueling   

Shut-down procedure agreed upon 
 

 

Agree maximum transfer amounts with driver 
 

 

DURING 

Have someone on standby for communication 
Take a sample 
 

 

AFTER 

Record amount of fuel taken (and which tanks filled if relevant) 
 

 

NOTES: 
 
 
 
 
 

 

7.2:5 Vessel Victualing 

It is important to have sufficient appropriate food on board for the proposed voyage that takes into 

account any medical dietary requirements or allergies detailed on the crew list.  

7.2:6 Garbage Management 

The Garbage management Plan is that all garbage is double-bagged and disposed of at an appropriate 

shore-side facility (e.g. a marina / harbour).  The amount disposed of is recorded in the Garbage 

Management Book.  

If unable to dispose of garbage straight away, it should be stored in the short-term in the forepeak as 

appropriate on a Challenge 72 or between the life-rafts on Alba Venturer.  Garbage bags should not be left 

on pontoons / quaysides as they will quickly be attacked by seagulls. 

As there is limited garbage disposal in Greenock it is sensible to dispose of as much garbage as possible 

before returning to Greenock.  
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7.2:7 Pollution Prevention  

Ocean Youth Trust Scotland supports the aims of the RYA Blue-Green initiative.  Specifically:  

Use of oils and fuels 

 Using an absorbent pad to absorb any oil in the bilge 

 Checking bilges are oil free before pumping 

 Maintaining fuel lines, connections and seals to avoid leaks. 

 Transferring waste oil and fuel in proper containers and disposing of it in appropriate facilities   

Cleaning the boat 

 Sourcing environmentally friendly products for cleaning where possible 

Waste 

 Never throwing anything over the side, including food 

 Making sure cigarette butts are put in a tin and disposed of appropriately 

 Supporting recycling where possible 

 Reducing waste 

 Making sure that general waste isn’t contaminated by placing hazardous waste in the wrong 

containers 

Sewage 

 Encouraging the use of shore side facilities when in marinas 

 

 

 

 

7.2:8 Mast Climbing  

Mast climbing is not permitted on-board OYT Scotland vessels as an activity for young people at any time. 

Only staff members deemed competent by the Skipper or Operations Manager should climb the mast. Mast 

climbing should be undertaken only for the purposes of maintenance, emergency repairs or retrieval of lost 

halyards. All staff on-board must comply fully with the following procedure which is based on the mast 

climbing risk assessment which can be found at the end of this section. 

Mast climbing at sea should be avoided unless absolutely essential. 
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7.2:8.1 Mast Climbing Checklist 

There is a mast climbing checklist (see checklist: mast cleaning) which should be used during the activity to 

ensure everything has been covered.  

MAST CLIMBING ALONGSIDE √ 

Full briefing by skipper to mast team before any climbing begins, signed off in log book  

Minimum of 3 people in mast climbing team …Appoint a team Leader  

No-go Zones to be enforced, signs to be displayed  

Deck team (2) to wear hard hats inspected and fitted correctly  

Climber to wear full arrest harness and Bosuns chair… inspected and fitted correctly  

Chair and harness have halyards attached to different points…one halyard to the 

harness, one to the chair, down haul to be fitted to chair…Main Halyard checked for 

twists  

 

All tools to be secured for work aloft (lanyards) Minimum… Knife, spike   

Climbers pockets to be emptied of all loose objects  

Climbing bags to be used for taking objects aloft / down to deck  

Two turns on winch when ascending / descending, four turns when winding climber 

up mast 

 

Harness clip line to be carried and used if any risk of swing (swell/ inspecting spreader 

ends) 

 

MAST CLIMBING AT SEA  

To be avoided if possible.  If required then as above.   

Mast Climbing Helmet to be worn by Climber  

Short strap around fixed Halyard to stop climber swinging out when the boat heels or 

rolls  
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7.2:8.2 Mast Climbing Risk Assessment 

The methodology used by OYT Scotland is detailed in Annex1 of the Marine Guidance Note MGN20 (M+ F) 

and consists of classifying work activities, identifying hazards then putting control measures in place to 

minimise risk.  

RISK ASSESSMENT – MAST CLIMBING 

Risk Control measure(s) 

Injury to any of those involved due to lack of 
knowledge / experience 

Mast climbing to be supervised by the Skipper 
or a designated competent person  

Injury to people not involved in the mast 
climbing activity – particularly from objects 
falling from the mast 

No-Go zones identified and enforced  
Warning signs displayed 

Climber falling due to harness failure Harnesses inspected before each use for signs 
of wear and tear 

Climber falling because harness is incorrectly 
fitted 

Skipper or First Mate to check harness is 
correctly fitted before climber starts 

Climber falling due to halyard failure 2 halyards used. 
Use in-mast halyards rather than those relying 
on external blocks (e.g. spinnaker halyards).  

Injury to climber due to lines not being 
managed sufficiently or climber becoming 
stuck up mast. 

Minimum Deck team of 2 people to control 
the 2 separate halyards.   
If winching someone up then one line is 
wound on the winch and the other can have 
the slack taken out with 2 turns on the winch.  
Ensure no twists in main halyard. 
Fit down Haul 
  

Injury to people in the mast climbing team 
(deck team) from objects falling from the mast 

Hard hats to be worn by deck team 
All tools to be attached to the climber / 
climbing bag.  
Use climbing bags to take things aloft / 
bringing things down. 
Or attach objects to a suitable messenger line 
Climber to check pockets for loose items 
before going aloft and empty them  

Injury to climber whilst being winched up Four turns on a winch when winching 
someone up the mast 

Injury to climber whilst descending Always keep 2 turns on a winch when lowering 
the climber 

Injury to climber due to swinging away from 
the mast in swell or wind or when inspecting 
the spreader ends.  

Harness lines to be used to keep climber close 
to the mast or spreaders.  
Only climb the mast at sea if absolutely 
essential  

7.2:9 Hatches 

Incidents of personnel falling through open deck hatches easily occur. Ensure all crew are briefed on the 

danger of both falling down open hatches and of unsecured hatches falling on fingers and toes.  Please 

place particular emphasis on the need for caution when deck hatches are opened and ensure they are 

never left open unnecessarily or unsupervised. 

Ensure that opened hatches are properly secured so that they cannot blow shut and trap hands or fingers. 
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7.2:10 Floorboards 

Please be aware of the danger of falling into the bilge when floorboards are taken up for cleaning and 
maintenance and ensure the following precautions are taken. 

 Place warning signs where possible at companionway hatches to indicate that floorboards have 
been removed and the need for caution. 

 Brief all crew and sea-staff of the need to exercise caution whenever floorboards are lifted. 

 Avoid lifting boards directly under ladders and companionways during busy clean ups.  Consider 
waiting until after the end of a voyage to clean these specific areas. 

 Instruct all sea-staff and particularly bosuns not to leave floorboard up unattended 

7.2:11 Gas Bottles 

Only the Skipper or First Mate should change the gas bottles, and should not delegate this job to bosuns or 

any other member of sea staff. 

Before changing gas bottles the Skipper OR First Mate must ensure no smoking on deck. 

After changing the gas bottle, The Skipper or Mate should check the connection for leaks by using gas leak 

spray and record in the ship’s logbook.  
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7.3 PREPARATION FOR SEA 

7.3:1 Sea Staff Briefings / Drills / Standing Orders / Night Orders 

7.3:1.1 Safety briefings 

At the beginning of every voyage and before putting to sea the skipper must ensure all Sea-Staff are fully 
briefed according to their particular standing orders for the 1st mates and watch leaders and the OYTS pre-
voyage briefing checklist (see below) and fully understand their responsibilities with regard to the safety of 
the vessel and crew and their respective duties for Emergency Procedures and stowage and operation of 
safety equipment 

7.3:1.3 Sea staff pre-voyage briefing checklist 

SEA STAFF PRE-VOYAGE BRIEFING CHECKLIST 
SAFETY:  All sea-staff understand: 
Roles for muster stations / action in emergency  

Location and Operation of VHF and how to send Mayday by DSC and by voice  
Location of distress flares and grab bag and TPA’s  

Starting and stopping routines for engine and action in the event of engine fire  
Safe operation of gas stove and action if a gas leak is suspected  

The need for protective clothing and supervision of crew using cooker  
Location and Operation of Fire Extinguishers, blanket  and Fire Hose  

Operation of Emergency Doors and lumber valves  

Bilge Pumping Arrangements  
Location and Operation of EPIRB  

Location and Launching Procedure for Life rafts  

Location of life rings, smoke floats and danbuoy  
Location and Operation of emergency steering  

Operation of anchor windlass   

Sail Handling Procedures, winch drill  and no go zones on deck  

Current Safety Notices and SMM Updates(file maintained on board)  

SAFE NAVIGATION: All sea-staff understand: 

Standing Orders and Guidelines for 1st Mate and Watch leaders (skippers)  

How to keep the ship’s logbook up to date  

The current weather forecast and passage plan for first 24 hours of the voyage  

SEA-STAFF TRAINING REQUIREMENTS 
Training Day Rota  
CREW Well-being : All sea-staff understand: 

Sea-staff code of conduct and Safeguarding Policy  
Management of sea sickness   

Risks of hypothermia, prevention, signs and symptoms    

CREW MANAGEMENT, NON-SAILING ACTIVITIES AND RISK MANAGEMENT: All sea staff 

understand 

Crew list and group planning sheet (medical conditions, special needs, aims)  

Outline of Voyage Youth Work Plan and use of personal logbooks  

Plan for crew welcome and familiarisation  

Watch System  

Managing Disruptive Behaviour  

DOMESTICS:  All sea staff understand: 
Menu and cooking rota. Galley supervision  

None Sailing Activities. Risk management  
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7.3:1.2 Safety Drills 

The drills and briefings required are set out below.  All drills must be recorded in the logbook.  For 

explanation of what the drill is about see below.  

TYPE OF VOYAGE DRILL / BRIEFING WHEN  

DAY SAIL Pre-voyage Sea Staff Briefing Before crew arrive 

 Crew Safety Briefing Before going to sea 

 Crew Familiarisation Before going to sea 

 Muster Drill  Before going to sea 

 Alongside MOB Recovery Drill Can be before group join, must be 
before going to sea 

WEEKEND VOYAGE Pre-voyage Sea Staff Briefing Before crew arrive 

AND Crew Safety Briefing Before going to sea 

5 OR 7 DAY VOYAGE Crew Familiarisation Before going to sea 

 Muster Drill Before going to sea 

 Alongside MOB Recovery Drill Can be before group join, must be 
before going to sea 

 Crew MOB Drill Within 48 hours of voyage start  

Muster Drill:  

The purpose of this drill is to ensure that everyone on board understands 

- how to exit safely from the vessel 

- knows where to muster 

- understands the need for suitable clothing 

- knows how to fit their own lifejacket 

- receives a demonstration of how to fit an orange deck lifejacket.  

The drill must take place before departing for sea 

Staff MOB Recovery Training Drill: 

The purpose of this drill is to make sure that emergency roles for MOB recovery have been allocated, that 

sea staff have been trained and understand their role and that they are familiar with the equipment.  

The equipment includes the Rescue Swimmers helmet, dry suit, climbing harness and buoyancy vest plus 

the running backstay / tricing line arrangement. 

This is a “dry” drill where the rescue swimmer is lowered onto the pontoon.  

It can be carried out before or after the crew arrive.  If after then it can be used as a way of reinforcing the 

Crew Safety Brief. (Refer to the Vessels Manuals on-board each boat). 

Crew MOB Recovery Training Drill: 

The purpose of this is to demonstrate to the crew how an MOB casualty is recovered from the water.  

A fender and bucket is thrown over the side and the boat is manoeuvred back to the casualty.  
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Depending on conditions (wind strength / sea state) the fender can be retrieved either, by the rescue 

swimmer being lowered over the side and swimming to the casualty, or by using a boat hook.  

Only a single sling should be used in the drill.  A second sling is available if a real casualty needs to be lifted 

horizontally.  

The drill must be done within 48 hours of the start of the voyage.  

These drills are vital to reinforcing the safety brief and actions required by the crew in these scenarios. 

 

7.3:2 Crew Safety Briefings  

7.3:2.1 Crew Safety Brief 

At the beginning of every voyage and before putting to sea ensure all Crew receive a full safety brief.  This 

is usually delivered by the Skipper or First Mate to underline its importance. A laminated copy of this 

briefing can be found on-board.  

7.3:2.2 FIRE 

Prevention 

 Smoking – NEVER below decks, ALWAYS check with staff before lighting up 

 Gas – always turn gas off when finished at cooker. 

 NEVER leave cooker unattended. 

 ALWAYS call a member of staff if unsure of cooker operation. 
 

In the event of a Fire: 

 Shout FIRE, FIRE, FIRE. (Say where it is!) 

 GET OUT THE NEAREST EXIT (that leads away from the fire) 

 TAKE YOUR LIFE JACKET WITH YOU IF POSSIBLE 

 GATHER IN THE COCKPIT (unless told otherwise by the staff) 

 FOLLOW STAFF INSTRUCTIONS. 

7.3:2.3 FLOOD (Sinking) 

Prevention 

 Keep a good lookout (buoys, ships, rocks land, etc.) and report all sightings to your Watch Leader 

In the event of flooding 

 Grab your lifejacket 

 Get on deck and proceed to the cockpit 

 FOLLOW STAFF INSTRUCTIONS. 

7.3:2.4 FALLING OFF (M.O.B.): 

Prevention 

 ALWAYS wear your lifejacket / harness when on deck and stay clipped on 

 One hand for you, one hand for the boat 

 Don’t run 
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 When going forward use the “uphill” side of the boat 
 

In the event of a M.O.B.: 

 Point & Shout “MAN OVER BOARD” 

 Don’t take your eyes of the casualty. 

 If below, get ready to go on deck and WAIT.  

 If cooking in the galley, shut off gas. 

 If steering , continue on present course until relieved by the a member of staff 

 FOLLOW STAFF INSTRUCTIONS 
 

7.3:2.5 Crew Familiarisation 

In addition to the Crew Safety Brief, before setting off the crew will be given a tour of the vessel both on 

deck and below decks which will familiarise them with the emergency exits, safety equipment and living on 

board.  The checklist below can be found on-board vessels as a laminate.   
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7.3:2.6 Crew familiarisation checklist 

CREW FAMILIARISATION CHECKLIST 
Safety (Start below and finish on deck) – All members of the watch can: 

Put on their lifejacket/harness and adjust to fit correctly and understands the rules for wearing and stowage of 

their lifejacket. Understand the 3 different methods of inflating their lifejacket and how to use the whistle and 

light and hood if fitted. 

 

Clip on to jackstays including clipping on before leaving hatches and cockpit, and can move right round the 

vessel remaining clipped on at all times using double clips. Understand the importance of staying on upwind 

side  

 

Identify all fire exits and knows how to open hatches and emergency doors, understands the general alarm and 

the evacuation procedure and where to muster 

 

Identify life rafts and understands basic launching principles 

 

 

Climb and descend a companionway ladder correctly and understand the need to take care and hold on when 

moving around the vessel above and below decks when at sea 

 

Identify MOB aids and how to launch them and understand the action to take in the event of man overboard  

Understand personal safety and the need to listen to and follow instructions and help others 

 

 

Deck (Ensure your watch is adequately dressed – issue oilskins if raining) – All members of watch can: 

Make a rope fast to a cleat and coil a rope and hang from a cleat.  Understands the danger of rope burns when 

handling sheets and halyards under load      Stress – “If in doubt let go” 

 

Operate both a jib sheet winch and halyard winch safely and understands the loads involved and the risk of 

injury to feet, hands and fingers if Procedures are not followed.   
 

Can Run forward and set up running backstays (good exercise to practice winch drill)  

Understand the danger of getting fingers caught in hanks sliding up the forestays during headsail hoists 

 

 

Understand the importance of the  “no go” zones (and the significance of the red lines on deck – AV) 

 

 
Is aware of location of gas cylinders and petrol containers and understands the rules about when and where 

smoking is allowed 

 

Is aware of the heavy hatches on deck and the danger of falling down them if left open, and the need to tie 

hatches back on Alba Venturer to prevent lid from falling  

 

Understand the basic principle of fendering. Understand the principle of mooring lines and the loads involved  

Understands the dangers of tripping over of slipping on deck items, especially the foot bracing bar in the cockpit 

floor (challenge boats) 

 

Domestic (All below decks) 

Use the heads and understand how to avoid blockage 

 

 
Use the cooker safely and understand the rules for wearing oilskin trousers, correct foot wear and oven gloves 

to protect against burns. Understand the dangers of gas leakage and the need to turn off gas and what to do if 

leakage is suspected 

 

Understand the food preparation hygiene precautions and the colour code for chopping boards and cleaning 

cloths.  Understand the cooking rota / menu and food stowage plan 
 

Understand the need to keep their personal kit tidy and where to stow it and how to tie up their lee-cloth and 

understand when to use 

 

Tour of the inside of the vessel including navigation table and mates and skippers cabins 

 

 
Issue oilskins and understands the stowage system and not to wear them in the accommodation area 

 

 

Understand the need to keep warm and dry, and the importance of layers and a hat  
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7.3:3 Weather Conditions 

7.3:3.1 Up to date weather forecasts 

Before setting out to sea, it’s important to obtain the most up-to-date weather forecast and record in the 

ships logbook. Ensure that the proposed passage is still appropriate.  

7.3:4 Testing the Engine, Gears, Steering and Navigation Instruments 

All of those listed in below should be recorded in the log book. 

7.3:4.1 Testing the engine and gears 

Before carrying out any Vessel manoeuvre the engine and gears should be tested by gently engaging ahead 

and astern.  It is important to ensure that no-one has their hands on any mooring lines whilst this is being 

done to avoid injuries.  

7.3:4.2 Testing the steering 

Before carrying out any Vessel manoeuvre, test the steering by checking that the wheel turns freely from 

lock to lock.  

7.3:4.2 Checking navigation instruments 

Before putting to sea ensure that all relevant navigation instruments are switched on and working.  These 

would include the VHF, the GPS, the chart-plotter, the radar in standby (if appropriate), the GMDSS panel 

and the Raymarine / wind, depth and speed instruments.  

7.3.5 Chart & Publication Management  

The charts are organised into folios. Each vessel carries charts for the West coast of Scotland and the North 

part of Ireland and the Irish Sea. Other folios are carried according to the relevant voyage plans for the 

season. 

We use the services of Kelvin Hughes in Glasgow to provide new editions of charts and Admiralty 

publications. Old editions must be labelled, taken off the vessel and stored in Room 11. 

Kelvin Hughes also provide weekly Notices to Mariners, and updates to Admiralty publications. An envelope 

for each vessel is sent to the office each week; these must be forwarded without delay to each vessel if 

they are not in Greenock. 

Charts and publications should be updated as soon as possible on receipt of the updates (4 week 

maximum). The chart correction certificate must be returned to the Chief Executive, with the end of voyage 

paperwork. The skipper is responsible for ensuring that anyone undertaking chart corrections has received 

adequate training & is properly supervised. Reference should be made to the publication “How to keep 

your Admiralty publications up to date” on board each vessel.  

The lists of weekly updates should be filed on board. 

During the winter refit, the charts are checked and repaired if necessary. 
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7.3:6 Passage Planning 

7.3:6.1 General 

The documents included in Passage Planning are the Passage Planning Log Book and Guide, the Ships Log 

Book (Known as the Log Book) and the Tidal Stream Atlas and tidal height graphs.  

7.3:6.2 Tidal Stream Atlas and Tidal Heights Graphs 

The relevant Admiralty Tidal Stream Atlas is usually made up for the whole week as part of the pre-voyage 

preparations e.g. on a Monday morning. Tidal Heights for each port should also be made up for the day. 

They are then used as part of the Appraisal and Planning stages of Passage Planning. Tidal Graphs should be 

made up berth to berth including any anchoring manoeuvres. 

7.3:6.3 Log Book 

The ships logbook should contain the following information as part of Passage Planning: 

 Tidal Times and Heights for relevant ports or harbours 

 Most recent Weather Forecast 

 Destination 

7.3:6.4 Passage Planning Log 

A Berth to Berth plan must be created for each passage undertaken and recorded in the Passage Planning 

Log (see extract below).  A guide based on the APEM (Appraise, Plan, Execute, and Monitor) principles has 

been created (see below). 

Adequate clearance must be given to all charted hazards including all lee shores with due regard to the 

prevailing circumstances, and with sufficient sea room to cope with unexpected situations such as engine 

or steering failure (Refer to  Procedure in the event of Engine and Steering failure Chapter 8 ) 
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7.3:6.5 Passage Plan Log  

 

Date 
 

 Prep’d by  Checked 
by 

 

From Towards Distance  Time  

 

 

 ETD  ETA  

CHARTS REQUIRED, IN ORDER 

 Folio Number Consecutive Number 

   

   

   

   

   

   

   

   

PASSAGE OUTLINE (Break it down into legs) 

From  

Towards Distance Course Notes 
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CRITICAL TIDAL STREAMS  

 
 
 
 
 
 

CRITICAL TIDAL HEIGHTS 

 
 
 
 
 

DANGERS ON PASSAGE AND ACTION TO AVOID 

 
 
 
 
 
 

WEATHER 

 
 
 
 

COMMUNICATIONS RADIO SCHEDS 

 
 

 
 

 

PORTS OF REFUGE (places, relevant chart number, VHF communications) 

 
 
 
 
 

PILOTAGE NOTES 
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7.3:7 Start of Voyage 

7.3:7.1 Pre-departure Checklist 

Below is a checklist of everything that needs to be checked before un-berthing. 

 

7.3:8 Lifejackets and Safety Lines Management 

7.3:8.1 Lifejackets 

All persons on board (including sea staff) must wear lifejackets on deck when working whether at sea, at 
anchor, on a mooring or alongside. 
When at anchor or when alongside, the skipper will use their discretion, to decide whether the group 
need to wear lifejackets in the cockpit when resting. 
At anchor anyone on deck or in the cockpit during the hours of darkness, should wear a lifejacket. 

PRE-DEPARTURE CHECKLIST 
SAFETY 

Crew safety brief completed  

Crew familiarisation completed  

Hatches closed  

Engine checks completed= steering check and gears check  

Navigation lights / Search light plugged in   

TR with Coastguard  

SAFE NAVIGATION AND PILOTAGE 

Passage plan completed  

Pilotage Plan completed  

Berthing Plan completed  

Briefings recorded in log book  

Tides and weather forecast recorded in log book  

Check instruments, GPS, Radar, Echo-sounder, AIS, Yellow Brick, Horn  

Charts ready in order, current chart on chart table  

Standing Orders Understood   

DECK  

Appropriate headsails hanked on, mainsail cover off  

Check halyards all attached correctly  

Anchor prepped  

Vessel maneuvering plan briefed  

DOMESTICS 

Food & Victuals stowed  

Menu Plan done  

Cooking rota done  

Diesel / Gas / Water levels OK  

All stowed for sea  
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7.3:8.2 Safety Lines / Tethers 

OYT Scotland use 3 point safety lines / tethers.  The short clip should pass through D rings of the 

lifejacket.  

There are five times when you MUST clip on to the jackstays 

 If it’s dark (i.e. at night) 

 if it’s rough 

 if asked to by a member of sea staff 

 If you want to 

 If you feel sick 

 

7.3:9 Use of Engine 

7.3:9.1 Shaft brakes 

Some of our vessels are fitted with shaft brakes which are used when the engine is stopped. This helps 

to prolong the life of the gear box and reduce drag when sailing which increases speed. Refer to vessel 

manuals for how these are used.  

7.3:9.2 Starting the engine 

Before starting the engine make sure that the Morse control is in neutral, that the shaft brake is off and 

that there are no lines over the side that could get dragged towards the propeller. 

7.3:9.3 Stopping the engine 

Before stopping the engine, make sure the morse control is in neutral.  There are two ways of stopping 

the engine. Either by operating the stop function on the engine control panel (see vessel manuals for 

details) or by activating the emergency fuel cut-off lever (see vessel manuals for details).  

7.3:10 Use of Anchor 

Anchors should be prepped and ready to drop in the following situations in case of engine failure or 
other difficulties: 
 

 Before leaving the berth. 

 When in confined waters. 

 Before coming in to harbour. 

 Please be aware of the importance of ensuring the anchor chain and windlass is kept 

clean of mud and debris to ensure safe and working operation.  This will require being 

prepared to wash down the anchor chain as it is brought in.  This will significantly reduce 

any clogging up of the windlass assembly and should ensure its efficient operation. 

 



 

April 2016               Live Version 1            Chapter 7: Ship Operations 38 

 Also, the importance of ensuring a competent member of sea staff flakes the anchor 

chain into its storage box when weighing anchor.  This ensures the anchor chain is 

stored flat ready to drop again.  If the chain is left heaped up, (not properly flaked) it 

runs the risk of moving as the boat heels, entangling itself, and preventing a future drop. 

The person flaking the chain should come out of the chain locker once the 10 meter 

mark is on the water line. 

 If manoeuvring in confined waters, where the anchor may be required, members of sea 

staff needs to be properly briefed ,including the use of hand signals, to ensure a drop is 

possible in an emergency.  If there is no bosun on board, this will normally be tasked to 

the watch leader looking after the bow when departing harbour.  

 The anchor can be stowed once it is safe and seamanlike to do so.  

 

Every time the anchor is prepped or stowed it should be recorded in the log book.   

When flaking anchor chain on board, only sea staff members are to flake the anchor chains. Sea 
staff member flaking the chain to exit chain locker before anchor is on deck (10 meter mark) 

 

7.4 SHIP AT SEA 

7.4:1 Safe Navigation  

7.4:1.1 Safe Navigation and Standing Orders 

The Skipper is ultimately responsible for the safe navigation of the vessel.  More junior members of 

sea-staff are encouraged to participate in navigational and pilotage duties, but this must be under the 

supervision of the Skipper, who may delegate this supervisory role to the 1st Mate through agreed 

standing orders and night orders. The use of Bridge Procedures Guide 4th Edition 2007’ which are carried 

on board all vessels are a good guide for the skippers in writing there standing orders and night orders. 

Both skipper and 1st mate must be aware of all vessel manoeuvring plans, pilotage plan, and passage 

Plans and though effective commination check each other’s work, and if need be clarify procedures.   

7.4:1.2 Logbook 

 All Safety Briefings and Drills should be recorded in the Ship’s Logbook. 

The ship’s logbook must be maintained every hour including the engine log if the engine is in use. The 

position should be plotted hourly on the chart.  Although recording data in the log book and plotting the 

vessels position may be delegated to a member of the crew it should always be supervised or checked 

by the 1st mate or skipper.  

The position of the vessel should always be confirmed by a secondary method. 
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7.4:2 Watch-Keeping / Monitoring the Deck 

7.4:2.1 Watch Keeping 

The Skipper will issue clear standing orders to their watch leaders. 

On deck watch keeping duties maybe delegated to junior members of sea staff, providing the Mate who 

“has the deck” is made fully aware of the Standing Orders for Watch Leaders with regard to when to call 

for assistance from the Skipper or 1st Mate. Due regard to the circumstances of the vessel must be 

considered when delegating watch leading duties along with the experience, qualifications and ability of 

the Watch Leader and the level of supervision required for the particular crew members in each watch. 

Additional Sea Staff should be deployed when extra supervision maybe required due to disabilities, 

special needs, or behavioural problems etc. 

When delegating watch leading, factors to consider include: 

 Whether the vessel is in confined waters or the open sea 

 Sea state and weather conditions 

 The experience, qualification and ability of the watch leader 

 The level of supervision required for particular crew members in the watch 

 Traffic Density & proximity to narrow channels & TSS 

 Proximity to chartered hazards ( lee shores) 
 
The Skipper and 1st Mate must ensure all Watch Leaders are fully familiar with, and understand, the 

importance of Rules 5, 6 and 7 of the Collision Regulations, and that an efficient lookout is being kept at 

all times, particularly in blind areas such as under the jib, and that the Skipper or 1st Mate are called, as 

per the Standing orders for Watch Leaders. At least one suitably qualified member of Sea-Staff must be 

on deck at all times when the vessel is at sea. 

The Skipper or 1st Mate must ensure that situational awareness is always maintained during watch 

changes, sail changes and sailing manoeuvres and be available if called upon to assist on deck. 

The Skipper or 1st Mate must conduct a dedicated Radar Watch in restricted visibility. Please refer to 

Action in Reduced Visibility for more guidance on general actions and precautions. It is also 

recommended that a radar watch also be kept at night. 

An appropriate anchor watch must be kept whenever the vessel is at anchor (refer to anchor watch 

guidelines Section 7.4.7) 

7.4:2.2 Monitoring the deck at Sea 

The Skipper will make clear through their standing orders when to call for assistance prior to all sail 

changes any Tacking and Gybing Manoeuvres. Particular attention should be given to the positioning of 

crew and sea-staff in relation to “danger areas / no go zones” during sail handling and sail manoeuvres.  

There is a high risk of serious injury from flogging headsail sheets.  Therefore the leeward side of the 
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vessel forward of the cockpit (including the snake pit on the Challenge boat) is a no go zone whenever 

there is the likelihood of flogging sheets.  Areas of the cockpit may be danger areas too.  

The Skipper or 1st Mate must ensure: 

 Sea-staff and crew are briefed accordingly 

 Keep sheet under control with correct level of tension during sail hoists 

 No one forward of the cockpit during tacking or gybing manoeuvres 

 Foredeck crew to be made aware of the dangers of lazy sheets when hoisting any 
headsail 

 Consider dropping headsails from a heave too position or on a deep broad reach to 
minimise apparent wind 

 Crew to stay to windward side on sail hoist 

 De-brief crew 
 

Refer to the Vessel Manuals for detailed guidance on sail handling and manoeuvring procedures. 

7.4:2.3 Downwind Sailing 

Skippers and 1st Mates are reminded of the particular dangers of downwind sailing with regard to the 

possibility of an accidental gybe. Danger to the crew is not just from the main and mizzen booms, but 

also from sheets / preventers etc. Careful consideration of the sail plan is required when sailing 

downwind in moderate to fresh winds. Boom Preventers should be used with caution but should not be 

relied upon in moderate or strong winds. Very close supervision of the helm will be required at all times 

when sailing downwind. Only preventers that are approved by the skipper are to be used, they are run 

through a very strong & solid object on the fore deck. 

7.4:3 Heavy Weather and Fog 

7.4:3.1 Fog 

Rule 19 of the International Regulations for the Preventing Collisions at Sea (COLREGS) details what is 

required of vessels operating in or near areas of restricted visibility. 

In the event of reduced visibility, methods of position fixing may be limited to GPS, Radar, Depth, and 

traditional forms of position fixing (EP DR).  As always, over reliance on any one method should be 

avoided, and a back-up method should always be used in conjunction with the primary method. 

A dedicated Radar watch should be carried out by either the Skipper or the First Mate.  

Skippers may consider closing emergency doors during times of very poor visibility or mustering the 

entire crew on deck.  Factors to consider would include: 

 Level of visibility 

 Density of traffic in the area 

 Proximity to hazards 
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Skippers may also consider posting extra lookouts. Appropriate sound signals should be sounded.  

7.4:3.2 Heavy Weather 

If heavy weather is forecast preparations should be made in good time to make the vessel secure.  On 

deck this will include making sure that:  

 An appropriate sail plan 

 Sails are tightly flaked and stowed. 

 Sails in the pig pen on the Challenge 72’s and in the dinghy on Alba Venturer are lashed 

down. 

 Anchors are secure and re-checked. 

 Windlass covers are in place (Consider spraying foam into the hawse pipe for prolonged 

passages in heavy weather). 

 All running rigging is coiled and secured. 

 All hatches are secure and washboards in place, storm boards are available. 

Below decks this will include making sure that: 

 All loose items are stowed.  

 Lee cloths are being used. 

The skipper will give the sea staff and the crew a heavy weather briefing.   
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7.4:4 Bosun Post Departure Checklist 

Anchor Stowed (pin and lashing), Handle stowed and cover on (if relevant) once a 

sail has been hoisted. 

 

Fenders, skirt and Mooring Warps Stowed  

Ships log up to date including engine instruments recorded  

Bilges pumped and logged  

 

7.4:5 The Galley  

7.4:5.1 Working in the galley at sea 

The galley is a potentially hazardous environment, particularly at sea. The Skipper must: 

 Emphasise the risk of burns to all crew and sea-staff during safety briefings.  

 Ensure people working in galley are wearing appropriate protective clothing. 

o Oven Gloves – when handling hot pans and oven doors 
o Oilskin Trousers and appropriate footwear when cooking at sea 

 Ensure the appropriate level of supervision for galley duties with respect to age and abilities of 
the crew and the sea state and motion of the vessel and angle of heel. 

 Ensure galley receives adequate warning in good time prior to tacking or gybing. 

 Ensure a high level of hygiene is maintained in the galley as per Hygiene Guidelines for Food 
Preparation which can be found in section 7.1.14. 

7.4:5.2 Hot Liquids 

 To avoid accidents involving hot liquids the following guidelines have been developed: 

 When pouring hot liquids such as hot water from the kettle into a washing up bowl, make sure 
that the receptacle is placed on a solid surface and not held by someone.  

 When dealing with large pans of e.g. pasta, it may be more prudent to use a smaller pan as a 
ladle to decant the pasta to drain it. 

 Hot liquids, including tea and coffee should not be passed over people.  

 Appropriate gloves are available and should be used at all times when handles pans or kettles of 
hot liquids. 
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TASK RISK ASSESSMENT 
TRA Number:  2 

Job Description:  WORKING IN THE GALLEY 
 

HAZARD INITIAL RISK CONTROLS RESIDUAL RISK 

Hazard Description  Effect of Hazard People at risk 
Hazard 

Severity 

Likelihood 
of 

Occurrence 
Risk Rating List all Controls Required 

Hazard 
Severity 

Likelihood 
of 

Occurrence 
Risk Rating 

Describe all hazards 
identified (from Hazard 
ID checklist and based 
on observations and 
experience). 
 
Note:  
Additional hazards may 
be caused by interaction 
with other work. 

Effect hazard could 
have if left 
uncontrolled. 

Name all types 
of personnel at 
risk. 
Remember to 
include people 
outside the 
work party 
who may be 
affected. 

From 
matrix, 
identify 
severity 
with no 
controls in 
place for 
each 
hazard. 

From 
matrix, 
identify 
likelihood 
with no 
controls in 
place for 
each 
hazard. 

Classify risk 
rating from 
matrix for 
each 
hazard. 

Describe fully all controls 
applicable for each hazard e.g. if 
PPE is used as a control, it must 
be specifically described. 
 
If a control can only be verified by 
documentation then it must be 
available. 
 
All controls must be valid in that 
they reduce severity, likelihood 
or both. 

From 
matrix, 
identify 
severity 
with 
controls 
in place 
for each 
hazard. 

From 
matrix, 
identify 
likelihood 
with 
controls in 
place for 
each 
hazard. 

Classify risk 
rating from 
matrix for 
each 
hazard. 

Use of knives- moving 
knives around galley, 
washing up knives. 

Physical harm, minor 
and severe.   

Young people 
and sea staff. 

Extremely 
harmful 

Unlikely Substantial  If young people using knives THEY 
MUST BE SUPERVISED and a 
proper briefing about preparing 
each part of the meal must 
happen. 
Must always cut/peel away from 
themselves. 
Point knives to floor if have to 
move around 
Dirty knives to be washed, dried 
and put away immediately.  DO 
NOT LEAVE LYING AROUND. 

Slightly 
Harmful 

Unlikely Tolerable 

Cross contamination Physical harm - 
illness 

Everyone 
onboard 

Slightly 
harmful 

Unlikely Tolerable Wash hands when about to start 
work in galley. 
Observe and use correct colour 
coding for chopping boards 
Ensure galley dishes washed in hot 
water according to food hygiene 
guidelines. SMS Section Ship 
Operations7.1:16 Food Hygiene. 

