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JY BOLEH STANDARD OPERATING PROCEDURES
All Skippers and Mates working with the Boleh Trust are required to read and confirm in writing annually that they understand and will apply these procedures.  An Email from the Skippers/Mates address stating that he/she has read the Standard Operating Procedures (SOPs) is sufficient evidence of compliance.  Skippers should print themselves a copy of these SOPS, have them available on board, ensure the Mate has read them and use the Annexes as checklists/reminders. 

1.   Purpose. The purpose of these SOPs is to inform Skippers and Mates about factors specific to Boleh Offshore Sailing.  The Skipper of the vessel has a legal responsibility toward the crew, passengers and owners and all other vessels at sea.  They are personally accountable for the safe operation of the vessel at all times, under way and in port, for the duration of the charter.  This responsibility is defined in the Merchant Shipping Act 1975 and the Code of Practice for Small Commercial Vessels under which Boleh operates.  The Skipper also has a Duty of Care in common law towards the crew and passengers. This means that he or she is responsible for their safety and wellbeing even when asleep! There is no compromise to this position.

2.  The safety and wellbeing of yourself, the crew and vessel is the prime concern of the Trust and must be your absolute priority above all.  You as the Skipper have absolute discretion on when and where the vessel sails, taking into account, amongst other things, weather / sea state, ports of refuge, crew strength/stamina and experience, and of course enjoyment of the trip. Every voyage or manoeuvre however small must involve a mental assessment of risk.  If you as Skipper feel there is cause for concern, don’t do it, or bail out. There will never be any pressure to sail if you deem it to be unsafe.
3.  Your duty of care in Boleh will often be towards crew who are very inexperienced and lack specific knowledge of the sailing environment. As Skippers and Mates, we need to anticipate, make those assessments for them, and intervene to protect them in good time.
4.  Qualification and Status of the Crew. All skippers must hold a valid RYA Yachtmaster (Offshore) certificate.  If the vessel is being operated for gain, this must have a current RYA/MCA Commercial Endorsement.  Mates must be a minimum of RYA Day Skipper; charterers may place more restrictive requirements if they wish. Instructors skippering a course may conduct the course without a formally qualified mate but they are to carry out a dynamic Risk Assessment (and record that in the Log) prior to getting underway; they are to assign a suitable crew member as mate, who has been briefed on how to contact the Coastguard, use flares and start the generator and operate the electric motors in the case that the Skipper is incapacitated.  All personnel sailing on a Boleh Charter must be listed in the Ship’s Log and emergency contact lists are to be held onboard and by a responsible member of the chartering organisation ashore, to meet MGN 280 requirements. Even though Boleh sailing is not ‘commercial’ the Trust requires Skippers to operate to the legal and prudent obligations in accordance with MGN 280 and the Blue Code (Article 3.2.1, Articles 13-16 and Annxes 3,5,6,7,8 in particular).  Skippers and Mates are to be conversant with these documents that are available at Gov.UK.  Before undertaking sailing activities all skippers and mates are required to confirm that they have read the following documents:  SOPs, Risk Assessment, Safeguarding Policy.  This confirmation is required annually.
5.  Mate Responsibilities.  The Skipper is to brief the Mate on his/her responsibilities, including his/her role if the Skipper is incapacitated and no longer able to function effectively. This is to be recorded in the Log.   He/she is to liaise with the Mate prior to the start date to establish a rapport and determine the Mate’s knowledge/ability.
6.  Disclosure and Barring Service (DBS).  All Skippers and Mates must have a valid and current DBS check if they will be dealing with children and vulnerable adults.  Where one is not held previously, this will be arranged by the Boleh Trust.  Failure to agree to such a check, or provide a current DBS certificate will disbar individuals from sailing Boleh as Skipper or Mate when children or vulnerable adults are embarked.
7.   Safety Briefing.  The Safety Brief should be preceded by personal introductions in which prior experience, medical conditions, mobility issues/drugs taken should be explored. Drugs taken and some medical conditions may need recording in the Log for reference if a crewmember needs to be a evacuated to hospital. Skippers are to give a safety brief covering at least the MGN 280 Annex 7 topics (see Annex A) plus any information relevant to their crew and the plan for the cruise. The delivery of a safety briefing must be recorded in the Ship’s Log.  Crew should sign the log against their name in the crew list that they have received the safety briefing.  When briefing the Skipper should be aware of the crew’s likely attention span. 
8.  Risk Assessment.  The Boleh Trust has conducted a risk assessment on Boleh’s planned activities and programme.  This is held onboard in the ship’s papers.  Skippers should familiarise themselves with it on first joining the boat and at the start of every season thereafter.  A dynamic risk assessment should be conducted by the Skipper each time he or she embarks on a cruise in Boleh.  This is an important element of the planning of the cruise, with particular regard being given to the capabilities of the crew.  This is to be recorded in the log before sailing.  It is a requirement of our insurers that you provide Henry Middleton with a full crew list before departing including identifying the Skipper and Mate.  This should be emailed to hkwmiddleton@btinternet.com or text’d to 07792527940.
9.  Navigation, Passage Planning and Log Keeping.  It is a legal requirement for Boleh to have a passage plan and log of her movements at all times.  The Skipper is to record a passage plan prior to departure and brief the crew on it.  The plan should reflect the complexity of the intended passage but should always take account of the forecast weather and tides, the strength of the crew and the capabilities of the vessel, local and enroute hazards, local regulations, ports of refuge and working VHF channels.  Pilotage plans should be prepared by the Skipper for all entry to and exit from port.  A book of passage plan proformas has been provided.  This is to be completed daily for day sails or for the whole trip for deliveries/trips that span more than one day.  The logbook is to be contemporaneous and not filled in retrospectively. Entries should include arrival and departure times, an hourly log entry, changes to sail plan or propulsion system, incidents and any information helpful to the Trust or other Skippers in the future.  The log should be completed in ink, not pencil.  Paper charts are to be used for navigation with the Chartplotter used as a back-up.  Skippers are not to rely on AIS for collision avoidance as this can be notoriously inaccurate, depending on the quality of the data inputs to the target ship’s AIS system.  Use it as a situational awareness tool, but obey the IRPCS regulations and guidance, particularly Rules 5-8 (Conduct of Vessels in any state of Visibility and Rule 19 (Conduct of Vessels in Reduced Visibility).

10.  Lifejackets and clipping on.  The Boleh Trust’s policy is that lifejackets are to be worn at all times, unless the Skipper deems it unsafe to do so.  That said, it is mandatory for lifejackets to be worn:

a.  When operating in fog 
b.  There is risk of collision
c.  At night
d.  In heavy weather
e.  When a reef is being put in 

f.  When in a dinghy or tender
g.  If the individual is a non-swimmer
h.  If an individual wishes to 
i.  When ordered to do so by the Skipper

 Jackstays are to be rigged before sailing.  Crew are to be clipped on in heavy weather, at night, when going out of the cockpit in heavy sea states., or when working on the coach roof.
11.   MOB.   Skippers are to conduct a Man Overboard drill at the earliest practical opportunity and log its completion.  The logging of the MOB drill is a requirement of our commercial coding, please ensure you remember to do it. An example of circumstances that would justify delay of this drill would be density of traffic on leaving the departure port, in which case the drill would be postponed until there is sufficient safe water to conduct it. 
12.   Fire.  You are to ensure when taking over the boat that all extinguishers are present, charged and in date for servicing; the fire blankets should be in its stowage.  Smoke detectors (and Carbon Monoxide detectors) are to be tested before sailing.  Ensure all crew are happy with the location and operation of firefighting equipment, escape routes and abandon ship routine. Identify and test the fuel shutoff valve for the generator.

13.   Flooding.  Ensure that you and your crew know the location and use of manual and automatic bilge pumps and location of wooden bungs and mallet.  Explain and ensure the importance of maintaining watertight integrity through keeping hatches and scuttles closed at all times at sea; in heavy weather, skippers should insert the washboards.
14.   Abandon Ship Routine and Grab Bags.  Unless Boleh has an out of control fire or is taking on water quicker than you can empty it, experience has shown, again and again, that your best chances of survival rest with the yacht rather than in a liferaft.  The safety of you and your crew is paramount in the decision-making process.  Send a DSC Distress Alert and a VHF voice MAYDAY.  Ensure all crew are clear on the routine for launching the liferaft and abandonment: launch the liferaft to leeward (unless the vessel is on fire), try to board the liferaft without entering the water.  Place the strongest member in the liferaft first to assist other crew members. Take flares, handheld VHF, first aid kits, fenders or cushions to sit on, warm clothing, bottled water and high energy snacks, knifes, chopping board, torches.  Other than for day sails, you should delegate and record the duties of individuals to perform specific tasks or collect extra kit should you have to abandon ship.  You should remember the sea survival basics: CUT, STREAM, CLOSE and MAINTAIN.  When operating outside the Solent, a Grab Bag should be made up containing as a minimum: Handheld VHF, first aid kit, torch, water, snacks, knife, thermal protective aids, individual medication.  If operating near foreign waters where you may be rescued and taken to another country, include passports and a credit card.  The Grab Bag should be stowed adjacent to the companionway ladder in the safety and rescue kit stowage. 