Slightly 
Harmful 

Highly 
unlikely 

Trivial 

Incorrect use of gas and 
cooker 

Fire and Explosion 
Physical harm, minor 
or major burns, 
death  
 

Everyone on 
board,  
 

Extremely 
harmful 
 

Unlikely  Substantial  Crew and staff familiarisation 
briefing incorporating safe use of 
gas(SMS Section 7:  Ship 
Operations, 7.3:1.3 Sea staff pre-
voyage briefing checklist 
7.3:2 Crew Safety Briefings, 7.4:4 
The Galley). 
Use gas lighter to light if possible 
to minimise burn potential. If smell 

Slightly 
Harmful 

Unlikely Tolerable 



 

April 2016               Live Version 1            Chapter 7: Ship Operations 44 

gas, follow procedure as in 
briefings. 
Proper maintenance of cooker (see 
SMS Section 11 Documents, clean 
up checklists) 
PPE.  Oilskin trousers and proper 
shoes as minimum in galley.  Oven 
gloves for handling everything hot 
including kettles. 
Clip back oven doors on AV when 
in use. 
Ensure fiddles in place for 
preventing pots sliding on hob. 
Alba Explorer, ensure hob is left 
unclipped and able to gimble at 
sea. 
Watch leader supervising meal 
should be with young people at all 
times to assist where required.   

Using hot pots and pans 
in galley 

Physical harm, minor 
or major burns, 
scalding 
 

Young people 
cooking and/or 
sea staff 
member 
supervising 

Harmful Likely Substantial When cooking large quantities of 
water using two pans rather than 
one-easier to handle and less risk 
of spilling as boat heels, especially 
on Alba Venturer. 
Ensure gimbles in place. 
Watch leader supervising meal 
should be with young people at all 
times to assist where required.   
PPE.  Oilskin trousers and proper 
shoes as minimum in galley.  Oven 
gloves for handling everything hot 
including kettles. 
Clip back oven doors on AV when 
in use. 
(Refer to SMM Section 7: 7.4:4 
The Galley) 

Harmful Unlikely Tolerable 

Over filled bin on Alba 
Venturer 

Minor physical harm 
(trapping fingers in 
locker door) 

Staff or Young 
person. 

Slightly 
Harmful 

Likely Moderate Must empty bin regularly before it 
gets too full or heavy 

Slightly 
Harmful 

Unlikely Tolerable 

Assessors:  Laura Robertson Date:  05/06/2015 

Comments: 
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7.4:6 Food Hygiene 

7.4:6.1 Hygiene Guidelines for Food Preparation 

1 Wash hands thoroughly with a bactericidal liquid soap from a hand dispenser (remove rings 
first) 

2 Keep galley and all food preparation surfaces thoroughly clean using correct colour coding of 
cloths. 

3 Wash all fruit and vegetables thoroughly before use, keeping prepared salads refrigerated. 

4 Avoid keeping or re-heating cooked meats, rice and pasta. 

5 Keep products such as mayonnaise and ketchup in the fridge once opened. If unsure, check the 
label. 

6 Food taken out of the freezer for defrosting must be placed in a container to catch the drips, 
allowing sufficient time to fully defrost before cooking.  

7 Ensure water for washing up is as hot as possible - hot enough that you need to use gloves. 
Proper sterilisation can be only be achieved by immersion in hot water (77 degrees C) for at 
least 45 seconds. Use a second bowl for this purpose if possible. 

8 Avoid using soiled tea towels for drying up. Use clean fresh tea towels only. Bosun to ensure 
adequate supply of clean T-towels and remove dirty ones to the laundry bag. (Launder tea 
towels on-board if necessary). 

9 Avoid cross contamination of uncooked foodstuffs by using the colour coded chopping boards 
correctly. Also, remember to keep knives separated. 

10 Particular care should be taken during barbeques, ensuring food is thoroughly cooked right 
through before eating. Areas where livestock have been kept should be avoided due to the 
significant danger of contaminating barbecue food with animal droppings etc. 

11 Clean all food cupboards during the end of voyage clean up and throw away suspect or out of 
date foodstuffs 
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7.4:7 Vessel at Anchor 

7.4:7.1 Use of Anchor  

 Please be aware of the importance of ensuring the anchor chain and windlass is kept 

clean of mud and debris to ensure safe and working operation.  This will require being 

prepared to wash down the anchor chain as it is brought in.  This will significantly reduce 

any clogging up of the windlass assembly and should ensure its efficient operation. 

 Also, the importance of ensuring a competent member of sea staff flakes the anchor 

chain into its storage box when weighing anchor.   This ensures the anchor chain is 

stored flat ready to drop again.  If the chain is left heaped up, (not properly flaked) it 

runs the risk of moving as the boat heels, entangling itself, and preventing a future drop. 

 If maneuvering in confined waters, where the anchor may be required, members of sea 

staff needs to be properly briefed ,including the use of hand signals, to ensure a drop is 

possible in an emergency.  If there is no bosun onboard, this will normally be tasked to 

the watch leader looking after the bow when departing harbour.  

7.4:7.2 Safety Precautions at Anchor 

The following precautions should be taken whenever the vessel is at anchor or on a mooring buoy. 

 A minimum of 2 sea-staff must remain on-board while any crew members are on-board 

 The dinghy should be launched and made ready for operation with outboard engine 
attached and tested (i.e. run for several minutes) 

 The kill cord must be attached to the engine, ready for use. 

7.4:7.3 Anchor Watch 

This may take different forms and it is the duty of the skipper to carry out a risk assessment based on 

good seamanship for each situation and keep a suitable anchor watch. 

Factors to consider would include: 

 Whether or not a member of staff should supervise the young people carrying out the 

anchor watch. This may depend on the age and maturity of the crew as well as the 

conditions.  

 Whether or not a continuous deck watch is required as well as a periodic deck watch 

and an instrument watch.  

7.4:7.4 Guidelines for Anchor Watch 

Copies of these Guidelines and record sheets are available on-board vessels. For Anchor Watch Rota see 

Section 11: Documents. 
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Guidelines for Anchor Watch 

When on watch you are responsible for the safety of the vessel and everyone on it so 
remember: 
 

IF IN DOUBT WAKE THE FIRST MATE OR SKIPPER 
Keep noise down; remember there are people sleeping and noise travels quickly round   
the boat. 
  
Every 15 minutes, recording values in table. 
 
Take bearings and/or Latitude and Longitude, and check depth, wind strength and  
direction and radar. 
 
Check anchor light; if it goes out wake the bosun. 
 
Wake the Mate / Skipper if: 
 

Bearings differ from: 1 should be between __________ degrees and __________ 
 
   2 should be between __________ degrees and__________ 
 

    3 should be between __________ degrees and __________ 
 

Latitude should be between _______________ and _____________ North / South  
 
Longitude should be between _____________ and ______________ East/West 

 
Depth drops below ___________or rises above__________. 

 
Wind speed should be no more than _________________ knots 
 
Wind direction should be between    _________________ and _______________ 
 
Any targets or land appear inside the ring on the radar. 
 
If any other boat approaches the anchorage. 
 
Alarms go off or you hear a strange noise (not snoring!!) 

 
Wake up the next watch 15 minutes before the end of your watch.  
Brief the oncoming watch ensuring they complete their first check OK before you go back to 
bed. 
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7.4:8 Dinghy Operations 

Use of the dinghy is a potentially high risk activity requiring careful management and specific precautions and 
control measures. The Skipper must ensure: 

 A task risk assessment should be made with good seamanship in mind; taking into account the prevailing 

weather conditions, tide, crew and local influences.  

 A competent person is in control of the dinghy at all times – skipper to appoint a competent sea staff 

member. 

 Dinghy movements must be monitored at all times by a designated member of sea-staff from the mother 

vessel (or the shore). 

 All persons must don buoyancy aids before boarding the dinghy and keep them on until safely ashore. 

 Only one person is allowed to stand up at a time when boarding or disembarking the dinghy. 

 No smoking is permitted on, or anywhere near, the dinghy or outboard. 

 The dinghy operator is to carry handheld VHF, with radio communications established (i.e. tested) on a 
working channel before departing mother vessel.  (VHF to be re-charged after use).  

 Dinghy is carrying the following equipment at all times: 
 

o Oars and anchor (attached and ready to deploy) 
o A dinghy box containing as a minimum: 

 
 Spare spark plug and spanner 
 Night and day flares 
 Dinghy Repair Kit and pump 
 Torch with spare batteries 
 Spare kill cord 
 Bow bag fitted (challenge Boat Dinghy) 
 Sufficient fuel  
 A baler 

 

 The outboard engine should be securely attached to the dinghy using the clamps and backed up by tying 

the engine to the transom. 

 All equipment should be tied to the dinghy. 

 A suitable landing area is identified, ideally avoiding areas of slippery or weed covered rock, and sheltered 

from any swell or waves. 

 The beach area is assessed by a member of sea-staff, and crew briefed on any obvious hazards such as 

cliffs, bogs etc. as necessary. 

 Suitable levels of supervision are arranged, in relation to the age and behaviour of the crew, and the 

nature of the environment. 

 At least 1 member of sea staff is ashore at all times when crew members are ashore 

 When finished run the engine dry of fuel. 
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Dinghy Checklist 

 

Dinghy Officer appointed (to monitor dinghy movements from Vessel by VHF 

and visually) 
 

Dinghy Driver Briefed and adequately trained (Task Risk Assessment)  

Bung in place  

Anchor attached and stowed ready for use  

Red petrol canister secured and with adequate fuel   

4 x paddles on board and secured  

Dinghy box (flares, kill cord, torch, spark plugs, spanner)  

Dinghy Pump on board   

Handheld VHF (in waterproof case)  

Buoyancy Aids issued and checked  

Bow bag for Explorer’s dinghy  

Outboard firmly clamped to transom and secured with safety line  
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7.5 PREPARING TO ARRIVE 

7.5:1 Berthing plans/Pilotage Plans 

A Berthing plan and a pilotage plan will have been prepared before departure as part of the berth to berth 

Passage Plan.  As arrival times can change, review the Berthing Plan and pilotage plan with regard to any possible 

changes  

 Tidal heights (under keel clearance) 

 Tidal steam (Set and drift) 

 Wind speed and Direction 

 Manoeuvring space 

 Manoeuvring technique (engine or Sails)   

7.5:2 Anchor 

The anchor must always be “made ready” whenever manoeuvring in confined waters. Good Commination are to 

be established between the cock pit team and the bow team. 

7.5:3 Bosun Checklist 

Pre Arrival 

Anchor Ready  

Fender Skirt and fenders  

Mooring lines to be ready  

Midship line ready  

Bilges Pumped  
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7.6 END OF VOYAGE 

7.6:1 Clean-ups  

Daily and end-of-voyage clean ups are important in keeping the boat in a workable and sanitary state. They also 

must be adequately supervised. These must be recorded in the ships official logbook. The different boats have 

different layouts and so have their own separate clean-up checklists which are found on board in the Vessel 

Manuals and as laminates in the laminates folder. (See checklists in Section 11: Documents). 

Final Clean Up 

Ensure adequate time is allowed for clean-up (4 hours minimum for a 5/7 day voyage, 2 hours minimum for a 

weekend voyage). Clean up should be organised and conducted as per clean-up checklists (see Section 11: 

Documents). Each watch is responsible for cleaning a certain part of the vessel. It is not enough to simply issue 

the clean-up sheets to the respective watch leaders and let them get on with it. One person needs to act as 

overall co-ordinator. This role is normally delegated to the 1st Mate. 

7.6:2 Vessel Handovers 

Managing the End of Voyage 

The end of voyage, like the beginning of the voyage is probably the busiest time for the Skipper and First Mate 

(and the Bosun). The four key areas / processes to manage are: 

 Ensuring the end of the voyage is a positive experience for the crew and that they all leave on a high note 

 Completing end of voyage paperwork 

 Ensuring the vessel is handed over in a clean, tidy, and well maintained condition 

 Sea Staff are properly debriefed  

 
Careful time management will be required to achieve these tasks. The only tasks that should be left for the last 

morning of the voyage are the final clean up and the final voyage review and debrief.  

Vessel Handover 

The off going skipper should complete and sign the vessel handover checklist (see Section 11 – copies held on 
board) and brief the oncoming skipper of any major irregularities or defects, and any other relevant information. 
This must be face to face, if for any reason this is not possible the operations manager must be informed as 
early as possible in order to approve other arrangements for the vessel hand over.     

The oncoming skipper should sign the form to confirm he/she is satisfied with the condition of the vessel and 
then return the form back to the office. 

7.6.3 End of Voyage Safety Management 

A Safety management Audit is to be completed as the voyage progresses, a list of any none-conformities or 

observations should also be entered on the form. The Audit should be kept in the back of the ships log book. The 

reverse side is to inform the Operations Manager of any incidents or near miss forms being sent to the office, any 

major defects, any urgent parts needed. The Audit must to be returned to the office at the end of each voyage.     
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End of Voyage Safety Management Audit 
 
Vessel: Venturer / Explorer / Volunteer 
 
Voyage Dates:  From ___/___/___ To: ___/___/___ Voyage Number: _________________ 

 
 Audit Completed Not Completed 

   Non-conformity Observation 

1. 
Pre- Voyage Sea-Staff Briefing including emergency 
roles and location and operation of safety equipment 
completed before putting to sea. 

   

2. 
Crew Safety Briefing completed at the start of the 
voyage before putting to sea. 

   

3. 
Crew Familiarisation checklist completed at the start 
of the voyage before putting to sea 

   

4.1 
Dry MOB Drill before departing to sea, with appointed 
sea staff 
Time: _______   Date: ___/___/___ 

   

4.2 

Man Overboard Drill at sea completed within 48 hours 
of start of voyage 
 
Time: _______   Date: ___/___/___ 

   

5 
Muster drill to be completed before departing to sea 
 
Time: ________  Date: ___/___/___ 

   

6 
Maintenance schedule and logbook / defects book up 
to date 

   

7 
Ship’s Logbook complete and up to date (including 
hours of rest) with each page signed by Skipper and 1st 
Mate 

   

8 Passage plans recorded and filed    

9 
All accidents, hazardous occurrences and non-
conformities have been recorded and reported 

   

10 
Vessel Hand- over Checklist completed  (if handing 
over the vessel) 

   

 
 
Skipper (print name): ________________________ 1st Mate (print name):_____________________ 
 
 
Skipper Signature:___________________________ 1st Mate Signature:__________ _____________ 
 
 

Office Use Only; 
 
Received by Chief Executive:   ___/___/___     Chief Executive Signature: ____________________ 
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Voyage Completion Audit 
 
Vessel: Venturer / Explorer / Volunteer 
 
Voyage Dates:  From ___/___/___  To: ___/___/___ Voyage Number: ________________ 

 
Incidents or Near Misses 

 
 
 
 
 
 
 
 
 
 

Major Defects 

 
 
 
 
 
 
 
 
 
 

Parts / Materials Needed 

 
 
 
 
 
 
 
 
 
 

Other Resources 
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9.1 Observations /Non-Conformities  

9.1.1 Observations 

 Issues where improvements in the Safety Management System, are recommended.  

 These do not have to be complied with however they should be considered. 

 

9.1.2 Non Conformity 

Used to describe where an incident occurs to a person or a vessel, or a procedure in the Safety Management 

Systems found not to work, or is not being followed. 

Issues where corrective actions must be made to meet the OYT Scotland SMS and/or ensure that the Procedures in 

the Safety Management Manual or Vessel manual on board are being followed correctly. 

They can be initiated by anyone. 

 Time Limited - i.e. must be acted upon , Corrective Action 

9.1.3 Major non-conformance 

Issues where corrective action must be carried out immediately to meet the OYT Scotland SMS, failure to do so 

would result in the suspension of activity until non-conformance is rectified.  

Serious threat to safety of personnel, the ship or the environment. 

Many Conformities relating to the same issue could be classed together as a Major non-conformance. 

 Time Limited 

9.1.4 Time Limited 

Cannot be deleted or carried over, must be dealt with within the time agreed. 
 
Action has to be completed to meet OYT Scotland SMS.  
 
Procedure for Observations and Non Conformity 

Owner is the department responsible for the area that needs corrective action 

E.g. vessels – operations manager/skipper/1st mate. Office – Development, Financing, Admin, Admin/Operations 

More than one process owner/ department maybe involved. 

  

Example on next page!! 
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9.1.5 Example: Steps 1 – 3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1 
Non-Conformity  

Originated 

(Skipper) 

 

1 

2 

3 

3 

 Good communication 

required between 

departments 

3. Observations can be dealt with between departments at this stage. 

*No involvement by safety committee if not required.* 

 

 

 

Chief Exec 

(DPA) 

Department 

(owner)  

responsible for 

corrective action 

   

2 

3 

Example: 

Medical information missing from crew list. 

1. Vessels Skipper raised a non-conformity (originated). 

 

2. Received ashore 

Suggested corrective action needed from originator. 

Action request and time scale from DPA. 

 

 

3 
3 
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9.1.5 Example: Steps 4-6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Safety Committee Involvement. 

 

4. Safety Committee may need to decide on Departments (owners) corrective action 

and time scale. 

 

 

Chief  

Executive  
5 

5 

5 

Safety  

Committee  

Meets 

4 

6 

 

 

Vessel 

1 

6 6 

 

 

Operations 

4 

2 

4 

 

 

Department (owner) 

4 

5. Safety Committee may need to inform the Chief Executive and/or Chairman 

depending on the scale of the incident. 

 

6. Safety Committee informs the originator of the non-conformity of their action. 

- This is important the originator must know that action is being taken. 

 

 

 

 

3 

4 

4 

4 
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9.1.5 Example: Steps 7-8 

 

 Corrective action. 

 

7. Corrective action taken within the time scale set. 

 

8. Notification of corrective action to all parties by owner. 

 

 

Chairman if required Safety  

Committee  

Chief Executive 

(DPA)  

Originator  

1 2 

8 

8 

8 

 

Department  

(owner)  

7 

8 

8 

Corrective Action. 
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 9.1.5 Example: Steps 9-10 

 

 

 

 

 

  

 

9. Confirmation that action has been seen to be taken from originator. 

This is very important. 

 

 

10 

10 9 

10 

9 
 

Chairman if required Safety  

Committee  

Chief Executive 

(DPA)  

Originator  

10 

2 

Department  

(owner)  

9 

9 

9 

10 

10. Close out by Safety Committee. 

 

Must be within 3 months of assigned date; or could be sooner if required by the 

safety committee. 
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9.2 Corrective Actions 

The Corrective Action may consist of modification of  

1. The Vessel or some vessel equipment 

2. Procedures covered within OYT Scotland SMM 

3. Training Practices or standards 

4. Reporting procedures 

5. Operating procedures on the vessels manuals 

6. Or can be a combination of them all 

All outcomes must be passed on to the required recipients, i.e.  Volunteers, staff, board members 

(this is very important) 

If the safety committee feels that there is insufficient support from the departments in regard to 

corrective action deemed necessary. The safety committee can go direct to the Chief Executive with 

their concerns 

In the case of a major non-conformity this could stop the vessels operating until it has been acted 

upon. 

The emphasis is on continual improvement and learning from any errors or omissions.  

The SMM is a living document that will change as the Trust grows and matures. 

Most of the time it’s the systems at fault not the person, it should be a no blame culture. 
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9.2.1 Non Conformity Form  

OBSERVATION                              NON-CONFORMITY                              MAJOR NON-CONFORMITY (Please Specify Type) 

YOUR NAME  DATE  

Please tick which section the Observation / non-conformity falls into:  

1.General Definitions  5.Master’s Responsibility & Authority  9.Reports & Analysis of Non-conformities, 
Accidents & Hazardous Occurrences 

 

2.Policies  6.Resources & Personnel  10.Maintenance  

3.Company responsibilities & authority  7.Shipboard Operations  11.Documentation / reviews  

4.Safety Officer  8.Emergency  Preparedness  12. Reviews  

NATURE OF THE OBSERVATION / NON-CONFORMITY 

 
 
 
 

OBSERVED EVIDENCE OF THE OBSERVATION /  NON-CONFORMITY   

 
 
 
 

PROPOSED CORRECTIVE ACTION / TIME SCALE 

 
 
 
 

OFFICE USE: NON-CONFORMITY TO BE CLOSED BY:  DATE RECEIVED: 

UPGRADE TO MAJOR 
 NON-CONFORMITY 

 Requires Immediate Action 

 
 
 

DATE CLOSED: 

NON-CONFORMITY NUMBER:  
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9.2.2 Action Request Form

Action Request Form NC  Owner: Time RQ: 

ARF No: Signed:  

Action Request 
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9.3 Incident Reporting 

9.3:1 Incident Reporting 

Non-conformities, accidents and hazardous incidents must be reported as soon as possible in the 
first instance by telephone to the Ops manger then followed up in writing as per Incident Reporting 
Procedures 

Injuries must also be recorded in the accident book 

9.3:2 Incident Reporting Procedure 

Introduction 

OYT Scotland encourages a safety culture where all staff and volunteers feel a responsibility to 
report all accidents and hazardous incidents so that reoccurrence can be avoided. The lessons 
learned can be passed on in the form of the safety management manual which can be amended and 
updated. 

Three categories of incident have been defined: 

 Safety Incidents 
o Accidents 
o Hazardous incidents 

 Non- Conformities  

 Crew Incidents 
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9.4 Definition of a Safety Incident 

9.4:1 Definition of a Safety Incident 

9.4:1.1 Group 1: Accident 

1. There is loss of life of any person on-board 

2. There is a major injury of a person on board 

3. Any person is lost from the ship or from the ships boats 

4. Any person falls overboard from the ship or one of its boats 

9.4:1.2 Group 2: The Ship 

1. Causes any loss of life, major injury or material damage 

2. Is lost or presumed to be lost  

3. Is abandoned 

4. Is materially damaged by fire, explosion, weather or other cause; 

5. Grounds: excepts for touching briefly so that no damage is caused 

6. Is in collision 

7. Is disabled    

8. Causes significant harm to the environment  

9.4:1.3 Group 3: Any of the following occur: 

Cause serious injury or damage to the health of any persons by: 

1. Collapse or bursting of a pressure vessel, pipeline, value 

2. Collapse or failure of any lifting equipment, access equipment, hatch covers, staging, boatswains 

chair or any associated load bearing parts  

3. Asbestos contact 

4. An escape of any harmful substance or agent. 

9.4:1.4 Major injury 

a. Any fracture: other than finger, thumb or toe 

b. Any loss of limb or part of a limb 

c. Dislocation of shoulder, hip, knee or spine 

d. Loss of sight , whether temporary or permanent  

e. Penetrating injury to the eye 

f. Any other injury involving 

i. Hypothermia or to unconsciousness. 

ii. Requiring resuscitation 

iii. Requiring admittance to hospital or other medical facilities as an inpatient 
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9.4:1.5 Hazardous incidents: 

Any event other than an accident associated with the operation of a ship which involves 

circumstances indicating that an accident nearly occurred. 

 Examples  

o Near misses: including 

 Failure of procedures in ships board operations 

 Material defects 

 Fatigue 

 Human failures 

 Medical non-disclosure 

9.4.2 Reporting Action 

1. All incidents are to be entered in the Ship’s Log at the time of the occurrence with details 

including position, and in the case of personal injury also entered in the Accident book. 

2. An immediate verbal incident report detailing the salient facts must be made by the fastest 

means to the Chief Executive (or Duty Manager in his absence). This is particularly important 

in the above listed incidents, as action is required immediately by the office: 

3. In all cases the Skipper should state his immediate plans and contact telephone numbers so 

that the Duty Officer can maintain contact and the appropriate instructions can be issued. 

Meanwhile, as directed, the Chief Executive or Operations manager (safety officer ashore) 

will alert the insurance broker and MAIB if required. 

The skipper is ultimately responsible for completing an Incident Report Form within 48 hours of an 

incident occurring and forwarding to the Chief Executive at the earliest opportunity. 

A supply of Safety Incident Report Forms and Crew Incident Report Forms: available in 

Section 11 Documents of the Safety Management System  
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9.4:3 Incident Reporting Flow Diagram 

 

 

 

 

.  

Skipper Reports Incident to:  

MAIB                                                  

(by quickest means 

available if required) 

Duty Manager Chief Executive 

Skipper completes 

report ASAP 

Review with Safety 

Committee 

External 

Investigation 
Agree Action 

Action Completed 

Closed out  

Issue Safety 

Notice 

Update SMS 

OPS Manager & 

Skipper Review 

If Required 

Training 

Requirement 

Implemented 
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9.4.4 SAFETY INCIDENT REPORT FORM 

This form is to be completed by THE SKIPPER as 

soon as possible after the incident to which it 

refers and no later than 48 hours after the 

incident. A copy is to be sent to the Office and a copy is to be annexed to the logbook. 

Vessel Voyage No. Date of 

Incident 

Time Date and Time Duty Manager 

Informed 

 

 

Name of Skipper 

 

 

 

Name of Watch leader who had 

charge of / conning the vessel 

 

 

Position in which incident took 

place 

 

 

 

 

 

 

Wind direction and 

force 

 Sea state  

Visibility  Direction / speed 

of current 

 

Ship’s head or course 

being steered 

 Course being 

made good 

 

Speed of vessel 

through the water 

 Speed of vessel 

over the ground 

 

Depth of Water 

 

 Point of Sail  

Sail Plan 

 

 

 

Engine  

 

For office 
use only SI-      /      /      /           

Nature of Incident (please tick) Safety Incident 
 

Hazardous Incident 
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Nature of Incident 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cause of Incident 

Include manoeuvre being carried out and what task the injured party was engaged in. (Sketch and continue on 

reverse if required) 
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Action taken by Skipper / Other Parties: 

 

 

 

 

 

 

 

List Damage / injury to vessel and / or Trust members 

Include name and address 

 

 

 

 

 

 

List Damage to other vessels or parties 

Include names and address 

 

 

 

 

 

 

If other vessel(s) involved 

List Name, Port of Registry, Identifying No’s, and Name, address and Tel No of Skipper / Owner 
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Initial assessment of how the incident might have been avoided 

 

 

 

 

 

 

 

 

 

 

 

Skipper’s signature 

 

 Date  

Block capitals 

 

  

 

 

 

 

 

Witness’s Signature * 

 

 Date  

Block capitals 

 

  

 

 

 

Witness’s Status 

(1M,2M, etc) 

  

 

 

 

 

 The witness should be selected by the criteria laid down in the logbook regulations or where 
not stated should be the First Mate.  
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For Office Use Only 

 

OUTCOMES AND COMMENTS 

 

 

 

 

 

 

 

 

 

 

Date and Time 

Duty Manager 

Informed  

 

      

Date and Time Chief 

Executive informed 

 

 

Date and Time 

Chair informerd 

 

 

Date and Time Vice Chair 

informed 

 

 

 

Date of Safety 

Committee Review 

 

 

Date Form Received in 

Office 

 

 

Date of Safety 

Notice Issued 

(attach copy if 

applicable) 

 

 

Safety Notice Issued by 

(name) 
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9.5 Definition of a Crew Incident 

9.5:1 Definition of a Crew Incident 

1. Any behaviour by any person that causes concern to any member of the crew, sea staff or 3rd 

party or results in a member of sea staff or crew leaving a voyage early. 

2. Any event that impacts on the emotional, physical or social well-being of any member of the 

crew, sea staff or 3rd party. 

9.5:2 Reporting Action 

1. The skipper is ultimately responsible for completing an Incident Report. 

2. The skipper may wish to discuss an incident with the 1st Mate and / or Safeguarding Officer 

to determine whether an Incident Report is required. 

3. If there is any potential legal implication it is mandatory that an incident form is completed 

at the earliest opportunity and the Duty officer and Safeguarding Officer informed as soon as 

possible. 

4. If the incident involves repeated breaches of one of the six Rules detailed in the Personal 

Logbook an Incident Report must be completed. 

OYT Scotland Rules for behaviour of crew and staff during a voyage 

 Everyone must show respect to others and their property 

 Everyone must agree to follow all safety instructions 

 Everyone must be supportive of each other regardless of age, sex, religion, ability … 

 Exclusive relationships are not part of the voyage 

 Mobile phones will be switched off while sailing 

 No alcohol or illegal drugs will be permitted during the voyage 
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9.5:3 CREW INCIDENT REPORT FORM 

 

This form is to be completed by THE SKIPPER 

within 48 hours of the incident and posted to the OYT Scotland  

Office for the attention of the Development Manager (marked urgent). 

 

Vessel Voyage No. Date of 

Incident 

Time Date and Time Duty Manager 

Informed 

 

 

Name of Skipper 

 

 

 

Position of vessel when 

incident took place 

 

 

Wind direction and force 

 

 

 Sea state  

 

Nature of Incident 

1. Any behaviour by any person that causes concern to any member of the crew, sea staff or 3rd party. 
 

2. Any event that impacts on the emotional, physical or social well-being of any member of the crew, sea  staff 
or 3rd party 

 

 

 

 

 

 

 

 

 

For office 
use only CI-      /      /      /           
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Events leading up to Incident 

The details should be factual and avoid opinions 

 

Who was involved (Crew, Sea staff, 3rd Parties) 

 

 

 

 

 

Time and Place 

 

 

 

Description of what took place 

 

 

 

 

 

 

 

Action taken 

Was the situation resolved? If so what / how? 

 

 

 

 

 

 

 

 

  



 

April 2016 Live Version 2 - Chapter 9: Non-conformities, Accident & Incidents 22 

Who else was contacted Discussion Date, time 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Skipper’s signature 

 

 Date  

Block capitals 

 

  

 

 

 

 

Witness’s Signature * 

 

 Date  

Block capitals 

 

  

 

 

 

Witness’s Status 

(1M,2M, etc) 
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9.6 Safety Committee Roles/Structure 

9.6.1 Safety Committee 

The Safety Committee assists and advises the trust with safety management afloat and ashore. 

The committee consists of the following members: 

1. Chairman  
2. Board Representative  
3. Chief Executive  
4. Other Members with relevant expertise 
5. Sea Staff 

 Members can be volunteers from all areas of the trust. 

Members of the operations team are invited to all safety committee meetings when they are 
available.  Other members of the organisation are involved when appropriate.  

 The committee meets approximately once every other month and has the following remit: 

 To review Safety Incidents & non-conformity/observations with aim to improve safety, not 

to apportion blame.  

 To work alongside and to assist the senior management team on safety matters throughout 

OYT Scotland’s activities. 

 To report to the Board and advise them on safety issues. 

 To continually review the Safety Management System. 
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10. Maintenance 
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10.1 Planned Preventative Maintenance 
 Daily 

 Weekly 

 Monthly 

 Refits 

 Long term replacement  

 Code Inspections 
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10.1:1 Daily Check Sheet  

*Red – Challenge boat differences 

OYT SCOTLAND DAILY CHECKS 2016 SEASON WEEK COMMENCING   

 Date/ Initials Mon Tue Weds Thurs Fri Sat Sun 

ENGINE Hours        

 Raw water filter        

 Fuel separator         

 Engine oil level/added – diagram        

 Gear box oil level/added – diagram        

 Emergency stop        

 Coolant level/added        

 Shaft brake        

 Stern gland / Deep Sea Seal        

 Fan belts        

 Clean bilge / Wipe down engine        

GENERATOR Hours        

 Raw water filter         
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 Fuel separator        

 Oil level/added – diagram        

 Coolant level/added        

 Fan belts         

 Clean / Wipe down engine        

FUEL Tank in use / level        

 Litres pumped to day tank (max 110l)        

 Estimated Fuel remaining in in-use tank        

DOMESTICS Water tank in use / level        

 Gas        

 Heater header (AV) / Heater fuel filter         

 Secure for sea (Bosuns check list)        

 Anchor prepped        

 Victuals to check        

 Check forepeak tidy and secure        

AT SEA Pump bilges        

 Pump grey water tank        
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10.1:2 Weekly Check Sheet  

*To be done at end of voyage 

  

OYT SCOTLAND WEEKLY CHECKS 2016 SEASON 

WEEK COMENCING   Date/ initials 

ENGINE 
Engine mounts 

  

  
Fuel connections  

  

  
Fuel separator 

  

  
Shaft brake 

  

  
Engine driven bilge pump  AV 

  

GENERATOR Fuel filters 
  

  
Fuel connection 

  

DOMESTIC *Fridge cleaned / drained 
  

  
*Freezer  / cool boxes cleaned 

  

  
* Freezer filter cleaner (AV) 

  

  
*Cooker cleaned 

  

  
Oil and vinegar down heads 

  

  
Wet locker tidy 

  

  
Emergency water changed 

  

  
Gas bottles checked / replaced 

  

DINGHY Fresh water rinse and check wear 
  

  
*Petrol amount 

  

  
Dinghy box 

  

  
Check outboard 

  

  
Painter and hoisting straps secure 

  

  
Outboard clamps cleaned/greased 
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10.1:3 LSA Check Sheet  

*To be done at end of voyage 

OYT SCOTLAND LSA CHECKS 2016 SEASON 

WEEK COMMENCING   Date/ initials 

SAFETY Flares   

  Hatches and water tight doors   

  Vents   

  Lee Cloths   

  Guard Rails   

  Carbon Monoxide Alarm   

  Smoke Alarms   

  Gas Alarm   

  Manual Bilge Pumps checked   

  *Torches   

  Daily Use 1st Aid Kit   

  *Lifejackets and harness lines   

  VHF charged   

  MOB kit ok and ready to use   

  Safety Knives   

  Danbuoys   

  Jack Stays   

  Life Rings   

  LifeRafts attachments/releases   

  Throw lines   

  Smoke Floats   

  Emergancy Steering gear   

  Limber holes cleaned   

  Navigation instruments   

  Navigation lights   

  Emergancy navigation lights   

  Aldis lamp/ spot lights   

  Fire flaps   

  Fire hose   

  Fog horn   

 
Grab bag   
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10.1:4 Monthly Check Sheet 

OYT SCOTLAND MONTHLIES 2016 SEASON 
WEEK NO. 1                   DATE: w/c Monday 

DATE INITIALS TASK COMMENTS 

  Main mast rig check  

  Sails as used /condition  

  Fire extinguishers and blanket  

  Gas burners (AV)  

  Winch completed  

  Air filters engine and generator  

WEEK NO. 2 DATE: w/c Monday 

DATE INITIALS TASK COMMENTS 

  Mizzen rig check (AV) / Salvage pump  

  Sails as used / condition  

  Seacocks / hull fittings  

  Limber holes  

  Flares  

  Winch completed  

  Stern Gland and Coupling  
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OYT SCOTLAND MONTHLIES 2016 SEASON (Contd) 

WEEK no. 3 DATE: w/c Monday  

DATE INITIALS TASK COMMENTS 

  Running rigging  

  Sails as used /condition  

  Storm boards  

  EPIRB / SART  

  TPA’s / Immersion suits  

  Winch completed  

  Morse cables  

WEEK no. 4 DATE: w/c Monday 

DATE INITIALS TASK COMMENTS 

  Deck fittings, tracks, chain plates  

  Sails as used / condition  

  Anchor fittings  

  Steering gear  

  1st aid kit all boxes/bags  

   Windlass  

  Batteries, domestics, engine, generator  

  Gas locker checked, clean , bottles secure  
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10.2 In-Season Procedures 

 Vessel Manuals 

 Bosun Book 

 Life Jackets Checks Log 
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10.2:1 Life Jacket Log  

ALBA VENTURER LIFEJACKET LOG 2016 SEASON 

LIFEJACKET NUMBER OR 

LETTER 

 LIFEJACKET 

SERIAL NUMBER 

 LIFEJACKET LIGHT EXPIRIY 

DATE 

 

 

VOYAGE 

NUMBER 

 

LIGHT 

WORKS 

 

WHISTLE 

 

STITCHING 

& ZIP 

 

MANUAL 

FIRING 

INDICATOR 

 

AUTO 

FIRING 

INDICATOR 

 

GAS 

BOTTLE 

TIGHT 

CABLE 

TIE ON 

CROTCH

STRAP 

 

CHECKED 

BY 

 

DATE 

 

COMMENTS 
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10.3 Vessel Maintenance and Inspection 

 

The Skipper/1st Mate must ensure the vessel is well maintained in a safe and seaworthy condition, and 
that routine maintenance and checks are carried out, and the Maintenance Log and Defects Book is kept 
up to date. 

Report major defects by phone ASAP, to the Chief Exectutive (or Duty Manager in the CEO’s absence) 
and record on the back of the end of voyage SMS Audit .  

Ensure the Bosun is adequately trained and briefed to perform duties and maintenance tasks, as per the 
Bosun’s Familiarisation Checklist (see Section 11: Documents) 

Any repairs and maintenance carried out must be inspected and signed off by the skipper 
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10.3:1 Critical Equipment - spares 

A full list of critical parts for the vessel are stored in a separate document held onboard vessels and in 

the office. The critical parts list is stored on the trust’s server and below are a list of the heading 

contained in the list. 