15.   First Aid.  All volunteer crew should hold an in date RYA First Aid qualification as a minimum.  All crew should know the location of the everyday and Cat C first aid kits.  The use of items from the everyday first aid kit must be logged and (other than for minor cuts and slips) an accident report form provided to the Trust.  The sealed Cat C first aid kit should only be opened after consultation with trained medical personnel ashore via HM Coastguard, or if a suitably qualified medic is part of the crew. 

16.  Going Aloft.  Whilst occasionally necessary, the Trust does not advise going aloft while underway.  If it is necessary to do so, whether alongside or at sea, the Skipper must be on deck controlling the evolution.  The following safety precautions must be taken:

a.  The bosun’s chair, stowed in the port side aft stowages, must be checked and fit for purpose.

b.  Safety harness/lifejacket is to be worn also.

c.  Two lines (Genoa halyards) must be attached, one to the bosun’s chair, the other to the safety harness/lifejacket. A bowline is to be used to attach the lines, NOT the snap shackle.  The shackle should then be attached to the chair or harness so that it does not dangle loose. NEVER go up on one line.
d.  Always have crew members on deck to operate winches and tail lines. Do not leave the person aloft unattended.
e.  Use a bucket to take up tools etc.

f.  Lines on deck must be taken round winches and secured to cleats when working aloft.

g.  No-one to stand directly underneath person working aloft in case something is dropped.
17.  Cooking and Gas.  Boleh has the benefit of 240v supply when the generator is running therefore the electrical appliances can be used at sea.  In addition, she is fitted with a LPG stove to port of the companionway.  The tragic events some years ago of the Joint Services yacht exploding alongside Poole Quay demonstrate the importance of good gas safety.  The supply is to be isolated at night at the bottle as well as in line isolators and checking the hob supply knobs are off.  A gas alarm is fitted and is to be tested before each voyage.  Bottles must always be changed under the Skipper’s supervision. When finished using the gas hob burners, turn off the supply at the in-line isolation valve, then close the knob on the hob.  When cooking at sea ensure that the cook is wearing boots and foul weather trousers and in heavy weather the safety strap is used also.  The guidance on the “Food Hygiene Top Tips” card above the refrigerator is to be followed.
18.  Hypothermia, Heatstroke, Sunburn and Sea Sickness.  Skippers must ensure that the crew are properly dressed for the prevailing conditions. Ensure that in cold and wet conditions all crew are kept active and involved.  Ensure hot drinks and snacks are provided regularly.  If a crew member starts to exhibit symptoms of hypothermia, get them below, place them inside a thermal protective aid (TPA) or sleeping bag, provide warm drinks; if necessary have another crew member cuddle them to provide additional warmth (passive re-warming), monitor their condition regularly.  Active re-warming (warm showers/immersion) is not to be undertaken unless specialist medical assistance is at hand.  If necessary seek medical guidance.  In hot weather ensure that adequate protection is worn, sunglasses, hat and sunscreen. Ensure that sufficient fluids are drunk.  If a crew member is seasick, get them steering the boat to provide distraction.  Ensure that they are clipped on.  If they are chronically sick get them below and lie them down in a secure bunk and keep them warm. Ensure that they drink sufficiently to replace lost fluids.  
19.  Slips and Trips.  The majority of accidents onboard will be slips and trips. Check that the crew have adequate footwear and are briefed on moving around the boat safely, particularly in wet and icy conditions. When moving along the decks, all crew are to do so on the windward side when the yacht is heeled. Crew should never leap the gap when disembarking, particularly when approaching a berth to moor up.
20.  Sail Plan.  Boleh’s sail plan is detailed at Annex F and in the technical guide. Care should be taken that she is not over canvassed for the APPARENT wind, particularly when proceeding comfortably downwind and then hardening up into wind.  The key is not to overstress the gunter yard in particular.  She is an old lady and should be treated accordingly.  Reef early and keep safe – when you first think “Should I reef?” the answer is invariably “Yes”.  Should you have difficulty with the gunter yard, the priority will be to lower the main sail as quickly as is safe and stabilise the rig – dump and lash!  Call for technical advice.
21.   Boom, Mainsheet and Gybes.  Crew must be made aware early on of being in the path of the Mainsheet “falls” and boom. This is particularly important in Boleh given her rig design, the height of the boom and mainsheets being rigged from the aft of the cockpit. Be aware of the risk to crew sitting in the cockpit or proceeding forward should an uncontrolled gybe be allowed to occur.  If sailing deeper 120 degrees off the wind, a preventer is always to be rigged. There is a permanent line attached to the underside of the boom and adequate cordage onboard to achieve this.  Sailing directly downwind is not always desirable, a higher VMG can often be achieved by broad reaching and can be easier on the nerves!

22.  Line Handling.  Incorrect handling of mooring lines, anchor lines and sheets/halyards is also a major cause of injuries.  Care should be taken to brief the crew on correct procedures to avoid rope burns and crush injuries.  Ensure that they understand the principles of mechanical advantage by taking a turn around a cleat or a winch.  Brief on the importance of keeping fingers and toes clear of fast running lines and chains under load.
23.  Manoeuvrability under Engines.  Boleh has a traditional long keel hullform and as such there is a great deal of lateral resistance when trying to manoeuvre in close quarters, especially astern.  The effects of prop walk are mitigated by her twin propeller system, which allows an unprecedented amount of control for a vessel of this type.  But she does weigh nearly 18 tonnes!  Therefore, when berthing or manoeuvring in close quarters, allow time for the motors to have effect and use the outboard of the two motors to push you round, balanced if required, by the inboard motor going astern.  Use the tiller to assist if required.  Sensible use of bridles, slip lines and lassoes can assist greatly in ensuring a safe and controlled coming alongside or departure from a berth, particularly in gusty conditions.  Take the opportunities to practice in benign and unconstrained waters until you are familiar with how she reacts.  She does not turn well across the tide and sufficient room to leeward is required to ensure you do not endanger her or other craft.  In these circumstances, use of the inboard motor astern tends to hinder the turn, keep it running ahead slowly to maintain wash over the rudder, using bursts astern to tighten or shorted the turn if required.  Driving the bows up into the wind, particularly from a stationary position, can be the manoeuvre that catches you out.  Plenty of revs on the outboard motor will be required to drive the bows up to windward.  In short seas, the blunt entry of her bows can lead to loss of momentum, this is more noticeable when under sail.  In winds of Force 5 and above her windage at the mast and high sterncastle can make turns slow and very wide, bursts of ahead/astern rather than constant high power will ensure that engines do not overheat at critical moments.  Her low hull speed will not assist entry / exit form Portsmouth (or other high tidal flow ports) in the middle of the tide.  Careful tidal planning will ensure that you can get in / out in good order.
24.  Anchoring.  Boleh is fitted with a heavy bower anchor (Claw type) and 50m of 10mm chain and 50m of cordage anchor rode.  The windlass has a trip switch in the cabin on the Starboard forward side, ahead of the galley.  This should be tripped “off” unless the windlass is about to be used.  The generator should always be running when using the windlass so as to avoid excessive drain on the batteries.  Adjacent to the trip switch is the Bluetooth remote control and anchor snubber.  Be aware that the remote control does have a slight delay and can overrun slightly if pressed for slightly too long.  There is also a remote windlass control button in the cockpit adjacent to the engine controls.  The anchor ball is in the port aft stowage, beside the mate’s bunk.  The snubber has been sized to go over the centreline cleat, 3 times around the windlass drum, over the bow roller and almost to the waterline.  It will reduce snatching on the anchor cable if at anchor for any length of time.  Use the cable locking box to secure the cable; ensure the bow board is removed before preparing the anchor; Do not leave the anchor hard up (bar taught) against the windlass.  Use the locking box and give a small amount of slack.  If concerned about the security of the anchor or cable, lash it (cable hitch) to an outboard or centreline cleat to back up the permanent securing arrangements.
25.  Leaving Boleh Unattended or at Anchor.  When Boleh is left unattended at anchor, this must only be in benign conditions and the utmost care must be taken to ensure she does not drag her anchor.  Sufficient scope of anchor chain must be laid out with due regard to her swinging with changes to the wind and tide and the proximity of other vessels and hazards.  UNDER NO CIRCUMSTANCES should Boleh be left unattended at anchor in winds or imminent forecast winds expected over Force 4.  If using an alongside berth or mooring that is normally occupied by another vessel, the Skipper must remain onboard.  When moored to a pontoon or wall, sufficient lines, including fore and aft springs must be set.  Consideration should be given to tidal rise and fall during the period of stay.  When rafted to another vessel, shore lines must always be used.

26.  Daily Rig Checks.  Skippers are expected to undertake a daily inspection of the yachts rig.  This should include a once over of split pins, guardrails, blocks, standing and running rigging.  Any issues identified should be dealt with using the onboard equipment and spares, or assistance requested.  You are expected to carry out routine running maintenance as called for, such as re-whipping the ends of rope, replacement of damaged or faulty blocks, shackles etc.  Anything that you identify but have not been able to address is to be included in the defect log and the end of cruise report.

27.  Mooring and Berthing.  In order to avoid bringing the Boleh Trust into disrepute, Skippers should contact the marina by radio or telephone if they are likely to be unable to settle berthing fees, due to departure out of office hours. Where crew members have limited mobility or are likely to have difficulty accessing shore facilities, the Skipper should consider calling ahead to secure a berth close to wash room facilities. Some marinas offer discounts to charitable and sail training vessels.  Please note guidance on how she is to be moored alongside at Appendix 1 to Annex G.  FOLLOW THESE GUIDELINES.  Potential berthing discounts for charities are listed at Annex L.

28. When leaving Boleh on swinging moorings, Skippers must be mindful of the quality and maintenance of the mooring and ensure that the mooring lines are not chaffed or rotted and will provide sufficient holding capacity to ensure her safety.  Measures to reduce chafe of mooring lines and spread the load amongst several securing points should be considered before departing the vessel.  When securing to a mooring buoy for any length of time (E.G. longer than just for lunch) a doubled bridle should always be used.  Contacting the Harbour master to ascertain the maximum tonnage of a mooring is always a prudent and seamanlike thing to do.
29.  Diesel Generator.  The daily maintenance checks are to be carried out and included in the log.  See the Technical section of the Operator’s Manual for details.  Having had significant (and very expensive) damage to the generator alternator in 2018, it is essential that the daily engine checks are comprehensive and not cursory, particularly with regards to coolant or salt water leaks.
30.  Fuel and Gas.  Regular checks are to be carried out on these vital resources.  The fuel tank level should not be allowed to fall below 50% in normal circumstances.  The emergency reserve cans must be kept full at all times other than in an emergency.  At least 1 full gas bottle should be held onboard before leaving any harbour. 
31.  Water.  Water tank levels are to be checked and topped up before departing on charter and before leaving the vessel at the end of the charter.  Emergency bottled water is stowed adjacent to the skipper’s berth, additional bottled water is under the forward V berth.
32.  Communication.
Boleh is fitted with a fixed DSC VHF marine radio and a handheld VHF.  These as well as the Cat 1 EPIRB and AIS are included on the Ship’s Radio Licence which is included in the skipper’s paperwork.  Skippers should monitor VHF Ch 16 at all times as well as the local coastguard safety channel or VTS/Harbourmaster channel.  The Boleh Trust has the vessel’s details logged with the Coastguards on a Form CG 66.  The default tracking/reporting of the whereabouts of Boleh is the MCA Safety Traffic system, the use of RYA SafeTrx is recommended.  Skippers should carry a fully charged mobile phone and ensure it is switched on.  Skippers should give a verbal de-brief at the end of charter by telephone to George Middleton or in person when the vessel is back on its berth to the Bosun or nominated Trustee representative.
33.  Area of Operation.   Unless otherwise arranged, Boleh operations are confined to inshore areas on the South Coast.  If additional insurance is arranged, the limits are the sea area bounded by Falmouth and Ushant to the west and Dungeness and Fecamp to the east. In addition Skippers should check and apply relevant limitations in the yacht’s MCA/RYA RCD Coding:
BOLEH is certified as a small commercial sailing vessel under the Maritime and Coastguard Agency Marine Guidance Note ‘MGN 280(M) – The Safe Operation of Small Commercial Vessels in Commercial Use for Sport or Pleasure’.  BOLEH has dual certification and can operate either:
As a Category 2 vessel carrying up to 8 persons up to 60 miles from a safe haven;
Or
As a Category 4 vessel carrying up to 10 persons up to 20 miles from a safe haven in good weather and during the hours of daylight.
34.   Customs and Immigration Arrangements.  Skippers must comply with current customs arrangements as detailed in Customs Pamphlet 8. In particular, if going abroad, all crew must be in possession of an in-date passport and valid visas if applicable.  These are to be held by the skipper in a grab bag as part of the ship’s papers.  Be prepared to be boarded by customs and immigration staff and provide all relevant and required paperwork, particularly if operating in French Territorial Seas.  Courtesy flags and flag Q are to be flown as appropriate.
35.   Documentation.  Boleh will carry a copy of the Small Commercial Vessel Certificate, Insurance Papers, Ship’s Radio Licence and Ship’s registration.  Skippers and Mates must carry their Yachtmaster and Day Skipper qualifications and, if proceeding abroad, their International Certificate of Competence (ICC), and VHF Licence to Operate.  If proceeding abroad all crew require their passports to be held be the Skipper as part of the vessel’s papers. Relevant visas must be obtained for non-EU citizens if proceeding to Continental ports.
36.  Skippers and Alcohol/Drugs.  By international agreement (STCW Convention 2010), the limits for seafarers for alcohol measurement have been lowered to: mg/100ml of breath: 25; blood: 50; urine: 67, which are more stringent than the UK drink drive limits (35/80/106 respectively).  Skippers and Mates of Boleh must therefore be circumspect in their consumption of alcohol, with due regard that they are responsible at all times for the safety of the vessel and its crew and mindful that they could remain above the legal limit the morning after a run ashore.  Prescription drugs that impair judgement or capacity are not compatible with the responsibilities of Skipper or Mate, in short, if the medication warns of the dangers of operating machinery or vehicles it is not compatible with these roles.  Illegal narcotics are never to be brought onboard, consumed or in the crew’s systems when onboard.  Consult the nominated emergency contact for advice and guidance should they be found or consumption expected.  The assumption should be to land the crewmember at the earliest safe opportunity.
37.  Financial Arrangements.  In general, financial arrangements are as set out below and varied only by prior agreement:

a.   Trust Operating Expenses.  The Boleh Trust will reimburse the Skipper for any costs arising from routine maintenance, fuelling or harbour dues when delivering or pre-positioning the yacht, or for Boleh staff training days.  Skippers are to keep receipts and keep a record of expenditure.  An example account is at Annex K, the account is included in the end of cruise report (Annex H) for freehand filling in.
b. Charterers will be responsible for victualling the vessel, harbour dues and refuelling it prior to return to its home berth (permanent or temporary) and any damage caused by negligence.
c.  Cruise Running Expenses.  The Charterer is responsible for keeping a yacht kitty for running expenses, supported by the relevant receipts.  It is advised that crew members on Cruises, Courses and Races (but not Day Sails) contribute £10 per day to a yacht kitty, in cash on embarkation, to cover running costs such as victuals, harbour fees and fuel.  The Charterer will refund any unspent funds at the end of the cruise.  A proposed record of expenditure account is at Annex K. 
d.   Other Expenses.  Boleh Trust crew may claim agreed and reasonable expenses associated with travel to pick up or return Boleh to her home base.  The Treasurer will refund exceptional out of pocket expenses, where these have not occurred through negligence; for example, a shackle that breaks would be a legitimate claim, but binoculars dropped overboard would be negligence.


e.  Insurance. The Boleh Trust provides third party liability insurance for its Skipper and Mate volunteers but not for the clients. Charterers should encourage clients to take out travel insurance, which specifically covers yachting if going abroad.
38.   Reporting Incident and Accidents.
Skippers should note the appropriate actions to be taken according to the major or minor nature of an incident in accordance with the Merchant Shipping Accident and Reporting Regulations (http://www.legislation.gov.uk/uksi/2012/1743/made) and the MAIB’s Accident Report Form (https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/494276/AccidentReportForm-ElectronicFormV2.pdf).
a.  As Skipper you will need to use your judgement as to whether an incident or accident is major or minor.  In a major incident you may have to attend to injured personnel and a severely damaged boat; you will need to make some quick decisions as to your priorities. 
The Sequence of actions is at the Emergency Action Plan flowchart at Annex C. In the case of a major incident, you should not hesitate to request the assistance of the emergency services before considering contacting the Trust’s incident contacts Halcyon Yacht Services on:

Pete Green - 07966 537992

Ops Manager - Phil Wood 07585 667686

Email (Pete and Minka) - enquiries@halcyonyachts.com
b.  Major Incidents. A Major Incident is an event where there is loss of life, a serious injury or substantial damage to property and/or the environment, for example: an incident leading to a fatality, a serious injury; a situation presenting a serious risk to Boleh Trust reputation/brand; major damage to vessels afloat or property ashore; serious illness of a crew member; any adverse situation in which the Media may become involved. The Skipper’s first priority is the immediate safety and wellbeing of the crew, and he/she should contact the relevant emergency services if required using numbers in the Emergency Action Plan at ANNEX C. Skippers should consult the Boleh Trust emergency contact numbers 07966 537992 or 07585 667686  for advice and direction immediately the appropriate emergency action is complete.  Once the incident is concluded, prepare the incident report at Annex D.
c. Grounding. Record all groundings in the Log. Unless they are confined to touching when stationary, they should be reported using the incident report at Annex D. Failure to report an occurrence could put future crews at an avoidable risk.

d. Collisions and Near Collisions. Any near or actual collisions that could result in potential damage to Boleh or another vessel should be recorded in the Log and reported, using the incident report at Annex D. 

e. Near Incidents/Misses. The purpose of reporting near incidents is to inform the Risk Assessment process and to avoid subsequent repetition. Please record them for the benefit and learning of all at Annex D.
39.  Care and Empowerment of Disabled Crew.   Skippers should apply the Care and Empowerment of Disabled Crew guidance at Annex I.
40.  Mental Health First Aid .   Depending on the organisation chartering Boleh, some of your crew members may suffer from Post Traumatic Stress and other mental health conditions.  It is possible that occasionally crew will suffer some sort of incident and the Skipper may find Annex J to be helpful.
41.  Environmental Protection.   Boleh has both greyn and black water holding tanks. Though they are not very large, please use them alongside in harbour and close inshore.  Under MARPOL, the regulations governing marine pollution, Skippers are liable to prevent unlawful discharge of effluent, toxic waste or non-bio-degradable material and comply with local byelaws. Enforcement varies according to local environmental sensitivities. For example; Chichester Harbour authorities are known to be very strict, others less so. As a general guide-line; crews should not use the yacht heads when shore facilities are available alongside, holding tanks should not be emptied less than 3 miles offshore and never in harbours. If crew members are likely to be at risk when trying to use marina  facilities in the night, skippers should assess the need for them to be escorted.