 Critical Paperwork 

 ENGINE - ALL VESSELS 

 GENERATOR - ALL VESSELS 

 HEATER  

 CHALLENGE_BOAT WINCHES 

 VENTURER_WINCHES 

 WINDLASS - ALL VESSELS 

 LIFE SAVING APPLIANCES 

 GAS SYSTEM 

 HATCHES 

 PUMPS 

 DETECTORS 

 SALVAGE PUMP/ENGINE DRIVEN BILGE PUMP 

 EXTERNAL/INTERNAL LIGHTING 

 NAVIGATION INSTRUMENTS 

 SAILS 

 RIGGINg 
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10.3:2 Alba Venturer's Seacock/ Thru Hull Checklist 

 

 

Note: Ball Valves are used on all thru hulls because of their reliability & strength. 
Ball valves become stiff through lack of use and mollusc growth rather than corrosion. 
Ball valves by virtue of their design are stiffer than some other types of valve. 
Each ball valve should be opened/ closed once a week to ensure it remains free. 
Each ball valve should be opened/ closed once a week to ensure it remains free. 
Do not: 
Use a spanner or lever on the handle- it is the best way to damage the valve- If it seems too stiff get help 
Attempt to rotate the valve- it is threaded onto the thru hull spigot. 
Remember: 
The ball valves keep the sea out and should be respected. 
Each ball valve has a wooden bung attached to it for emergencies. 

Position of the Valve 
Valve 
Size 

Checked 
Ok 

Bung 
Attached 

Closed/ 
Open 

Comments 

     

 

1. Fire Pump Inlet 1 1/2 "        

2 Bosuns Locker Outlet 1"        

3. Port Head Inlet 3/4"        

4. Port Head Outlet 1 1/2"        

5. Stb Head Inlet 3/4"        

6. Stb Head Outlet 1 1/2"        

7. Port Wash Basin Outlet 3/4"        

8. Stb Wash Basin Outlet 3/4"        

9. Saloon Bilge Pump Outlet 1 1/2"        

10. Shower Drain Outlet 3/4"        

11.Freezer Outlet 3/4"        

12. Galley Sink Outlet 1"        

13. Blackwater Outlet 2"        

14. Port FWD Cockpit Drain 2"        

15 Port AFT Cockpit Drain 2"        

16. Stb Fwd Cockpit Drain 2"        

17. Stb Aft Cockpit Drain 2"        

18. Raw Water Inlet  1 1/4"        

19. Freezer Inlet 3/4"        

20. Exhaust Separator FWD 2"        

21. Exhaust Separator AFT 2"        

22. Aft Washbasin Outlet 3/4"        

23. EDBP Outlet 1 1/2"        

24. Cockpit Bilge Pump 
Outlet 1 1/2"       

 

25. Aft Head Inlet  3/4"        

26. Generator Inlet 3/4"        

27.Aft Head Outlet 2"        

28. Exhaust Outlet 2"        

29. Bilge Pump Manifold (all) 1 1/2"        

30.Fwd Lumber Hole Port  1 1/2"        

31. Fwd Lumber Hole Stb 1 1/2"        

Checked By   Date 
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10.3:3 Challenge Boat  Thru Hull Checklist 

Yacht Name 

 

Date  

 

Checklist Completed & Signed off by  
 
.         

Ball valves are used on all thru hulls because of their reliability & strength 
Ball Valves become stiff thru lack of use and mollusc growth rather than corrosion  
Ball Valves by virtue of their design are stiffer than some other types of valve  
Each ball valve should be opened I closed once a week to ensure it remains free 
Bronze Ball Valves are affected by water temperature and the warmer the water the stiffer they gel 
The bigger the ball valve the more friction and therefore the stiffer it feels (Exhaust Valves) 

Do not 

Use a spanner or lever on the handle - It is the best way to damage the valve- if it seems too stiff get help   
Attempt to rotate the valve – it is threaded onto the thru hull spigot  

Remember 

The ball valves keep the sea out and should be respected 
Each ball valve has a wooden bung attached to it for emergencies. 
The Bung Diameter mid length should equal the valve size below 

If  in Doubt Seek Assistance or Advice from the Technical Team. 

Thru Hull & Valve Safety Checklist 

 
Valve 
Size 

Checked OK Bung 
Attached 

 

     

Collision W/T Bulkhead     

Port Drain Valve Free 1”    

Stbd Drain Valve Free 1”    

Valves left Open/Closed     

     

Sail Room W/T Bulkhead     

Port Drain Valve Free 1”    

Stbd Drain Valve Free 1”    

Valves left Open/Closed     

     

Fwd Passageway     

Saltwater Inlet Valve for Toilets 1.5”    

Hoseclips Tight     

Port Toilet Outlet Valve Free 1.5”    

Hoseclips Tight     

Starboard Toilet Outlet Valve Free 1.5”    

Hoseclips Tight     

     

Toilet Compartments     

Port Breather Valve Free 1”    

Stbd Breather Valve Free 1”    

     

Sump Tank Valves     

Tank Breather Valve Free     

Port Toilet – Tank Inlet Valve Free 1.5”    

Hoseclips Tight     

Stbd Toilet – Tank Inlet Valve Free 1.5”    

Hoseclips Tight     

 

     Print Name 
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Sump Tank Outlet Valve Free 1.5”    

Hoseclips Tight     

Sump Tank Outlet Thru Hull Valve Free 1.5”    

Hoseclips Tight     

     

B&G Thru Hulls     

Port – Log Housing Secure     

Stbd – Echo Sounder Housing Secure     

     

Mast W/T Bulkhead     

Port Drain Valve Free 1”    

Stbd Drain Valve Free 1”    

Valves left Open/Closed     

     

Companionway Area     

Cooling Water Inlet Valve Free 2”    

Hoseclips Tight     

Saltwater Outlet Valve Free 2.5”    

Hoseclips Tight     

Hull Drain Plug     

     

Oilskin Room     

Bilge Pump Outlet Free     

Hoseclips Tight     

Watermaker Outlet Free     

Hoseclips Tight     

     

Lazzarette W/T Bulkhead     

Port Drain Valve Free     

Stbd Drain Valve Free     

Valves left Open/Closed     

     

Lazzarette     

     

Engine Exhaust Valve Free     

Generator Exhaust Free     

 

Comments & Observations 

 

 

 

 

 

 

 
 
 
 
 
 
  

Date 

Yacht No. 

Checked by 



April 2016                              Version 2 Live                           Chapter 10 Maintenance                               16              
 

10.3:4 Challenge Mast & Rigging Checklist 

 

 

 

 

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Masthead Down to Upper Spreaders    

Windex Fitted & Secure    

Windex Orientation Correct    

    

Light Fitted & Secure    

Masthead Lights Work     

Exposed cable undamaged    

    

B&G Wand Fitted & Secure     

B&G Wand Alignment Correct    

Exposed cable undamaged    

    

VHF Ariel Fitted & Secure    

Exposed cable undamaged    

    

Are there Weld cracks in the Masthead crane    

If so are they drilled    

Any Comments or observations about the masthead area    

    

Spinnaker U Bolt Nuts tight and split pinned    

Spinnaker Shackles worn    

Do Spinnaker block Shackles need replacing    

Are Spinnaker Blocks undamaged    

Do Blocks swivel  properly    

Shackles wired / cable tied    

Spinnaker U bolts worn – if so %    

Spinnaker U bolts worn & need Replacing     

    

Forestay & Backstay Upper ends    

Forestay – Masthead Clevis pin visually OK    

Forestay – Masthead Split pins OK & siliconed    

Forestay – Terminal /Dyform visually OK    

Backstay - Masthead Clevis pin visually OK    

Backstay - Masthead Split pins OK & siliconed    

Backstay – Terminal /Deform visually OK    

    
Masthead Sheeves    

Port Genoa Sheeve undamaged & Rotating freely     

Starboard Genoa Sheeve undamaged & Rotating freely    

Port Main Sheeve undamaged & Rotating freely    

Starboard Sheeve undamaged & Rotating freely    

Main Halyard Shackle tight & moused    

Challenge Mast & Rigging Checklist 

OYTS Refit 

Challenge 72 ‘ Class 
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Main Halyard hitched & seized    

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Cap Shroud Attachments    

Rivets undisturbed    

Nuts secure    

Tangs Aligned with Shrouds    

Split Pins Turned over     

Split Pins – Silicone Sealant    

    

Port Cap Shroud    

Port Terminal in alignment with shroud    

Port Terminal/ Deform Visually ok     

Stud Cap Shroud    

Stud Terminal in alignment with shroud    

Stud Terminal/ Deform Visually ok    

    

Spinnaker Halyard Exits    

Spinnaker Halyard Exits smooth internally & externally    

    

Chafe tube secure & smooth    

    

Mast track – Masthead to Upper Spreaders    

Track stop secure    

Track Secure{no loose rivets or fastening}    

Track Smooth & undamaged    

If damaged – where    

Paint damage to aft face of mast    

Damage to mast wall    

    

Upper Spreaders    

Spreader Alignment – OK    

Spreaders Angle correct ( 3-5 degrees above horizontal)    

Leather Removed for inspection     

Cap Shroud Clamp tight against Spreader    

Clamp tight     

Roller Worn or Corroded    

Spreader ends Leather refitted    

Inboard End Clevis pins secure & slit pins turned over    

Split pins silicone over     

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

Upper Spreaders down to mid Spreaders    

D3 Shroud Attachments    

Nuts Secure    

Tangs aligned with Shrouds    

Split pins turned over    

Split pins silicone sealant    

    

Port D3 Shroud     

Upper Terminal in Alignment with Shroud    

Upper Terminals /1x19 wire visually OK    

Shroud Clean    
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Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Stbd D3 Shroud     

Upper Terminal in Alignment with Shroud    

Upper Terminals /1x19 wire visually OK    

Shroud Clean    

    

Runner Attachment     

Runner Toggle Present    

Toggles articulate Correctly    

    

Staysail Halyard Sheeves    

Sheeves undamaged    

Cover plates in place & Secure    

    

Staysail Halyard Swivel Sheeves    

Swivel Sheeves move correctly    

Sheeves undamaged    

    

Inner Forestay Attachments    

Inner Forestay fence present & secure    

Toggle articulation OK    

    

Inner Forestay    

Upper Terminals /1x19 wire visually OK    

Stay undamaged at upper end    

    

MastTrack  Upper Spreaders to Middle Spreaders    

Track secure no loose rivets     

Track smooth & undamaged    

If damaged where    

Paint damage to aft face of mast    

Damage to mast wall    

    

Middle Spreaders    

Spreader Alignment – OK    

Leather Removed for inspection    

Port D3 Terminals /1x19 wire visually OK    

Port D3 Rigging Screw Articulation OK    

Shockcord between D3 & Cap shoud slack    

Port D3 Rigging Screw Split (lock)Pins OK & taped    

Port D3 Toggle Split Pins OK & Siliconed     

    

Stbd D3 Terminals /1x19 wire visually OK    

Stbd D3 Rigging Screw Articulation OK    

Shockcord between D3 & Cap shoud slack    

Stbd D3 Rigging Screw Split (lock)Pins OK & taped    

Stbd D3 Toggle Split Pins OK & Siliconed     

    

Port Upper Cap Shroud Terminal/ Dyform Visually ok    

Port Link Plates all visually OK    

Port Link Plates Identical    

All split pins bent over & identical    
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Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Stbd Upper Cap Shroud Terminal/ Dyform Visually ok    

Stbd Link Plates all visually OK    

Stbd Link Plates Identical    

All split pins bent over & identical    

    

Spreader ends Leather Refitted    

Does Tape/Leather restrict movement of plates    

Spreaders have correct amount of horizontal movement    

Inboard End Clevis pins secure & split pins turned over    

Split pins Siliconed over    

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

Upper end of Lower Cap Shrouds    

Port Terminal/ Dyform Visually ok    

Stbd Terminal/ Dyform Visually ok    

    

Middle Spreaders down to Lower Spreaders    

D2 Shroud Attachments     

Nuts secure    

Tangs Aligned with Shrouds    

Split Pins Turned over     

Split Pins – Silicone Sealant    

    

D2 Shrouds    

Terminal Aligned with Shrouds    

Terminal Visually OK     

    

MastTrack – Middle Spreaders to Lower Spreaders    

Track Secure {no loose rivets or fastenings}    

Track Smooth & Undamaged    

If damaged where    

Paint damage to aft face of mast    

Damage to mast wall    

    

Trysail Track – Upper Section    

Track Stop present & secure    

Track Slides run freely up track    

Superficial damage to Trysail track    

Repairs to track necessary     

Rivets appear tight    

    

Steaming Light    

Works    

Securely fastened    

Cable entry OK    

Fence present secure & fastened    

    
Spinnaker Pole Track & fittings – Upper End    

Blocks secure & Sheeves free    
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Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Track Stops Secure    

Track undamaged    

    

Baby Stay Attachment     

Baby Stay Fence present & secure    

Toggles articulation OK    

Clevis Pins – Split pins turned & silicone    

    

Baby Stay    

Upper Terminals /1x19 wire visually OK    

Stay undamaged at upper end    

    

Deck Flood Light    

Securely fastened    

Works    

Cable Entry OK     

    

Lower Spreaders    

Spreader Alignment – OK    

Spreaders Angle correct ( 3-5 degrees above horizontal)    

Leather Removed for inspection     

Intermediate Shroud Clamp tight against Rollers    

Clamp tight     

Roller Worn or Corroded    

Spreader ends Leather refitted    

Spreaders have correct amount of horizontal movement     

Inboard End Clevis pins secure & slit pins turned over    

Split pins silicone over     

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

Lower Spreaders down to Deck    

Aft Lower  Shroud Attachments     

Nuts secure    

Tangs Aligned with Shrouds    

Split Pins Turned over     

Split Pins – Silicone Sealant    

    

Aft Lower  Shrouds – upper end    

Port Terminal/ Dyform  Alignment OK    

Port Terminal/ Dyform  Visually OK     

Stbd Terminal/ Dyform  Alignment OK    

Stbd Terminal/ Dyform  Visually OK     

    

MastTrack – 4th Section Down    

Track Secure {no loose rivets or fastenings}    

Track Smooth & Undamaged    

If damaged where    

Are you concerned about any damage    

Are the removable sections of the track easy to remove    

Are the fastenings OK ( threads not stripped or seized)    
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Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Lower Stop securely fastened    

Paint damage to aft face of mast    

Damage to mast wall    

    

Trysail Track – Lower Section    

Track Slides run freely up track    

Superficial damage to Trysail track    

Repairs to track necessary     

Rivets appear tight    

    

Spinnaker Pole Track & fittings – Lower End    

Blocks secure & Sheeves free    

Track Stops Secure    

Track undamaged    

Spinnaker slide cars running free    

    

 Halyard Exits    

 Interior smooth no burns    

     

 Main Boom Gooseneck    

Fastenings Tight – No movement     

Circle on clip pin present & correctly fitted    

Tack Shackle wired / Cable tied    

    

Kicker Gooseneck     

Fastenings Tight    

Circle on clip pin present & correctly fitted    

    

Shroud Lower Ends    

Forestay    

Forestay Lower terminal/Dyform visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Inner Forestay    

Forestay Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Babystay    

Babystay Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    
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Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Lower Cap Shrouds    

Port cap shroud Lower terminal/Dyform visibly Ok    

Inner Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Stbd cap shroud Lower terminal/Dyform visibly Ok    

Inner Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Intermediate Shrouds    

Port Intermed shroud Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Stbd Intermed shroud Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Aft Lower Shrouds    

Cap shroud Lower terminal visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw pointing at mast    

    

Backstays    

Upper Backstay terminal visibly Ok    

Backstay Triangular link plate Ok    

Port Lower Backstay terminal visibly Ok    

Port Rigging Screw split pins silicone & tightly taped    

Port Rigging Screw lock screws lightly tightened    

Port  Rigging screw fork end lightly taped    

Top fork of Port rigging screw fore & aft    

    

Upper Backstay terminal visibly Ok    

Backstay Triangular link plate Ok    

Port Lower Backstay terminal visibly Ok    

Port Rigging Screw split pins silicone & tightly taped    

Port Rigging Screw lock screws lightly tightened    

Port  Rigging screw fork end lightly taped    

Top fork of Port rigging screw fore & aft    
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Runners    

Are Runners marked for optimum tension    

    

    

    

    

Rig Checklist Signed off by 
 

Yacht No. 

 

Comments & Observations    
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10.3:5 Venturer Mizzen Mast and Rigging Checklist 

Name of Vessel : Checked by: 

Date Print name above : 
 

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

MIZZEN MASTHEAD TO TOP SPREADERS    

Any Weld cracks in Masthead?    

If so are they drilled?    

Any comments about the masthead area?    

    

Backstay – Masthead Clevis pins visually OK?    

Backstay – Masthead split pins OK & siliconed?    

Backstay – Terminal/Dyform visually OK?    

    

Masthead sheeves    

Masthead sheeve undamaged and rotating freely    

    

Cap shroud Attachments    

Rivets Undisturbed    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins - secured    

Split Pins – siliconed    

    

Port Cap Shroud    

Port Terminal in Alignment with Shroud    

Port Terminal/Dyform – visually OK     

    

Stbd Cap Shroud    

Stbd Terminal in Alignment with Shroud    

Stbd Terminal/Dyform – visually OK     

    

Mast Track – Mast Head to spreaders    

Mast Track , stop secure    

Track secure – no loose fittings rivets    

Track smooth and undamaged    

Where is the damage?    

    

Spreaders    

Spreader Alignment OK     

Spreader Angle ok 3-5 degrees above horizontal    

Cap Shroud clamp tight against spreader    

Clamp tight     

Roller worn or corroded    

Split Pins – siliconed    
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Area of Mast or Component Checked 
ok 

Problem or 
Defect 

Comments 

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

SPREADERS DOWN TO THE DECK    

    

Aft Lower Shroud Attachments    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins  in place & siliconed    

Aft Lower Shrouda – Upper end    

    

Port Terminal in Alignment with Shroud    

Port Terminals/1*19 wire visually OK    

Shrouds Clean    

    

Stbd Terminals in Alignment with Shroud    

Stbd Terminals/1*19 wire visually OK    

Shrouds Clean    

    

Mast Track –Spreader to Deck    

Track secure    

Track smooth & undamaged    

Where is the Damage?    

    

Halyard exits    

Interior smooth & no burrs    

    

Mizzen Gooseneck    

Fastenings tight – no movement    

Circlip on Pin present & correctly fitted    

Tack shackle wired/cable tied      

    

Kicker Gooseneck    

Fastenings tight     

Circlip on Pin present & correctly fitted    

     

 

Rig Checklist Signed off by :    

    

Comments & Observations    
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10.3:6 Venturer Main Mast and Rigging Checklist 

 

Name of Vessel : Checked by: 

Date Print name above : 
 

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

MAIN MASTHEAD TO TOP SPREADERS    

Any Weld cracks in Masthead?    

If so are they drilled?    

Any comments about the masthead area?    

    

Backstay – Masthead Clevis pins visually OK?    

Backstay – Masthead split pins OK & siliconed?    

Backstay – Terminal/Dyform visually OK?    

    

Masthead sheeves    

Masthead sheeve undamaged and rotating freely    

    

Cap shroud Attachments    

Rivets Undisturbed    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins - secured    

Split Pins – siliconed    

    

Port Cap Shroud    

Port Terminal in Alignment with Shroud    

Port Terminal/Dyform – visually OK     

    

Stbd Cap Shroud    

Stbd Terminal in Alignment with Shroud    

Stbd Terminal/Dyform – visually OK     

    

Cap shroud Attachments    

Rivets Undisturbed    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins - secured    

Split Pins – siliconed    

    

Port Cap Shroud    

Port Terminal in Alignment with Shroud    

Port Terminal/Dyform – visually OK     

    

Stbd Cap Shroud    

Stbd Terminal in Alignment with Shroud    
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Stbd Terminal/Dyform – visually OK     

Area of Mast or Component Checked 
ok 

Problem or 
Defect 

Comments 

Mast Track – Mast Head to spreaders    

Mast Track , stop secure    

Track secure – no loose fittings rivets    

Track smooth and undamaged    

Where is the damage?    

    

Spreaders    

Spreader Alignment OK     

Spreader Angle ok 3-5 degrees above horizontal    

Cap Shroud clamp tight against spreader    

Clamp tight     

Roller worn or corroded    

Split Pins – siliconed    

    

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

SPREADERS DOWN TO THE DECK    

    

Aft Lower Shroud Attachments    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins  in place & siliconed    

Aft Lower Shrouda – Upper end    

    

Port Terminal in Alignment with Shroud    

Port Terminals/1*19 wire visually OK    

Shrouds Clean    

    

Stbd Terminals in Alignment with Shroud    

Stbd Terminals/1*19 wire visually OK    

Shrouds Clean    

    

Mast Track –Spreader to Deck    

Track secure    

Track smooth & undamaged    

Where is the Damage?    

    

Halyard exits    

Interior smooth & no burrs    

    

Mizzen Gooseneck    

Fastenings tight – no movement    

Circlip on Pin present & correctly fitted    

Tack shackle wired/cable tied      
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Kicker Gooseneck    

Fastenings tight     

Circlip on Pin present & correctly fitted    

     

 

 

 

Rig Checklist Signed off by :    

    

Comments & Observations    
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10.5 Long Term Maintenance  

The maintenance of OYTS vessels is performed in four ways: 

 Annual Refits 

 Long Term Replacement Programme 

 In Service Maintenance Schedule 

 Annual Surveys and regular Inspections 

Key 5 Year Renewal 
Can be in the 

 water but must be  
lifted (mid-term) 

       

            

Notes 

  

              
   

Explorer 
14/15  

In shed 
(4th) 

15/16  
In water 

(5th) 

16/17 
In shed 

(1st) 

17/18 
In water 

(2nd) 

18/19  
In 

water  
(3rd) 

19/20  
In shed 

(4th) 

20/21  
In water 

(5th) 

21/22  
In shed 

(1st) 
   

Venturer 14/15  
In shed 

(1st) 

15/16  
In shed 
(2nd) 

16/17 
In 

water 
(3rd) 

17/18 
In shed  

(4th) 

18/19  
In 

water 
(5th) 

19/20  
In shed 

(1st) 

20/21  
In water 

(2nd) 

21/22  
In water 

(3rd) 

22/23  
Out of 
water 
(4th) 

23/24  
In water 

(5th) 

24/25  
In shed 

(1st) 

Notes 

• Keel bolts 
• Rudder 
• Chain Plates                   

            • 3 types of refit 
          • 12 weeks in shed (renewals - major 

work) 
        • 8 weeks min refits - can be done in the water 

       • 2 weeks out of water - 6 weeks in water (mid term refits) 
      • Will have to lift the boats for antifoul and inspection of keel and anodes 
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10.6 Refit 

10.6:1 Health And Safety Manual For Refit Activities 

Application and Administration 

Application 

This document describes the arrangements implemented by Ocean Youth Trust Scotland (Hereafter 

OYTS) to meet the requirements of the Health and Safety at Work Act 1974.  

This Manual is applicable only to activities associated with the Refitting Operations carried out by OYTS 

at their designated refit site at:  

Fairlie Quay Marina 
Main Road 
Fairlie 
Ayrshire 
KA29 OAS 

Manual Administration 

A Copy of this Manual is issued to all refit staff and a copy is also maintained at the refit site by the Refit 

Safety Officer responsible for ensuring that all refit staff and volunteers are fully acquainted with OYTS 

policy and methods of safe working that are described herein.  

Further copies of this manual are held by the Operations Manager at the OYTS office and will be made 

available on request. 

Safety Audit 

The Refit Site shall be audited at the earliest opportunity after the vessel has been slipped. The Audit 

shall be carried out by a competent person appointed by the Board of Directors. A written report of 

findings shall be supplied to the Operations Manager, Chief Executive, Chairman and Skippers. 

Insurance  

A copy of OYTS Certificate of Insurance shall be displayed at each work site in such a position as to be 

easily seen and read by all employees.  

OYTS must be insured for a minimum of £10 million as required by the Employers Liability (Compulsory 

Insurance) Act 1969 in respect of claims arising from any one occurrence.  

Communications and Training 

All current and future employees working at the refit will be informed where Health and Safety notices 

are displayed, and will be asked to read the Refit Health and Safety Manual.  
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On arrival at the OYTS refit all volunteers, visitors and contractors shall report to the Duty Boat and 

complete all relevant details in the Fire Log to ensure that a proper account may be taken of all persons 

present at the site in the event that evacuation may be required.  

All employees, volunteers and visitors remain the responsibility of OYTS for health and safety matters 

and will be given a full safety induction as per the Volunteer Safety Induction Sheet. The induction sheet 

must be signed by the volunteer or visitor prior to starting work, and filed in the Refit Health and Safety 

File. 

Contractors 

OYTS may use the services of approved contractors for certain specialised activities including:  

 Welding  

 Scaffolding  

 Electrical installations  

 Gas Installations (CORGI) 

 GRP repairs 

 Rigging  

 Engine Maintenance and Repair Boat Movements and Craneage 

 Disposal of environmentally sensitive materials  
 

The capabilities of all such contractors shall be reviewed by the Safety Officer to ensure that 

they are able to conduct their operations safely and without risk to the health, safety and 

welfare of OYTS employees, their own employees, other contractors and visitors.  

All contractors must be approved by the owners of Fairlie Quay and have appropriate insurance. 

Young Persons  

The involvement of young people under the age of 18 participating in OYTS refit activities must comply 

with The Health and Safety (Young Persons) Regulations 1997.  

A Task risk assessment must be conducted for Young People under the age of 18 volunteering at OYTS 

refits. The risk assessment must be conducted before the young person starts any work.  

A parent or guardian must have signed a Refit Consent Form and returned it to the OYTS office before a 

young person can attend the refit. A copy of this form must be on site before the young person arrives. 

Young people under the minimum school leaving age (16) will not be able to volunteer at OYTS refits  

Reporting Accidents and Injuries  

OYTS maintains an Accident Log Book HSE Form B 1510 which is retained at the refit site. All accidents 

and injuries listed below shall be recorded in this book.  



April 2016                              Version 2 Live                           Chapter 10 Maintenance                               32              
 

In addition to an entry being made in the Accident Log Book there are requirements to notify the 

relevant Enforcing Authority for various levels of accident and dangerous occurrences.  

A summary of statutory requirements for the Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations (RIDDOR) are shown below:  

Report Immediately by telephone in the event of: (follow with written report on form F2508 within 

10days) phone number 0845 300 9923 : Insert Emergency Contacts  

 Death, major injury, electric shock or poisoning 

 Dangerous occurrence, fire or explosion which stops work for more than 24 hours 
 report within 10 days in writing on form F2508 in the event of: 

 Injuries which keep employees off work for more than 3 days 

Refit Health and Safety File 

The Refit Safety Officer shall maintain a Health and Safety File at the Refit Site to facilitate easy retrieval 

of all relevant health and safety records and documentation detailed in this Manual including:-  

 Copy of OYTS Insurance Certificate 

 COSHH Assessments  

 Task Risk Assessments and Tric Cards  

 3 x copies of OYTS Refit Health and Safety Manual 

 Completed Volunteer Safety Induction Forms 

 Sufficient spare blank volunteer forms 

 Accident log book  

 Accident record forms  

 Spare copies of HSE Form F2508  

 Portable mains electrical equipment test log 

 Health and Safety audit reports  

 List of first-aiders with copies of training certificates  

 HSE Guidance Notes as listed in Appendix   
 

Alcohol and Drugs Policy at Refit  

No Alcohol/Drugs on Site at Refit at any time - Any persons caught in possession of or under the 

influence of drugs or alcohol will be removed from site and could face disciplinary procedures. 
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APPENDIX A – Health and Safety Responsibilities 

Personnel with specified Health and Safety Responsibilities relating to the refit 

 

Title                                                     NAME 

Chairman Dominic McKay    

Chief Executive Nick Fleming      

Safety Officer (Refit) TBC 

Full Time Relief Skipper                                                                        Craig McNeil 

Full Time Skipper Explorer Steve Morrison 

Full Time Skipper Venturer Laura Robertson 
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10.6:2 Duty Skipper  

The Duty Skipper are responsible for : 

 Coordinating the Volunteer staff for that week incl. Access to the Site ; ensure Induction & 
Training is given 

 Ensuring the site is kept clean& tidy  including the Workshops , Vessels, Office & Canteen  

 Ensuring the Van Policy is followed & the vans are being correctly maintained. 

 Appointing a  Duty First Aider : Name to be on Board  

 Appointing a  Fire Warden: Name to be on Board  

 Ensure Safe practices incl Task Risk assessments TRIC cards & COSHH assessments have be 
completed. 

Duty First Aider : 

 Name must be on Board so that all Staff know who is on call  

 Must ensure the First Aid Kits on board & in the workshop container 
along with eye wash facilities are up to date  

 Details of any employee or volunteer receiving first aid must be 
recorded in the accident book 

Duty Fire Warden: 

 Name must be on Board so that all Staff are aware. 
 All employees, volunteers, contractors and visitors will receive an 

induction before starting work, which will include action in the 
event if fire and location of fire exits, fire extinguishers, and 
muster point 

 Must ensure all extinguishers , both onboard the vessels in refit and in the 
container workshop are within date & arrange replacements if required. 

 Ensure site is free from obstruction so that emergency services can gain 
access 

Safety Officer : 

 Overall responsibility for the Site  

 Must check Scaffold ; Ladders & Cradles on a weekly Basis  

 To ensure inductee’s have signed the induction sheet and all relevant 
information has been given. 

 Induction sheets are to be kept up to date. 
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10.6:3 Working Alone Policy - Refit 

At least two persons must be on Site at all times.  

Persons may work alone on their own vessels but they are restricted in their tasks: 

 No Electrical Work – Wiring  

 No Power tools – Grinders; Bench tools  or  Heavy cutting equipment 

 No working in Confined Spaces 

 No Heavy Lifting 

 No work tasks involving substances hazardous to health  

 All work must have a written risk assessment – both parties must see these documents 
and agree a check-up time 

10.6:3.1 Working Alone – Onsite Outside of Ocean Youth Trust working hours : 

The following guidance is offered as a minimum to be observed in these circumstances and should 

where possible reflect the OYTS Working alone Policy - Refit 

Before working alone: 

 Make sure that the job you want to do, can be done safely by one person, a writtern Task risk 

assessment must be completed and agreed by the Duty Skipper and Safety officer. 

 Check that first aid and a phone is nearby and know how to get help. 

 Make sure there is safe access and egress in case of emergency. 

 Know the emergency procedures. 

 Inform reception of your whereabouts and how long you will be. Make regular contact with them 

at prearranged times. 

 Young people need extra supervision and lone working is not suitable for them. 

 Certain types of works are discouraged or prohibited by law from being undertaken by a lone 

worker. These include working on an unsecured ladder or access tower. 

 

Persons working alone must: 

 Be able to recognise and ensure a safe place of work; 

 Have competency in their trade both technically and safe working procedures; 

 Have adequate equipment so that there is no need for improvisation; 

 Have clear instructions on how to summon help in an emergency; 
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10.6:4 Health and Safety Policy for Refit 

10.6:4.1 Statement of General Policy for refit  

 It is the general policy during Refit for the Trust to  

 Ensure safe working procedures  

 Provide a safe working environment.  

 Identify safety measures by means of task risk assessments.  

 Ensure staff are trained & kept up to date with current practices & procedures. 

10.6:4.2 Responsibilities 

Introduction 

It is an important part of this Policy that any of the persons named therein, who in the course of their 

duties discover contraventions of the Policy, take appropriate action, within the scope of their duties, to 

rectify the contraventions. Where the circumstances are out with their control they must bring this to 

the notice of their immediate superior. 

The names of persons given particular responsibilities under the Policy are listed in Appendix "A" 

The Chairman: 

 Will cause the Health & Safety Policy to be translated into effective action at all levels within the 
Organisation 

 Will report to the Board of Directors on the Resources and actions necessary for carrying the 
Policy into effect 

 Will promote an interest in, and enthusiasm for, health, safety and Welfare matters throughout 
the Organisation 

The Board of Directors: 

 Will allocate the resources necessary to carry the policy into effect 

 Will promote an interest in, and enthusiasm for, health safety and welfare matters throughout 
the organisation 

The Chief Executive 

 Will assume day to day responsibility for the implementation of the Policy. 

 Will report to the Chairman from time to time as appropriate, on the resources necessary to 
implement the Policy and on compliance with it and any issues which may arise. 

 Will be responsible for the formulation and the implementation of a Training Programme 
necessary to ensure competence of individuals. 

  Will ensure that all persons are aware of their responsibilities under this Policy. 

  Will promote an interest in, and an enthusiasm for, health safety and Welfare matters 
throughout the organisation. 
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The Safety Officer 

 Will liaise with the Chief Executive and advise on the effectiveness of the Policy and assist, as 
appropriate, with its implementation. 

 Will assist, as appropriate, with the provision of training. 

 Will provide an advisory service to line management in all health and safety topics. 

 Will inspect the workplace from time to time and advise upon compliance with the Policy. 

 Will investigate accidents, dangerous incidents and near misses and report to the Chief Executive 
on action necessary to prevent a recurrence. 

 Will report as appropriate events within the scope of the RIDDOR regulations 1995 

 A safe working environment is maintained at the refit site. 

 Staff ,volunteers and contractors are familiar with those parts of the Policy which affect them on 
the activities on which they are engaged. 

 All plant and machinery and equipment is maintained and regularly inspected before use 

 A person is appointed to administer first aid and maintain first aid equipment to the required 
standard. 

 Staff and volunteers are familiar with the action to be taken in the event of fire or emergency 
requiring the premises to be evacuated. 

Refit Skippers will ensure that: 

 Staff, volunteers and contractors receive, a full induction in health and safety matters. 

 Task risk assessments and TRIC cards are produced for all hazardous activities to be undertaken, 
prior to work commencing, and that instruction in any controls necessary are given to staff. 

 Their vessels and the site around their vessels remain tidy. Skippers will take responsibility for 
health and safety on a day to day basis. 

10.6:4.3 Personal Protective Clothing 

 All inductees must have a tool box talk in order to understand the relevant COSHH and 
risk assessments, the use of correct PPE, Exposure times and adequate Ventilation. 

 Emphasis should be placed upon correct use and correct maintenance of PPE and make 
sure it is stowed in the correct place. 

 All inductees MUST be Issued with the correct PPE relevant to their task and trained 
how to use it  

10.6:4.4 First Aid 

 All Inductees working on site must inform appointed person of any relevant medical 
history. 

 All  Inductees must be aware of who appointed person is, Location of First Aid kits and 
eye wash kits, Location of emergency phone and operation, Site Address & Nearest 
Emergency services. 

 First Aid certificates to be on display 

10.6:4.5 Personal Comfort 

 Emphasize importance of personal Hygiene. 

 Location of Toilets & Washroom Facilities. 

 Location of Rest Area & Food prep Area. 
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 Emphasize – No Work to be undertaken in this area. 

 Portacabin to be kept clean and tidy 

10.6:4.6 Traffic and Plant Movement 

 Be aware of movement of traffic in and outside the yard including the movement of 
Plant Machinery. 

 Any OYT personnel working on a quayside or pontoon must wear lifejackets. 

10.6:4.7 Working from Height 

The following points MUST be emphasized 

 The inductee has been shown correct working practice for working from height as 
shown on scaffolding posters in portacabin and on notice board. 

 Inductees should be reminded that a risk still exists at any height where an injury 
may occur from a fall. 

 Scaffolding is inspected weekly by a competent person. 

 Walkways must be kept clear of obstructions and Trip hazards e.g. Rubbish, tools 
etc. 

 All electric cables should be adequately secured 

 No one to work beneath scaffolding while work is happening on scaffolding. 

 Scaffolding is erected by a competent person and inspected  

 Ladders should only be used as a last resort , must be secured or footed. No 
equipment to be carried whilst on the ladder. 
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10.6:5.1 Fire Acton Plan 

 Fire Action Plan 

 Escape Route 

 Assembly Points 

10.6:5.2 Fire  

PREVENTION… 

 Fire Wardens 

 Regular removal of refuse 

 Workshop, Shed & Vessel to be kept tidy at all times. (No Tools Left lying around) 

 No electrical appliance to be left on overnight except oil filled heaters and 
dehumidifiers 

 All electrical equipment to be inspected before use, once a week by competent 
person and PAT tested annually. 