42.  Smoking.   Smoking is not permitted below decks on Boleh.  It is at the Skipper’s discretion as to whether smoking on deck is advisable. Welfare of non-smokers and care of topsides woodwork are to be considered.
43.  Handover/TakeOver.   The Skipper should takeover and handover the yacht on completion using the checklists at Annex G. The Check In proforma at Annex G is provided to assist you in ensuring that Boleh is left in a safe, secure, clean and orderly state.
44.  Cruise/Course Report. After a Cruise/Course/Race, the Skipper is asked to submit a report to the Boleh Trust, in the format at Annex H. This covers: personnel on board, a summary of days and miles sailed, sailing conditions and ports visited, including embedded photographs where possible.  Edited versions of these reports help illuminate the Trust’s activities on its website.  Where photographs are taken, the Skipper should seek verbal agreement from the subject(s) to use them on the website.
THANK YOU FOR SUPPORTING THE BOLEH TRUST AND GOOD SAILING!
 List of Annexes:

A.  Safety Brief

B.  Detailed MOB Guidance 
C.  Incident Response Plan  
D.  Boleh Trust Incident / Accident Report Form

E.  Generator and Electric Systems

F.  Sail setting and Sail Plan

G. Takeover and Handover 
Appendix 1 – Berthing guidance

H. Skipper’s Report
I.  Guidelines on Care and Empowerment of Disabled Crew
J. Mental Health First Aid 
K. Example Accounts Record
L.  Stowage Plan

M.  Potential berthing discounts for charities
ANNEX A TO SOPS
SAFETY BRIEF

After introductions covering experience, objectives and any mobility/medical issues cover the following topics

1. Below Decks
General



Low deckheads – sore head risk!

Handholds – precautions using companionway steps
Tidiness and stowage to avoid obstructions, breakages and clutter
No cups, personal belongings or junk on chart table



Electrical panel and key switches
Gas.  











Heavier than air - Risk of explosion. 
Use of cooker - lighting and turning off procedure to avoid gas in pipe. Gas bottle location and valve - Gas taps  - Gas Alarm.

Actions in event of alarm or smell of gas

Fire prevention, Firefighting
Fire blanket and fire extinguishers methods of operation. 

Smoke alarms

No chip pans.

Actions to take in the event of fire – Continuous aggressive attack 

Disabled clients on deck ASAP
Lifejackets and Harness
Fit every crewmember and show the number on the lifejacket
Check lifejacket has not been inflated - green tag – manual inflation

Lifejacket to be worn at all times unless Skippers states otherwise
Brief whether disabled crew should wear lifejackets on pontoon
Attach harness – go on deck – point out jackstay and u-bolts
Never rigging or guardrails 
First Aid

First Aid Boxes - Location of both the Cat C and day to day first aid kits under the port midships bunk.
Use of everyday box for minor incidents and Cat C for emergency only under instruction of a medic.
DSC/VHF, Handheld Radio and EPIRB

Skippers approval needed. Switch on, adjust squelch, volume, changing channels
Press to transmit button, Distress Alerting and Mayday

Location and use of EPIRB

Flares










Stowage location, use and precautions.   

Galley










Precautions - Foulie bottoms/boots when cooking at sea
2 x fire blankets, 1 fwd, 1 aft (by gas hob)

Galley strap and handholds

 Clean spillages ASAP - Fill cups in sink - not full
Heads











Operation of heads demonstration – function of seacocks including holding tank


Precautions to avoid blockages - Use of seacocks if flooding
Use of marina facilites when alongside
2. On deck


Precautions










ONE HAND FOR SELF AND ONE FOR THE BOAT
Danger of boom and gybe and main sheets
Go forward on windward side

Care of expensive equipment eg binoculars, winch handles etc

MOB Heaving line, Jon Buoy (the inflatable danbuoy), Lifebelt, Horseshoe Buoy and lights; location and use of all.
Liferaft
Location and release – weighs 65 kg or more – 2 person lift

Painter attached. When and how to launch
How to turn over if inverted and how to board
Explain Abandon Ship drill 







Lifejackets on over warm clothing

Send Distress Message and MAYDAY
Grab bag, flares, handheld VHF, EPIRB to cockpit, water, food, additional clothing
Generator and Electric Drive






Battery/shorepower considerations – Use of battery switches
Starting/stopping procedure.
Demonstrate gear throttle levers and neutral position
Ventilation – mushroom vents open
Boat Alarms

Smoke alarms
Carbon Monoxide Alarm

Gas Alarm

Bilge Alarm

Electric Motor overheat

Winches and Deck Gear
Precautions to avoid injury and damage using winches – 3 turns on
Avoidance of riding turns -  Keep lines tidy
How to feed out (surge) a sheet and how to release sheet when tacking  
Ensure winch handle fully engaged and stowed after use
Clutches and running gear








Reefing gear and Main halyard and Furling line
Anchor procedure
Running booms
MOB Recovery      









Briely describe MOB recovery but a demo will follow  (See Annex B)
SHOUT

Key action - SHOUT LOUDLY
POINT
Key action – EVERYONE POINTS at MOB until told otherwise

STOP

Helmsman – STOP THE YACHT immediately – Heave To
FLOAT
Skipper/Mate take control - Throw floating buoyancy aids and position markers.  Prepare recovery and first aid gear.
In order that individuals who may have no knowledge of the sea and the effects of cold water shock this must be included in the safety briefing.  Evidence shows that those who have been briefed on the immediate effects of immersion in cold water, and the fact that they will pass, have a significantly better chance of surviving this traumatic first phase when lost overboard.  See Annex B.
ANNEX B to SOPS
ACTION ON MAN OVERBOARD

IMMEDIATE ACTIONS:


Shout. Point. Stop. Float.

1. IMMEDIATE ACTION BY HELMSMAN.

a. Shout "MAN OVERBOARD".

b. ”Heave to” immediately (crash tack) by tacking the boat, leaving foresail sheets as they are and backing the jib (wind on the wrong side) and steering the bows in the opposite direction the wind wants to push it.  Sheet in main hard as go through the tack.

2.  IMMEDIATE ACTIONS BY SKIPPER / WATCH LEADER
a. Throw the lifebuoy with light and the Danbuoy in the direction of the casualty.  Consider whether the casualty is within throwing line range, if so, use it and recover casualty.

b. Detail the FIRST person available to maintain a watch on the casualty AND DO NOTHING ELSE.

c. Press MOB button on Chartplotter until alarm sounds and MOB marker is displayed on screen.
d. Check for lines over the side.

e. Ensure motors are ready for use. Start generator.

f. Order DSC distress message to be sent and MAYDAY made on Ch16, High Power.

3. IMMEDIATE ACTION BY REST OF CREW.

a. EVERYONE shouts “Man Overboard!” including those off watch below etc.

b. EVERYONE points until one person is nominated to keep watch on the casualty.  

c. Press MOB button on chartplotter when ordered until alarm sounds and MOB marker is displayed on screen.

d. All below, on deck AT ONCE donning lifejackets as you go.  At night – bring torches and searchlights on deck immediately.

e. Assist helmsman/watch leader with deploying MOB lifebuoys, danbuoy and throwing line.
f. Nominated individual sends distress message (DSC) and then a Mayday call. Ch 16. High Power.

g. Ready MOB recovery equipment.
4.  SKIPPER – SUBSEQUENT ACTIONS
IF CASUALTY OUT OF THROWING LINE RANGE WHEN HOVE TO:  

a. Carry out the following procedure in order to be able to return to the casualty under sail or power.  ALWAYS attempt recovery of the casualty using power if it is available.

b. Tack the foresail onto correct side. Lower and secure foresail if not required to return to casualty.

c. Check wind direction and start to motor away on a broad reach.  Aim to get downwind of the MOB by 5 – 6 boat lengths.

d. Organise the crew. Have a line ready with a bowline or a lasso that can be dropped over the MOB’s head and shoulders.  Have spare lifelines, boathook and throwing line to hand to assist in securing the MOB to boat.

e. Prepare MOB recovery equipment – block and tackle attached to spare halyard; small foresail ready for deployment over side;  Genoa sheet deployed over side in a loop and attached to a winch (if casualty can help themselves).  If casualty is very large or has physical difficulties, consider launching tender as a recovery platform.

f. Once downwind of the casualty, turn, and approach upwind toward them on a close reach.  If under motors, de-power Mainsail. If sailing to MOB, sheet on/off to approach MOB at reasonable speed (beware leeway).

g. As you get close. approach with the casualty on the leeward side. 

h. Pick the casualty up near midships, not at the bow.  FIRST THING:  ATTACH CASUALTY TO THE VESSEL.

i. Recover the casualty as soon as practicable.  

j. Start First Aid / Aftercare.

k. Tell Coastguard that casualty recovered. Request medical advice.