 All Solvents and paints to be stored in appropriate containers and lockers 

 No smoking within the shed, workshops, portacabin or in vicinity of Flammable 
Substances 

 Chemicals, including paints and cleaning products should never be mixed even if 
same type 

 Emphasis should be placed upon personal responsibility in prevention of fire. 
 

STEPS TO BE TAKEN IN EVENT OF FIRE 

 Alarm must be raised ASAP, the alarms are – Bell on the boat and vocal alarm in the 
containers. 

 Leave the area by the nearest and safest exit and assemble at the designated area 
outside the portacabin 

 Ensure the alarm is raised and emergency services informed. 

 Ensure all volunteers and staff are evacuated, mustered and a head count taken and 
compared to number of Personnel on site recorded in logbook. Inform emergency 
services of any personnel unaccounted for. 

A Fire drill will be carried out by the refit staff once during the first month of the refit, and any 

findings or  recommendations will be recorded and acted on. 

Date                                                                                 Signed 

 

Chairman                                                                       Dominic McKay                  

10.6:5.2 Escape Route  

See Attached Diagrams 

10.6:5.3 Assembly Points  

See Attached Diagrams

19/05/2016 
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10.6:6 Risk Assessment  

Significant Findings of Risk Assessment for major refit activities 

Separate risk assessments will be carried out for all activities not covered in the this table and findings recorded and filed in the Refit 

Health and Safety File 

Task List Of  Significant 

Risks 

Persons 

affected 

Control  Methods Risk Furthe

r  

Steps 

1. Working  

Around Yard 

Traffic, Plant 

Machinery,  Falling 

off  Pontoon – 

quayside, Falling 

Objects, Dust and 

Rubbish 

Staff, 

Volunteers  

and Public 

Staff & Volunteer Induction, 

Warning Signs, PPE, Lifejackets  

to be  worn  on Quayside,   

Weekly Inspection  of Masts, 

power tools and scaffolding, 

Keep site clean 

LOW Annual 

Review 

2. Working in  

Workshop 

Electrocution, 

Personal  injury, 

inhalation  of  dust, 

Fire, Falling Objects 

Staff  and 

Volunteers 

Staff  & Volunteer Inductions/  

training,  PAT  Testing  and 

weekly inspection, Warning 

Signs, PPE, No Sanding in 

Containers, See fire control  

sheet 

LOW Annual 

Review 

3. Boat 

Movement & 

Spar 

Handling 

Plant Machinery, 

Falling Over the 

side, Cradle 

Staff and 

volunteers 

Staff and  Volunteer induction, 

PPE, Personnel to remain in 

cockpit whilst boat is moving in 

hoist, boat to be vacated once 

masts are lifted, Manual 

handling posters 

LOW Annual 

Review 
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4. Working 

With epoxy 

Inhalation  of 

Fumes, Contact 

with Skin, Fire, 

Ingestion 

Staff & 

volunteers 

approved by 

staff skippers 

Coshh  Assessment, Risk 

Assessment,  PPE, Ventilation, 

Staff and volunteer Training, 

See   Fire action plan 

LOW Annual 

Review 

5. Working 

With Power 

Tools 

Inhalation  Of Dust, 

Electrocution, 

Personal Injury, 

Fire 

Staff, 

Volunteers  

and Public 

PAT  Testing &  Log, Weekly 

Inspection and before use, 

Induction & Training, PPE, 

Proper  Ventilation, Warning  

Signs, 110v for Portable 

Appliances, RCD’s  To Be  Used, 

See Fire  Plan 

LOW Annual 

Review 

6. Working In 

Confined 

Spaces 

Inhalation, 

Suffocation, 

Entrapment, Fire, 

Claustrophobia  

Staff & 

Volunteers 

Staff & volunteer Training, 

Coshh Assessment, risk 

Assessment, PPE, Supervision,  

no-one to work alone, 

Adequate  Ventilation See fire 

Plan and risk assessment  

LOW Annual 

Review 

7. Manual 

Handling 

Slips, Trips, Falls, 

Personal Injury, 

falling Objects 

Staff  & 

Volunteers 

Staff & volunteer Induction, 

Training, Risk Assessment, Use 

Of  trolleys, use of manual 

lifting equipment, PPE, where 

necessary use of contractors, 

Warning Signs 

LOW Annual 

Review 

8. Working at 

Height 

Falling from boat,  

Scaffolding or 

Ladder, Falling 

objects, Striking 

Staff, 

Volunteers & 

public 

Access towers, volunteer and 

staff Induction, Warning signs 

on scaffolding, Inspection of 

ladders & scaffolding minuted 

LOW Annual 

Reviie

w 
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against objects in weekly meeting 

9. Painting Inhalation of 

fumes, Contact 

with skin, spillage, 

ingestion and fire 

Staff, 

Volunteers & 

Public 

Ventilation, Correct PPE, Staff & 

Volunteer Induction, Clean up 

with Suitable Materials, 

Brushes to be cleaned and put 

away, Disposal in suitable 

receptacles, Paint to  be stored 

in correct containers in store 

not on boat, No electrical  tools 

used when painting, no 

mixing/stirring paint in 

shed/store COSHH Assessment 

sheets to be read, Removal of 

refuse, No Smoking,  

LOW Annual 

Review 

10. 

Flammable 

Substances 

incl. solvents 

Inhalation of 

fumes, spillage, 

contact with skin, 

fire 

Staff &  

Volunteers 

Ventilation, Correct PPE, Staff & 

Volunteer Induction, No 

electrical tools to be used  in 

vicinity, no smoking, adequate  

Signs and disposal 

arrangements 

LOW Annual 

Review 

11. Excess  

Dust 

Inhalation Of 

particles, Fire 

Staff & 

Volunteers 

Ventilation, Correct PPE, Staff & 

Volunteer Induction, Adequate 

Dust Extraction, Warning Signs 

and PPE to be issued to all 

within area of work. Dust to be 

hovered not swept 

LOW Annual 

Review 



  

43 
 

10.6:7 Control of Substances Hazardous to Health (COSHH) 

10.6:8 Fire Safety Plans: 

10.6:8.1 Challenge Boat Fire Layout 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Key 

= Fire Extinguisher Foam 

= Fire Extinguisher CO2 

= Fire Extinguisher FM200 

=1.0 KF FE-36 Automatic Fire 

Extinguisher 

= 1kg power fire Extinguisher 

= Fire Exits 

= CO Detector 

= Smoke Detector 

= Heat Detectors 

= Fire Blanket 

= Aerosols Box 

= Spare diesel & Oil,  Oli 

Container 

= Stowage of paint & grease & 

gules 

= Spare Oil for Engine 

= Diesel Fuel 

=Paraffin 

= Batteries 
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10.6:8.2 Venturer Fire Safety Plan 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Key 

= Fire Extinguisher Foam 

= Fire Extinguisher CO2 

= Fire Extinguisher FM200 

=1.0 KF FE-36 Automatic Fire 

Extinguisher 

= 1kg power fire Extinguisher 

= Fire Exits 

= CO Detector 

= Smoke Detector 

= Heat Detectors 

= Fire Blanket 

= Aerosols Box 

= Spare diesel & Oil,  Oli 

Container 

= Stowage of paint & grease & 

gules 

= Spare Oil for Engine 

= Diesel Fuel 

=Paraffin 

= Batteries 
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10.6:8.3 Alba Volunteer Fire Safety Plan 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Key 

= Fire Extinguisher Foam 

= Fire Extinguisher CO2 

= Fire Extinguisher FM200 

=1.0 KF FE-36 Automatic Fire 

Extinguisher 

= 1kg power fire Extinguisher 

= Fire Exits 

= CO Detector 

= Smoke Detector 

= Heat Detectors 

= Fire Blanket 

= Aerosols Box 

= Spare diesel & Oil,  Oli 

Container 

= Stowage of paint & grease & 

gules 

= Spare Oil for Engine 

= Diesel Fuel 

=Paraffin 

= Batteries 
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10.6:8.3 SITE AND EXPLORER MAP 

2012/2013 
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Paint and 

Apoxey 

Workshop 

HSF Board 

Compres

sors 

Compres

sors 

 

Endeavour Container  

Explorer Container  

 Form Bunks 

 Batteries  

 Heaters 

Workshop 

 Power Tools 

 Batteries  

  Chargers 

 Heaters 

 Batteries  

Fenders  + 

insulation  

Top Store 

Fire Extinguishers 



April 2016                              Version 2 Live                           Chapter 10 Maintenance                               48              
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Venturer Container          Rope Store 

Explorers Container 

Sea survival locker 

Flares Safe 

Top Store  = Rope + plastic kayak's  +  Old Sail + Spinnaker Poles   

Fire Extinguishers 

Sea Survival Locker 

 Air Bottles 

 Dummy Flares 

 Plastic Boxes 
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7.1:19 Sea Trials Communications 

7.1:19.1 Procedure 

The following procedure should be followed step by step, and checked off during sea trials 

and before any long offshore voyages. 

1. Yellow Brick 

i. The Skipper will activate yellow brick on the boat and check it’s transmitting 

ii. The Operations Administrator will activate yellow brick for the boat via the 

online account 

iii. The Operations Administrator will ensure there are sufficient credits and line 

rental is live (for the season) 

iv. Both the Operations Administrator and the Skipper will check the position 

reporting is accurate 

2. Sat Phone 

i. The Skipper will switch on the sat phone 

ii. The Skipper will complete a test call from the boat to the office 

iii. The Operations Administrator will complete a test call from the office to the 

boat 

iv. The Operations Administrator will ensure there are enough credits and rental 

is up to date 

3. VHF’s 

i. The Skipper will self-test the VHF and DSC 

ii. The Skipper will make a ship to ship call, DSC and voice call 

iii. The Skipper will make a DSC and voice call to Coastguard 

iv. The Skipper will confirm with the Operations Team that all calls have been 

made successfully or advise of any issues 

4. Mobile Phones 

i. The Skipper will switch on the boat’s mobile phone and ensure it is in full 

working order 

ii. The Skipper will ensure there is a working charger onboard 

iii. The Skipper will make a few test calls 

iv. The Skipper will confirm the telephone number of the mobile phone with the 

Operations Team 

v. The Operations Administrator will ensure the mobile phone contract is up to 

date 

5. If Cat 0, SSB 

i. The Skipper will self-test including DSC 

ii. The Skipper will make a ship to ship call, DSC and voice call 

iii. The Skipper will make a DSC and voice call to Coastguard 

iv. The Skipper will confirm with the Operations Team that all calls have been 

made successfully or advise of any issues 

6. The Skipper shall ensure the checklist has been completed and return it to the 

Operations Team 
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7.1:19.2 Checklist 

SEA TRIALS COMMUNICATIONS CHECKLIST 

 

Vessel: ________________________   Skipper: _______________________ 

Date: _________________________ 

 

Device Action Responsibility 
Check 

Complete  

Yellow Brick Switch on and check it’s transmitting Boat  

 Activate Office  

 Check credits and rental Office  

 Check position reporting is accurate Office  

 Check position reporting is accurate Boat  

Sat Phone Switch on Boat  

 Test call from boat to office Boat  

 Test call from office to boat Office  

 Check credits and rental Office  

VHF’s Self-test VHF/DSC Boat  

 Make ship to ship call, DSC and voice call Boat  

 Make DSC and voice call to Coastguard Boat  

 Confirm with office all calls made Boat  

Mobile 
Phones 

Switch on Boat  

 Ensure charger is onboard and working Boat  

 Make test calls Boat  

 
Confirm number of mobile phone in use with 

office 
Boat  

 Ensure contract is up to date Office  

If Cat 0, SSB: Self-test including DSC Boat  

 Make ship to ship call, DSC and voice call Boat  

 Make DSC and voice call to Coastguard Boat  

 Confirm with office all calls made Boat  

Important: return to office 
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7.1:20 Launch Checklist 

Pre Lift in jobs check list  

Safety  

Deck team gloves, hats, harness for bottle screws  

Ground team gloves, Hard Hats, High Vis tops  

Near pen everyone in lifejackets  

Yard is in charge of vessel movement and cradle  

Halyards 

Winch staysail halyards on eye on deck at the inner forestay 

Winch jib halyards on aft outer deck fitting 

Mast Prep  

Remove locking bolts Backstays off 4 turns 

Remove locking bolts from caps and undo 4 turns 

Remove locking bolts from forestay & inner forestay + bolts bellow bolt screws 

When backstay and caps are off and halyards set, slacken inner and outer forestays off so slack 

enough to remove bolts under the screws  

Deck Jobs  

Put a line of fenders down middle of the boat ready for Quick Park and fender boards 

Set parking line on deck fore and aft   

Have anchor gear ready on bow only remove pin on bow when in the water  

Make sure deck is safe and nothing can fall when boats moving with hoist  

Ground Team  

Set up fender board at pen if needed 

Move props away from bow and stern  

Undo ropes bottom of the tower 

When deck team down move tower away  

May need to help yard team move cradle supports only on there  
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Have red steps ready with antifouling maybe waterline with big brushes for doing pads and base of 

keel  

Inside  

Close seacock’s bar engine / Genny exhaust in Laz  

Make sure log impellor has blank inserted 

When in water 

Start at heads seacock’s look for leaks on all skin fittings  

When no leaks, engine seacock open engine battery on start engine  

All Nav chart table stuff on ready to move out pen  

Set up mid ships line to winch on windward side to hold bow on way out  

Remove anchor pin  

Drive out of pen 

Spinney halyards to bow to support mast incase  

Minimum of four people on board 

- One to drive 

- One for bow line 

- One for stern line 

- One for halyards 

Re-set rig 
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7.1:21 Lifting boat Checklist 

LIFTING BOATS CHECKLIST 

 Check grey water tank has been pumped out  

 Replace speed impeller (log) paddle wheel with blank  

 Slacken rig to enable you to remove forestay and inner forestay  

 Lead all forward going halyards forward to support the mast 
- Staysail halyards to forward most deck eyes of pig pen 
- Jib halyards to furthest aft deck edge eye bolts 
- Spinnaker halyards to forward fairleads 

 

 As you approach the pen, stow anchor  

 As you approach the pen, move spinnaker halyards aft so they don’t catch on the 
hoist 

 

 Switch off gas  

 Minimum of four people on board 
- One to drive 
- One for bow line 
- One for stern line 
- One to move halyards 

 

 Once in the pen:  
- Switch off engine 
- Isolate batteries 

 

 Yard will pressure wash the hull – usually whilst still in the hoist, before putting the 
boat in the cradle. 

 

 Destow as much as possible pre-lift 
- Dinghy 
- Gas bottles 
- Sails 

 

 If lifting mast out:   

 Have Headlining down around mast & spray chocks with GT7 the day before  

 Try to get the mast chock adjusters moving one at a time.   

 Once lifted:  

 Strop onto mast  

 Disconnect VHF connection  

 Disconnect Radar and other navigation instruments  

 Disconnect navigation lights and horn at mast   

 Pull all ropes through and hank up at the bottom of the mast  

 Disconnect the shrouds from the bottle screws leaving the bottle screws attached to 
the deck 

 

 Don’t forget to get the crane to lift the boom off  

   

 You will need:  

 Hard Hats (at least 3 on board)  

 Hi Vis jackets for working in the yard  

 Fall arrest harnesses & tethers for working on the mast on deck whilst the boat is in 
the hoist 

 

 A long phillips screw driver for turning the mast chocks   

 Screwdrivers and mole grips (small) for disconnecting everything at mast  

 Rig spanners for disconnecting the rig   
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11.1 Document control 
 

Ocean Youth Trust Scotland stores copies of the safety management manual on board all our vessels 

and in the office. The manual will also be available to all members via a password protected section of 

our website.  

The manual is saved on the trusts server in S:\OPERATIONS\SAFETY\SAFETY MANAGEMENT MANUAL. 

Which controlled access is only given to Ocean Youth Trust Scotland staff, board members and selected 

volunteers. 

11.2 Changes & Amendments  
 

The chapters of the safety management manual are to be edited on behalf of the Chief Executive by 

personnel approved by the Chief Executive. There is an update file safety notices & safety management 

manual update File 00, in which in season updates are stored. These update are issued to the vessels 

and office as and when required. 

The safety management manual will have a midseason audit, an in-season review by the skippers and 

will be reviewed by the management team annually at the end of each season. Any relevant changes will 

be made and issued, before the season begins 
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11.3 Risk Assessments 

11.3.1 TRA 1 

TASK RISK ASSESSMENT (See section 7.1.6) 
TRA Number:  1 

Job Description:  PLAYING GAMES AROUND TABLE  
 

HAZARD INITIAL RISK CONTROLS RESIDUAL RISK 

Hazard Description  Effect of Hazard People at risk 
Hazard 

Severity 

Likelihood 
of 

Occurrenc
e 

Risk Rating List all Controls Required 
Hazard 

Severity 

Likelihood 
of 

Occurrenc
e 

Risk Rating 

Describe all hazards identified 
(from Hazard ID checklist and 
based on observations and 
experience). 
 
Note:  
Additional hazards may be caused 
by interaction with other work. 

Effect hazard could have if 
left uncontrolled. 

Name all types 
of personnel at 
risk. Remember 
to include 
people outside 
the work party 
who may be 
affected. 

From 
matrix, 
identify 
severity 
with no 
controls in 
place for 
each 
hazard. 

From 
matrix, 
identify 
likelihood 
with no 
controls in 
place for 
each 
hazard. 

Classify risk 
rating from 
matrix for 
each hazard. 

Describe fully all controls applicable for each 
hazard e.g. if PPE is used as a control, it must 
be specifically described. 
 
If a control can only be verified by 
documentation then it must be available. 
 
All controls must be valid in that they reduce 
severity, likelihood or both. 

From matrix, 
identify 
severity with 
controls in 
place for 
each hazard. 

From 
matrix, 
identify 
likelihood 
with 
controls in 
place for 
each 
hazard. 

Classify risk 
rating from 
matrix for 
each hazard. 

Inadequate briefing Physical/Emotional 
harm 

Staff & Crew Harmful Unlikely Moderate Good Briefing by Skipper/mate to 
sea staff running the game 
 

Sl. 
Harmful 

H. 
Unlikely 

Trivial 

Crew distracted- other jobs 
going on e.g. work in galley, 
filling with water, 
maintenance. 

Briefing not listened 
to. 
Physical/Emotional 
harm 

Staff & Crew Harmful Likely Moderate No concurrent jobs while playing 
game 
At least one extra member of sea 
staff to play game also to help 
supervise. 

Sl. 
Harmful 

H. 
Unlikely  

Trivial 

Trips, slips and falls while 
playing game. 

Physical/Emotional 
harm 

Staff & Crew Harmful Unlikely Moderate Good Briefing to crew 
Good Staff Supervision 
Warning to crew:  The game will 
END if safety is compromised. 

Sl. 
Harmful 

Unlikely Tolerable 

          

          

          

          

          

Assessor:  Laura Robertson/Trevor Farrar Date:  05/06/15 
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Comments: 
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11.3.2 TRA 2 

TASK RISK ASSESSMENT (See section 7.4:5.2) 
TRA Number:  2 

Job Description:  WORKING IN THE GALLEY 
 

HAZARD INITIAL RISK CONTROLS RESIDUAL RISK 

Hazard Description  Effect of Hazard People at risk 
Hazard 

Severity 

Likelihood 
of 

Occurrence 
Risk Rating List all Controls Required 

Hazard 
Severity 

Likelihood 
of 

Occurrence 
Risk Rating 

Describe all hazards 
identified (from Hazard ID 
checklist and based on 
observations and 
experience). 
 
Note:  
Additional hazards may 
be caused by interaction 
with other work. 

Effect hazard could 
have if left 
uncontrolled. 

Name all types 
of personnel at 
risk. Remember 
to include 
people outside 
the work party 
who may be 
affected. 

From 
matrix, 
identify 
severity 
with no 
controls in 
place for 
each hazard. 

From 
matrix, 
identify 
likelihood 
with no 
controls in 
place for 
each hazard. 

Classify risk 
rating from 
matrix for 
each hazard. 

Describe fully all controls applicable 
for each hazard e.g. if PPE is used as 
a control, it must be specifically 
described. 
 
If a control can only be verified by 
documentation then it must be 
available. 
 
All controls must be valid in that 
they reduce severity, likelihood or 
both. 

From 
matrix, 
identify 
severity 
with 
controls in 
place for 
each 
hazard. 

From 
matrix, 
identify 
likelihood 
with 
controls in 
place for 
each hazard. 

Classify risk 
rating from 
matrix for 
each hazard. 

Use of knives- moving 
knives around galley, 
washing up knives. 

Physical harm, minor 
and severe.   

Young people 
and sea staff. 

Extremely 
harmful 

Unlikely Substantial  If young people using knives THEY 
MUST BE SUPERVISED and a proper 
briefing about preparing each part of 
the meal must happen. 
Must always cut/peel away from 
themselves. 
Point knives to floor if have to move 
around 
Dirty knives to be washed, dried and 
put away immediately.  DO NOT 
LEAVE LYING AROUND. 

Slightly 
Harmful 

Unlikely Tolerable 

Cross contamination Physical harm - illness Everyone 
onboard 

Slightly 
harmful 

Unlikely Tolerable Wash hands when about to start 
work in galley. 
Observe and use correct colour 
coding for chopping boards 
Ensure galley dishes washed in hot 
water according to food hygiene 
guidelines. SMS Section Ship 
Operations7.1:16 Food Hygiene. 

Slightly 
Harmful 

Highly 
unlikely 

Trivial 

Incorrect use of gas and 
cooker 

Fire and Explosion 
Physical harm, minor 
or major burns, death  
 

Everyone on 
board,  
 

Extremely 
harmful 
 

Unlikely  Substantial  Crew and staff familiarisation 
briefing incorporating safe use of 
gas(SMS Section 7:  Ship Operations, 
7.3:1.3 Sea staff pre-voyage briefing 
checklist 

Slightly 
Harmful 

Unlikely Tolerable 
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7.3:2 Crew Safety Briefings, 7.4:4 
The Galley). 
Use gas lighter to light if possible to 
minimise burn potential. If smell gas, 
follow procedure as in briefings. 
Proper maintenance of cooker (see 
SMS Section 11 Documents, clean 
up checklists) 
PPE.  Oilskin trousers and proper 
shoes as minimum in galley.  Oven 
gloves for handling everything hot 
including kettles. 
Clip back oven doors on AV when in 
use. 
Ensure fiddles in place for preventing 
pots sliding on hob. 
Alba Explorer, ensure hob is left 
unclipped and able to gimble at sea. 
Watch leader supervising meal 
should be with young people at all 
times to assist where required.   

Using hot pots and pans in 
galley 

Physical harm, minor 
or major burns, 
scalding 
 

Young people 
cooking and/or 
sea staff 
member 
supervising 

Harmful Likely Substantial When cooking large quantities of 
water using two pans rather than 
one-easier to handle and less risk of 
spilling as boat heels, especially on 
Alba Venturer. 
Ensure gimbles in place. 
Watch leader supervising meal 
should be with young people at all 
times to assist where required.   
PPE.  Oilskin trousers and proper 
shoes as minimum in galley.  Oven 
gloves for handling everything hot 
including kettles. 
Clip back oven doors on AV when in 
use. 
(Refer to SMM Section 7: 7.4:4 The 
Galley) 

Harmful Unlikely Tolerable 

Over filled bin on Alba 
Venturer 

Minor physical harm 
(trapping fingers in 
locker door) 

Staff or Young 
person. 

Slightly 
Harmful 

Likely Moderate Must empty bin regularly before it 
gets too full or heavy 

Slightly 
Harmful 

Unlikely Tolerable 

Assessors:  Laura Robertson Date:  05/06/2015 

Comments: 
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11.3.3 TRA 3 

TASK RISK ASSESSMENT (See section 7.1.6) 
TRA Number: 3 

Job Description:  PLAYING GAMES ASHORE 
 

HAZARD INITIAL RISK CONTROLS RESIDUAL RISK 

Hazard Description  Effect of Hazard 
People at 

risk 
Hazard 

Severity 

Likelihood 
of 

Occurrenc
e 

Risk 
Rating 

List all Controls Required 
Hazard 
Severit

y 

Likelihood 
of 

Occurrenc
e 

Risk 
Rating 

Describe all hazards 
identified (from Hazard ID 
checklist and based on 
observations and 
experience). 
 
Note:  
Additional hazards may be 
caused by interaction with 
other work. 

Effect hazard could 
have if left 
uncontrolled. 

Name all 
types of 
personnel at 
risk. 
Remember to 
include 
people 
outside the 
work party 
who may be 
affected. 

From 
matrix, 
identify 
severity 
with no 
controls in 
place for 
each 
hazard. 

From 
matrix, 
identify 
likelihood 
with no 
controls in 
place for 
each 
hazard. 

Classify risk 
rating from 
matrix for 
each 
hazard. 

Describe fully all controls 
applicable for each hazard e.g. if 
PPE is used as a control, it must 
be specifically described. 
 
If a control can only be verified 
by documentation then it must 
be available. 
 
All controls must be valid in that 
they reduce severity, likelihood 
or both. 

From 
matrix, 
identify 
severity 
with 
controls 
in place 
for each 
hazard. 

From 
matrix, 
identify 
likelihood 
with 
controls in 
place for 
each 
hazard. 

Classify 
risk rating 
from 
matrix for 
each 
hazard. 

Where game is played 
 

Physical harm – 
minor injury/major 
injury 

Crew and 
sea staff 

Harmful Unlikely Moderat
e 

NO GAME PLAYING ON 
QUAY SIDES  
Find an open space free 
from obstructions, sea staff 
to scan area first to ensure 
no broken glass etc. 

Slightly 
harmf
ul 

Highly 
unlikely 

Trivial  

Traffic Major physical 
harm/death. 

Crew and 
sea staff 

Extreme
ly 
harmful 

Unlikely Substanti
al risk 

Do not play games near 
roads or in boat yards/car 
parks where there is a risk 
of traffic. 

Harmf
ul 

Highly 
unlikely 

Tolerabl
e 

Trips slips and falls 
from obstructions, 
Playing surface.   

Physical harm-
minor or major 
injury  
 

Crew and 
sea staff 
involved 

Harmful Unlikely Moderat
e 

Find an open space free 
from obstructions, sea staff 
to search area first to 

Slightly 
harmf
ul 

Unlikely Tolerabl
e 
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ensure no broken glass, 
large pot holes etc.   
Consider the surface being 
played on and type of 
game played e.g. if wet 
ground, running game may 
increase risk of injury.  

Distraction from safety 
of crew 
 

Communication- 
concurrent 
operations 

Crew and 
sea staff 
involved 

Harmful Unlikely Moderat
e 

Ensure game played in a 
clear open space, where no 
one should be disturbed.  
At least one other member 
of sea staff taking part to 
help supervise 
 

Slightly 
harmf
ul 

Unlikely Tolerabl
e 

Important safety 
information not passed 
on to crew. 

Communication- 
Poor safety 
briefing before 
hand 
 

Crew and 
sea staff 
involved 

Harmful Unlikely Moderat
e 

Sea staff to ensure 
everyone paying attention 
during briefing. Clear rules 
and boundaries must be set 
to the crew before play 
commences.  This is to 
ensure adequate 
supervision. 

Slightly 
harmf
ul 

Highly 
unlikely 

Trivial 

Bites/stings from 
insects 

Physical harm – 
minor/major 

Crew or 
and/or 
staff 

Slightly 
harmful
/ 
harmful 

Unlikely Tolerable
/Moderat
e 

Bring shore first aid kit 
containing bite and sting 
cream.   
Have hand held VHF in case 
of bad reaction. 
Carry EPI PEN in shore first 
aid kit. 

Slightly 
harmf
ul 

Unlikely Tolerabl
e 

Bites from animals Physical harm – 
minor/major 

Crew 
and/or 
staff 

Slightly 
harmful
/ 
harmful 

Unlikely Tolerable
/ 
Moderat
e 

Bring shore first aid kit  
Have hand held VHF in case 
of emergency. Inspect for 
ticks on return from shore. 

Slightly 
harmf
ul 

Unlikely Tolerabl
e 

Stings from plants Physical harm - 
minor 

Crew 
and/or 
staff 

Slightly 
harmful 

Unlikely Tolerable Bring shore first aid kit 
containing bite and sting 
cream.   

Slightly 
harmf
ul 

Unlikely Tolerabl
e 
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Drowning Major harm/Death Crew or 
sea staff 

Extreme
ly 
harmful 

Highly 
unlikely 

Moderat
e 

No swimming permitted on 
OYT Scotland voyages.  If 
playing near water, e.g. a 
beach, boundaries and 
rules must be set before 
play. 

Slightly 
harmf
ul 

Highly 
unlikely 

Trivial 

Weather Hypothermia 
Contribution to 
trips, slips and falls 

Crew and 
staff 

Slightly 
harmful 

Likely Moderat
e 

If bad weather a proper 
assessment of whether a 
game outside is 
appropriate should be 
made.  Foul weather 
clothing (and warm 
clothing) should be worn if 
necessary. 

Slightly 
harmf
ul 

Highly 
unlikely 

Trivial 

          

          

          

Assessors signature:   Date: 

Comments: 
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11.4 Forms and Logs 

11.4.1 Duty Officer Check Sheet 
Reporting Log (See Section 4.4.5) 

(See Section 4.4.5) 

 

Pager System Updated        Yellow Brick Reset 

 

Voyage No: Crew List Updates:  
 

  

 Position  Date  Time Comments including Boat interactions 

DAY 1     

DAY 2     

DAY 3     

DAY 4     

DAY 5     

DAY 6     

DAY 7     



April 2016     Live Version 1  Chapter 11:Documents 13 
 

 

Check with operations assistant to make sure these have been updated!!!
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11.4.2 Medical Management 

11.4.2:1 Medical Record Sheet – Confidential 

(See Section 7.1:7)

Name: Skipper: 

Voyage Number: 

Condition (include signs and symptoms of attacks/fits etc.): 

 

Medication (Name, dose, frequency): 

 

Medication Side Effects: 

 

 

 

 

 

1. What could happen if the medication is missed?  

 

 

2. What could happen if the patient is sea sick?  

 

 

3. Would combining the medication with sea sickness medication have any adverse side 

effects?  

 

 

4. What treatment would you recommend should it not be possible to give the 

medication again?  

 

 

5. Is there anything else we should know? 

 

 

 

 

 

Is the Medication Record Sheet going to be used (include explanation)? 

Office Return Notes: 
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11.4.2:2 Medication Record Page 

(See Section 7.1:7) 

Date Start; 

Day --> Monday Tuesday Wednesday Thursday Friday Saturday Sunday 
Insert time of 
day below 

        

        

        

        

 

(The record sheet should be used to record a signature of medication being taken, any medication missed, any attacks, and any record such as blood sugar that is felt 

necessary)
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11.4.3 On Board Reporting Procedures  
(See Section 7.1:9.2) 

 

AT THE START OF EVERY VOYAGE: 

 Check that Yellow brick is on and has plenty of battery life 

 Report total number of persons on board and any changes to crew list, to Duty Officer (DO) 

 If crew and sea staff are as per crew list then leave short message to DO: 

 “Boat Name – Confirm crew as per list and total number on-board:  No further action” 
OR 

If crew or sea-staff differ in any way then leave message requesting DO to call you back; 
“Boat Name – Duty Officer Please Call ASAP to confirm changes to crew list” 

Then confirm changes to crew list with DO over the phone. 
 

DURING VOYAGE: 

 Yellow brick will automatically report in, no action apart from routine traffic report with MCA 
coastguard.  

 Report any changes to crew list immediately to DO.  

 Inform DO as soon as possible/practicable in the event of any incident/accident or emergency on-
board. 

 Contact DO if any on-shore assistance is required. 
 
END OF VOYAGE: 

 When crew depart, short message to DO confirming end of voyage. 

 The total number and names of those staying aboard during non- voyage nights (e.g. voyage 
turnarounds, maintenance weekends) must be made to the DO.  This must include: 

o Full names and emergency contact details of anyone not on the crew lists (contact + 
telephone number). 

o Any medical information concerning people on-board. 
NOTES 

 If Yellow brick is off line then 1 call per 24 hours to DO, giving anticipated action for next 48 hours.  

 If phone not available (mobile or shore) then MCA Coastguard have DM number on file as contact 
point.  

 Alba Explorer and Alba Venturer both have satellite phones switched on at all times. All staff should 
be trained in the use of the satellite phones. 

  

CONTACT TELEPHONE NUMBER  Total Persons Onboard Date 

Duty Manager number (24 HR 
emergency contact number) 

07623 912543    

OYT Scotland Office  01475 722722    

Chief Executive 07818 002811    

Alba Explorer Mobile 07766 207312    

Alba Explorer Satellite Phone 0088 165 145 0549    

Alba Venturer Mobile 07881 917739    

Alba Venturer Satellite Phone 0088 162 342 5803    
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11.4.4 Passage Plan Log 
 (See Section 7.3:6.5) 

Date 
 

 Prep’d by  Checked 
by 

 

From Towards Distance  Time  

 

 

 ETD  ETA  

CHARTS REQUIRED, IN ORDER 

 Folio Number Consecutive Number 

   

   

   

   

   

   

   

   

PASSAGE OUTLINE (Break it down into legs) 

From  

Towards Distance Course Notes 

    

CRITICAL TIDAL STREAMS  
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CRITICAL TIDAL HEIGHTS 

 
 
 
 
 

 

 

DANGERS ON PASSAGE AND ACTION TO AVOID 

 
 
 
 
 
 

WEATHER 

 
 
 
 

COMMUNICATIONS RADIO SCHEDS 

 
 

 
 

 

PORTS OF REFUGE (places, relevant chart number, VHF communications) 

 
 
 
 
 

PILOTAGE NOTES 
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11.4.6 Guidelines for Anchor Watch 
(See Section 7.4:7.4) 

Guidelines for Anchor Watch 

When on watch you are responsible for the safety of the vessel and everyone on it so remember: 
 

IF IN DOUBT WAKE THE FIRST MATE OR SKIPPER 
Keep noise down; remember there are people sleeping and noise travels quickly round   
the boat. 
  
Every 15 minutes, recording values in table. 
 
Take bearings and/or Latitude and Longitude, and check depth, wind strength and  
direction and radar. 
 
Check anchor light; if it goes out wake the bosun. 
 
Wake the Mate / Skipper if: 
 

Bearings differ from: 1 should be between __________ degrees and __________ 
 
   2 should be between __________ degrees and__________ 
 

    3 should be between __________ degrees and __________ 
 

Latitude should be between _______________ and _____________ North / South  
 
Longitude should be between _____________ and ______________ East/West 

 
Depth drops below ___________or rises above__________. 

 
Wind speed should be no more than _________________ knots 
 
Wind direction should be between    _________________ and _______________ 
 
Any targets or land appear inside the ring on the radar. 
 
If any other boat approaches the anchorage. 
 
Alarms go off or you hear a strange noise (not snoring!!) 

 
Wake up the next watch 15 minutes before the end of your watch.  
Brief the oncoming watch ensuring they complete their first check OK before you go back to bed.
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11.4.7 Anchor Watch Rota 

 
Names Bnk 

No. 
Time Latitude Longitude Bearings Wind 

speed 
Wind 
Direction 

Radar 
 

Anch 
Light 

Depth 

  1 2 3 

  2300            

2315           

2330           

2345           

  0000           

0015           

0030           

0045           

  0100           

0115           

0130           

0145           

  0200           

0215           

0230           

0245           

  0300           

0315           

0330           

0345           

  0400           

0415           

0430           
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0445           

Names Bnk 
No. 

Time Latitude Longitude Bearings Wind 
speed 

Wind 
Direction 

Radar 
 

Anch 
Light 

Depth 

1 2 3 

  0500           

0515           

0530           

0545           

Breakfast Cooks  0600           

0615           

0630           

0645           

0700   Wake mate of day then prepare breakfast 
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11.4.8 End of Voyage Audits 

11.4.8:1 End of Voyage Safety Management Audit 

(See Section 7.6.3) 

Vessel: Venturer / Explorer / Volunteer 
 

Voyage Dates:  From ___/___/___ To: ___/___/___ Voyage Number: _________________ 

 Audit Completed Not Completed 

   Non-conformity Observation 

1. 
Pre- Voyage Sea-Staff Briefing including emergency 
roles and location and operation of safety equipment 
completed before putting to sea. 

   

2. 
Crew Safety Briefing completed at the start of the 
voyage before putting to sea. 

   

3. 
Crew Familiarisation checklist completed at the start of 
the voyage before putting to sea 

   

4.1 
Dry MOB Drill before departing to sea, with appointed 
sea staff 
Time: _______   Date: ___/___/___ 

   

4.2 

Man Overboard Drill at sea completed within 48 hours 
of start of voyage 
 
Time: _______   Date: ___/___/___ 

   

5 
Muster drill to be completed before departing to sea 
 
Time: ________  Date: ___/___/___ 

   

6 
Maintenance schedule and logbook / defects book up to 
date 

   

7 
Ship’s Logbook complete, up to date with each page 
signed by Skipper and 1st Mate 

   

8 Passage plans recorded and filed    

9 
All accidents, hazardous occurrences and non-
conformities have been recorded and reported 

   

10 
Vessel Hand- over Checklist completed  (if handing over 
the vessel) 

   

 
 
 
Skipper (print name): ________________________ 1st Mate (print name):_____________________ 
 
 
Skipper Signature:___________________________ 1st Mate Signature:__________ _____________ 
 
 

Office Use Only; 
 
Received by Chief Executive:   ___/___/___     Chief Executive Signature: ____________________ 
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11.4.8:2 Voyage Completion Audit 

(See Section 7.6.3) 

Vessel: Venturer / Explorer / Volunteer 
 
Voyage Dates:  From ___/___/___  To: ___/___/___ Voyage Number: ________________ 

 
Incidents or Near Misses 

 

Major Defects 

 

Parts / Materials Needed 

 

Other Resources 
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11.4.8:3 Vessel Hand-Over Check List 
 

This Check List must be completed by the skipper and handed to the oncoming skipper or 1st 
mate. The oncoming Skipper should sign accepting the vessel and return it to the office at 
the start of the voyage. 

 

VOYAGE NO:__________________________ VOYAGE 
DATES:___________to____________                                              

  Please tick   

11.4.8:3.1 Deck 

 

 Sail Cover On        
 

 Halyards Frapped / Lead forward 
 

 Spray Hood Up 
 

 Vessel Securely berthed and fendered, Mooring Lines left coiled and tidy 
 

 Ensign Stowed Below 
 

 Winch Handles Stowed Below 
 

 Deck Washed Down with fresh water and detergent 
 

 Instrument and Compass covers fitted 
 

11.4.8:3.2 Consumables 

 

 Main Water Tanks filled    Emergency Water Filled 
 

 Gas _____________________________ Gas Turned Off at Bottle 
 

 Diesel _____________________________ 
 

 Petrol ___________________________   Spare Engine Oil__________ 
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11.4.8:3.3 Below Decks 

 

11.4.8:3.3.1 Galley and Food Lockers 

 All perishable food removed from vessel 
 

 Cooker and Oven Cleaned (including under cooker) 
 

 All food lockers emptied, cleaned and wiped with antibac and re-stowed 
 

 All surfaces cleaned and wiped with disinfectant / antibac spray 
 

 Bilges clean and dry, floorboards cleaned, and floorboard bearer edges scraped 
and cleaned 

 

11.4.8:3.3.2 Cabins 

 Bunks Cushions lifted and bunks swept and wiped clean with disinfectant and hot 
water. Bunks cushions should be left propped up to air. (Bunks swept on 
Challenge Boats) 

 

 All lockers and shelves emptied and cleaned 
 

 Surfaces wiped down with antibac 
 

 Bilges left clean and dry 
 

11.4.8:3.4 Heads 

 All surfaces cleaned with very hot water and disinfectant. Toilet and base should 
be cleaned last and the cloth then thrown away 

 

11.4.8:3.5 Engine 

 Engine Checks up to date and entered in maintenance log, engine bilge clean 
and dry 

 

 Companionway steps wiped clean 
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11.4.8:3.6 Equipment 

Lifejackets no. onboard _____________ 

 Condition Checked and entered in maintenance log 

Harness Lines no. onboard ___________ 

 Condition Checked and entered in maintenance log 

11.4.8:3.7 Electrics 

 Leave Shore Power Connected  
 

 Please charge batteries fully before leaving vessel 
 

 Handheld VHF are charged up 

11.4.8:3.8 Admin 

 Logged end of Voyage with Duty Officer  
 

 TR Closed with Coastguard 
 

 Log Book complete and up to date with RYA Voyage Details, and signed by 
Skipper on every page 

 

 End of Voyage Crew List and Report Form posted back to Office 
 

 All defects recorded in defects book. Major defects reported to OYTS office 
 

 Incident Reports completed and posted to Office 
 

11.4.8:3.9 Leaving Vessel Final Checks 

 Battery off 
 
 Instrument switch off 
 

 All hatches closed and locked 
 

 Gas turned off at bottle 
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11.4.8:3.10 Other Information / Notes for new Skipper 

 

 

 

Handover Persons Signature: _________________________ 

Print Name:________________________________________ 

Date:___________________ Time: ____________________ 

 

 

Oncoming Skipper’s Signature:________________________ 

Print Name:________________________________________ 

Date:___________________ Time: ____________________ 

  

 

IMPORTANT: New Skipper to post back to office with crew list at start 
of voyage 
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11.4.9 Non Conformity Form  
(See Section 9.2.1)

OBSERVATION                              NON-CONFORMITY                              MAJOR NON-CONFORMITY  (Please Specify Type) 

YOUR NAME  DATE  

Please tick which section the Observation / non-conformity falls into:  

1.General Definitions  5.Master’s Responsibility & Authority  9.Reports & Analysis of Non-conformities, 
Accidents & Hazardous Occurrences 

 

2.Policies  6.Resources & Personnel  10.Maintenance  

3.Company responsibilities & authority  7.Shipboard Operations  11.Documentation / reviews  

4.Safety Officer  8.Emergency  Preparedness  12. Reviews  

NATURE OF THE OBSERVATION / NON-CONFORMITY 

 
 
 
 

OBSERVED EVIDENCE OF THE OBSERVATION /  NON-CONFORMITY   

 
 
 
 

PROPOSED CORRECTIVE ACTION / TIME SCALE 

 
 
 
 

OFFICE USE: NON-CONFORMITY TO BE CLOSED BY:  DATE RECEIVED: 

UPGRADE TO MAJOR 
 NON-CONFORMITY 

 Requires Immediate Action 

 
 
 

DATE CLOSED: 

NON-CONFORMITY 
NUMBER: 
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11.4.10 Action Request Form 
(See Section 9.2.2) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Action Request Form NC  Owner: Time RQ: 

ARF No: Signed:  

Action Request 
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11.4.11 Safety Incident Report Form 
 (See Section 9.4.4) 

This form is to be completed by THE SKIPPER as 

soon as possible after the incident to which it refers 

and no later than 48 hours after the incident.  

A copy is to be sent to the Office and a copy is to be annexed to the logbook. 

Vessel Voyage No. Date of 

Incident 

Time Date and Time Duty Manager 

Informed 

 

 

Name of Skipper 

 

 

 

Name of Watch leader who had 

charge of / conning the vessel 

 

 

Position in which incident took 

place 

 

 

 

 

 

 

Wind direction and 

force 

 Sea state  

Visibility  Direction / speed 

of current 

 

Ship’s head or course 

being steered 

 Course being 

made good 

 

Speed of vessel 

through the water 

 Speed of vessel 

over the ground 

 

Depth of Water 

 

 Point of Sail  

Sail Plan 

 

 

 

Engine  

 

For office 
use only SI-      /      /      /           

Nature of Incident (please tick) Safety Incident 
 

Hazardous Incident 
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Nature of Incident 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cause of Incident 

Include manoeuvre being carried out and what task the injured party was engaged in. (Sketch and continue on 

reverse if required) 
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Action taken by Skipper / Other Parties: 

 

 

 

 

 

 

 

List Damage / injury to vessel and / or Trust members 

Include name and address 

 

 

 

 

 

 

List Damage to other vessels or parties 

Include names and address 

 

 

 

 

 

 

If other vessel(s) involved 

List Name, Port of Registry, Identifying No’s, and Name, address and Tel No of Skipper / Owner 
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Initial assessment of how the incident might have been avoided 

 

 

 

 

 

 

 

 

 

 

 

Skipper’s signature 

 

 Date  

Block capitals 

 

  

 

 

 

 

 

Witness’s Signature * 

 

 Date  

Block capitals 

 

  

 

 

 

Witness’s Status 

(1M,2M, etc) 

  

 

 

 

 

 The witness should be selected by the criteria laid down in the logbook regulations or where not stated should 
be the First Mate.  
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For Office Use Only 

 

OUTCOMES AND COMMENTS 

 

 

 

 

 

 

 

 

 

 

Date and Time Duty 

Manager Informed  

 

      

  

 

Date and Time Chief 

Executive informed 

 

 

Date and Time Chair/Vice 

Chair informed 

 

 

 

Date of Safety 

Committee Review 

 

 

Date Form Received in 

Office 

 

 

Date of Safety Notice 

Issued (attach copy if 

applicable) 

 

 

Safety Notice Issued by 

(name) 
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11.4.12 Crew Incident Report Form 
(See Section 9.5:3) 

This form is to be completed by THE SKIPPER within 48 

hours of the incident and posted to the OYT Scotland 

Office for the attention of the Operations Manager (marked urgent). 

 

Vessel Voyage No. Date of 

Incident 

Time Date and Time Duty Manager 

Informed 

 

 

Name of Skipper 

 

 

 

Position of vessel when 

incident took place 

 

 

Wind direction and force 

 

 

 Sea state  

 

Nature of Incident 

1. Any behaviour by any person that causes concern to any member of the crew, sea staff or 3rd party. 
 

2. Any event that impacts on the emotional, physical or social well-being of any member of the crew, sea  staff 
or 3rd party 

 

 

 

 

 

 

 

For office 
use only CI-      /      /      /           
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Events leading up to Incident 

The details should be factual and avoid opinions 

 

Who was involved (Crew, Sea staff, 3rd Parties) 

 

 

 

 

 

Time and Place 

 

 

 

Description of what took place 

 

 

 

 

 

 

 

Action taken 

Was the situation resolved? If so what / how? 
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Who else was contacted Discussion Date, time 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Skipper’s signature 

 

 Date  

Block capitals 

 

  

 

 

 

 

Witness’s Signature * 

 

 Date  

Block capitals 

 

  

 

 

 

Witness’s Status 

(1M,2M, etc) 
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11.4.13 Life Jacket Log  
(See Section 10.2:1) 

ALBA VENTURER LIFEJACKET LOG 2016 SEASON 

LIFEJACKET NUMBER OR 

LETTER 

 LIFEJACKET 

SERIAL NUMBER 

 LIFEJACKET LIGHT EXPIRIY 

DATE 

 

 

VOYAGE 

NUMBER 

 

LIGHT 

WORKS 

 

WHISTLE 

 

STITCHING 

& ZIP 

 

MANUAL 

FIRING 

INDICATOR 

 

AUTO 

FIRING 

INDICATOR 

 

GAS 

BOTTLE 

TIGHT 

CABLE 

TIE ON 

CROTCH

STRAP 

 

CHECKED 

BY 

 

DATE 

 

COMMENTS 

           

           

           

           

           

           

           

           

           

           

           

 



 

April 2016               Live Version 1            Chapter 7: Ship Operations   40 

11.5 Assessments 

11.5.1 Skipper Assessment 
(See Section 6.6:2)  

   (For office use only) Mem. No: 

PASS  

 
OCEAN YOUTH TRUST SCOTLAND 
CHECK LIST AND REPORT FORM 

Assessment for upgrading to SKIPPER 

NAME of CANDIDATE……………………………………………VOYAGE No…………. 

 

ASSESSOR…………………………………….VESSEL…………………..DATES………….. 

Each area of assessment tested will be graded by the assessor on a scale of 1 to 4 where 1= poor and 

4 = excellent performance. Not all areas will necessarily be tested, at the assessor’s discretion. 

QUALIFICATIONS 

Candidates must realise that these are the minimum requirements and that possessing them is not 

an automatic passport to promotion within the sea-staff. Candidates should present their RYA 

and/or OYT log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to Skipper status, the candidate must hold the following qualifications as a 

minimum.                SEEN 

1.1 RYA Yachtmaster (Offshore) Certificate.  

1.2 15000 miles offshore sailing logged. (60 days with OYT or and 

approved sail-training organisation). 

 

1.3 An in-date First Aid Certificate issued by a recognised agency.  

1.4 Commercial endorsement to RYA Yachtmaster Offshore Certificate.  

1.5 All skills and qualifications required by First Mate.  

1.6 Current ENG1 medical fitness certificate or MLS  

1.7 Cruising Instructor endorsement to RYA Yachtmaster Certificate   

1.8 RYA Radar certificate  
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Preferred 

Fire Fighting   

Yachtmaster Instructor Endorsement   

RYA Radar Instructor  

Master 200  

 BLUEWATER QUALIFICATION 

        `         SEEN 

In addition to the full requirements on this check-list, Skippers booked on voyages 

programmed to sail outside the Extended European Trading Area must be in possession of 

the following: 

 

 - Full Ocean Yachtmaster Certificate  

 - MF/SSB (GMDSS) Restricted radio operator’s license  

 - Advanced first aid certificate issued by a recognised agency.  

- current ENG1 Medical Fitness Certificate  

OYT SCOTLAND PROCEDURES 

      NOT 

         GRADE      TESTED 

2.1 Candidates will require a sound knowledge of, and be 

committed to, OYT Scotland’s aims and objectives. 

  

2.2 Can demonstrate knowledge of OYT administrative 

procedures: 

  

i) Knowledge of the vessel manuals, carried on board vessels.   

ii) Incident reports.   

iii) Emergency reporting procedures.   

iv) Routine reporting procedures.   

v) Management of petty cash float.   

vi) Accounting procedures.   

2.3 Has read and understood the skippers’ job description and 

personal profile. 
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YOUTH & PERSONNEL MANAGEMENT 

3.1 Ability to deliver all necessary briefings, both to crew and 

sea-staff. 

  

3.2 Apportioning the workload around the other watch-leaders 

in a fair and even-handed way, ensuring maximum 

participation by crew-members. 

  

3.3 Has the ability to re-structure and improvise should plans go 

unexpectedly wrong. 

  

3.4 Management of the voyage in such a way that the crew has 

an enjoyable and rewarding experience. 

  

3.5 Understand that the prime aim of skills teaching is to raise 

the personal horizons of the young people involved. 

  

3.6 Is prepared to engage in guidance activity but recognises 

their own limitations and when to call on support from the 

Operations & Training Manager, Chief Executive or Child 

Protection officer. 

  

3.7 Understands OYT Scotland’s Child Protection Policy.   

3.8 Ensuring Mates encourage new members to participate to 

their full potential. 

  

3.9 Continually assess and review the needs of the group 

throughout the voyage. 

  

SAILING AND SEAMANSHIP SKILLS 

    NOT 

        GRADE    TESTED 

4.1 Can manoeuvre the vessel under SAIL:   

i) To recover a man overboard.   

ii) To an anchorage, and anchor.   

iii) Away from at anchor.   

4.2 Selection of sails and sail plan to suit prevailing conditions.   

4.3 Sail setting and trimming to produce the most efficient 

results. 

  

4.4 Can set storm jib and trysail and use them effectively in 

heavy weather. 

  

4.5 Can manoeuvre the vessel under POWER:   
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i) To berth alongside, in a confined space.   

ii) turning the vessel round in a confined space   

iii) up to a buoy or pile in a tideway.   

4.6 Has a complete and thorough knowledge of the 

International Regulations for the Prevention of Collisions at 

Sea (SOLAS V). 

  

NAVIGATION, WATCHKEEPING & PILOTAGE 

                 NOT 
                  GRADE   TESTED 

5.1 The Candidate shall show an in-depth knowledge of and be 
able to put into practice the following aspects :  

  

 i) passage planning   

 ii) navigation/pilotage in fog and/or heavy weather   

5.2 Ensure effective watch keeping is maintained at all times   

    

 

VOYAGE MANAGEMENT      

    NOT 

          GRADE   TESTED 

6.1 Ensuring the management of voyage is based on the client’s 

needs. 

  

6.2 The candidate shall show an in-depth knowledge of, and be 

able to put into practice, the following aspects: 

  

i) Principals of voyage delivery.   

ii) Victualing for the voyage.   

iii) management of maintenance schedules   

iv)  Management of off-watch and shore-based activities.   

 

SAFETY MANAGEMENT 

7.1 Is fully familiar with SMM   

7.2 Is fully aware of all risks & counter measures   

  

EMERGENCY MANAGEMENT 

8.1 Is fully familiar with the crises management plan   
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8.2 The candidate shall demonstrate an ability to deal effectively 

with any or all of the following situations: 

  

i) man overboard   

ii) fire on board   

iii) Casualty handling, including preparations for transfer to 

helicopter or lifeboat. 

  

iv) First aid, including drowning, hypothermia, burns and 

fractures. 

  

v) Jury rigging of steering, masts and spars, and sails.   

 vi) collision   

 vii) flooding    

 viii) steering failure   

 viii) engine failure   

SYSTEMS KNOWLEDGE 

 

 

9.1 

The candidate must show complete familiarity with the 

vessel’s systems, including: 

  

i) The engine, including fuel and water supplies.   

ii) Electrics.   

iii) electronic navigation instruments, including radar   

iv) gas supply   

v) Radios, as appropriate to the area of operations.   

vi) The defects log, routine maintenance and repairs.   

 

METEOROLOGY 

10.1 Can record and interpret weather forecasts from all sources.   

 

 

ASSESSOR’S COMMENTS. 
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Skippers Assessment: Unrestricted Pass 

I believe that this candidate has achieved an Unrestricted Pass to Skipper All Vessels in all 

areas. 

I am confident that the candidate has displayed the degree of seamanship skills and the 

command experience necessary to handle an OYT Scotland vessel under sail or power in any 

weather and at any time of day or night. 

In addition, I believe that he/she has the personality and moral character necessary to 

achieve the aims of Ocean Youth Trust Scotland. 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

Assessor’s Name (print)……………………………………… 

 

 

PASS 

  

 

UNRESTRICTED 

  

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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Skippers Assessment: Restricted Pass 

I believe that this candidate has achieved a restricted pass in their Skippers Assessment.  

This allows them to sail _________ Vessels in ___________areas until they complete the acting 

skippers training programme and Pass a follow-on Restricted Skippers Assessment. 

I am confident that the candidate has displayed the degree of seamanship skills and the command 

experience necessary to handle restricted OYT Scotland vessels in restricted areas under sail or 

power in any weather and at any time of day or night. 

In addition, I believe that he/she has the personality and moral character necessary to achieve the 

aims of Ocean Youth Trust Scotland. 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

Assessor’s Name (print)……………………………………… 

 

 

FAIL 

 

 

RESTRICTED 

  

 

 

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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Skippers Assessment: Unsuccessful 

I believe that this candidate has not shown the necessary skills required for their skipper’s 

assessment at this time. I suggest a Training plan is created in line with the Acting Skippers training 

program. 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

 

Assessor’s Name (print)……………………………………… 

FAIL 
 

 

  

 

 

 

 

 

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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11.5.2 First Mate Assessment 
(See Section 6.7:2) 

    (For office use only) Mem. No: 

 

PASS  

 

OCEAN YOUTH TRUST SCOTLAND 
CHECK LIST AND REPORT FORM 

Assessment for upgrading to FIRST MATE 

 

NAME of CANDIDATE……………………………VOYAGE No…………. 

 

ASSESSOR………………………………………..DATES………….. 

QUALIFICATIONS 

Candidates must realise that these are the minimum requirements and that possessing them is not 

an automatic passport to promotion within the sea-staff. Candidates should present their RYA 

and/or OYT log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to First Mate status, the candidate must hold the following qualifications 

as a minimum. 

                SEEN 

1.1 RYA Yachtmaster Offshore Certificate with commercial endorsement  

1.2 50 days offshore sailing logged. (20 with OYT).  

1.3 An in-date First Aid Certificate issued by a recognised agency.  

1.4 GMDSS SRC  

1.5 RYA Radar Certificate  

1.6 Completed all 6 requisite Youth Work Modules  

1.7 RYA Cruising Instructor (Recommended)  

1.8 All skills and qualifications required by Second Mate.  
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BLUEWATER QUALIFICATION 

                SEEN 

In addition to the full requirements on this check-list, first mates booked on 

voyages programmed to sail over 150 Miles from a safe haven  must have: 

 

 - Full Ocean Yachtmaster Certificate  

 - MF/SSB (GMDSS) Restricted radio operator’s licence  

 - Advanced first aid certificate issued by a recognised agency   

-  Current ENG1 medical fitness certificate  

OYT SCOTLAND PROCEDURES 

        NOT 

              TESTED     TESTED 

2.1 Candidates will require a sound knowledge of, and be committed to, OYT 

Scotland’s aims and objectives. 

  

2.2 Can demonstrate knowledge of OYT administrative procedures:   

i) Fully familiar with the Safety Management Manual, carried on board 

vessels. 

  

ii) Incident reports.   

iii) Emergency reporting procedures.   

iv) Routine reporting procedures.   

YOUTH & PERSONNEL MANAGEMENT 

        NOT 

               TESTED    TESTED 

3.1 Apportioning the workload around the other watch-leaders in a fair and 

even-handed way. 

  

3.2 Being sympathetic to the individual needs of the sea-staff and crew, and 

tailoring the tasks allotted to their individual abilities. 

  

3.3 Can develop and manage an effective voyage youth work plan with 

regard to the needs of the group  

  

3.4 Can deliver an effective contract building session and then use the 

contract to promote acceptable standards of behaviour throughout the 

voyage 
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3.5 Can effectively manage tensions and conflict and support other mates. 

Has a good awareness for potential problems 

  

3.6 Is prepared to engage in guidance activity but recognises their own 

limitations and when to call on support from the Skipper or Operations & 

Training Manager. 

  

3.7 Has the ability to re-structure and improvise should plans go 

unexpectedly wrong 

  

3.8 Has a sound knowledge of OYT Scotland’s Child Protection Policy.   

LIVING BELOW DECKS 

       NOT 

             TESTED     TESTED 

4.1 Can deliver all briefings on behalf of the skipper.   

4.2 Can supervise the other sea-staff in the training of the crew in “life-skills” 

on board the vessel. 

  

4.3 Can lead and motivate the crew and sea staff   

SAFETY 

        NOT 

             TESTED      TESTED 

5.1 Is totally familiar with OYTS Safety Management System   

5.2 Can demonstrate any aspect of the First Aid knowledge laid down in their 

certificate and relevant to OYT Scotland operations. 

  

5.3 Is totally familiar with OYTS Standing Orders for Skippers and 1st Mates, 

and the OYTS Sea-Staff Handbook and Vessel Manuals 

  

5.4 Is fully familiar with all emergency procedures   

5.5 Has an excellent awareness of all identified risks and control measures 

associated with OYTS operations  

  

5.6 Has the ability to anticipate and prevent problems when supervising 

other watch leaders 

  

5.7 Has the ability to prioritise effectively and manage a crisis under 

pressure. 
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METEOROLOGY 

        NOT 

              TESTED     TESTED 

6.1 Can record and interpret weather forecasts from all sources.   

 

SAILING AND SEAMANSHIP SKILLS 

                   NOT 
    TESTED     TESTED 

7.1 The ability to apply the skills of RYA Yachtmaster Offshore Certificate to 

OYT Scotland vessels. 

  

7.2 Without help or advice from the skipper, can bring the vessel to a safe 

haven. 

  

7.3 Can manoeuvre the vessel under SAIL:   

i) to an anchorage, and anchor.   

ii) away from at anchor.   

iii) back to an object in the water.   

7.4 Can manoeuvre the vessel under POWER:   

i) to an anchorage, and anchor.   

ii) away from at anchor.   

iii) up to a buoy or pile in a tideway.   

iv) back to an object in the water.   

v) to berth alongside, in a confined space.   

7.5 Has a comprehensive knowledge of the IRPCS. Can use both radar and 

hand bearing compass to assess the risk of collision. Can decide on 

appropriate course of action to avoid collision in ANY SITUATION 

  

7.6 Take overall control of the vessel for anchor or harbour watch.   

7.7 Can bend on and set the trysail and storm staysail   

7.8 Has knowledge of jury-rigging:   

i) steering   

ii) masts and spars   

iii) sails   
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NAVIGATION, PILOTAGE AND RADIO 

        NOT 

              TESTED     TESTED 

8.1 Can produce and execute a passage plan with due regard to the forecast 

conditions and the strength of the crew including selection of sailplan 

and all preparations  

  

8.2 Can produce a pilotage plan and advise another watch-leader who has 

the deck; or, take over the con and execute the plan. 

  

8.3 Can demonstrate practical proficiency at using VHF radio.   

8.4 Can demonstrate the use of a radar set for:   

i) fixing the vessel’s position and use as a pilotage aid   

ii) use as a collision avoidance aid.   

ENGINE AND ELECTRICAL 

        NOT 

             TESTED      TESTED 

9.1 Can demonstrate practical knowledge of mechanics and engine 

maintenance: 

  

i) engine routine servicing schedules.   

ii) bleeding fuel lines.   

iii) changing and cleaning fuel and oil filters.   

iv) water cooling systems.   

v) starting and stopping procedures.   

9.2 Ability to deal with electrical system faults.   

9.3 Has attended regularly at winter refits and maintenance periods   
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TRAINING PLAN 
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Staff 1st Mate   : Unrestricted Pass 

I believe that this candidate has achieved an Unrestricted Pass to Staff 1st Mate for All Vessels in all 
areas. 

In addition, I believe that he/she has the personality and moral character necessary to achieve the 
aims of Ocean Youth Trust Scotland. 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

Assessor’s Name (print)……………………………………… 

 

 

PASS 

 

 

UNRESTRICTED 

 

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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Staff 1st Mate  : Restricted Pass 

I believe that this candidate has achieved a restricted pass in their Staff 1st Mate Assessment .  

This allows them to sail _________ Vessels in ___________areas until they complete the acting Staff 
Mates training programme and Pass a follow-on Restricted Staff 1st Mates Assessment. 

In addition, I believe that he/she has the personality and moral character necessary to achieve the 
aims of Ocean Youth Trust Scotland. 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

 

Assessor’s Name (print)……………………………………… 

 

PASS 

 

 

RESTRICTED 

 

 

 

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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Staff 1st Mate     : Unsuccessful 

I believe that this candidate has not shown the necessary skills required for their Staff 1st Mate 
assessment at this time. I suggest a Training plan is created in line with the Acting Staff 1st Mate 
training program. 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

 

Assessor’s Name (print)……………………………………… 

 

FAIL 

 

 

 

 

 

 

 

 

ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

 

I have been de-briefed by the assessor and understand the results of the assessment. 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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11.5.3 Second Mate Assessment 
(See Section 6.8:2) 

    (For office use only) Mem. No: 

 

PASS  

OCEAN YOUTH TRUST SCOTLAND 
CHECK LIST AND REPORT FORM 

 

Assessment for upgrading to SECOND MATE 

 

NAME of CANDIDATE…………………………………………… 

 

ASSESSOR (1)…………………………………………………….YOYAGE NO……………….…….……DATES………….. 

ASSESSOR (2)…………………………………………………….YOYAGE NO……………………………DATES………….. 

QUALIFICATIONS 

 

Candidates must realise that these are the minimum requirements and that possessing them is not an 

automatic passport to promotion within the sea-staff. Candidates should present their RYA and/or OYT 

log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to Second Mate status, the candidate must hold the following qualifications 

as a minimum. 

         SEEN 

1.1 RYA Coastal Skipper  

1.2 30 days offshore sailing logged. (15 with OYT).  

1.3 GMDSS Short Range Certificate.  

1.4 A basic First Aid Certificate   

1.5 All skills and qualifications required by Third Mates  
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YOUTHWORK SKILLS          

                             GRADE         NOT TESTED 

2.1 The candidate must demonstrate an empathy for working with young 

people. 

  

2.2 Understands the importance of creating a welcoming and supportive 

environment 

  

2.3 Is committed to a participative approach, taking into account the ages 

and skills of the young people involved. 

  

2.4 Is prepared to engage in guidance activity but recognises their own 

limitations and when to call on support from senior staff. 

  

2.5 Avoid discrimination against the disabled, racist or sexist behaviour or 

language and challenging evidence of such. 

  

2.6 Avoids over familiarity with the crewmembers.   

2.7 Understands the importance of maintaining high personal standards of 

behaviour including the avoidance of swearing, alcohol or drug misuse, 

and smoking.  

  

2.8 Understands OYT Scotland’s Child Protection Policy.   

2.9 Appreciates the need to avoid the creation of cliques within the crew or 

sea-staff 

  

2.10 Understands the importance of social interaction amongst all onboard 

& that this is based on good working relationships and mutual respect 

  

2.11 Understands the importance of non-sailing activities and is prepared to 

organise games and shore activities 

  

2.12 Has the ability to apportion work within the watch in such a manner as 

to be seen fair to all the watch members  

  

2.13 Understands the individual needs of the watch members and to tailor 

the workload to provide a progressive and stimulating learning 

experience 

  

2.14 Understands that the prime aim of skills teaching is to raise the 

personal horizons of the crewmembers and build their self esteem 

  

2.15 Can plan and organise a  mid-week review    
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LIVING BELOW DECKS 

       NOT 

           TESTED       TESTED 

3.1 Is able to perform all of the requirements of a 3rd Mate for this section 

(For direct entry at 2nd mate level please refer to the 3rd Mates 

Assessment Form) 

  

SEAMANSHIP AND SAILING SKILLS 

       NOT 

          TESTED         TESTED 

4.1 Demonstrate the ability to apply the skills of the RYA Coastal Skipper 

Certificate to OYTS vessels, leading a watch of six novices in safety, in 

moderate to rough conditions, and carry out the following tasks 

independently after a briefing from the skipper or first mate: 

  

i) a headsail change at sea:   

ii) reef and shake out a sail set on a boom:   

a) mainsail   

b) mizzen   

iii) hoist and set the cruising chute   

iv) hoist and set the mizzen staysail   

v)  rig the gybe preventer    

vi) Prepare to come alongside and supervise the passing of warps 

ashore from bow and stern including the use of a heaving line, surging, 

springing and making fast. 

  

vii) make ready the anchor and let go on command with due regard to 

the safe and correct operation of windlass 

  

v) Slip from a buoy or pier.   

4.2 Without advice from skipper or first mate, can safely:   

Tack   

Gybe   

Heave to    

4.3 Can, with advice, maneuver the vessel under POWER up to:   
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b) back to an object in the water   

c) Alongside a berth in simple situations.   

4.4 Able to teach the basics of the simple Steering and Sailing Rules to the 

watch on deck. 

  

4.5 Can recognise a potential collision situation and suggest a course of 

action to the skipper or firs mate. 

  

4.6 Can trim the sails efficiently to make the best use of the prevailing 

conditions for the course required. 

  

 i) Correct use of sheet car positions   

 ii) Correct setting of halyard tension   

 iii) Use of mainsheet traveler   

4.7 Selection of correct sail plan to suit prevailing conditions and strength 

of crew 

  

4.8 The effect of the sail plan on the balance and steering and use of sail 

plan for maneuvering 

  

4.9 Able to supervise an anchor watch and deliver briefing   

4.10 Can handle a loaded dinghy under oars and outboard motor.   

4.11 Can take charge of a watch at sea    

NAVIGATION AND PILOTAGE 

                     NOT 

          GRADE       TESTED 

5.1 Produce a detailed passage plan.   

5.2 Produce a pilotage plan and advise another watch-leader who is 

conning the vessel. 

  

5.3 Can teach a novice watch to :   

i) shape a simple course:   

ii) keep the ship’s log accurate and up to date:   

iii) plot the position of the vessel from first principles   
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5.4 Is able to use GPS and chart plotter set, understanding the limitations of 

the systems. 

  

 

METEOROLOGY 

6.1 Is able to interpret weather information from all sources.   

6.2 Is able to teach Meteorology section of the Competent Crew   

SAFETY 

7.1 Can send an undesignated distress message by DSC and a spoken 

Mayday message by VHF 

  

7.2 Knowledge of distress and anti-collision Flares including stowage and 

contents of grab bag 

  

7.3 Is able to teach the Emergency Equipment section of the Competent 

Crew 

  

7.3 Understands and is completely familiar with the 2nd Mates role for 

muster stations 

  

7.4 Has a basic knowledge of the 1st Mates Muster role.   

7.5 Good Knowledge of IRPCS and a working knowledge of radar as an aid 

to avoiding collision 

  

7.6 Can demonstrate use of the emergency tiller   

7.6 Is aware of own limitations and knows when to call for help or advice 

from the Skipper or 1st Mate 

  

SHIP HUSBANDRY 

8.1 Can carry out routine daily engine and safety checks and is able to 

support the bosun fully when required 

  

8.2 Has regularly attended the annual winter refit or maintenance periods   

8.3 Is totally familiar with the bilge pumping system and location of sea-

cocks 

  

MISCELLANEOUS 

9.1 The candidate must demonstrate red/green colour vision at sea that 

allows for correct identification of ships’ lights at night. 

  



 

April 2016               Live Version 1            Chapter 7: Ship Operations   63 

9.2 Has a working knowledge of basic first aid, including the dangers of 

hypothermia and the management of seasickness and treatment of 

burns and bleeding 

  

9.3 Understands and complies with OYT Scotland’s Standard Operational 

Procedures and Skippers Standing Orders at all times 

  

 

TRAINING PLAN 

 

10.1 Attend Contracting Building Youth Work Module By Date:     /      /  

10.2 Attend Managing Tensions and Conflict Youth Work Module By: Date:     /     / 

10.3 Attend Small Boat Sailing Course:  

10.4 Attend Mates Training Wknd on Alba:   
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ASSESSOR’S COMMENTS (1). 

 

 

 

 

 

 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

 

Final Assessors Name (print)……………………………………….. 

 

PASS  

 

 

 

 

 

  

I have been de-briefed by the assessor and understand the results of the assessment. 

 

 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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11.5.4 Third Mate Assessment 
(See Section 6.9:2) 

(For office use only) Mem. No: 

PASS  

OCEAN YOUTH TRUST SCOTLAND 

 

Assessment for upgrading to THIRD MATE 

 

NAME of CANDIDATE…………………………………………… 

 

ASSESSOR (1)……………………………………………….…VOYAGE NO…………………………….DATES………….. 

ASSESSOR (2)………………………………………………….VOYAGE NO………………………….…DATES………….. 

QUALIFICATIONS 

Candidates must realise that these are the minimum requirements and that possessing them is not an 

automatic passport to promotion within the sea-staff. Candidates should present their RYA and/or OYT 

log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to Third Mate status, the candidate must hold the following qualifications as a 

minimum.                  NOT 

          SEEN         SEEN 

1.1 RYA Day Skipper Practical Certificate   

1.2 Basic Approved first aid certificate (one day)   

1.3 15 days offshore sailing logged. (10 with OYT).   

1.4 Has completed the Fun and Games Youth Work Module   

1.5 Has completed the Crew Welfare Module   

1.6 Received a full OYTS Induction    
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YOUTHWORK SKILLS 

                   NOT 

           TESTED        TESTED 

2.1 The candidate must demonstrate an empathy for working with young 

people. 

  

2.2 Understands the importance of creating a welcoming and supportive 

environment 

  

2.3 Is committed to a participative approach, taking into account the ages 

and skills of the young people involved. 

  

2.4 Is prepared to engage in guidance activity but recognises their own 

limitations and when to call on support from senior staff. 

  

2.5 Avoid discrimination against the disabled; racist or sexist behaviour or 

language and challenging evidence of such. 

  

2.6 Avoids overfamiliarity with the crew-members.   

2.7 Understands the importance of maintaining high personal standards of 

behaviour including the avoidance of swearing, alcohol or drug misuse, 

and smoking.  