5. WHAT THE CASUALTY IN THE WATER NEEDS TO DO
a. Pressure on the heart increases rapidly in the first few minutes of immersion. This is called the cold shock reaction. Any extra effort by the casualty, swimming, waving or thrashing about etc. will increase the strain on the heart and make a stroke or heart attack more likely.

b. The casualty should curl up with knees drawn to chest and arms folded over lifejacket.

c. Protect airway by using spray hood or by placing hands over their nose and mouth. The initial reaction in cold water of gasping can cause drowning. Due to the legs acting like a drogue the body naturally sits facing the waves increasing the risk of inhaling seawater.
6. AFTERCARE
a.  If the MOB survives cold shock and drowning then hypothermia is the next danger. This occurs when the body temp falls below 35°C (normal 36.9°C, death normally occurring if it below 24°C). Indicators of hypothermia include slowness of speech, disorientation, slurring of speech and irrational behaviour, unconsciousness.  Treatment should involve gradual re- warming. Do not throw them in a hot shower or a heart attack is likely to follow!  The hypothermic casualty may not display obvious signs of pulse and breathing, CPR at this stage could upset the electric rhythm in the heart. Professional medical advice must be sought immediately and casualty evacuation when in range of shore assistance will inevitably be required.

b.  Secondary Drowning can occur when a casualty has breathed in salt water or spray while awaiting rescue.  Inhaled fluid can act as an irritant inside the lungs; and physiological responses to even small quantities include the extrusion of liquid into the lungs over the following hours, which reduces the ability to exchange oxygen with the blood and can lead to a person "drowning in their own body fluid". The reaction can take place up to 72 hours after a near drowning incident, and may lead to serious medical conditions or death.  Thus, in any MOB situation where there is the possibility that the casualty has inhaled salt water or salt water spray, specialist medical advice is to be sought at the earliest opportunity via the Coastguard.

ANNEX C to Boleh SOPS
EMERGENCY ACTION PLAN



Immediate Actions & Collecting Information Following Incidents

Immediate Actions Aide Memoire

1.
Skipper Immediate actions:

a.  First Aid and damage control

b.  Call Coastguard Ch16         Ring 999   Call harbourmaster

c.  Stabilise the situation – prevent it from getting worse if possible, E.G. anchor  

d.  Before starting motors, check for lines over the side 

e.  Keep log of what occurred, and steps taken subsequently

Once the situation allows, Notify Boleh Trust – They will activate their Major Incident Plan:
a. Chairman or designated Trustee make Press Release if appropriate. Neither the Skipper or Crew should talk to the media.

b. Boleh Trust or Chartering Organisation will inform NoK as appropriate

c.    Usually the Coastguards or Police will have released an initial press report early in the reporting cycle.

2.
Skipper Secondary Actions:

As soon as possible (within 24 hours) the Skipper will make a written report to the Boleh Trust using the incident report form at Annex D.  The report shall include details of:

a. Events leading up to the incident, including statements made by witnesses to the circumstances.

b. The location of the vessel, the weather, sea state and tide conditions prevailing at the time.  The setting of the rig and sails and motors.

c. The detail of the incident itself and injuries/damage.

d. Any first aid or medical treatment given to any injured parties and by whom.

e. Outside assistance received and from whom.

f. Details of any damage control and repairs carried out.

3. 
Follow Up Actions taken by the Boleh Trust:

a.  Inform MAIB if appropriate:   https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/494276/AccidentReportForm-ElectronicFormV2.pdf 

b.  Inform HSE using the relevant RIDDOR report if appropriate. Reporting is done direct online: http://www.hse.gov.uk/riddor/report.htm.
ANNEX D TO SOPS

BOLEH TRUST INCIDENT/ACCIDENT REPORT

	Name of Skipper
	Name of Mate 



	Crew 


	

	Date & Time


	
	

	Course/Speed


	
	Location
	

	Weather inc 

sea state & tidal stream

	

	Tide Time/Ht  

Port:
	HW


	LW
	HW
	LW 



	Description of Incident (include any injuries; damage to own vessel; 

name/type and damage to other vessels)  



	Outcome


	Signature 

Date



	Witnesses Details
	Name
	Contact details

	
	
	

	
	
	

	
	
	

	
	
	

	Other Parties Involved
	Name
	Contact details

	
	
	

	Their Insurance Details
	Company
	Policy Number

	
	
	

	Other Parties Involved
	Name
	Contact details

	
	
	

	Their Insurance Details
	Company
	Policy Number

	
	
	

	Any other information:


ANNEX E to SOPS
Generator and Electrical Systems

Generator
1. Before Starting.
Open the Generator housing, remember to use both safety strops to hold up the table top.

a. Check fuel, oil and fresh water cooling tank as for action on boarding in the Technical Section.
b. Check electrical connections for wear/damage.
c. Conduct a thorough check for leaks.
d. Check diesel belt tension.
e. Fuel tank gauge is above the chart table.
2. To Start the Generator.
Using the generator control panel sited above the chart table: Press and release the RED button to reset all shutdown actions.

Press and release the GREEN button to activate the pre-heat (Pre heat LED pulsing).

When the pre-heat LED has extinguished, press and hold the GREEN button to crank the engine. Release the button when the engine ‘fires’.
If the engine fails to start after pressing the GREEN button for 10 seconds release the button. Wait for 10 seconds then press and hold the GREEN button again.

If the engine fails to start after 3 attempts, press the RED button to power down the module and consult the engine Operator’s Maintenance Manual.

Move the switch on the AC selector box under the chart table from Shore Supply to Generator. A red light will come on and the generator is now supplying AC power to the AC switchboard.
Charge the motor batteries by selecting both the chargers to “On”.  Always start the generator with these in the “Off” position.
If the generator battery is discharged you can jump start from the main battery bank.  See guidance at page 23 of the Technical Section.

3. To Stop the Generator
On the generator control panel sited above the chart table: Press and hold the RED button until the engine stops.
Turn off motor battery chargers.
If changing to shore supply, first check the shore supply cable is plugged in and the red indicator shows the supply is available. Then turn the changeover switch to shore supply and stop the generator as above.
4. Electric Motor Operation 
Levers in neutral position. Switch on key switch. Log entry.  Cooling fans will start when ignition is switched on.
Port lever is port motor, starboard lever is starboard motor. Lever in centre is neutral (detent position).  Lever forward is ahead. Lever aft is astern.
5. To stop.
a. Gear levers to neutral position and turn off key.  If motors have been running hot/hard, consider keeping key in “on” position to allow the cooling motors to keep running for 5 mins.
b. Make entry in log book.
6. Fuel and Oil, Coolant
a. Specifications for both are given in the generator maker’s handbook held onboard.

b. Fuel tank filler is just forward of the cockpit on the starboard side.

c. Spare generator oil and coolant are located in the engine spares locker underneath the skipper’s berth.
7. Generator fuel consumption at running speed is approx 5.8 litres per hour at full load.

If in doubt consult appropriate handbook or manual stored in the laptop bag alongside the Skipper’s berth.  Don't attempt any major dissection of the engine.
ELECTRICS AND LIGHTS
1. Main Controls
a. Main AC breakers are below the chart table and labelled.

b. DC circuit breakers are at the back of the chart table and labelled.
2. Navigation/Deck Working Lights
Navigation light and deck light breakers are at the back of the chart table.
3. Cabin lights
12v breakers on main electrical panel. Turn off cabin lights during the day.

4. General Points
a. Electrical tools and spares are kept in the Aft lockers.  
b. Check both main battery and generator battery state of charge regularly.
c. Batteries are sealed and require no maintenance except to keep the terminals clean, tight and the protective boots in place.
ANNEX F TO SOPS

SAIL SETTING NOTES
1. Storm sails. See Emergency gear
2. Preventer – A fixed preventer is attached to the boom and can be unhooked quickly and easily.  It should be attached to a mooring rope, which is led forward, through a hawse pipe and secured either to a cleat on the foredeck or brought back to a genoa sheet winch.
3. Mainsail
a. Set up topping lifts, ease kicking strap, reefs (if required), main sheet.

b. Hoist peak of mainsail with rope halyard on port side and secure ring on hook at bottom of gunter mast.
c. Hoist yard on worm gear winch and be mindful of luff tension and luff lacing.
d. Ease topping lifts, set mainsheet and kicking strap.  Tension windward running backstay as required.
4. Reefing
a. Reefing of the cruising mainsail is carried out using a conventional slab reef system.  2 reefs.
b. Topping lifts on.  Lower luff to cringle and hook on to boom horn at gooseneck using the yard winch.  Tension appropriately.
c. Tighten appropriate leach reefing line on the cleats on the boom itself.
5. Genoa and Jib
a. These are set in the conventional way by hanking the luff on to one of the twin forestays.
b. The tack is shackled to a short wire strop on the stemhead fitting.
c. Raise sail with the matching halyard and winch on the main winch pedestal and cleat off.
d. Sheet through deck block to the sheet winches port and starboard via the bulls-eye.
6. Running Booms
DO NOT STORE THE BOOMS IN A VERTICAL POSITION UP THE MAST – IT RESULTS IN DAMAGE TO THE FITTINGS AT THE FORWARD END AND TO THE MAST FITTINGS.  If you feel that the booms will interfere with planned activity, consider secure storage ashore or securing them at deck level.
a. Attach fore and aft guys to boom outer end and lead to forward and aft mooring ports, secure to an adjacent mooring cleat.
b. Attach boom lift (permanently rigged on masts) to outboard end.
c. Reeve headsail sheet through running boom block and back to cockpit sheet winch via the bulls-eye. Set sliding block position for optimum sheeting angle.
d. Adjust height of the inboard end of the running boom on the mast track as required.