  

2.8 Understands OYT Scotland’s Child Protection Policy.   

2.9 Appreciates the need to avoid the creation of cliques within the crew or 

sea-staff 

  

2.10 Understands the importance of social interaction amongst all onboard 

& that this is based on good working relationships and mutual respect 

  

2.11 Understands the importance of non-sailing activities and has   

demonstrated ability to organised games and shore activities 

  

LIVING BELOW DECKS 

       NOT 

          TESTED        TESTED 

3.1 Able to teach the following skills to a novice member.   

 i) Heads operation.   

ii) Fitting, operation and stowage of lifejacket / safety harness.   

iii) fitting and stowage of oilskins and the importance of staying warm 

and dry  
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iv) explanation of the watch bill and cooking rota    

 v) stowage plan for food    

vi) Stowage of individual bunk space so as not to inconvenience others 

including operation of lee cloths where fitted. 

  

vii) Safe operation of gas appliance, including the requirements for 

protective clothing to prevent burns. 

  

3.2 Can supervise the following skills with up to six members.   

i) Prepare, cook and serve meals while at sea, including basic food 

hygiene precautions. 

  

ii) Clean up an allotted area of the vessel effectively.   

SEAMANSHIP AND SAILING SKILLS  

 

                  NOT 

TESTED       TESTED 

4.1 The ability to apply the skills of RYA Day Skipper / Watch Leader 

syllabus to OYT vessels, with particular emphasis on crew safety and 

wellbeing. 

  

4.2 Fully appreciates the potential dangers of winch operation, and is 

capable of instructing winch drill and supervising safe operation 

  

4.3 The ability to lead a watch of up to six novices, in safety, in moderate 

conditions, in the following tasks with minimum supervision from the 

1st Mate or Skipper 

  

i)   Bend on and hoist a headsail   

ii)  Flake and bag a headsail.   

iii) Lower and stow a headsail on the rail   

iv) Hoist and set the following sails   

a) staysail   

b) mainsail   

c) mizzen   

       d) mizzen staysail   
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v) Lower and stow the same sails neatly in such a manner that the 

weather will not remove them from the stow. 

  

a) staysail   

b) mainsail   

c) mizzen   

d) mizzen staysail   

4.4 With advice from the Skipper or 1st Mate can:   

        Tack   

        Gybe   

        Heave to   

4.5 Can teach the rope work section of the Competent Crew certificate to 

novice members. 

  

4.6 Can teach the Terminology section of the Competent Crew   

4.7 Can teach a watch to fender the vessel and prepare warps for coming 

alongside. 

  

4.8 Without supervision or advice:   

i) can teach a watch to keep an efficient look-out at sea and report to a 

more experienced member of the sea-staff when necessary. 

  

ii) can teach a novice to steer a compass course and by the wind.   

iii) can trim sails to suit point of sailing requested.   

4.9 Ability to handle a loaded dinghy under oars and outboard, and is fully 

familiar with operational procedures for dinghy 

  

NAVIGATION  

                      NOT 

          TESTED         TESTED 

5.1 Has the ability to teach a novice crew member to:   

i) Keep the ship’s log accurate and up-to-date.   

ii) plot the position of the vessel by both GPS and visual fixing 

methods 
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5.2 Produce a simple passage plan   

5.3 Produce a simple pilotage plan using transits and clearing bearings and 

echo sounder and advise another watch leader who is conning the 

vessel. 

  

METEOROLOGY 

6.1 Can accurately record and interpret a weather forecast from radio 

broadcast sources. 

  

6.2 Can teach the Meteorology section of the competent crew   

SAFETY 

7.1 Can send an undesignated distress message by DSC   

7.2 Knowledge of distress and anti-collision Flares including stowage and 

contents of grab bag 

  

7.3 Understands and is completely familiar with 3rd Mates role for muster 

stations 

  

7.4 Has a basic knowledge of the Muster Requirements for 2nd Mates   

7.5 Basic Knowledge of IRPCS rules including recognition of power, sail and 

fishing vessels by day and night and action to be taken in reduced 

visibility 

  

7.6 Is aware of own limitations and knows when to call for help or advice 

from the Skipper or 1st Mate 

  

SHIP HUSBANDRY 

8.1 Is aware of the need to observe and report all potential faults in all 

systems. E.g. unusual engine noises, chafe to ropes and/or sails, strange 

smells. 

  

8.2 Has attended the winter refit or maintenance period   

8.3 Appreciates the importance of the bosun’s role and supports the bosun 

wherever possible. 

  

8.4 Is familiar with engine starting and stopping routine including use of 

shaft brake 

  

8.5 Can plan a balanced menu and victual the boat for a 5 day voyage   
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MISCELLANEOUS 

9.1 The candidate must demonstrate red/green colour vision at sea that 

allows for correct identification of ships’ lights at night. 

  

9.2 Has a working knowledge of basic first aid, including the dangers of 

hypothermia and the management of seasickness and treatment of 

burns and bleeding. 

  

9.3 Understands and complies with Ocean Youth Trust Scotland’s Standard 

Operational Procedures and Skippers Standing Orders at all times. 

  

TRAINING PLAN 

10.1 Attend Reviewing Youth Work Module By Date:     /      /  

10.2 Attend Coaching Skills Youth Work Module By: Date:     /     / 

10.3 Attend Small Boat Sailing Course:  

10.4 Attend Mates Training Wknd on Alba:          
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1ST ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

Assessor’s signature…………………………………Date……………… 

 

2ND ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

Final Assessor’s Signature………………………….. Date……………… 

 

Final Assessors Name (print)……………………………………….. 

PASS  

 

 

 

 

I have been de-briefed by the assessor and understand the results of the assessment. 

 

 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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11.5.5 Watchleader Assessment 
(See Section 6.10:2) 

    (For office use only) Mem. No: 

PASS  

OCEAN YOUTH TRUST SCOTLAND 
CHECK LIST AND REPORT FORM 

Assessment for upgrading to WATCHLEADER 

 

NAME of CANDIDATE…………………………………………… 

ASSESSOR (1)……………………………………….… VOYAGE NO………………………..DATES………….. 

ASSESSOR (2)………………………………………….…… VOYAGE NO………………………..DATES………….. 

 

QUALIFICATIONS 

 

Candidates must realise that these are the minimum requirements and that possessing them is not an 

automatic passport to promotion within the sea-staff. Candidates should present their RYA and/or OYT 

log-books to the assessor at the beginning of the assessment period. 

At the time of assessment to Watch Leader status, the candidate must hold the following qualifications 

as a minimum.              NOT 

         SEEN       SEEN 

1.1 RYA Competent Crew Certificate   

1.2 10 days offshore sailing logged. (5 with OYT).   

1.3 Received a full OYTS Induction    

YOUTHWORK SKILLS 

              NOT 

          TESTED    TESTED 

2.1 The candidate must demonstrate an empathy for working with young 

people. 
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2.2 Understands the importance of creating a welcoming and supportive 

environment 

  

2.3 Is committed to a participative approach, taking into account the ages 

and skills of the young people involved. 

  

2.4 Is prepared to engage in guidance activity but recognises their own 

limitations and when to call on support from senior staff. 

  

2.5 Avoid discrimination against the disabled; racist or sexist behaviour or 

language and challenging evidence of such. 

  

2.6 Avoids overfamiliarity with the crew-members.   

2.7 Understands the importance of maintaining high personal standards 

of behaviour including the avoidance of swearing, alcohol or drug 

misuse, and smoking.  

  

2.8 Understands OYT Scotland’s Child Protection Policy.   

LIVING BELOW DECKS 

     NOT 

          TESTED    TESTED 

3.1 Able to teach the following skills to a novice member.   

 i) Heads operation.   

ii) Fitting, operation and stowage of lifejacket / safety harness.   

iii) fitting and stowage of oilskins and the importance of staying warm 

and dry  

  

iv) explanation of watch rota and cooking rota    

 v) stowage plan for food    

vi) Stowage of individual bunk space so as not to inconvenience others 

including operation of lee cloths where fitted. 

  

vii) Safe operation of gas appliance, including the requirements for 

protective clothing to prevent burns. 

  

3.2 Can supervise the following skills with up to six members.   

i) Prepare, cook and serve meals while at sea, including basic food 

hygiene precautions. 
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ii) Clean up an allotted area of the vessel effectively.   

SEAMANSHIP AND SAILING SKILLS  

               NOT 

            TESTED     TESTED 

4.1 The ability to apply the skills of RYA Competent Crew syllabus to OYT 

vessels, with particular emphasis on crew safety and wellbeing. 

  

4.2 Fully appreciates the potential dangers of winch operation, and is 

capable of instructing winch drill and supervising safe operation  

  

4.3 The ability to lead a watch of up to 4 novices, in safety, in moderate 

conditions, in the following tasks with verbal advice and close 

supervision from a more experienced member of the sea-staff: 

  

i) Bend on and hoist a headsail    

ii) Lower and stow a headsail on the rail   

iv) Hoist and set the following sails   

a) staysail   

b) mainsail   

c) mizzen   

v) Lower and stow the same sails neatly in such a manner that the 

weather will not remove them from the stow. 

  

a) staysail   

b) mainsail   

c) mizzen   

4.4 Can teach the rope work section of the Competent Crew certificate to 

novice members. 

  

4.5 Can teach a watch to fender the vessel and prepare warps for coming 

alongside. 

  

4.6 Without supervision or advice:   

i) Can teach a watch to keep an efficient look-out at sea and report to 

a more experienced member of the sea-staff when necessary. 
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ii) Can teach a novice to steer a compass course and by the wind.   

iii) Can trim sails to suit point of sailing requested.   

NAVIGATION  

   NOT 

          TESTED    TESTED 

5.1 Has the ability to teach a novice crew member to:   

i) Keep the ship’s log accurate and up-to-date.   

ii) plot the position of the vessel by  GPS    

 

METEOROLOGY 

     NOT 

            TESTED       TESTED 

6.1 Can accurately record a weather forecast from radio broadcast 

sources. 

  

SAFETY 

    NOT 

TESTED   TESTED 

7.1 Can send an undesignated distress message by DSC   

7.2 Has a basic knowledge of the Muster requirements of the 3rd Mate   

7.3 Basic Knowledge of the IRPCS    

7.4 Is aware of the dangers of downwind sailing   

7.5 Is familiar with the “no go zones” on deck for sail hoisting   

7.6 Is aware of own limitations and knows when to call for help or advice 

from the Skipper or 1st Mate 

  

SHIP HUSBANDRY 

8.1 Is aware of the need to observe and report all potential faults in all 

systems. E.g. unusual engine noises, chafe to ropes and/or sails, 

strange smells. 

  

8.2 Appreciates the importance of the bosun’s role and supports the 

bosun wherever possible. 
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MISCELLANEOUS 

9.1 The candidate must demonstrate red/green colour vision at sea that 

allows for correct identification of ships’ lights at night. 

  

9.2 Has a working knowledge of basic first aid, including the dangers of 

hypothermia and the management of seasickness 

  

9.3 Understands and complies with Ocean Youth Trust Scotland’s 

Standard Operational Procedures and Skippers Standing Orders at all 

times 

  

 

TRAINING PLAN          SPECIFY 

10.1 Attend Fun and Games Youth Work Module By:  

10.2 Attend Crew Welfare Youth Work Module By:  

10.3 Attend Small Boat Sailing Course:  

10.4 Attend Mates Training Wknd on Alba:          
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1ST ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

Assessor’s Signature……………………………………………….. Date……………… 

 

2ND ASSESSOR’S COMMENTS. 

 

 

 

 

 

 

 

Final Assessor’s Signature…………………………………………….. Date……………… 

 

Final Assessors Name (print)……………………………………….. 

PASS  

 

 

 

 

I have been de-briefed by the assessor and understand the results of the assessment. 

 

 

 

Candidate’s Signature………………………………………………………………. Date………….. 
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11.6 Ship Operations Checklists 
 

11.6.1 IN HARBOUR / ALONGSIDE CHECKLIST 
(See Section 7.2:1) 

 

IN HARBOUR / ALONGSIDE CHECKLIST 

Mooring Lines secure and coiled with sufficient slack for fall of tide  

Fender skirt and fenders attached correctly (Fender boards as necessary)   

Shore access safe (scramble net, lighting, check for gaps in pier ) see 7.2.2  

Shore power connected and cable tidy  

Frapping lines on  

Running backstays on  

MOB kit rinsed in fresh water, dried and stowed correctly (only if used)  

Hatches opened to air if weather fine (close again before dusk)  

Sail covers on, if appropriate   

In Good weather hoist OYT Scotland banner flag  
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11.6.2 Fuel Bunkering Checklist  
(See Section 7.2:5) 

FUEL BUNKERING CHECKLIST 
BEFORE 

No Smoking signs posted 
 

 

Red flag hoisted.(Bravo Flag) 
 

 

Fire-fighting equipment prepared (Extinguishers in place) 
 

 

Oil Spill Kit on hand 
 
 

 

Ensure the vessel is securely berthed & sheltered  

Check no local by laws in force that prohibit or restrict refueling   

Shut-down procedure agreed upon 
 

 

Agree maximum transfer amounts with driver 
 

 

DURING 

Have someone on standby for communication 
Take a sample 
 

 

AFTER 

Record amount of fuel taken (and which tanks filled if relevant) 
 

 

NOTES: 
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11.6.3 Mast Climbing Checklist 
(See Section 7.2:9.1) 

There is a mast climbing checklist (see checklist: mast cleaning) which should be used during the 

activity to ensure everything has been covered.  

MAST CLIMBING ALONGSIDE √ 

Full briefing by skipper to mast team before any climbing begins, signed off in log 

book 

 

Minimum of 3 people in mast climbing team …Appoint a team Leader  

No-go Zones to be enforced, signs to be displayed  

Deck team (2) to wear hard hats inspected and fitted correctly  

Climber to wear full arrest harness and Bosuns chair… inspected and fitted correctly  

Chair and harness have halyards attached to different points…one halyard to the 

harness, one to the chair, down haul to be fitted to chair…Main Halyard checked for 

twists  

 

All tools to be secured for work aloft (lanyards) Minimum… Knife, spike   

Climbers pockets to be emptied of all loose objects  

Climbing bags to be used for taking objects aloft / down to deck  

Two turns on winch when ascending / descending, four turns when winding climber 

up mast 

 

Harness clip line to be carried and used if any risk of swing (swell/ inspecting spreader 

ends) 

 

MAST CLIMBING AT SEA  

To be avoided if possible.  If required then as above.   

Mast Climbing Helmet to be worn by Climber  

Short strap around fixed Halyard to stop climber swinging out when the boat heels or 

rolls  
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11.6.4 Sea Staff Pre-Voyage Briefing Checklist 
(See Section 7.3:1.3) 

SEA STAFF PRE-VOYAGE BRIEFING CHECKLIST 
SAFETY:  All sea-staff understand: 
Roles for muster stations / action in emergency  

Location and Operation of VHF and how to send Mayday by DSC and by voice  
Location of distress flares and grab bag and TPA’s  

Starting and stopping routines for engine and action in the event of engine fire  
Safe operation of gas stove and action if a gas leak is suspected  

The need for protective clothing and supervision of crew using cooker  
Location and Operation of Fire Extinguishers, blanket  and Fire Hose  

Operation of Emergency Doors and lumber valves  

Bilge Pumping Arrangements  
Location and Operation of EPIRB  

Location and Launching Procedure for Life rafts  

Location of life rings, smoke floats and danbuoy  
Location and Operation of emergency steering  

Operation of anchor windlass   

Sail Handling Procedures, winch drill  and no go zones on deck  

Current Safety Notices and SMM Updates(file maintained on board)  

SAFE NAVIGATION: All sea-staff understand: 
Standing Orders and Guidelines for 1st Mate and Watch leaders (skippers)  

How to keep the ship’s logbook up to date  

The current weather forecast and passage plan for first 24 hours of the voyage  
SEA-STAFF TRAINING REQUIREMENTS 
Training Day Rota  

CREW Well-being : All sea-staff understand: 

Sea-staff code of conduct and Child Protection Policy  
Management of sea sickness   

Risks of hypothermia, prevention, signs and symptoms    

CREW MANAGEMENT, NON-SAILING ACTIVITIES AND RISK MANAGEMENT: All sea staff 

understand 

Crew list and group planning sheet (medical conditions, special needs, aims)  

Outline of Voyage Youth Work Plan and use of personal logbooks  

Plan for crew welcome and familiarisation  

Watch System  

Managing Disruptive Behaviour  

DOMESTICS:  All sea staff understand: 
Menu and cooking rota. Galley supervision  

None Sailing Activities. Risk management  
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11.6.5 Crew familiarisation checklist 
(See Section 7.3:2.6) 

CREW FAMILIARISATION CHECKLIST 
Safety (Start below and finish on deck) – All members of the watch can: 

Put on their lifejacket/harness and adjust to fit correctly and understands the rules for wearing and stowage of 

their lifejacket. Understand the 3 different methods of inflating their lifejacket and how to use the whistle and 

light and hood if fitted. 

 

Clip on to jackstays including clipping on before leaving hatches and cockpit, and can move right round the 

vessel remaining clipped on at all times using double clips. Understand the importance of staying on upwind 

side  

 

Identify all fire exits and knows how to open hatches and emergency doors, understands the general alarm and 

the evacuation procedure and where to muster 

 

Identify life rafts and understands basic launching principles 

 

 

Climb and descend a companionway ladder correctly and understand the need to take care and hold on when 

moving around the vessel above and below decks when at sea 

 

Identify MOB aids and how to launch them and understand the action to take in the event of man overboard  

Understand personal safety and the need to listen to and follow instructions and help others 

 

 

Deck (Ensure your watch is adequately dressed – issue oilskins if raining) – All members of watch can: 

Make a rope fast to a cleat and coil a rope and hang from a cleat.  Understands the danger of rope burns when 

handling sheets and halyards under load      Stress – “If in doubt let go” 

 

Operate both a jib sheet winch and halyard winch safely and understands the loads involved and the risk of 

injury to feet, hands and fingers if Procedures are not followed.   
 

Can Run forward and set up running backstays (good exercise to practice winch drill)  

Understand the danger of getting fingers caught in hanks sliding up the forestays during headsail hoists 

 

 

Understand the importance of the  “no go” zones (and the significance of the red lines on deck – AV) 

 

 
Is aware of location of gas cylinders and petrol containers and understands the rules about when and where 

smoking is allowed 

 

Is aware of the heavy hatches on deck and the danger of falling down them if left open, and the need to tie 

hatches back on Alba Venturer to prevent lid from falling  

 

Understand the basic principle of fendering. Understand the principle of mooring lines and the loads involved  

Understands the dangers of tripping over of slipping on deck items, especially the foot bracing bar in the cockpit 

floor (challenge boats) 

 

Domestic (All below decks) 

Use the heads and understand how to avoid blockage 

 

 
Use the cooker safely and understand the rules for wearing oilskin trousers, correct foot wear and oven gloves 

to protect against burns. Understand the dangers of gas leakage and the need to turn off gas and what to do if 

leakage is suspected 

 

Understand the food preparation hygiene precautions and the colour code for chopping boards and cleaning 

cloths.  Understand the cooking rota / menu and food stowage plan 
 

Understand the need to keep their personal kit tidy and where to stow it and how to tie up their lee-cloth and 

understand when to use 

 

Tour of the inside of the vessel including navigation table and mates and skippers cabins 

 

 
Issue oilskins and understands the stowage system and not to wear them in the accommodation area 

 

 

Understand the need to keep warm and dry, and the importance of layers and a hat  
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11.6.6 Bosun Post Departure Checklist 
(See Section 7.4:4) 

Anchor Stowed (pin and lashing), Handle stowed and cover on (if relevant) once a 

sail has been hoisted. 

 

Fenders, skirt and Mooring Warps Stowed  

Ships log up to date including engine instruments recorded  

Bilges pumped and logged  
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11.6.7 Dinghy Checklist 
(See Section 7.4:7) 

 

Dinghy Officer appointed (to monitor dinghy movements from Vessel by VHF 

and visually) 
 

Dinghy Driver Briefed and adequately trained (Task Risk Assessment)  

Bung in place  

Anchor attached and stowed ready for use  

Red petrol canister secured and with adequate fuel   

4 x paddles on board and secured  

Dinghy box (flares, kill cord, torch, spark plugs, spanner)  

Dinghy Pump on board   

Handheld VHF (in waterproof case)  

Buoyancy Aids issued and checked  

Bow bag for Explorer’s dinghy  

Outboard firmly clamped to transom and secured with safety line  
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11.6.8 Bosun Checklist 
(See Section 7.5:3) 

Pre Arrival 

Anchor Ready  

Fender Skirt and fenders  

Mooring lines to be ready  

Midship line ready  

Bilges Pumped  
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11.7 Emergency Checklists 

11.7.1 Damage to the vessel. 

11.7.1:1 Training & Decision-Support Checklist: Grounding or Stranding 
Emergency 

(See Section 8.3.1:1) 

 

  

ACTION PERS
ON 

C
H
E
C
K 

Stop engine/stop vessel/ drop sails SKIPPER/MATE  

Sound alarm SKIPPER/MATE  

Muster all personnel SKIPPER/MATE/ WL  

Any injuries? SKIPPER/ MATE  

All crew to don life jackets MATE/WL  

Close emergency doors and hatches MATE  

Check for damage, check bilges SKIPPER/MATE  

Check vessels position SKIPPER/MATE  

Display correct lights, day shapes SKIPPER/MATE  

Report to local authority/coastguard SKIPPER   

Warn passing traffic SKIPPER  

Isolate leakage/damage control MATE  

Send distress message if in danger SKIPPER  

Report to OYT Scotland Office (daytime) Duty Manager (Out of Hours) 

 

SKIPPER  

Prepare life rafts MATE/CREW  

Is the vessel in danger? SKIPPER  

Is the vessel safe? SKIPPER  

Determine nature of seabed SKIPPER/MATE  

Calculate the state of tide- rising/falling? SKIPPER/MATE  

Sound round vessel MATE/CREW  

Estimate if vessel can be refloated on rising tide SKIPPER  

Can items be discharged or shifted to aid refloating? SKIPPER  

Are tugs required/available? SKIPPER  

Is vessel moving and causing more damage? SKIPPER  

Maintain hull inspections and soundings to monitor situation SKIPPER/MATE  

Keep all parties updated SKIPPER  

Is pollution evident, control/monitor, refer to checklist for pollution 

 

SKIPPER  
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11.7.1:2 Training & Decision-Support Checklist: Collision  

(See Section 8.3.1:3) 

Action Person Check 

Sound Alarm SKIPPER/MATE  

Muster all personnel ALL  

Reduce Impact by Stop Engine after impact / Drop Sails SKIPPER/MATE  

Astern Engine – Assess Situation to confirm this will not make it  worse  SKIPPER/MATE  

Send Distress SKIPPER  

Are personnel in water? SKIPPER  

Survey Damage, check for flooding, report  SKIPPER/MATE  

Close Emergency Doors SKIPPER/MATE  

Prepare Life rafts, if required  MATE /WL  

Check Bilges MATE / WL  

If leakage, try to isolate/control MATE  

Contact other vessel SKIPPER  

If vessels locked, decide if safer to remain locked or to separate SKIPPER  

Identify pollution SKIPPER  

Means of limiting pollution SKIPPER  

If own vessel safe, does other vessel require help? SKIPPER  

Liaise with rescuers SKIPPER  

Monitor water ingress MATE  

Anchor if safe and possible SKIPPER  

Launch dinghy and life rafts if required CREW  

Obtain name, flag, official number, ports from and to, of other vessel SKIPPER  

Report to OYT Scotland Duty Managers SKIPPER  

   

If Abandoning – move to abandonment checklist. Nuc light if required   
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11.7.2 Person Related Emergencies 
(See Section 8.3.2) 

11.7.2:1 Training & Decision-Support Checklist: Stand By Mode 

(See Section 8.3.2:1) 

 

ACTION PERSON CHECK 

Check head count SKIPPER/MATE/ 

WL 

 

Ready life rafts, EPIRB, SART, Yellowbrick SKIPPER/ MATE  

Grab bag with Mate MATE 

WL 

 

All efforts have been made to save vessel SKIPPER  

Sound abandon ship, inform Coastguard SKIPPER  
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11.7.2:2 Training & Decision-Support Checklist: Abandon Ship  

(See Section 8.3.2:3) 

ACTION PERSON CHECK 
Sound alarm SKIPPER  

Muster all personnel ALL  

Identify missing personnel, search if safe to do so SKIPPER/MATE  

All personnel don life jackets ALL  

All personnel in warm clothing if possible ALL  

Radios to mates ALL  

Distress message SKIPPER  

Decide method of evacuation (e.g. port or starboard) SKIPPER  

Safer on or off vessel? SKIPPER  

Further information to rescuers SKIPPER  

Prepare life rafts MATE/CREW  

Logbook, flares, grab bag, handheld radio, EPIRB, SART, yellow brick MATE/CREW  

Launch life rafts and dinghy (if time) MATE/CREW  

Try to stay dry ALL  

Account for all onboard SKIPPER  

Cut painter/ Steam drogue/ Close cover/ Maintain raft  SKIPPER/MATE  

Clear vessel, try to keep rafts together SKIPPER/MATE  

Ration supplies and maintain raft, mount EPIRB/SART. SKIPPER/MATE  

Keep good lookout on rota basis ALL  

Ensure organisation/morale good. SKIPPER/MATE  
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11.7.2:3 Training & Decision-Support Checklist: Man Overboard 

(See Section 8.3.2:5) 

ACTION PERSON CHECK 

Shout MOB and point WITNESS  

Raise alarm, note heading and position SKIPPER/MATE/WL  

If motoring, engine to neutral, avoid casualty (stern away). SKIPPER/MATE/WL  

If sailing, hove to, stop vessel, avoid casualty. SKIPPER/MATE  

Throw MOB rings *  / Release John Buoy (Venturer) smoke floats Dan buoys  

MOB button on GPS and GMDSS/Coastguard WL or who nearest  

At night fire parachute white flares to illuminate area SKIPPER/MATE/WL  

Check for ropes, shaft brake off, start engine  SKIPPER/MATE/WL  

If engine starts, drop and secure head sails MATE/WL  

Manoeuvre vessel back to casualty in water SKIPPER/MATE  

If engine fails, sail back to casualty in water – tack and reach or gybe SKIPPER/MATE  

Swimmer into dry suit and harness with helicopter strops attached. AGREED PERSON  

If MOB not sighted, establish search pattern SKIPPER/MATE  

Relay to authorities A.S.A.P. SKIPPER/MATE  

Inform OYT Scotland office SKIPPER/MATE  

See MOB recovery checklist / recovery on board   

 

*If heaved to can get liferings/danbouy closer to the casualty 
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11.7.2:4 Training & Decision-Support Checklist: MOB Recovery  
(See Section 8.3.2:7) 

 

  

ACTION PERSON CHECK 

Previously agreed swimmer dons dry suit, harness with one helicopter 

strops secured. 

AGREED 

SWIMMER 

 

Secured to running backstay on side decided for pick up.  Move 

backstay to Staysail/Primary winch/ Tricing line to smaller winch. 

WL/CREW  

Lower swimmer into water, following hand signals, control swing using 

tricing lines. 

WL/CREW  

If quick pick up, place one helicopter strop under arms of casualty and 

secure toggle. 

SWIMMER  

If casualty has been in the water for a long period of time, place 

additional helicopter strop under knees of casualty for horizontal lift. 

SWIMMER  

Winch swimmer and casualty back on board. WL/CREW  

First aid, seek medical advice (A & E for check-up even if casualty seems 

fine.) 

SKIPPER/MATE  

Inform OYT Scotland office and Coastguard of recovery. SKIPPER/MATE  
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11.7.2:3 Training & Decision-Support Checklist: Wounded or Sick Person   

(See Section 8.3.2:10) 

 

  

ACTION PERSON CHECK 

Obtain data on patients symptoms /Record SKIPPER/MATE  

Relay details to medical team shore SKIPPER  

If serious, send distress for local assistance from vessel within 

the area 

SKIPPER/MATE  

Continue to monitor patient SKIPPER/MATE  

Set up communication link between patient and skipper MATE/WL  

Carry out instructions from shore SKIPPER/MATE  

Give updates to shore SKIPPER  

Is evacuation required/ possible? Prepare Medevac  SKIPPER  

Calculate closest port/course/ETA SKIPPER/MATE  

Maintain communications link / Sat phone/ Mobile phone/ 

VHF 

SKIPPER/MATE  

Inform OYT Scotland office but do not interrupt link to medical 

advisor 

SKIPPER  
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11.7.3 Ship Related Emergencies 
(See Section 8.4.3) 

11.7.3:1 Training & Decision-Support Checklist: Oil / Fuel Spill  

(See Section 8.4.3:1) 

ACTION PERSON CHECK 

Sound Alarm SKIPPER/MATE  

Ascertain cause and stop flow MATE  

Emergency stop all operations.  Close valves MATE  

Restrict Spillage over side MATE  

If Overflow, drop level in tank. MATE  

Spill kit to scene MATE/CREW  

Inform local authorities – by harbour master SKIPPER  

Inform government authorities SKIPPER  

Inform Duty Manager SKIPPER  

Do not put detergents into the sea without permission of 
local authorities 

SKIPPER  

Provide drums/bags/rags for mop up. SKIPPER/MATE  
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11.7.3:2 Training & Decision-Support Checklist: Helicopter Recovery of 
Casualty 

(See Section 8.4.3:3) 

ACTION PERSON CHECK 

Establish communication SHIP/HELICOPTER CREW  

Clear deck 

 

MATE/CREW  

Steady vessel on course SKIPPER  

Brief deck crew SKIPPER  

Prepare casualty 

Ma 

MATE/CREW  

Maintain communication SHIP/HELICOPTER CREW  

Keep lines clear MATE  

Inform Office/Coast Guard that casualty is off SKIPPER  
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11.7.3:3 Training & Decision Support Checklist: Fire Training & Guidance 

(See Section 8.4.3:5) 

ACTION PERSON CHECK 

Sound Alarm WITNESS/SKIPPER/ 

MATE 

 

Evacuate and muster crew, don life jackets on deck in a safe 

area 

MATE/WL  

Assess fire SKIPPER/MATE  

Establish vessel position, is vessel safe? SKIPPER / MATE  

Vessel in harbour, dial 999, evacuate crew ashore SKIPPER /MATE/WL  

At sea inform Coastguard GMDSS, channel 16 SKIPPER/ MATE/WL  

Use fire extinguishers, Shut emergency doors SKIPPER/MATE  

Ready Fire pump and buckets MATE/WL  

Isolate Electrical equipment SKIPPER / MATE  

Engine fire-Turn off fuel, close fire flaps, operate extinguisher 

once area evacuated. 

SKIPPER/MATE/WL  

Remove dangerous material- Gas, Fuel SKIPPER /MATE  

If at sea, go to STAND BY MODE, ready life rafts MATE/WL/CREW  

If fire controlled, assess any injuries, communicate any serious 

injuries to coastguard, and arrange possible evacuation of 

casualty.  First aid for other injuries. 

SKIPPER/MATE/WL  

Keep coastguard informed, monitor vessel  SKIPPER/MATE  

If fire out of control, confirm head count and ABANDON SHIP. ALL ONBOARD  

Report to OYT Scotland office A.S.A.P. SKIPPER  
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11.7.3:4 Training & Decision-Support Checklist: Knockdown 

(See Section 8.4.3:7) 

Action Person Check 

Ease sheets, until boat returns upright. SKIPPER/MATE/WL  

Check for injuries, MOB, head count.  Assess 

damage. 

SKIPPER/MATE/WL  

Reduce Sail Plan ASAP MATE/WL  

If water down hatch, isolate electrics, check engine 

start batteries and domestic batteries not 

waterlogged before switching on either.  

SKIPPER/MATE  

Check communications in case aerials have been 

damaged, radio for help if injuries/MOB/damage to 

boat. Use handheld and/or other ways to show 

distress if damaged. 

MATE/WL  

If dismasting also, follow checklist for dismasting.  

Clear wreckage before starting engine. 

SKIPPER/MATE/WL.  

Inform OYT Scotland office at first opportunity by 

any means possible 

SKIPPER/MATE  
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11.7.3:5 Training & Decision-Support Checklist: Rig Loss 

(See Section 8.4.3:9) 

Action Person Check 

Check for injuries, Muster crew below decks SKIPPER/MATE  

Crew management, First aid SKIPPER/MATE/ WL  

Vessel position, inform Coastguard.  MAYDAY if in 

danger. Use hand held or other distress signals if no 

communication possible due to rig loss. 

SKIPPER/MATE  

Assess damage and what needs freeing to protect hull SKIPPER/MATE  

Appoint strongest staff and crew members to help 

remove wreckage ASAP to prevent damage to the hull 

SKIPPER to conduct 

MATE/WL/CREW 

 

Locate bolt croppers, Allen keys (challenge yachts) 

mallets, punches, pliers, mole grips, and knife. 

WL/BOSUN  

Roving Fenders to protect hull from wreckage where 

possible and safe to do so. 

BOSUN  

Gather in/cut free sails MATE/WL/BOSUN  

Remove loose stays and shrouds of fallen 

section/whole mast first either by removing pins or 

cutting with bolt croppers.  Use winches to take 

tension of those under load to release. 

SKIPPER to conduct 

MATE/WL/BOSUN 

 

Once free and clear of wreckage, check all around boat 

for lines in water before starting engine 

SKIPPER/MATE/ 

WL/BOSUN 

 

Motor to safe haven if engine operates SKIPPER/MATE  

Consider Jury rig, if far from safe haven for stability. SKIPPER/MATE  

If engine fails, Anchor if safe to do so/send distress if 

not. 

SKIPPER/MATE  

Inform OYT Scotland Duty Manage of incident at 

earliest opportunity by any possible means. 

SKIPPER/ MATE  
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11.7.3:6 Training & Decision-Support Checklist: Main Engine Failure 

(See Section 8.4.3:11) 

 

 

 

 

 

 

 

 

  

Action Person Check 

   

Inform Skipper  SEA STAFF  

Take any action to avoid danger,  navigate safely  SKIPPER /MATE  

Stand by Anchor or use Sails SKIPPER /MATE  

Inform Vessel Traffic Services/ Coast Guard SKIPPER /MATE  

Inform passing traffic  SKIPPER /MATE  

Decision: Carry on or go to a port of refuge? SKIPPER /MATE  

Request assistance if needed. SKIPPER /MATE  

Inform Duty Manager SKIPPER /MATE  
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11.7.3:7 Training & Decision-Support Checklist: Steering Failure 

(See Section 8.4.3:13) 

 

Action Person Check 

   

Inform Skipper  SEA STAFF  

Engage emergency steering A.S.A.P SKIPPER /MATE  

Avoid Danger SKIPPER /MATE  

Throttle back if under engine / reduce sail if sailing to 

reduce speed 

SKIPPER /MATE  

Anchor if required SKIPPER /MATE  

Inform Vessel Traffic Services  if in Area / CG SKIPPER /MATE  

Inform passing traffic  SKIPPER /MATE  

Inform Duty Manager SKIPPER /MATE  

Call for assistance if required SKIPPER /MATE  
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11.8 Maintenance Checklists 

11.8.1 Daily Check Sheet 
(See Section 10.1:1) 

*Red – Challenge boat differences 

OYT SCOTLAND DAILY CHECKS 2016 SEASON WEEK COMMENCING   

 Date/ Initials Mon Tue Weds Thurs Fri Sat Sun 

ENGINE Hours        

 Raw water filter        

 Fuel separator         

 Engine oil level/added – diagram        

 Gear box oil level/added – diagram        

 Emergency stop        

 Coolant level/added        

 Shaft brake        

 Stern gland / Deep Sea Seal        

 Fan belts        

 Clean bilge / Wipe down engine        

GENERATOR Hours        
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 Raw water filter         

 Fuel separator        

 Oil level/added – diagram        

 Coolant level/added        

 Fan belts         

 Clean / Wipe down engine        

FUEL Tank in use / level        

 Litres pumped to day tank (max 110l)        

 Estimated Fuel remaining in in-use tank        

DOMESTICS Water tank in use / level        

 Gas        

 Heater header (AV) / Heater fuel filter         

 Secure for sea (Bosuns check list)        

 Anchor prepped        

 Victuals to check        

 Check forepeak tidy and secure        

AT SEA Pump bilges        

 Pump grey water tank        



 

April 2016               Live Version 1            Chapter 7: Ship Operations   102 
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11.8.2 Weekly Check Sheet  
(See Section 10.1:2) 

 

*To be done at end of voyage 

  

OYT SCOTLAND WEEKLY CHECKS 2016 SEASON 

WEEK COMENCING   Date/ initials 

ENGINE 
Engine mounts 

  

  
Fuel connections  

  

  
Fuel separator 

  

  
Shaft brake 

  

  
Engine driven bilge pump  AV 

  

GENERATOR Fuel filters 
  

  
Fuel connection 

  

DOMESTIC *Fridge cleaned / drained 
  

  
*Freezer  / cool boxes cleaned 

  

  
* Freezer filter cleaner (AV) 

  

  
*Cooker cleaned 

  

  
Oil and vinegar down heads 

  

  
Wet locker tidy 

  

  
Emergency water changed 

  

  
Gas bottles checked / replaced 

  

DINGHY Fresh water rinse and check wear 
  

  
*Petrol amount 

  

  
Dinghy box 

  

  
Check outboard 

  

  
Painter and hoisting straps secure 

  

  
Outboard clamps cleaned/greased 
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11.8.3 LSA Check Sheet  
(See Section 10.1:3) 

 

 

OYT SCOTLAND LSA CHECKS 2016 SEASON 

WEEK COMMENCING   Date/ initials 

SAFETY Flares   

  Hatches and water tight doors   

  Vents   

  Lee Cloths   

  Guard Rails   

  Carbon Monoxide Alarm   

  Smoke Alarms   

  Gas Alarm   

  Manual Bilge Pumps checked   

  *Torches   

  Daily Use 1st Aid Kit   

  *Lifejackets and harness lines   

  VHF charged   

  MOB kit ok and ready to use   

  Safety Knives   

  Danbuoys   

  Jack Stays   

  Life Rings   

  LifeRafts attachments/releases   

  Throw lines   

  Smoke Floats   

  Emergancy Steering gear   

  Limber holes cleaned   

  Navigation instruments   

  Navigation lights   

  Emergancy navigation lights   

  Aldis lamp/ spot lights   

  Fire flaps   

  Fire hose   

  Fog horn   

 Grab bag   
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11.8.4 Monthly Check Sheet 
(See Section 10.1:4) 

OYT SCOTLAND MONTHLIES 2016 SEASON 
WEEK NO. 1                   DATE: w/c Monday 

DATE INITIALS TASK COMMENTS 

  Main mast rig check  

  Sails as used /condition  

  Fire extinguishers and blanket  

  Gas burners (AV)  

  Winch completed  

  Air filters engine and generator  

WEEK NO. 2 DATE: w/c Monday 

DATE INITIALS TASK COMMENTS 

  Mizzen rig check (AV) / Salvage pump  

  Sails as used / condition  

  Seacocks / hull fittings  

  Limber holes  

  Flares  

  Winch completed  

  Stern Gland and Coupling  
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OYT SCOTLAND MONTHLIES 2016 SEASON (Contd) 

WEEK no. 3 DATE: w/c Monday  

DATE INITIALS TASK COMMENTS 

  Running rigging  

  Sails as used /condition  

  Storm boards  

  EPIRB / SART  

  TPA’s / Immersion suits  

  Winch completed  

  Morse cables  

WEEK no. 4 DATE: w/c Monday 

DATE INITIALS TASK COMMENTS 

  Deck fittings, tracks, chain plates  

  Sails as used / condition  

  Anchor fittings  

  Steering gear  

  1st aid kit all boxes/bags  

   Windlass  

  Batteries, domestics, engine, generator  

  Gas locker checked, clean , bottles secure  
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11.8.5 Alba Venturer's Seacock/ Thru Hull Checklist 

(See Section 10.3:2) 

 

 

Note: Ball Valves are used on all thru hulls because of their reliability & strength. 
Ball valves become stiff through lack of use and mollusc growth rather than corrosion. 
Ball valves by virtue of their design are stiffer than some other types of valve. 
Each ball valve should be opened/ closed once a week to ensure it remains free. 
Each ball valve should be opened/ closed once a week to ensure it remains free. 
Do not: 
Use a spanner or lever on the handle- it is the best way to damage the valve- If it seems too stiff get help 
Attempt to rotate the valve- it is threaded onto the thru hull spigot. 
Remember: 
The ball valves keep the sea out and should be respected. 
Each ball valve has a wooden bung attached to it for emergencies. 
 

Position of the Valve 
Valve 
Size 

Checked 
Ok 

Bung 
Attached 

Closed/ 
Open 

Comments 

      

1. Fire Pump Inlet 1 1/2 "        

2 Bosuns Locker Outlet 1"        

3. Port Head Inlet 3/4"        

4. Port Head Outlet 1 1/2"        

5. Stb Head Inlet 3/4"        

6. Stb Head Outlet 1 1/2"        

7. Port Wash Basin Outlet 3/4"        

8. Stb Wash Basin Outlet 3/4"        

9. Saloon Bilge Pump Outlet 1 1/2"        

10. Shower Drain Outlet 3/4"        

11.Freezer Outlet 3/4"        

Checked By   Date 
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12. Galley Sink Outlet 1"        

13. Blackwater Outlet 2"        

14. Port FWD Cockpit Drain 2"        

15 Port AFT Cockpit Drain 2"        

16. Stb Fwd Cockpit Drain 2"        

17. Stb Aft Cockpit Drain 2"        

18. Raw Water Inlet  1 1/4"        

19. Freezer Inlet 3/4"        

20. Exhaust Separator FWD 2"        

21. Exhaust Separator AFT 2"        

22. Aft Washbasin Outlet 3/4"        

23. EDBP Outlet 1 1/2"        

24. Cockpit Bilge Pump 
Outlet 1 1/2"       

 

25. Aft Head Inlet  3/4"        

26. Generator Inlet 3/4"        

27.Aft Head Outlet 2"        

28. Exhaust Outlet 2"        

29. Bilge Pump Manifold (all) 1 1/2"        

30.Fwd Lumber Hole Port  1 1/2"        

31. Fwd Lumber Hole Stb 1 1/2"        
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11.8.6 Challenge Boat Thru Hull Checklist 
(See Section 10.3:3) 

Yacht Name 

 

Date  

 

Checklist Completed & Signed off by  

 

.         

Ball valves are used on all thru hulls because of their reliability & strength 
Ball Valves become stiff thru lack of use and mollusc growth rather than corrosion  
Ball Valves by virtue of their design are stiffer than some other types of valve  
Each ball valve should be opened I closed once a week to ensure it remains free 
Bronze Ball Valves are affected by water temperature and the warmer the water the stiffer they gel 
The bigger the ball valve the more friction and therefore the stiffer it feels (Exhaust Valves) 
 

Do not 
Use a spanner or lever on the handle - It is the best way to damage the valve- if it seems too stiff get help   
Attempt to rotate the valve – it is threaded onto the thru hull spigot  
 

Remember 
The ball valves keep the sea out and should be respected 
Each ball valve has a wooden bung attached to it for emergencies. 
The Bung Diameter mid length should equal the valve size below 

 

If  in Doubt Seek Assistance or Advice from the Technical Team. 

Thru Hull & Valve Safety Checklist 

 
Valve 
Size 

Checked OK Bung 
Attached 

 

     

Collision W/T Bulkhead     

Port Drain Valve Free 1”    

Stbd Drain Valve Free 1”    

Valves left Open/Closed     

     

 

     Print Name 
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Sail Room W/T Bulkhead     

Port Drain Valve Free 1”    

Stbd Drain Valve Free 1”    

Valves left Open/Closed     

     

Fwd Passageway     

Saltwater Inlet Valve for Toilets 1.5”    

Hoseclips Tight     

Port Toilet Outlet Valve Free 1.5”    

Hoseclips Tight     

Starboard Toilet Outlet Valve Free 1.5”    

Hoseclips Tight     

     

Toilet Compartments     

Port Breather Valve Free 1”    

Stbd Breather Valve Free 1”    

     

Sump Tank Valves     

Tank Breather Valve Free     

Port Toilet – Tank Inlet Valve Free 1.5”    

Hoseclips Tight     

Stbd Toilet – Tank Inlet Valve Free 1.5”    

Hoseclips Tight     

Sump Tank Outlet Valve Free 1.5”    

Hoseclips Tight     

Sump Tank Outlet Thru Hull Valve Free 1.5”    

Hoseclips Tight     

     

B&G Thru Hulls     

Port – Log Housing Secure     

Stbd – Echo Sounder Housing Secure     

     

Mast W/T Bulkhead     

Port Drain Valve Free 1”    

Stbd Drain Valve Free 1”    

Valves left Open/Closed     

     

Companionway Area     

Cooling Water Inlet Valve Free 2”    

Hoseclips Tight     

Saltwater Outlet Valve Free 2.5”    
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Hoseclips Tight     

Hull Drain Plug     

     

Oilskin Room     

Bilge Pump Outlet Free     

Hoseclips Tight     

Watermaker Outlet Free     

Hoseclips Tight     

     

Lazzarette W/T Bulkhead     

Port Drain Valve Free     

Stbd Drain Valve Free     

Valves left Open/Closed     

     

Lazzarette     

     

Engine Exhaust Valve Free     

Generator Exhaust Free     

 

Comments & Observations 

 

 

 

 

 

 

 

 
 
 
 
 
 
  

Date 

Yacht No. 

Checked by 



 

April 2016               Live Version 1            Chapter 7: Ship Operations   112 

11.8.7 Challenge Mast & Rigging Checklist 
(See Section 10.3:4) 

 

 

 

 

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Masthead Down to Upper Spreaders    

Windex Fitted & Secure    

Windex Orientation Correct    

    

Light Fitted & Secure    

Masthead Lights Work     

Exposed cable undamaged    

    

B&G Wand Fitted & Secure     

B&G Wand Alignment Correct    

Exposed cable undamaged    

    

VHF Ariel Fitted & Secure    

Exposed cable undamaged    

    

Are there Weld cracks in the Masthead crane    

If so are they drilled    

Any Comments or observations about the masthead area    

    

Spinnaker U Bolt Nuts tight and split pinned    

Spinnaker Shackles worn    

Do Spinnaker block Shackles need replacing    

Are Spinnaker Blocks undamaged    

Challenge Mast & Rigging Checklist 

OYTS Refit 

Challenge 72 ‘ Class 
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Do Blocks swivel  properly    

Shackles wired / cable tied    

Spinnaker U bolts worn – if so %    

Spinnaker U bolts worn & need Replacing     

    

Forestay & Backstay Upper ends    

Forestay – Masthead Clevis pin visually OK    

Forestay – Masthead Split pins OK & siliconed    

Forestay – Terminal /Dyform visually OK    

Backstay - Masthead Clevis pin visually OK    

Backstay - Masthead Split pins OK & siliconed    

Backstay – Terminal /Deform visually OK    

    
Masthead Sheeves    

Port Genoa Sheeve undamaged & Rotating freely     

Starboard Genoa Sheeve undamaged & Rotating freely    

Port Main Sheeve undamaged & Rotating freely    

Starboard Sheeve undamaged & Rotating freely    

Main Halyard Shackle tight & moused    

Main Halyard hitched & seized    

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Cap Shroud Attachments    

Rivets undisturbed    

Nuts secure    

Tangs Aligned with Shrouds    

Split Pins Turned over     

Split Pins – Silicone Sealant    

    

Port Cap Shroud    

Port Terminal in alignment with shroud    

Port Terminal/ Deform Visually ok     

Stud Cap Shroud    

Stud Terminal in alignment with shroud    

Stud Terminal/ Deform Visually ok    
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Spinnaker Halyard Exits    

Spinnaker Halyard Exits smooth internally & externally    

    

Chafe tube secure & smooth    

    

Mast track – Masthead to Upper Spreaders    

Track stop secure    

Track Secure{no loose rivets or fastening}    

Track Smooth & undamaged    

If damaged – where    

Paint damage to aft face of mast    

Damage to mast wall    

    

Upper Spreaders    

Spreader Alignment – OK    

Spreaders Angle correct ( 3-5 degrees above horizontal)    

Leather Removed for inspection     

Cap Shroud Clamp tight against Spreader    

Clamp tight     

Roller Worn or Corroded    

Spreader ends Leather refitted    

Inboard End Clevis pins secure & slit pins turned over    

Split pins silicone over     

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

Upper Spreaders down to mid Spreaders    

D3 Shroud Attachments    

Nuts Secure    

Tangs aligned with Shrouds    

Split pins turned over    

Split pins silicone sealant    

    

Port D3 Shroud     

Upper Terminal in Alignment with Shroud    

Upper Terminals /1x19 wire visually OK    

Shroud Clean    
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Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Stbd D3 Shroud     

Upper Terminal in Alignment with Shroud    

Upper Terminals /1x19 wire visually OK    

Shroud Clean    

    

Runner Attachment     

Runner Toggle Present    

Toggles articulate Correctly    

    

Staysail Halyard Sheeves    

Sheeves undamaged    

Cover plates in place & Secure    

    

Staysail Halyard Swivel Sheeves    

Swivel Sheeves move correctly    

Sheeves undamaged    

    

Inner Forestay Attachments    

Inner Forestay fence present & secure    

Toggle articulation OK    

    

Inner Forestay    

Upper Terminals /1x19 wire visually OK    

Stay undamaged at upper end    

    

MastTrack  Upper Spreaders to Middle Spreaders    

Track secure no loose rivets     

Track smooth & undamaged    

If damaged where    

Paint damage to aft face of mast    

Damage to mast wall    

    

Middle Spreaders    

Spreader Alignment – OK    
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Leather Removed for inspection    

Port D3 Terminals /1x19 wire visually OK    

Port D3 Rigging Screw Articulation OK    

Shockcord between D3 & Cap shoud slack    

Port D3 Rigging Screw Split (lock)Pins OK & taped    

Port D3 Toggle Split Pins OK & Siliconed     

    

Stbd D3 Terminals /1x19 wire visually OK    

Stbd D3 Rigging Screw Articulation OK    

Shockcord between D3 & Cap shoud slack    

Stbd D3 Rigging Screw Split (lock)Pins OK & taped    

Stbd D3 Toggle Split Pins OK & Siliconed     

    

Port Upper Cap Shroud Terminal/ Dyform Visually ok    

Port Link Plates all visually OK    

Port Link Plates Identical    

All split pins bent over & identical    

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Stbd Upper Cap Shroud Terminal/ Dyform Visually ok    

Stbd Link Plates all visually OK    

Stbd Link Plates Identical    

All split pins bent over & identical    

    

Spreader ends Leather Refitted    

Does Tape/Leather restrict movement of plates    

Spreaders have correct amount of horizontal movement    

Inboard End Clevis pins secure & split pins turned over    

Split pins Siliconed over    

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

Upper end of Lower Cap Shrouds    

Port Terminal/ Dyform Visually ok    

Stbd Terminal/ Dyform Visually ok    
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Middle Spreaders down to Lower Spreaders    

D2 Shroud Attachments     

Nuts secure    

Tangs Aligned with Shrouds    

Split Pins Turned over     

Split Pins – Silicone Sealant    

    

D2 Shrouds    

Terminal Aligned with Shrouds    

Terminal Visually OK     

    

MastTrack – Middle Spreaders to Lower Spreaders    

Track Secure {no loose rivets or fastenings}    

Track Smooth & Undamaged    

If damaged where    

Paint damage to aft face of mast    

Damage to mast wall    

    

Trysail Track – Upper Section    

Track Stop present & secure    

Track Slides run freely up track    

Superficial damage to Trysail track    

Repairs to track necessary     

Rivets appear tight    

    

Steaming Light    

Works    

Securely fastened    

Cable entry OK    

Fence present secure & fastened    

    
Spinnaker Pole Track & fittings – Upper End    

Blocks secure & Sheeves free    

 
Area of Mast or Component 

 
Checked 

ok 

 
Problem 
or Defect 

 
Comments 
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Track Stops Secure    

Track undamaged    

    

Baby Stay Attachment     

Baby Stay Fence present & secure    

Toggles articulation OK    

Clevis Pins – Split pins turned & silicone    

    

Baby Stay    

Upper Terminals /1x19 wire visually OK    

Stay undamaged at upper end    

    

Deck Flood Light    

Securely fastened    

Works    

Cable Entry OK     

    

Lower Spreaders    

Spreader Alignment – OK    

Spreaders Angle correct ( 3-5 degrees above horizontal)    

Leather Removed for inspection     

Intermediate Shroud Clamp tight against Rollers    

Clamp tight     

Roller Worn or Corroded    

Spreader ends Leather refitted    

Spreaders have correct amount of horizontal movement     

Inboard End Clevis pins secure & slit pins turned over    

Split pins silicone over     

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

Lower Spreaders down to Deck    

Aft Lower  Shroud Attachments     

Nuts secure    

Tangs Aligned with Shrouds    

Split Pins Turned over     

Split Pins – Silicone Sealant    
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Aft Lower  Shrouds – upper end    

Port Terminal/ Dyform  Alignment OK    

Port Terminal/ Dyform  Visually OK     

Stbd Terminal/ Dyform  Alignment OK    

Stbd Terminal/ Dyform  Visually OK     

    

MastTrack – 4th Section Down    

Track Secure {no loose rivets or fastenings}    

Track Smooth & Undamaged    

If damaged where    

Are you concerned about any damage    

Are the removable sections of the track easy to remove    

Are the fastenings OK ( threads not stripped or seized)    

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Lower Stop securely fastened    

Paint damage to aft face of mast    

Damage to mast wall    

    

Trysail Track – Lower Section    

Track Slides run freely up track    

Superficial damage to Trysail track    

Repairs to track necessary     

Rivets appear tight    

    

Spinnaker Pole Track & fittings – Lower End    

Blocks secure & Sheeves free    

Track Stops Secure    

Track undamaged    

Spinnaker slide cars running free    

    

 Halyard Exits    

 Interior smooth no burns    

     

 Main Boom Gooseneck    
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Fastenings Tight – No movement     

Circle on clip pin present & correctly fitted    

Tack Shackle wired / Cable tied    

    

Kicker Gooseneck     

Fastenings Tight    

Circle on clip pin present & correctly fitted    

    

Shroud Lower Ends    

Forestay    

Forestay Lower terminal/Dyform visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Inner Forestay    

Forestay Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Babystay    

Babystay Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

    

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

Lower Cap Shrouds    

Port cap shroud Lower terminal/Dyform visibly Ok    

Inner Lower terminal/wire visibly Ok    
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Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Stbd cap shroud Lower terminal/Dyform visibly Ok    

Inner Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Intermediate Shrouds    

Port Intermed shroud Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Stbd Intermed shroud Lower terminal/wire visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw athwartships    

    

Aft Lower Shrouds    

Cap shroud Lower terminal visibly Ok    

Rigging Screw split pins silicone & tightly taped    

Rigging Screw lock screws lightly tightened    

Rigging screw fork end lightly taped    

Top fork of rigging screw pointing at mast    

    

Backstays    

Upper Backstay terminal visibly Ok    

Backstay Triangular link plate Ok    

Port Lower Backstay terminal visibly Ok    

Port Rigging Screw split pins silicone & tightly taped    
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Port Rigging Screw lock screws lightly tightened    

Port  Rigging screw fork end lightly taped    

Top fork of Port rigging screw fore & aft    

    

Upper Backstay terminal visibly Ok    

Backstay Triangular link plate Ok    

Port Lower Backstay terminal visibly Ok    

Port Rigging Screw split pins silicone & tightly taped    

Port Rigging Screw lock screws lightly tightened    

Port  Rigging screw fork end lightly taped    

Top fork of Port rigging screw fore & aft    

    

Runners    

Are Runners marked for optimum tension    

    

    

    

    

Rig Checklist Signed off by 
 

Yacht No. 

 

Comments & Observations    
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11.8.8 Venturer Main Mast and Rigging Checklist 
(See Section 10.3:6) 

 

Name of Vessel : Checked by: 

Date Print name above : 
 

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

MAIN MASTHEAD TO TOP SPREADERS    
Any Weld cracks in Masthead?    

If so are they drilled?    

Any comments about the masthead area?    

    

Backstay – Masthead Clevis pins visually OK?    

Backstay – Masthead split pins OK & siliconed?    

Backstay – Terminal/Dyform visually OK?    

    

Masthead sheeves    

Masthead sheeve undamaged and rotating freely    

    

Cap shroud Attachments    

Rivets Undisturbed    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins - secured    

Split Pins – siliconed    

    

Port Cap Shroud    

Port Terminal in Alignment with Shroud    

Port Terminal/Dyform – visually OK     

    

Stbd Cap Shroud    
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Stbd Terminal in Alignment with Shroud    

Stbd Terminal/Dyform – visually OK     

    

Cap shroud Attachments    

Rivets Undisturbed    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins - secured    

Split Pins – siliconed    

    

Port Cap Shroud    

Port Terminal in Alignment with Shroud    

Port Terminal/Dyform – visually OK     

    

Stbd Cap Shroud    

Stbd Terminal in Alignment with Shroud    

Stbd Terminal/Dyform – visually OK     

Area of Mast or Component Checked 
ok 

Problem or 
Defect 

Comments 

Mast Track – Mast Head to spreaders    

Mast Track , stop secure    

Track secure – no loose fittings rivets    

Track smooth and undamaged    

Where is the damage?    

    

Spreaders    

Spreader Alignment OK     

Spreader Angle ok 3-5 degrees above horizontal    

Cap Shroud clamp tight against spreader    

Clamp tight     

Roller worn or corroded    

Split Pins – siliconed    

    

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    
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SPREADERS DOWN TO THE DECK    

    

Aft Lower Shroud Attachments    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins  in place & siliconed    

Aft Lower Shrouda – Upper end    

    

Port Terminal in Alignment with Shroud    

Port Terminals/1*19 wire visually OK    

Shrouds Clean    

    

Stbd Terminals in Alignment with Shroud    

Stbd Terminals/1*19 wire visually OK    

Shrouds Clean    

    

Mast Track –Spreader to Deck    

Track secure    

Track smooth & undamaged    

Where is the Damage?    

    

Halyard exits    

Interior smooth & no burrs    

    

Mizzen Gooseneck    

Fastenings tight – no movement    

Circlip on Pin present & correctly fitted    

Tack shackle wired/cable tied      

    

    

Kicker Gooseneck    

Fastenings tight     

Circlip on Pin present & correctly fitted    
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Rig Checklist Signed off by :    

    

Comments & Observations    

    

    

    

    

    

    

    



April 2016                              Version 2 Live                           Chapter 10 Maintenance                               128              
 

11.8.8 Venturer Mizzen Mast and Rigging Checklist 
(See Section 10.5:5) 

Name of Vessel : Checked by: 
Date Print name above : 

 

Area of Mast or Component Checked 
ok 

Problem 
or Defect 

Comments 

MIZZEN MASTHEAD TO TOP SPREADERS    

Any Weld cracks in Masthead?    

If so are they drilled?    

Any comments about the masthead area?    

    

Backstay – Masthead Clevis pins visually OK?    

Backstay – Masthead split pins OK & siliconed?    

Backstay – Terminal/Dyform visually OK?    

    

Masthead sheeves    

Masthead sheeve undamaged and rotating freely    

    

Cap shroud Attachments    

Rivets Undisturbed    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins - secured    

Split Pins – siliconed    

    

Port Cap Shroud    

Port Terminal in Alignment with Shroud    

Port Terminal/Dyform – visually OK     

    

Stbd Cap Shroud    

Stbd Terminal in Alignment with Shroud    

Stbd Terminal/Dyform – visually OK     
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Mast Track – Mast Head to spreaders    

Mast Track , stop secure    

Track secure – no loose fittings rivets    

Track smooth and undamaged    

Where is the damage?    

    

Spreaders    

Spreader Alignment OK     

Spreader Angle ok 3-5 degrees above horizontal    

Cap Shroud clamp tight against spreader    

Clamp tight     

Roller worn or corroded    

Split Pins – siliconed    

    

Area of Mast or Component Checked 
ok 

Problem or 
Defect 

Comments 

Spreader Mounting plates fastenings all present    

Spreader Bracket Welds intact & no cracks    

    

SPREADERS DOWN TO THE DECK    

    

Aft Lower Shroud Attachments    

Nuts Secured    

Tang Aligned with Shrouds    

Split Pins  in place & siliconed    

Aft Lower Shrouda – Upper end    

    

Port Terminal in Alignment with Shroud    

Port Terminals/1*19 wire visually OK    

Shrouds Clean    

    

Stbd Terminals in Alignment with Shroud    

Stbd Terminals/1*19 wire visually OK    

Shrouds Clean    
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Mast Track –Spreader to Deck    

Track secure    

Track smooth & undamaged    

Where is the Damage?    

    

Halyard exits    

Interior smooth & no burrs    

    

Mizzen Gooseneck    

Fastenings tight – no movement    

Circlip on Pin present & correctly fitted    

Tack shackle wired/cable tied      

    

Kicker Gooseneck    

Fastenings tight     

Circlip on Pin present & correctly fitted    

     

 

Rig Checklist Signed off by :    

    

Comments & Observations    
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11.8.9 Sea Trials Communications Checklist 
(See Section 7.1:19.2) 

SEA TRIALS COMMUNICATIONS CHECKLIST 

 

Vessel: ________________________   Skipper: _______________________ 

Date: _________________________ 

 

Device Action Responsibility 
Check 

Complete  

Yellow Brick Switch on and check it’s transmitting Boat  

 Activate Office  

 Check credits and rental Office  

 Check position reporting is accurate Office  

 Check position reporting is accurate Boat  

Sat Phone Switch on Boat  

 Test call from boat to office Boat  

 Test call from office to boat Office  

 Check credits and rental Office  

VHF’s Self-test VHF/DSC Boat  

 Make ship to ship call, DSC and voice call Boat  

 Make DSC and voice call to Coastguard Boat  

 Confirm with office all calls made Boat  

Mobile Phones Switch on Boat  

 Ensure charger is onboard and working Boat  

 Make test calls Boat  

 
Confirm number of mobile phone in use with 

office 
Boat  

 Ensure contract is up to date Office  

If Cat 0, SSB: Self-test including DSC Boat  

 Make ship to ship call, DSC and voice call Boat  

 Make DSC and voice call to Coastguard Boat  

 Confirm with office all calls made Boat  

Important: return to office 
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11.8.10 Launch Checklists 
(See Section 7.1:20) 

11.8.10:1 Pre Lift in Jobs Checklist 

Safety  

Deck team gloves, hats, harness for bottle screws  

Ground team gloves, Hard Hats, High Vis tops  

Near pen everyone in lifejackets  

Yard is in charge of vessel movement and cradle  

Halyards 

Winch staysail halyards on eye on deck at the inner forestay 

Winch jib halyards on aft outer deck fitting 

Mast Prep  

Remove locking bolts Backstays off 4 turns 

Remove locking bolts from caps and undo 4 turns 

Remove locking bolts from forestay & inner forestay + bolts bellow bolt screws 

When backstay and caps are off and halyards set, slacken inner and outer forestays off so slack enough to remove 

bolts under the screws  

Deck Jobs  

Put a line of fenders down middle of the boat ready for Quick Park and fender boards 

Set parking line on deck fore and aft   

Have anchor gear ready on bow only remove pin on bow when in the water  

Make sure deck is safe and nothing can fall when boats moving with hoist  

Ground Team  

Set up fender board at pen if needed 

Move props away from bow and stern  

Undo ropes bottom of the tower 

When deck team down move tower away  

May need to help yard team move cradle supports only on there  

Have red steps ready with antifouling maybe waterline with big brushes for doing pads and base of keel  

Inside  
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Close seacock’s bar engine / Genny exhaust in Laz  

Make sure log impellor has blank inserted 

When in water 

Start at heads seacock’s look for leaks on all skin fittings  

When no leaks, engine seacock open engine battery on start engine  

All Nav chart table stuff on ready to move out pen  

Set up mid ships line to winch on windward side to hold bow on way out  

Remove anchor pin  

Drive out of pen 

Spinney halyards to bow to support mast incase  

Minimum of four people on board 

- One to drive 

- One for bow line 

- One for stern line 

- One for halyards 

Re-set rig 
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11.8.10:2 Lifting Boat Checklist 

(See Section 7.1:21) 

LIFTING BOATS CHECKLIST 

 Check grey water tank has been pumped out  

 Replace speed impeller (log) paddle wheel with blank  

 Slacken rig to enable you to remove forestay and inner forestay  

 Lead all forward going halyards forward to support the mast 
- Staysail halyards to forward most deck eyes of pig pen 
- Jib halyards to furthest aft deck edge eye bolts 
- Spinnaker halyards to forward fairleads 

 

 As you approach the pen, stow anchor  

 As you approach the pen, move spinnaker halyards aft so they don’t catch on the hoist  

 Switch off gas  

 Minimum of four people on board 
- One to drive 
- One for bow line 
- One for stern line 
- One to move halyards 

 

 Once in the pen:  
- Switch off engine 
- Isolate batteries 

 

 Yard will pressure wash the hull – usually whilst still in the hoist, before putting the 
boat in the cradle. 

 

 Destow as much as possible pre-lift 
- Dinghy 
- Gas bottles 
- Sails 

 

 If lifting mast out:   

 Have Headlining down around mast & spray chocks with GT7 the day before  

 Try to get the mast chock adjusters moving one at a time.   

 Once lifted:  

 Strop onto mast  

 Disconnect VHF connection  

 Disconnect Radar and other navigation instruments  

 Disconnect navigation lights and horn at mast   

 Pull all ropes through and hank up at the bottom of the mast  

 Disconnect the shrouds from the bottle screws leaving the bottle screws attached to 
the deck 

 

 Don’t forget to get the crane to lift the boom off  

   

 You will need:  

 Hard Hats (at least 3 on board)  

 Hi Vis jackets for working in the yard  

 Fall arrest harnesses & tethers for working on the mast on deck whilst the boat is in the 
hoist 

 

 A long phillips screw driver for turning the mast chocks   

 Screwdrivers and mole grips (small) for disconnecting everything at mast  

 Rig spanners for disconnecting the rig   
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11.8.11 Checklist for Vessel Audit 
(See Section 12.1:6) 

       

 

     

      

 

 

SMS Vessel Audit  

 

   Name of Ship           

   Ocean Youth Trust Scotland     

   Date of Audit      

   Date of SMS initiation on board the ship     

   Place of Audit     

   Name of Auditor(s)     

         

    Are there any objective evidences showing effective functioning of SMS onboard the ship for a period of at 

least 3 months? (for Initial Audit only) 

    



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
 

136 
April 2016 Live version 2 - Chapter 12 Review & Evaluation 

1. Shipboard Tour      

1.1 Chart Area      
1.1.1   Are there any inoperable nautical instrument or radio equipment    If Yes, go to 10.11 up to 10.15  

1.1.2   Are updated versions of nautical publications available      

1.1.3   Are maritime safety information received from NAVTEX       

1.1.4   Are nautical charts and Notice to Mariners controlled properly      

1.1.5   Are standing order’s or night order issued regularly by the Skipper/1st mate      

1.2 Accommodation Space      
1.2.1   Are there any crew accommodations left unserviceable    If Yes, go to 10.11 up to 10.15  

1.2.2   Is SOLAS training manual provided      

1.2.3   Are ship's drawings and instruction books controlled properly      

1.2.4   Is a posted placard for garbage disposal understood by crew      

1.2.5   Is watch schedule for watchkeeper posted      

1.2.6   Are medications properly controlled       

1.3 On deck      
1.3.1   Are closing appliances, L.S.A. and F.F.A maintained properly      

1.3.2   Are there any damaged equipment or hull part being left unattended    If Yes, go to 10.11 up to 10.15  

1.3.3   Are there any part which are temporarily repaired    If Yes, go to 10.11 up to 10.15  

1.4 Engine room / Steering Gear      



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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1.4.1   Are there any machinery inoperable    If Yes, go to 10.11 up to 10.15  

1.4.2   Is operating instruction for emergency steering changeover available      

1.5 Interview with during tour through      

1.5.1   
Interview with the rating for, (Skipper:          1st Mate:                 . 

Vol WL:                 . Vol WL:                 .Vol Bosun                   ) 
- - -  

 

1.5.2   
When did he join? (Skipper:             1st Mate:                 .Vol WL:                 .  

Vol WL:                 . Vol Bosun                   ) 
- - -  

 

1.5.3   
Did he undergo familiarisation training just after joining (Skipper:          1st Mate:                 . 

Vol WL:                . Vol WL:                Vol Bosun                   ) 
    

 

1.5.4   
Was essential instruction prior to sailing given to him (Skipper:          1st Mate:                 . 

Vol WL:                . Vol WL:                Vol Bosun                   ) 
    

 

         

1.5.5   
When did he last participate in a muster drill (Skipper:                1st Mate:             .. 

Vol WL:                . Vol WL:                Vol Bosun                   ) 
- - - Refer 8.7 

 

1.5.6   
Does he know his assigned duties in an emergency (Skipper:                1st Mate:             .. 

Vol WL:                . Vol WL:                Vol Bosun                   ) 
    

 



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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1.5.7   

Has he received instructions on how to use M.O.B recovery system (Skipper:                  

1st Mate:                   ..Vol WL:                       . Vol WL:                 

Vol Bosun                   ) 

   

 

1.5.8   

Does he understand what signal is given in the event of emergency (Skipper:                

1st Mate:             Vol WL:                Vol WL:                 

Vol Bosun                   ) 

    

 

1.6 Interview with the Skipper/1st mate      
 Certificates for sea staff     
1.6.1   Is the ship manned in compliance with minimum staffing     

1.6.2   Does each skipper or 1st Mate hold an Appropriate Certificate      

1.6.3   Are original copies of Skipper/1st mate Certificates and Endorsements kept on board the ship     

1.6.4   Are watch leaders forming part of navigational watch duly certificated     

1.6.5   Are all staff assigned to specific duties and responsibilities      

 Log book entry     
1.6.6   Are necessary items entered in the official log book as per requirements     

1.6.7   Are necessary items entered in the ship log book as per the SMS     

 Garbage Record Book     
1.6.8   Are necessary entries made to Garbage Record Book?     

 Providing information to Skipper / 1st Mate’s     
1.6.9   Is an adequate information on safety and pollution prevention given to Skipper / 1st Mate’s by the OYTS     

      
1.6.10   Does the vessel comply with the flag state requirements     

 



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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3. Ocean Youth Trust Scotland responsibilities      
3.1   Is there any evidence showing that the ship is managed by OYTS      
4. SOA (Safety Officer Ashore)      
4.1 Is Skipper / 1st Mate’s familiar with the requirements of OYTS SMS relating section 4          
4.2  Is known by Skipper / 1st Mate’s      
4.3  

 

 

 

Is the role of SOA known by key personnel 

 

 

 

 

     
5. Skipper’s responsibilities and authority      
5.1 Is Skipper’s familiar with the requirements of the OYTS's SMS relating to Section 5      
5.2  How did Skipper’s motivate the crew in the observation of OYTS policy        
5.3  How did Skipper’s  issue appropriate orders and instructions in a clear and simple manner   
5.4  How did Skipper’s  verify that specified requirements have been observed   
5.5  Has Skipper’s  reviewed the SMS and reported its deficiencies to OYTS      
5.6  Is Skipper’s aware of the overriding authority ensured under the OYTS SMS      
5.7  Is Skipper’s aware of the authority to request OYTS’s assistance as may be necessary      
5.8   Has Skipper exercised the overriding authority      
6. Resources and Personnel     
6.1 Is Skipper / 1st Mate’s familiar with the requirements of OYTS's SMS relating to Section 6      
6.2  Have all voluntary staff members received pre-joining training as per the procedures     
6.3  Have on-board trainings and instructions been conducted as per the procedures     
6.4   Have newly joined crew members received the familiarisation training     
6.5   Have on-board trainings and instructions required by the SMS conducted regularly     
6.7  Are SMS related documents given in a language understood by ship's crew     
6.8   Are all crew able to read and understand the SMS manual    If No, go to 6.10 
6.9   Has OYTS established any plan to cope with the case where crew are unable to read and understand the 

manual 

    

6.10   Are crews able to communicate effectively in the execution of their duties     
6.11   Is Skipper’s/ 1st mates SMS awareness on an acceptable level (to be judged at the end of audit)     
7. Key shipboard operations      
7.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 7     
7.2  Have operations during departure been performed as per the procedures     
7.3  Have navigational operations been performed as per the procedures     
7.4  Have arrival operations been performed as per the procedures     
*  Does the safety management system include navigation procedure     
*  Is there a documented procedure to ensure fully corrected charts are in place for the forthcoming voyage     



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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*  Does the SMS provide any provision for the Skipper’s/ 1st mates to conduct navigational audits to ensure officers 

comply with procedures 

    

*  Is chart supply contracted with a recognised chart agent     

*  Are there procedures to ensure effective bridge team management     
7.5  Have pollution prevention operations been performed as per the procedures     
7.6  Have special operations identified been performed as per the procedures     
8. Emergency preparedness      
8.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 8      
8.2  Has the OYTS provided the ship with updated emergency contact list     
8.3  Is Skipper’s/ 1st mates familiar with the procedures to respond emergency situation identified     
8.4  Have drills and exercise for the emergency situations identified been conducted as per the procedures     
8.5   Is radio personnel aware of how to transmit distress alert under GMDSS     
8.6        
8.7   Have mandatory drills been conducted regularly     
8.8 (Has the ship encountered a sea casualty and/or serious human injury since the last periodical audit?    If Yes, go to 8.9 up to 8.11 

8.9  Has OYTS given the Skipper’s/ 1st mate’s necessary support as per the procedures     
8.10  Have the responses and actions been taken by ship as per the procedures     
8.11   Has the SMS been reviewed based on a results of investigation     
*  Ship-based and shore-based contingency plans clearly identify roles, responsibilities and record-keeping procedures.     
*  Emergency procedures include effective calling systems and communication links for alerting the emergency-

response team. 