e. Using the boom lift, raise and swing out boom.

f. Sheet as required.
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SAIL LUFF FOOT LEACH AREA MATERIAL REMARKS
A | WORKING MAIN 13.35m. [ 5.77m. 12.90m. | 43.4 sq.m| 467 sq.ft. |Spun Polyester| Colour White
B No 1 GENOA 9.82m. 4.73m. 8.38m. 19.8 sq.m| 213 sq.ft. Two Off - Colour White
C No 2 JIB 8.01m. 3.89m. 6.09m. 11.5 sq.m{ 123 sq.ft. Colour White
D | STORM TRYSAIL 3.29m. 3.94m. 5.16m. | 8.3sq.m.| 89sqtft Colour Orange
E STORM JIB 5.62m. 2.54m. 3.95m. | 4.9sq.m.| 53 sq.ft Colour Orange






ANNEX G TO SOPS
TAKE-OVER AND HAND-OVER GUIDE
1. 
BOLEH is a truly unique historic vessel and, given her construction and age, it is you as Skipper that will ensure, through your diligence and attention to detail, that she remains in good condition for the future.  It is incumbent on you to report all defects, address those within your competency and leave the her in as clean and ordered a condition as possible.  Cleaning and maintenance materials are provided accordingly. We expect to have to replenish them regularly, please use them!

2.
Take-over.  The Skipper should check the following during take-over:

a. Safety Equipment. Check it is stowed in accordance with the plan in the technical section.  Location and method of operation of safety equipment such as life-raft, Danbuoy, life-belts, life-jackets and harnesses, and jackstays, rescue strop, and handybilly for MOB recovery.

b. Emergency Equipment. Location and operation of equipment such as EPIRB, VHF and emergency antenna, fog horn, fuel cut-off, bolt croppers, flare pack, grab bag, and emergency tiller.  See stowage and emergency equipment placement guides - ANNEX L.
c. Through Hull Fittings. Location and operation of seacocks, especially engine sea water inlet, exhaust manifold valve, heads in/outlet, log/depth impeller, emergency bungs. 
· Heads inlet and outlet (These MUST be kept CLOSED when not being used for flushing)
· Tank overboard discharge valves closed unless in use.
· Generator sea water inlet open (quarter turn; in bilge space forward of generator).
· Generator exhaust valve open (1/4 turn in line with pipe in open space to left of microwave).
· Check no water in bilge.  Fwd bilges – pump located in forward cabin bulkhead port side. Anchor locker and forward cabin bilges.  Switch over valve is in the anchor locker, to the port side of the access hatch.  Pump handle is in the port side forward upper stowage.  Central/after bilges are serviced by the upper deck manual and electrical bilge pumps.  Handle for the manual bilge pump is stowed in the chartplotter cabinet on deck.
 d.  Engines/Generator. (See also Generator Notes – Page 54 in the Technical Section)
Location and operation of engine controls, sea water filter, coolant header tank, engine oil and gearbox dipsticks/fillers, engine drive belt tightness, generator alternator belts; any tell-tale leakage in generator bilge; check for loose connections; generator fire extinguisher; fuel gauge, deck filler and key. Check no items are fouling the motors or shafts.
· Check fuel quantity is at 100% –main fuel tank gauge at chart table.  Check 2 x emergency diesel cans in chain locker are filled.
· Check under the cabin sole at the foot of the companionway that the fuel flow and return valves are open by lifting the access panel adjacent to the WC door.

· Generator oil correct level on the dipstick (Remove generator box wooden top and starboard wooden side panel, and the sound shield starboard panel to access).

· Fresh water cooling tank correct level (access as previous step).

· Electrical bilge pump and hand bilge pumps are working.
· CHECK FOR LEAKS.
· Generator manual available – In laptop bag.
d. Electrics: 
· Locate and check operation of battery master switches, link switch under chart table.

· Windlass trip Starboard bulkhead, forward of the galley.

· Operation of shore power and cables/adaptors/shoreside meter(if fitted).

· Jump leads.

· Check the meaning/location of switches for all services for navigation and domestics; log/echo sounder. 
· Check navigation lights are working. 
· Handheld VHF – Chart table/electrical panel area.  Ensure charged fully.

Battery check
·   Switch on the main battery solenoid at the chart table. Check red light is on at the box sited to the left of the main chargers underneath chart table.
·   Switch on motor control panel in cockpit (Stbd side) and confirm main batteries are fully charged. If the main battery charge is not full, run the generator to re-charge before departing.
·   Turn off the generator battery minder on the AC panel, put the battery select rocker switch to generator and check the battery is charged using the battery state LED panel at the chart table.
·   Change to main battery 12V DC supply using the battery selector rocker switch.

f.  Gas. Location and operation of gas system, valves and switches. Bottle on counter and isolation valves port side aft.
g.  Water/Waste. Location of fresh water tanks and any change switches; operation of holding tanks; location and keys of deck fillers and pump out point.

h.  Stowage. Check stowage plan and inventory including boatswain chair, lead line, First Aid box, courtesy flags if required, windlass remote, preventer, boat hook, tools and spares, Bosun’s box , binoculars; on deck for main anchor and chain secured, anchor windlass and handle/remote, kedge anchor, bucket/sponge, spare water and fuel containers, spare oil, deck scrub, boat hook, manual bilge pump/handle, anchor ball and motoring cone; dinghy and pump, if carried.

i.  Rigging. Visual check of standing rigging, security of fastenings, life-lines and stanchions, jackstays, security of stern/pulpit.  Hoist radar reflector on port side signal halyards (with quick release shackles).
j. Sails. Check location/operation of sails, controls and reefing system; including storm sails.

k. Depth Calibration. Using lead line, check that depth is still calibrated to read depth below the keel not waterline or transducer. (Depth readout on electronic nav plotter).
l.  Documents. Identify the ships log, defects book, ships papers and insurance certificates. Ensure chart outfit, tidal stream atlases, almanac and pilot books are present.  Laminated day sail curriculum, QHM instructions for the Portsmouth Harbour small boat channel and historical data are available in the booksafe.
m.  Defects. Check that all reported defects have been resolved or are within safe limits.

n.  Levels. Check fuel, water and gas levels.
Navigational equipment check
a. Passage plan prepared.

b. Charts required are aboard (in chart table).  GPS Datum set to WGS84.
c. Check that echo sounder is reading from bottom of keel. Lead line port side aft stowage.
d. Current almanac, tidal atlases and necessary pilots, are checked and prepared.
e. Steering compass – Clipped in place in cockpit with box lid removed and stowed. Note the compass, when not in use, is stowed on starboard shelf in aft cabin.  Compass is available on Chartplotter on data setting (Page 6).
f. Fog Horn.

g. Radar Reflector (on port flag halyard) when required.

h. Barometer – check reading.

2.
Hand-over. The Skipper should ensure the yacht is handed back in good order and any issues reported. Cleaning should include under cabin boards and drying the bilges, galley and cookers cleaned, removing all foodstuffs and leaving the fridge turned off and door open; cleaned and flushed through heads, clean deck and hull.  Bulkheads and deckheads have been sprayed with antibacterial spray and wiped down. Woodwork has been polished throughout.
a.  Topping Up. On return to home port, refill fuel and water, identify and hand over empty gas bottles. Empty gas bottles should normally be replaced by the charterer. 

b.  Berthing. Ensure bow, stern and spring dock lines are secured correctly, fenders fixed and adjusted correctly. Use one line for one purpose only.  See Appendix to this Annex.

c.  Defects. Record and report any defects including those resolved by the crew, using the defects book.
d.  Damage and Losses. Provide reports on any suspected/damage or losses, especially concerning groundings or fouling of propeller or shaft.

e.  Sails. Reefs shaken out, flake main on boom and sail cover on securely.  Dry and fold all foresails, check and report any damage with diagrams where necessary.  Do not stow wet sails in sail bags.
f.  Bookcase. Check that the Ship’s have been completed for the cruise and closed.  All paper charts are to be cleaned off, placed in their folios in the correct order and chart table tidied.
g.  Seacocks are turned off:-
1. Heads inlet and outlet valves.
2. Generator Sea water inlet and exhaust valves.
3. Holding tanks pump outlet valve.
h.  Rig shore power if appropriate (LED is on) and selected on charging input selector.  All electric switches turned off except: Generator start battery isolator switch on. Generator battery charger breaker on.  Bilge pump set to auto.  Gas alarm on.  These are indicated by red spots on the switches.
i.  Gas system isolated throughout including at the bottle.