    

*  Are there documented procedures describing shore-based and shipboard contingency plans     
*  The OYTS provides adequate emergency-response facilities.     
*  Individuals are trained in their designated emergency-response roles.     
*  Lessons learnt from exercises and real incidents are taken into account when updating the emergency-response 

plans. 

    
*  Are stand-ins are included in the planned exercises and drills     
*  Are Stand-ins identified and trained for key positions in the response team     
*  Has OYTS made all the necessary arrangements to use external resources in an emergency     
*  Outside or additional resources are used to provide more realistic drills and exercises.     
 

 

      
       
       
 

 

      
 

 

 

      
9. Deficiency control      



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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9.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 9     
9.2   Were there any reports on NC, accident and hazardous occurrence which were sent ashore     
9.3  Have all NCs, accidents and hazardous occurrences which are to be reported, been sent ashore     
9.4  Has OYTS responded to reported deficiencies     
9.5  Have corrective actions to reported deficiencies been taken 

 

    
10. Maintenance     
10.1 Is the Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 10     
10.2  Has maintenance for ship and equipment been carried out as per the plan established     
10.3  Have maintenance works performed been properly recorded     
10.4  Have specific measures for critical equipment/technical system identified been taken as per the procedures     
10.5   Have weekly tests and inspections for LSA been carried out     
10.6   Have monthly inspections for LSA been carried out using the checklist logbook     
10.7   Have inspections been recorded properly     
10.8   Is there any technical deficiency report which has been sent ashore    If Yes, go to 10.9 up to 10.10 

10.9   Has OYTS responded to reported deficiency     
10.10   Have corrective actions to reported deficiency been taken     
10.11   Have deficiencies found during shipboard tour been identified by any of the crew members already    If Yes, go to 10.12 up to 10.15 

10.12   Have these deficiencies been reported ashore     
10.13   Has OYTS made any response to the reported deficiencies     
10.14   Are these defective items being involved in the ship's maintenance plan established     
10.15   What was the result of the last ship's regular inspection for these defective items 

 

    

 

 

 
 

 

        
 

11. Document control       

11.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 11       

11.2  Are ship’s SMS manuals an updated version    Rev. status:  
11.3  Have revisions of the SMS manuals been properly recorded      
11.4  Have obsolete documents been properly removed      
11.5   Are the SMS manuals available at all relevant locations      
11.6   Are modification to the SMS manual being made with regard to best practice     

 



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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11.7  Have OYTS safety notices and none conformitices information been filed properly and easily identified      

 

 

 

        
12. Internal audit and System review       

12.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 12       
12.2  When has the last internal audit been conducted - -    
12.3  Has internal audit been conducted as per the procedures      
12.4  Have internal audit records been kept onboard the ship      
12.5   Have ship’s key staffs been aware of the result of the internal audit 

 

     
12.6   Have non-conformities been raised at the audit      
12.7   Have corrective actions for the non-conformities identified during the internal audit been taken      
12.8  Has OYTS notified the ship of the result of management review      
 

 

Additional check       

   Is Vessel operations manual available on-board the ship      

   Is a stability booklet and sail plan chart which will enable the Skipper / 1st Mate’s to prevent excessive stress 

in the ship's structure available on-board 

     

   Has OYTS established any objectives and targets covering short and long term issues  

   Has OYTS established any programmes to help them achieve their targets and objectives  

   Has OYTS consolidate information on new legislation that will have an impact on their operation Such as MARPOL Annex VI?  

   Are resources available to handle the in-coming legislation  

   Are there procedures to handle any management of change ( including training and seminar )  

   Has OYTS established any structured risk assessment methodology to identify hazards  



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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   Has OYTS consider improvement through other certification process such as ISO 14001 and OHSAS 18001 BS8848  
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11.9 Skipper Review SMM Check list 
(See Section 12.1:7) 

2. Safety & Environmental Protection Policy 
 

A Safety and Environmental Protection (SEP) policy, understood and supported by the sea staff, provides 

strong evidence of overall effective implementation of the company’s SMS. 

Verify that: 

❏  The SEP policy statement is signed off by senior management 

❏  The policy is properly controlled and the latest revision is in use 

❏  The policy posters are displayed at prominent locations 

❏  Sea staff are able to demonstrate a general awareness of the contents of the SEP policy 

❏ Safety and environmental objectives and targets established in the SMS are consistent with those 

contained in the policy statement 

❏  Onboard procedures and practices support and contribute to the achievement of the objectives and 

targets established by the Trust 

 

3. Company Responsibilities & Authority 
 

The provision of support, allocation of resources and overall commitment of the Trust is vital for the 

effective implementation of the SMS on board the vessel. 

Verify that: 

❏  Responsibility, authority and lines of reporting of key personnel are clearly defined and documented 

❏  Sea staff are able to demonstrate an awareness of their duties and responsibilities under the SMS 

❏  Requisitions for supply of stores and spares and requests for repairs are being followed up by the shore-

based management without undue delay 

❏  There is evidence of follow up action and monitoring by shore-based management over all outstanding 

nonconformities and deficiencies 
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4. Designated Person Ashore “DPA” 
 

As the custodian of the SMS, places a special responsibility on the Designated Person Ashore “DPA”. The 

nominated person must hold the relevant qualification and experience and demonstrate the commitment 

required by the position. 

Verify that: 

❏  DPA has direct access to the top management 

❏  DPA Qualification, experience and training are in line with best practice 

❏  Sea Staff ARE aware of the identity and contact details of the DPA 

❏  There is evidence that the DPA is engaged in monitoring the safety and pollution prevention aspects of 

vessel operations 

 

5. Master’s Responsibility & Authority 
 

Master has the responsibility to ensure that the requirements specified in the company’s SMS are being 

observed. To this end, the Master needs to be completely familiar with the SMS and be given the necessary 

support and overriding authority to take decisions relating to safety and pollution prevention. 

 

Verify that: 

❏ Masters are able to demonstrate his/her familiarity with their roles and responsibility under the SMS 

❏ SMS contains a clear statement giving the Master overriding authority to take decisions relating to safety 

and pollution prevention and to ask for assistance from the company when needed 

❏ Master is aware where this overriding authority is documented and is able to explain the intent of this 

provision 

❏ Master’s review of the SMS has been carried out as specified in the SMS and that it is effective 

❏ Master’s standing and night orders are current and in accordance with SMS 

❏ Master is verifying that Sea staff are observing the procedures and processes specified in the company’s 

SMS  
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6. Resources & Personnel 
 

The SMS must ensure that all personnel including the Sea staff are competent, properly qualified, medically 

fit and given the proper training and familiarization to safely and efficiently perform their assigned 

responsibilities. 

Verify that: 

❏ Sea staff on board meet or exceed the minimum safe manning criteria established by the flag 

Administration 

❏ Skippers and 1st Mates hold valid certificates and endorsements 

❏ All safety critical sea staff hold valid medical fitness certificates 

❏ Master is fully conversant with the company’s SMS 

❏ Safety induction, shipboard familiarization and safety training of crew have been carried out as per SMS 

❏ Sea staff members are able to effectively communicate as a team in the execution of their duties 

❏ Sea staff is able to demonstrate their familiarity with the SMS commensurate to their role and 

responsibility 

❏ Watch leaders/Bosuns are familiar with relevant Rules and regulations covered by the SMS 

❏  Watch keeping schedules have been established and a record of hours of rest is being maintained  
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7. Shipboard Operations 
 

Key shipboard operations that can affect safety and pollution prevention must be backed by documented 

procedures with responsibility assigned to qualified personnel. 

Verify that: 

❏ SMS contains documented procedures for key shipboard operations 

❏ Role and responsibility have been clearly assigned to qualified personnel who are able to demonstrate 

their familiarity with assigned tasks 

❏ Voyage passage planning is carried out from berth to berth 

❏ Navigational charts and publications for the intended passage are available on board and have been 

updated to the latest notices to mariners 

❏ Ship stability and sail plans for different stages of the voyage are being carried out 

❏ Bridge and engine room checklists (arrival, departure, testing controls, watch keeping, etc.) are being 

followed 

❏ Tric cards (hot work, entry into enclosed spaces, working aloft, ) procedures are being complied with 

❏ Suitable personnel protective equipment is being used by the crew 

❏ Bunker and fuel transfer procedures are complied with 

❏ Waste management  is properly implemented 

❏ A safe means of embarkation and disembarkation is available 

❏ An efficient harbour watch is maintained and access to the vessel is controlled 
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8. Emergency Preparedness 
 

The company should identify all potential emergency situations that can affect its fleet, develop 

contingency plan to mitigate the adverse impact of these emergencies and periodically test the contingency 

plans to validate their effectiveness and to train and familiarize the crew. 

 

Verify that: 

❏ Sea Staff emergency response plans and muster lists are current and up-to-date 

❏ Personnel are familiar with their muster stations and assigned duties 

❏ Contingency plans for potential emergency situations are available 

❏ Drills as required as per company’s SMS have been carried out 

❏   Emergency exercises with shore-based emergency response team have been carried out as required by 

the SMS 

❏ Post-drill analysis to identify weaknesses and lessons learned is carried out for continual improvement 

❏ Personnel are able to satisfactorily demonstrate emergency drills 

❏ Emergency contact information of shore-based emergency response team is updated and kept current 

❏ All safety equipment is readily available and adequately maintained 

❏ Fire control plans are up-to-date and current 

❏ Means of escape and access are unobstructed 
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9. Reports & Analyses of Nonconformities, Accidents & Hazardous Occurrences 
 

Accidents, incidents, near misses and nonconformities must be reported and analyzed to determine the 

root cause. Appropriate timely corrective actions must be taken to prevent recurrence. Data collected is to 

be used for trending and continual improve- ment. 

 

Verify that: 

❏ All accidents, incidents, injuries and near misses are being reported 

❏ Accidents, incidents, injuries and near misses are being recorded and investigated to determine the root 

cause 

❏ Timely corrective and preventive action is being taken and records maintained 

❏ Reported accidents and incidents are being closed out in a timely manner after verification of 

effectiveness of action taken 

❏ Follow up action and monitoring by shore-based manage- ment of reported cases and actions taken is 

evident 

❏ Following a PSC detention, corrective action taken by the ship must not be limited to the PSC 

deficiencies. Action has been taken to identify and resolve other similar deficiencies existing on board. 
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10. Maintenance of Ship & Equipment 
 

This element deserves special and focused attention. It addresses areas in the SMS where the highest 

percentage of nonconformities and deficiencies are identified. Nearly 35 percent of all PSC ISM-related 

deficiencies relate to inadequate maintenance. A vast majority of detainable PSC ISM deficiencies (Code 30) 

relate to maintenance of ship and equipment. 

 

Verify that: 

❏ Vessel is clean, tidy and well illuminated 

❏ There is no evidence of excessive corrosion and wastage on exposed decks and fittings 

❏ The ship has a system planned and preventive maintenance system (PPMS) that is ship-specific and 

commensurate with the age of the vessel 

❏ PPMS is up-to-date with minimum overdue maintenance items 

❏ Inspection of vessel is carried out as established in the SMS and identified defects are being dealt with 

❏ All class, statutory certificates are up-to-date 

❏ No unauthorized repairs, additions or alterations have been carried out 

❏ Machinery and hull defects and breakdowns have been reported to the company 

❏ Reported defects are being monitored by the company and timely corrective action is taken to rectify 

them 

❏ There is no excessive accumulation of oil in the bilges 

❏ Air pipes, sounding pipes, ventilators and closing appliances are properly maintained and serviceable 

❏   Life rafts, dingy /davits were well maintained and in good operational condition 

❏ Critical and standby equipment and systems have been identified and routine testing is being carried out 

❏ A sufficient stock of spares and stores is available on board as required by the SMM 

❏ Records of maintenance and test activities are available 
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11. Documentation 
 

All documentation relating to the SMS must be controlled and available at all relevant locations to ensure 

safe and pollution- free operations. 

 

Verify that: 

❏ All code certificates relevant to the ship are available 

❏ Latest revisions of the SMS manuals, procedures and records are readily available at relevant locations 

❏ Latest editions of publications required by flag Administration are available 

❏ Deck, engine, global maritime distress safety system and official log books are maintained and up-to-

date 

❏ The garbage record book is in use on board and kept up-to-date 
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12. Company Verification, Review & Evaluation 
 

Company must ensure that the SMS is effectively implemented and fosters continual improvement through 

a system of internal audits and management reviews. 

 

Verify that: 

❏ Internal audits have been carried out at intervals not exceeding 12 months  

❏ Audit findings are being tracked to closure 

❏ Timely corrective action has been taken to close out audit findings 

❏ Shore-based management is monitoring and providing the necessary support in implementation of 

corrective actions 

❏ Company has developed and implemented a procedure for risk assessments 

❏ Appropriate safeguards have been established against all identified risks to the ship, personnel and the 

environment 

❏ Management reviews to verify the effectiveness of the SMS are being carried out and records are 

available 
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12.1 Review & Evaluation 

It is OYTS Policy that to carry out internal safety audits to evaluate & review the Safety Management 

System (SMS).  The purpose of these audits is to verify the effective functioning of OYTS SMS.    

It is the policy to communicate the results of the reviews to the personnel responsible for the 

relevant area. 

12.1:2 Implementation 

The responsibility of ensuring the audit is completed falls to the Chief Executive.  The process should 

include Shore Based Management, Vessel Skippers and Staff.   The audits will be undertaken by 

appropriate and trained individuals from with OYTS.  

12.1:3 Audit Cycle  

 Start of season – New Issue of SMM 

 Midseason Audit SMS 

 Skippers review –  In season 

 Management review – end of season 

 

Best practice outlines in Guidelines on the application of the IMO International Safety 

Management (ISM) code page 63 

1. Preliminary review 

2. Preparing the audit 

3. Executing the audit 

4. Audit report 

5. Corrective action follow up  
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12.1:4 Audit/Review Flowchart 
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12.1:5 Audit Process  

Audit 

Systematic independent and documented process for obtaining evidence and evaluating it 

objectively to determine the extent to which the audit criteria are fulfilled. 

Inspection 

 A visit on board a ship to check both the validity of the relevant certificates and other documents 

and the overall conditions of the ship its equipment and its crew. 

Reviews 

The evaluation of the SMS including any audits and inspections under taken. 
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12.1:6 Checklist for Vessel Audit 

       

 

     

      

 

 

SMS Vessel Audit  

 

   Name of Ship           

   Ocean Youth Trust Scotland     

   Date of Audit      

   Date of SMS initiation on board the ship     

   Place of Audit     

   Name of Auditor(s)     

         

    Are there any objective evidences showing effective functioning of SMS onboard the ship for a period of at 

least 3 months? (for Initial Audit only) 

    

         



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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1. Shipboard Tour      

1.1 Chart Area      
1.1.1   Are there any inoperable nautical instrument or radio equipment    If Yes, go to 10.11 up to 10.15  

1.1.2   Are updated versions of nautical publications available      

1.1.3   Are maritime safety information received from NAVTEX       

1.1.4   Are nautical charts and Notice to Mariners controlled properly      

1.1.5   Are standing order’s or night order issued regularly by the Skipper/1st mate      

1.2 Accommodation Space      
1.2.1   Are there any crew accommodations left unserviceable    If Yes, go to 10.11 up to 10.15  

1.2.2   Is SOLAS training manual provided      

1.2.3   Are ship's drawings and instruction books controlled properly      

1.2.4   Is a posted placard for garbage disposal understood by crew      

1.2.5   Is watch schedule for watchkeeper posted      

1.2.6   Are medications properly controlled       

1.3 On deck      
1.3.1   Are closing appliances, L.S.A. and F.F.A maintained properly      

1.3.2   Are there any damaged equipment or hull part being left unattended    If Yes, go to 10.11 up to 10.15  

1.3.3   Are there any part which are temporarily repaired    If Yes, go to 10.11 up to 10.15  

1.4 Engine room / Steering Gear      



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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1.4.1   Are there any machinery inoperable    If Yes, go to 10.11 up to 10.15  

1.4.2   Is operating instruction for emergency steering changeover available      

1.5 Interview with during tour through      

1.5.1   
Interview with the rating for, (Skipper:          1st Mate:                 . 

Vol WL:                 . Vol WL:                 .Vol Bosun                   ) 
- - -  

 

1.5.2   
When did he join? (Skipper:             1st Mate:                 .Vol WL:                 .  

Vol WL:                 . Vol Bosun                   ) 
- - -  

 

1.5.3   
Did he undergo familiarisation training just after joining (Skipper:          1st Mate:                 . 

Vol WL:                . Vol WL:                Vol Bosun                   ) 
    

 

1.5.4   
Was essential instruction prior to sailing given to him (Skipper:          1st Mate:                 . 

Vol WL:                . Vol WL:                Vol Bosun                   ) 
    

 

         

1.5.5   
When did he last participate in a muster drill (Skipper:                1st Mate:             .. 

Vol WL:                . Vol WL:                Vol Bosun                   ) 
- - - Refer 8.7 

 

1.5.6   
Does he know his assigned duties in an emergency (Skipper:                1st Mate:             .. 

Vol WL:                . Vol WL:                Vol Bosun                   ) 
    

 



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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1.5.7   

Has he received instructions on how to use M.O.B recovery system (Skipper:                  

1st Mate:                   ..Vol WL:                       . Vol WL:                 

Vol Bosun                   ) 

   

 

1.5.8   

Does he understand what signal is given in the event of emergency (Skipper:                

1st Mate:             Vol WL:                Vol WL:                 

Vol Bosun                   ) 

    

 

1.6 Interview with the Skipper/1st mate      
 Certificates for sea staff     
1.6.1   Is the ship manned in compliance with minimum staffing     

1.6.2   Does each skipper or 1st Mate hold an Appropriate Certificate      

1.6.3   Are original copies of Skipper/1st mate Certificates and Endorsements kept on board the ship     

1.6.4   Are watch leaders forming part of navigational watch duly certificated     

1.6.5   Are all staff assigned to specific duties and responsibilities      

 Log book entry     
1.6.6   Are necessary items entered in the official log book as per requirements     

1.6.7   Are necessary items entered in the ship log book as per the SMS     

 Garbage Record Book     
1.6.8   Are necessary entries made to Garbage Record Book?     

 Providing information to Skipper / 1st Mate’s     
1.6.9   Is an adequate information on safety and pollution prevention given to Skipper / 1st Mate’s by the OYTS     

      
1.6.10   Does the vessel comply with the flag state requirements     

 



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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3. Ocean Youth Trust Scotland responsibilities      
3.1   Is there any evidence showing that the ship is managed by OYTS      
4. SOA (Safety Officer Ashore)      
4.1 Is Skipper / 1st Mate’s familiar with the requirements of OYTS SMS relating section 4          
4.2  Is known by Skipper / 1st Mate’s      
4.3  

 

 

 

Is the role of SOA known by key personnel 

 

 

 

 

     
5. Skipper’s responsibilities and authority      
5.1 Is Skipper’s familiar with the requirements of the OYTS's SMS relating to Section 5      
5.2  How did Skipper’s motivate the crew in the observation of OYTS policy        
5.3  How did Skipper’s  issue appropriate orders and instructions in a clear and simple manner   
5.4  How did Skipper’s  verify that specified requirements have been observed   
5.5  Has Skipper’s  reviewed the SMS and reported its deficiencies to OYTS      
5.6  Is Skipper’s aware of the overriding authority ensured under the OYTS SMS      
5.7  Is Skipper’s aware of the authority to request OYTS’s assistance as may be necessary      
5.8   Has Skipper exercised the overriding authority      
6. Resources and Personnel     
6.1 Is Skipper / 1st Mate’s familiar with the requirements of OYTS's SMS relating to Section 6      
6.2  Have all voluntary staff members received pre-joining training as per the procedures     
6.3  Have on-board trainings and instructions been conducted as per the procedures     
6.4   Have newly joined crew members received the familiarisation training     
6.5   Have on-board trainings and instructions required by the SMS conducted regularly     
6.7  Are SMS related documents given in a language understood by ship's crew     
6.8   Are all crew able to read and understand the SMS manual    If No, go to 6.10 
6.9   Has OYTS established any plan to cope with the case where crew are unable to read and understand the 

manual 

    

6.10   Are crews able to communicate effectively in the execution of their duties     
6.11   Is Skipper’s/ 1st mates SMS awareness on an acceptable level (to be judged at the end of audit)     
7. Key shipboard operations      
7.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 7     
7.2  Have operations during departure been performed as per the procedures     
7.3  Have navigational operations been performed as per the procedures     
7.4  Have arrival operations been performed as per the procedures     
*  Does the safety management system include navigation procedure     
*  Is there a documented procedure to ensure fully corrected charts are in place for the forthcoming voyage     



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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*  Does the SMS provide any provision for the Skipper’s/ 1st mates to conduct navigational audits to ensure officers 

comply with procedures 

    

*  Is chart supply contracted with a recognised chart agent     

*  Are there procedures to ensure effective bridge team management     
7.5  Have pollution prevention operations been performed as per the procedures     
7.6  Have special operations identified been performed as per the procedures     
8. Emergency preparedness      
8.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 8      
8.2  Has the OYTS provided the ship with updated emergency contact list     
8.3  Is Skipper’s/ 1st mates familiar with the procedures to respond emergency situation identified     
8.4  Have drills and exercise for the emergency situations identified been conducted as per the procedures     
8.5   Is radio personnel aware of how to transmit distress alert under GMDSS     
8.6        
8.7   Have mandatory drills been conducted regularly     
8.8 (Has the ship encountered a sea casualty and/or serious human injury since the last periodical audit?    If Yes, go to 8.9 up to 8.11 

8.9  Has OYTS given the Skipper’s/ 1st mate’s necessary support as per the procedures     
8.10  Have the responses and actions been taken by ship as per the procedures     
8.11   Has the SMS been reviewed based on a results of investigation     
*  Ship-based and shore-based contingency plans clearly identify roles, responsibilities and record-keeping procedures.     
*  Emergency procedures include effective calling systems and communication links for alerting the emergency-

response team. 

    

*  Are there documented procedures describing shore-based and shipboard contingency plans     
*  The OYTS provides adequate emergency-response facilities.     
*  Individuals are trained in their designated emergency-response roles.     
*  Lessons learnt from exercises and real incidents are taken into account when updating the emergency-response 

plans. 

    
*  Are stand-ins are included in the planned exercises and drills     
*  Are Stand-ins identified and trained for key positions in the response team     
*  Has OYTS made all the necessary arrangements to use external resources in an emergency     
*  Outside or additional resources are used to provide more realistic drills and exercises.     
 

 

      
       
       
 

 

      
 

 

 

      



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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9. Deficiency control      
9.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 9     
9.2   Were there any reports on NC, accident and hazardous occurrence which were sent ashore     
9.3  Have all NCs, accidents and hazardous occurrences which are to be reported, been sent ashore     
9.4  Has OYTS responded to reported deficiencies     
9.5  Have corrective actions to reported deficiencies been taken 

 

    
10. Maintenance     
10.1 Is the Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 10     
10.2  Has maintenance for ship and equipment been carried out as per the plan established     
10.3  Have maintenance works performed been properly recorded     
10.4  Have specific measures for critical equipment/technical system identified been taken as per the procedures     
10.5   Have weekly tests and inspections for LSA been carried out     
10.6   Have monthly inspections for LSA been carried out using the checklist logbook     
10.7   Have inspections been recorded properly     
10.8   Is there any technical deficiency report which has been sent ashore    If Yes, go to 10.9 up to 10.10 

10.9   Has OYTS responded to reported deficiency     
10.10   Have corrective actions to reported deficiency been taken     
10.11   Have deficiencies found during shipboard tour been identified by any of the crew members already    If Yes, go to 10.12 up to 10.15 

10.12   Have these deficiencies been reported ashore     
10.13   Has OYTS made any response to the reported deficiencies     
10.14   Are these defective items being involved in the ship's maintenance plan established     
10.15   What was the result of the last ship's regular inspection for these defective items 

 

    

 

 

 
 

 

        
 

11. Document control       

11.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 11       

11.2  Are ship’s SMS manuals an updated version    Rev. status:  
11.3  Have revisions of the SMS manuals been properly recorded      
11.4  Have obsolete documents been properly removed      
11.5   Are the SMS manuals available at all relevant locations      



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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11.6   Are modification to the SMS manual being made with regard to best practice     
 

11.7  Have OYTS safety notices and none conformitices information been filed properly and easily identified      

 

 

 

        
12. Internal audit and System review       

12.1 Is Skipper’s/ 1st mates familiar with the requirements of OYTS's SMS relating to Section 12       
12.2  When has the last internal audit been conducted - -    
12.3  Has internal audit been conducted as per the procedures      
12.4  Have internal audit records been kept onboard the ship      
12.5   Have ship’s key staffs been aware of the result of the internal audit 

 

     
12.6   Have non-conformities been raised at the audit      
12.7   Have corrective actions for the non-conformities identified during the internal audit been taken      
12.8  Has OYTS notified the ship of the result of management review      
 

Additional check       

   Is Vessel operations manual available on-board the ship      

   Is a stability booklet and sail plan chart which will enable the Skipper / 1st Mate’s to prevent excessive stress 

in the ship's structure available on-board 

     

   Has OYTS established any objectives and targets covering short and long term issues  

   Has OYTS established any programmes to help them achieve their targets and objectives  

   Has OYTS consolidate information on new legislation that will have an impact on their operation Such as MARPOL Annex VI?  

   Are resources available to handle the in-coming legislation  

   Are there procedures to handle any management of change ( including training and seminar )  



 

  items to be checked Result  Remark 

   Yes No N/A 
If Result is No, details are to be 

specified in the Remark 
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   Has OYTS established any structured risk assessment methodology to identify hazards  

   Has OYTS consider improvement through other certification process such as ISO 14001 and OHSAS 18001 BS8848  
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12.1:7 Skipper Review SMM Check list 

2. Safety & Environmental Protection Policy 

 

A Safety and Environmental Protection (SEP) policy, understood and supported by the sea staff, 

provides strong evidence of overall effective implementation of the company’s SMS. 

Verify that: 

❏  The SEP policy statement is signed off by senior management 

❏  The policy is properly controlled and the latest revision is in use 

❏  Sea staff are able to demonstrate a general awareness of the contents of the SEP policy 

❏ Safety and environmental objectives and targets established in the SMS are consistent with those 

contained in the policy statement 

❏  Onboard procedures and practices support and contribute to the achievement of the objectives 

and targets established by the Trust 

 

3. Company Responsibilities & Authority 

 

The provision of support, allocation of resources and overall commitment of the Trust is vital for the 

effective implementation of the SMS on board the vessel. 

Verify that: 

❏  Responsibility, authority and lines of reporting of key personnel are clearly defined and 

documented 

❏  Sea staff are able to demonstrate an awareness of their duties and responsibilities under the SMS 

❏  Requisitions for supply of stores and spares and requests for repairs are being followed up by the 

shore-based management without undue delay 

❏  There is evidence of follow up action and monitoring by shore-based management over all 

outstanding nonconformities and deficiencies 
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4. Safety Officer Ashore “SOA” 

 

As the custodian of the SMS,  places a special responsibility on the Designated Perosn Ashore “DPA”. 

The nominated person must hold the relevant qualification and experience and demonstrate the 

commitment required by the position. 

Verify that: 

❏  DPAA has direct access to the top management 

❏  Qualification, experience and training of the DPA are in line with beat practice 

❏  Sea Staff is aware of the identity and contact details of the DPA 

❏  There is evidence that the DPA is engaged in monitoring the safety and pollution prevention 

aspects of vessel operations 

 

5. Master’s Responsibility & Authority 

 

Master has the responsibility to ensure that the requirements specified in the company’s SMS are 

being observed. To this end, the Master needs to be completely familiar with the SMS and be given 

the necessary support and overriding authority to take decisions relating to safety and pollution 

prevention. 

 

Verify that: 

❏ Masters are able to demonstrate his/her familiarity with their roles and responsibility under OYTS 

SMS 

❏ SMS contains a clear statement giving the Master overriding authority to take decisions relating 

to safety and pollution prevention and to ask for assistance from the company when needed 

❏ Master is aware where this overriding authority is documented and is able to explain the intent of 

this provision 

❏ Master’s review of the SMS has been carried out as specified in the SMS and that it is effective 

❏ Master’s standing and night orders are current and in accordance with SMS 

❏ Master is verifying that Sea staff are observing the procedures and processes specified in the 

company’s SMS  
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6. Resources & Personnel 

 

The SMS must ensure that all personnel including the Sea staff are competent, properly qualified, 

medically fit and given the proper training and familiarization to safely and efficiently perform their 

assigned responsibilities. 

Verify that: 

❏ Sea staff on board meet or exceed the minimum safe manning criteria established by the flag 

Administration 

❏ Skippers and 1st Mates hold valid certificates and endorsements 

❏ All safety critical sea staff hold valid medical fitness certificates 

❏ Master is fully conversant with the company’s SMS 

❏ Safety induction, shipboard familiarization and safety training of crew have been carried out as 

per SMS 

❏ Sea staff members are able to effectively communicate as a team in the execution of their duties 

❏ Sea staff are able to demonstrate their familiarity with the SMS commensurate to their role and 

responsibility 

❏ Watch leaders/Bosons are familiar with relevant Rules and regulations covered by the SMS 

❏ Watch keeping schedules have been established and a record of hours of rest is being maintained  
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7. Shipboard Operations 

 

Key shipboard operations that can affect safety and pollution prevention must be backed by 

documented procedures with responsibility assigned to qualified personnel. 

Verify that: 

❏ SMS contains documented procedures for key shipboard operations 

❏ Role and responsibility have been clearly assigned to qualified personnel who are able to 

demonstrate their familiarity with assigned tasks 

❏ Voyage passage planning is carried out from berth to berth 

❏ Navigational charts and publications for the intended passage are available on board and have 

been updated to the latest notices to mariners 

❏ Stability and sail plan Guidance for different weather conditions on the voyage are being carried 

out 

❏ Bridge and engine room checklists (arrival, departure, testing controls,) are being followed 

❏ Tric cards (entry into enclosed spaces, working aloft,) procedures are being complied with 

❏ Suitable personnel protective equipment is being used by all on board 

❏ Bunker and fuel transfer procedures are complied with 

❏ Waste management is properly implemented 

❏ A safe means of embarkation and disembarkation is available 

❏ An efficient harbour watch is maintained and access to the vessel is controlled 
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8. Emergency Preparedness 

 

The company should identify all potential emergency situations that can affect its fleet, develop 

contingency plan to mitigate the adverse impact of these emergencies and periodically test the 

contingency plans to validate their effectiveness and to train and familiarize the crew. 

 

Verify that: 

❏ Sea Staff emergency response plans and crew lists are current and up-to-date 

❏ Personnel are familiar with their muster stations and assigned duties 

❏ Contingency plans for potential emergency situations are available 

❏ Drills as required as per company’s SMS have been carried out 

❏   Emergency exercises with shore-based emergency response team have been carried out as 

required by the SMS 

❏ Post-drill analysis to identify weaknesses and lessons learned is carried out for continual 

improvement 

❏ Personnel are able to satisfactorily demonstrate emergency drills 

❏ Emergency contact information of shore-based emergency response team is updated and kept 

current (on board in ships papers file) 

❏ All safety equipment is readily available and adequately maintained 

❏ Fire control plans are up-to-date and current 

❏ Means of escape and access are unobstructed 
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9. Reports & Analyses of Nonconformities, Accidents & Hazardous Occurrences 

 

Accidents, incidents, near misses and nonconformities must be reported and analyzed to determine 

the root cause. Appropriate timely corrective actions must be taken to prevent recurrence. Data 

collected is to be used for trending and continual improvement. 

 

Verify that: 

❏ All accidents, incidents, injuries and near misses are being reported 

❏ Accidents, incidents, injuries and near misses are being recorded and investigated to determine 

the root cause 

❏ Timely corrective and preventive action is being taken and records maintained 

❏ Reported accidents and incidents are being closed out in a timely manner after verification of 

effectiveness of action taken 

❏ Follow up action and monitoring by shore-based management of reported cases and actions 

taken is evident 
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10. Maintenance of Ship & Equipment 

 

This element deserves special and focused attention.  

 

Verify that: 

❏ Vessel is clean, tidy and well illuminated 

❏ There is no evidence of excessive corrosion and wastage on exposed decks and fittings 

❏ The ship has a planned and preventive maintenance system (PPMS) that is ship-specific and 

commensurate with the age of the vessel 

❏ PPMS is up-to-date with minimum overdue maintenance items 

❏ Inspection of vessel is carried out as established in the SMS and identified defects are being dealt 

with 

❏ All class, statutory certificates are up-to-date 

❏ No unauthorized repairs, additions or alterations have been carried out 

❏ Machinery and hull defects and breakdowns have been reported to the company 

❏ Reported defects are being monitored by the company and timely corrective action is taken to 

rectify them 

❏ There is no excessive accumulation of oil in the bilges 

❏ Seacocks, ventilators and closing appliances are properly maintained and serviceable 

❏   Life rafts, dingy /davits are well maintained and in good operational condition 

❏ Critical and standby equipment and systems have been identified and routine testing is being 

carried out 

❏ A sufficient stock of spares and stores is available on board as required by the SMM 

❏ Records of maintenance and test activities are available 
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11. Documentation 

 

All documentation relating to the SMS must be controlled and available at all relevant locations to 

ensure safe and pollution- free operations. 

 

Verify that: 

❏ All code certificates relevant to the ship are available (ships papers Red file) 

❏ Latest revisions of the SMS manuals, procedures and records are readily available at relevant 

locations (Safety file 0 Red folder) 

❏ Latest editions of publications required by flag Administration are available 

❏ Deck, and official log books are maintained and up-to-date 

❏ The garbage record book is in use on board and kept up-to-date 
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12. Company Verification, Review & Evaluation 

 

Company must ensure that the SMS is effectively implemented and fosters continual improvement 

through a system of internal audits and management reviews. 

 

Verify that: 

❏ Internal audits have been carried out at intervals not exceeding 12 months  

❏ Audit findings are being tracked to closure 

❏ Timely corrective action has been taken to close out audit findings 

❏ Shore-based management is monitoring and providing the necessary support in implementation 

of corrective actions 

❏ Company has developed and implemented a procedure for risk assessments 

❏ Appropriate safeguards have been established against all identified risks to the ship, all personnel 

and the environment 

❏ Management reviews to verify the effectiveness of the SMS are being carried out and records are 

available 
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12.1:8 Document Management 

The following documents are to be kept on board the vessel and a copy in the office.  

 The Safety Management Manual… Alfa, Charlie, Delta, Eco. 

 All  Safety Notices in the Safety Management Manual update file 0 (red Folder) 

Any Safety Notices and Updates to the Safety management system will be issued to the boat during 

the year, as these are received they should be added to the Safety notice updates file 0. At the end 

of the year an updated Safety Management Manual will be issued to each boat and the safety 

notices updates file should start each season empty. 

A log of changes made to the safety management system is kept.  

File 0 – Safety Notices and SMM updates contains the following: 

o Any new safety notices 

o Any new updates to the SMM 

o Any other safety information related to the safe operation of the vessels 
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