j.  All unused foodstuffs and rubbish are taken ashore and disposed of appropriately

k.  Gear stowed as per STOWAGE plan
l.  Mattresses and cushions are raised to allow them to air.  Forecastle stowage lids off to air.  Do not leave wet cordage on mattresses or dry cordage. Leave it in the forecastle where it can air dry.
m.  Tiller lashed securely.

n.  Raymarine Chartplotter removed and stowed on Mate’s bunk (port side aft).  Charts, tidal atlases etc cleaned off and stowed in correct order.
o.  Burgee and Ensign are taken down and stowed. Steering Compass box unshipped and stowed in aft cabin.  Alongside, wash decks and fittings down with fresh water.  Fit canvas hatch and skylight covers

p.  Bilges dried, limber holes checked and clear. Bilge pump set to auto.  Forecastle, forward and main bilges pumped out.  Dehumidifier either placed in heads (on deck grating) or ensure that the drain tube is situated over a (removed) deckplate leading to the fwd bilge (E.G. Log impellor access plate). Ensure it is on and working.  If placed in the Heads, ensure that the door is secured open to avoid crimping electrical cable.
q.  All deckheads and bulkheads cleaned with antibacterial spray.

r.  All woodwork polished.

s.  Galley area cleaned thoroughly.  Microwave cleaned of food debris and dried.  Cold box washed, dried, turned off and left open to air.  Gas hob cleaned.  Sink cleaned. Work surfaces cleaned.

t.  Internal decks swept clean.

u.  Lifejackets and harnesses checked for damage and counted.  Any activated? If yes, report. Hang up used harnesses and lifejackets in the wet locker.

v.  Complete Skipper’s report. Either provide to Bosun / Yacht Manager or scan and send to George Middleton:  rewe_farm@hotmail.co.uk.

v.  Fore hatches (screw down fittings), main hatch (padlock), navigation display locker (pin) and motor control locker (pin) are secured.
w.  Where possible conduct face to face handback to the Bosun/Yacht Manager/trustee representative.
APPENDIX 1 to Annex G to SOPs

Securing Boleh safely and in a seamanlike manner

Clearly, Boleh is unique and draws a crowd whenever and wherever she is berthed.  We wish to ensure that she is secured safely and effectively, but also in a manner that will be an example to others of how to achieve this in a shipshape and considerate manner.  On her home berth docklines are provided.
Mooring lines

To that end, she is supplied with 5 head/stern ropes, identified with green tape.  One is particularly short for specific use when berthed on finger pontoons, where she will require both port and starboard head or stern ropes depending on whether bows or stern in to the berth.

There are a number of longer mooring ropes that are available for use as springs.  These are deliberately oversized so that you will be able to “double up” lines when either in an exposed berth or particularly strong winds are forecast.

We expect that Boleh will be secured with 4 lines:  1. Headrope, 2. Bowspring, 3. Sternspring 4. Sternrope; please use the principle of 1 rope for 1 job.
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Once safely alongside, OXO’s around the cleats on the jetty should be replaced with bowlines over the cleats, with all spare rope brought back onboard and, once secured, coiled and hung on the guardrails.  Even better, if there are already bowlines/loops over the cleat, dip the eyes so that they can be released in any order and you do not lock another vessel’s mooring lines under yours.
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What we’d rather not see is:

[image: image7.jpg]



[image: image8.jpg]






 [image: image9.jpg]


 

When mooring alongside a harbour wall or using mooring rings, please use a round turn and 2 half hitches as this will be easy to undo, even if it is under load.  Using a bowline in this instance will require cutting the mooring rope to release it, if it is under tension.

Fenders

Boleh has been supplied with adequate numbers of fenders to protect both sides of the boat and provide a roving fender when berthing in tight spots.  Please position them for best effect before berthing/unberthing. 

We agree that, for convenience and rapid changing of position during berthing a clove hitch or clove hitch on the bight is the preferred option for securing fenders.  However, if you are staying for a longer period (such as an overnight stop) please reposition fenders amidships at the broadest beam points, avoiding leaving “lazy fenders” hanging in space they achieve very little.  When repositioning the fenders for such a period, and when leaving Boleh at the end of a charter (other than if on a swinging mooring) please re-secure all fenders with a round turn and 2 half hitches.  By doing so, you avoid the knot working loose (particularly if there is wave action such as on her home berth) and fenders floating away or slipping down and not protecting her sides.  You can retie them with a clove hitch when repositioning them for unberthing in the morning.  Please remove and stow them as soon as it is safe to do so after departing your berth.
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Thank you for following these simple guidelines and keeping Boleh safe and pristine in the public eye.

ANNEX H TO SOPs
SKIPPER'S REPORT
CREW LIST Name and shore contact details:
	Skipper
	

	Mate
	

	
	

	
	

	
	

	
	

	
	

	
	


DURATION of Cruise etc:-
From
(Departure time/date)
………………………………………… 
To
(Arrival time/date)
…………………………………….....

Brief overview of activity, ports visited, points of note etc:

GENERATOR HOURS used…………………………….hrs.

FUEL  remaining in tanks……………………….LTRS.

GENERATOR BATTERY state of charge on leaving…………………….% MAIN BATTERY state of charge on leaving………………………………%

Level of WATER Tank at end approx. (1/4, 1/3, 1/4 full etc ………………… 

Cooking Gas – are any bottles empty or nearly so?

Engine OIL IS/IS NOT required before next cruise.

ANY OTHER EXPENSE ITEMS required before next cruise?
……………………………………………………………………………………………………...........................................
..................................................................................................................................................
..................................................................................................................................................
..................................................................................................................................................
..................................................................................................................................................
..................................................................................................................................................
LOSSES or BREAKAGES on inventory during cruise. (With reasons if not fault of crew e.g. fair wear and tear)

………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………….....

..................................................................................................................................................
..................................................................................................................................................
..................................................................................................................................................
..................................................................................................................................................
DAMAGES TO SHIP or fittings during cruise:-

………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………… 

JOBS TO BE DONE before next cruise if not already mentioned above:-
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
RECOMMENDATIONS or other points:-

………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
SHIPS EXPENSES - Receipts attached. (Charterer should pay for harbour dues, fuel, victualling)

Please complete below as per the example at Annex K:

ACTIONS ON LEAVING (as per SOPs) have been carried out except:-
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………
SKIPPER'S SIGNATURE
…………………………………………………….
Copy to be provided to the Ship Keeper and Scanned and E-mailed to George Middleton
ANNEX I to SOPs
Guidelines for ensuring maximum empowerment of disabled sailors consistent with safety

Courtesy of John Claisse and the Gwennili Trust
1.
It is not practical to take last minute additions or replacements of disabled or AB crew because all Boleh sailors must be listed on our MASTER LIST to comply with MGN 280 regulations.  It has been a long running complaint of some disabled, mainly Visually Impaired (VI) that some skippers fail to appreciate to what extent most disabled are able and wish to take part in all the activities that take place in a cruising yacht. Since our motto is “Can do!” we have to make every effort to ensure that our crews feel like crew and not passengers.

2.
The Skipper should consider the practical needs of the crew in making the passage plan. It may be that the maximum leg length should be 2.5 hours. If that is not possible, consider heaving to.  Make a risk assessment of the forecast maximum wind and sea state against the mobility and strength of your crew.  However, with a few exceptions, most disabled can carry out most functions given time to understand and practice what is needed and to carry out the task. This time should be taken into account when preparing the voyage plan. Be patient and minimise the number of occasions when intervention becomes an action of last resort.  Two hints that might make life more pleasant:

a. Anticipate the need to get the boat upright in sheltered water for toilet breaks for less physically able clients.

b. People with disabilities get cold easily, or sometimes get dangerously hot.

3.
Always start with a tour of the boat. Explain where things are and how they work, procedures on the boat etc – allowing people to feel things are better than any description. Allow plenty of time for orientation and for information to be absorbed and understood. VisualIy Impaired crew work by feel, sound, smell and any residual sight. Don’t be nervous of asking what perception they have.

4.
VIs can perform ALL tasks on a boat but more slowly than a sighted person (except at night!). Be patient and make sure that you allow enough time for the task. Do not leap in to assist unless absolutely necessary.

5.
Many people’s distance and spatial awareness is very erratic particularly when in proximity to other vessels or buoys, and when jumping onto pontoons etc. Always describe what is going on. Sighted people hold distance perception in their head. When approaching buoys, pontoons etc, say how far they are away by measurement. In so many ways yachts provide a friendly environment for a VI person. It is a small space to memorise with compact living quarters. Even better, there is a place for everything, and everything is always in its place!

6.
Resist the temptation to help VI people unpack. They will need to know exactly where their own things are stowed. Remember that everyone needs privacy for dressing and undressing.

7.
Initially teach VI sailors to sail by the wind. Don’t use an audio compass until the fundamentals of how the wind drives the boat through the sails and how the tiller or wheel changes the direction is clearly understood. Putting someone on the helm with an audio compass and teaching him or her to sail “between bleeps” will teach them nothing and be a boring and meaningless exercise. Once the basic principles are understood the audio compass becomes a useful tool, some visually impaired sailors can dispense with the compass upwind very quickly, but nearly all need it down wind. Leave a clear feel to the wind; do not stand to windward of a VI helmsperson.

8.
Close quarters manoeuvring in channels by VI sailors and when berthing can be achieved by “conning” using degrees off the amidships point on a tiller. Equally, when using a wheel, try “one spoke to port” “amidships” etc. Mark the wheel in the amidships position. This sort of manoeuvring requires a high degree of trust between skipper and helmsman, and can be nerve-racking. Try it out with plenty of space, and see how it goes. Try and avoid putting someone in the position where you have to grab the helm, but in an emergency, there is no option; try to explain that you may take this urgent action before it becomes necessary.

9.
One thing that VI people absolutely hate is when people talk behind their backs by mouthing or gesticulating. Their other senses are finely honed, and a VI can pick up the slightest little nuance as a result. Never be tempted.

10. 
In the end of trip report it is most helpful if the Skipper provides brief comments about clients capacity to carry out further trips, the Competent Crew Course, and the Day Skipper Course. If these comments are highly negative it is better to pass them by phone in the first instance.

ANNEX J TO SOPS

MENTAL HEALTH FIRST AID
Courtesy of the Gwennili Trust
Some of our clients may have mental health issues.  If crew members display behaviour that could pose a danger to themselves or others, or disrupt the crew’s enjoyment, Skippers should be prepared to intervene. Symptoms may include unexplained or persistent anxiety or depression.  As First Aiders, our function is not to cure but to reassure and comfort, protect from harm and engage professional assistance as soon as possible. A genuine and reassuring dialogue with the client, that he/she is safe and well cared for, will go a long way to achieving a positive outcome. This includes follow up action once ashore.

Most of us suffer from ‘the blues’ at times but Clinical Depression is quite different. It will last for weeks or more and may lead the sufferer to want to self harm.

If you suspect a client of serious depression, panic attack. post traumatic stress  or  anxiety try the mnemonic ALGEE

A.       Assess the risk of self harm or suicide.
a. Ask seriously how they are feeling

b. Have they started extreme “risk-taking” behaviour ?

c. Do not be afraid to ask direct questions ….“Are you having thoughts of suicide?” It is a signal that you care and want to help.

L         Listen non-judgementally
a. Listen without judging, do not be critical. But be honest; do not ‘see’ the invisible threat that they might be seeing.

b. Do not make glib comments such as “pull yourself together”
c. Avoid confrontation unless to prevent harmful or dangerous acts
G        Give reassurance and information

a.
Depression is an illness and can be treated
b.
Depression is not laziness but it undermines motivation

c.
It takes time to cure but it gets better faster with the right help
E         Encourage the person to get appropriate professional help
a. Clients sail with us in the hope of benefitting from the experience

b. For help for veterans ring Combat Stress 08001381619 (manned 24 hrs a day). If civilians try the NHS Helpline on 111 or Samaritans on 08457909090 also a 24hr service. Later inform their GP/NOK if possible.

c. In the extreme, consider diverting to seek assistance.
E         Encourage self-help strategies
a. Continued positive and friendly dialogue

b. Relaxation and deep breathing restore calm

c. Music, Laughing and Exercise help improve our mood

d. Minimise caffeine and alcohol but encourage rest and sitting down
ANNEX K to SOPS
EXAMPLE OF KITTY ACCOUNT
	BOLEH SOLENT CRUISE 4-6 NOV 17
Skipper:  A N ANGEL
Received by cheque from Treasurer for Afterguard
£40

Received in cash from Crew



£60

Mooring fees

 
(receipt attached)




£33.80

Food Morrisons

(receipt attached)




£53.17

Diesel



(receipt attached)




 £7.34

Milk on last morning








 £0.53

Contribution to drinks at Folly Inn
as agreed 




£5.16
Totals







£100


£100


	


. 
         




Annex L to SOPs

STOWAGE PLAN

Upper deck
Bower anchor on stemhead anchor roller

Inflatable dinghy lashed forward of the liferaft (Kept below unless in regular use on a cruise).
12 Man liferaft in cradle on coachroof

Fenders stowed on coachroof, lashed to grabrails (when not in use)

Forecastle
· Forepeak

50m Anchor chain

2 x spare diesel cans

· Shelf / stowages port side
Forecastle bilge pump handle

Sheets and guys

Not under command shapes

· Shelf stbd side
Mooring anti chafe plastic tubing

Anchor snubber

· Stbd cuddy
Jib boom guys - 1 set

· Locker under V berth
Trysail

Storm Jib

Junk rig halyards

Spare toilet rolls

If supplied onboard:

Electric outboard motor

2 x battery packs and charger

Galley
· Galley drawers and stowages
Galley equipment and food

Galley cleaning gear in cupboard under sink and drawer to port

Saloon
· Berths port and starboard

Crew kit stowage

· Port underseat lockers
Day to day First Aid Kit

· Behind port top bunk
Lifejackets 9 – 14.  Children’s Lifejackets.
Chart Table
Passage Plan book.  South Coast Chart Folios = Portsmouth Harbour Entrance chart. South Coast Pilot.  Almanac.  Log Book, Plotter. Dividers. Pencils, rubber etc.  Boat keys. Padlock.  Courtesy Flags.
Bookcase
SOPs, Technical Guide, Defects book. Engineering Log.  Safety Guide. Handover/Takeover guides.
Heads

Ready use toilet rolls.  Cleaning gear under sink.

Hanging Locker
Fixed boarding ladder

Emergency tiller


Bolt Croppers


Boathook/mop


Buckets


Dinghy oars


Lifejackets 1 – 8

Port side locker (Under gas stove)

Spare cleaning gear 
Safety harnesses
Aft Cabin 
- Starboard side
Emergency water

Electrical spares box

Ship’s papers and manuals (in a laptop bag)

Cash / controlled drugs box & key 
Radar reflector 
Toolkit 
-      Port side
Fog horn

Motoring cone

Anchor ball

Lantern

Bosun’s box

Water hose

Engine spares

· Emergency locker
· Cat C First Aid kit

· Softwood bungs and mallet

Grab bag

Flares

MOB rescue sling 
Thermal Protective aids
Port aft bunk recess accessed from inside locker
Box of spare screws, nuts, bolts, washers, etc

· Stbd bunk recess
Generator coolant

Generator oil

Counter
Kedge Anchor (Danforth)

Horseshoe lifebuoys with lights

Inflatable danbouy

Throwing line

Annex M to SOPs

Potential Berthing Discounts for Charities
For the 2018 season it is possible that the following discounts will be agreed for Boleh:
Cowes Yacht Haven
25% discount on overnight berthing fees from Sundays-Thursdays excluding the month of August.  Berths are not bookable but skippers should call in on VHF Channel 80 (callsign Cowes Yacht Haven) for availability of berth and instructions.  Mention any disabled personnel so that suitable “ease of access” berth may be provided. 
East Cowes Marina
Significant reductions for sail training organisations and sailing schools.
Bembridge Harbour
15% discount on mid-week visits (Tel.  01983 872 828) call harbour master in advance or email  thorpemalcolm@btinterconnect.com                                  
Lymington Yacht Haven
10% discount. (Mon to Thurs – not week ends)  Tel.  01590 677071.
Dolphin Haven, Poole
20% discount on berthing fee only.  Harbour dues payable in full.  Applies to Monday-Friday April, May, June and NOT weekends/ Bank Holidays or 1 July to 31 Aug.  Sept/Oct  Mon to Fri 20% discount. Nov/March 50% discount.        No discount on Town Quay   (Tel.  01202 649488)
Yarmouth (I.o.W.)
10% discount on Mooring fees. This also now applies to overnight stays on the walk ashore moorings in the harbour. (Tel.  01983 760321)
Weymouth Harbour             30% discount on berthing fees for charity operated vessels (not July and August). Skippers to show evidence of charitable status (BT brochure) and call Harbour Master on 01305 838423 well before entering.

Trust Contact Plan


Call in to discuss incident – this order


1.  Halcyon:  +447966 537992 or +447585 667686.


2.  Boleh Trust: +447545 769421 or +447714 064119.





2.  George Middleton +44 7545 769421


3.  Henry Middleton +44 7792 527940 567�890





Minor Incident








Escalate





Do not communicate with the Media.  The Trust will take on this responsibility as part of their action plan





Instigate DSC Distress/Mayday afloat or 999 alongside & respond to emergency assistance





Return to agreed Safe Haven and meet Trust representatives





Continue with planned activity





Call back Halcyon response. Discuss whether to continue? 





Make contemporaneous notes. Inform marina & 3rd parties and collect witness details. Crew make independent notes, Make log book entry and collect enough information to enable you to complete Incident Report Form upon return to base.   See next page for what info to collect.








Consider Incident major





Text all numbers Major or Minor?





Agree Incident is Minor





Answer





No Answer





Both in Danger?


Professional Assessment and Prioritise








Vessel Priority





People Priority





People Injured?





Vessel Damaged?





Possible CG VHF Call, non-emergency








Secure Boat and Crew








Major Incident





Professional Assessment








Incident Occurs








Yes





No





Yes





No





Poorly secured and with Lazy Fenders





BOLEH Cruise 	From:     		To:      		Dates: 


Skipper:  


Cash In										£








Expenses Paid out						£











Totals								£		£	


Balance 							£








32

