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PREFAE

This revised Guidebook focuses on the various stages of crew change administration, and the
recommended step®llowing the ICS issued Framework of Crew Change Protocol and based on the
Maritime and Port Authority of Singapore (MPA) issued Port Marine CisgtARIC)26, 27 & 8 of 2020.
This Guidebook supersedes the version da#&eptember2020.

TheSingapore Crew Change Workgroup (SGCCWG) coortiffates in Singapore forew Change.
TheSGCCWGs also connected to the larger global Crew Change Taskforce ted International
Chamber of ShippindgQ$, providing an exchange of updated infation regarding changing
developments around respective international government restrictions, ctraiel, health advisories
on the pandemic, which impact crew change.

The main SGCCWG consists of the following representations, led by the Singapore Shipping Association
(SSA):
1 Industry
YOGSNYyFGA2yFE al NAGMEQS 9YLX 28SNRQ [/ 2dzy OAf oL
Singapore Shipping Associati@5A
1 Union
{AY3FLER2NBE alNRIGAMOY hFFAOSNEQ ! yYAzy 6{
Shgapore Organisation of Seame3({$
T Gowrnment
Maritime and Port Authority of SingaporéMPA

The SGCCWG strives to provide periodic updates on developments in Singapore to the larger community
of Ship Owners,ManagersAgents anddewing/Manning companies, receiving relevant inputs that are
considered and implemented in thi®dument.

A further development team within the SGCCWG was formed pulling resources from experienced ship
managers The members in this teaare:

i Singapore Shippirgssociation

1 SynergyMarine Group

1 Western Shipping and IMEC board membenrespntative

1  Wilhelmsen ShipServiceAS

*** AcknowledgementThis document is preparday WilhelmserShips Service A&awing upon feedback from the main
SGCCWG
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ENHANCEMENTS TO CREW CHANGE FOR CARGO SHIPS IN THE POR’
OF SINGAPORE

With effect from 01 September 2020, MPA will consider the following circumstances for crew change
applications:

Qew whoseemployment contract has expired,;

Additional crew on board whose signif would not affect the safe manning of the ship;

Change of crew due to the sale or purchase of ship;

PSNER2YY St K2 IINB y2i LINI 2F GKS a&Egnhedsya ONBgG
GCompassionate grounds e.g. death of family member; or

The crew is no longer medically fit to work onboard the ship

= =4 =4 = -4 =9

Updated Requirements in line with PM26, 27 &38 of 2020 issued 0122 Septembe
2020

Important reminder. Applications for crewehange MUST be made at least 14 days in advance in line
with the requirements of PM&€26, 27 &38 of 2020

Sigron crew

1 Meet-andgreet services are compulsory for signcrew at Changi Airport. Please read the
mitigating factors and processes for sigm crew.

1 Crew from specific low risk countries/regions will either no longer be required to serve the SHN
or serve a shorter SHN of 7 days in the originating country/regjiimm to departure for
Singapor@ tf SIFaS NBFSNJI G2 GKS aAyArAaidaNR 2F | SHfGiKQa
(https://www.moh.gov.sg/coviell 9) for the latest list of low risk countries/regions.

1 The crew must have a negative result from a C@\ kst (polymerase chain reaction (PCT)
type) taken at a governmerdpproached or ISO 151&&credited testing facility not more than
72 hoursprior to departure for Singapore.

1 In additionif a crew was peviously diagnosed with COVID, he/shemust submit documentary
proof of his/herpast diagosis of COVHI9 based on thearliestpositive PCR test result. The
guidelines are as follows:

i. If the date of the positive PCR test resulRisdays or fewebefore the date of
arrival in Singapore, he/she will not be approved for crew change.

ii. Ifthe date of the positive PCR test result is betw22ro 90 daybefore the date
of arrival in Singape, the recovered crew need not serve the SHN at his/her
originating country/region and take a COMI®PCR test within 72 hours before
departure for Singapore.

iii. If the date of the positive PCR test resulb&tween 91 to 180days before the
date of arrval in Singapore, he/she must serve adbd SHN at his/her originating
country/region.The recovered creweed not take a COVAI® PCR test within 72
hours before departure for Singapore, but if he/she develops symptoms during
the SHN period, he/she mubet tested for COVHDI.

iv. If the positive PCR test resultnre than 180 daybeforethe date of arrival in
Singapore, he/she must serve a-ddy SHN at his/her originating country and
take a COVH29 PCR test within 72 hours before departure for Singapore



https://www.moh.gov.sg/covid-19
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9 During the entire crew change process, especially during the journey to join the ship in
Singapore, crew may be in groups of not more than five (5) persons, but must remain in the
same group, and there must be no interactions between the groups.

1 Forcrew going directly onboard ships, he/s$leall only arrive Singapore to join his/her ship not

more than48 hoursd ST2NBE (G KS aKALIQA RS dadwNEyimNSdedigidted { Ay 3|

holding facilities, they may stay at these designated facilitiesifjoto 72 hours.
1 Predeparture PCR test should be carried out at governragmroved or ISO 15188ccredited
testing facilities

Signoff crew

1 TeleMedicine consultations are approved for issuance ofdffesigningcrews Fitto-travel
certificate. Thesenust be completed bgingapordully registereddoctors Details of the tele
medicine requirements are founid PMC 27 of 2020.

1 Please read the mitigating factors and processes foraifyarew.

Foreign & Singapore flagged vessels

91 For foreignflagged vesse)srew change will only be permitted for vessels meeting the
requirements of PMC 28020, PMC 272020 and PMC 8/2020, and that are in Singapore for
cargo operations, bunkering and/or other marine services

1 The Maritime Port & Authority of Siapore (MPA) will accord priority to all Singapfiegyged
vessels, and will all Singapore registered ships to carry out crew change in the Port of Singapore,
regardless of their purpose of call, provided they meet all prevailing requirements

SHN requirements for sigim crew (as at 28 Aug 2020)

Crew Originating Country SHN
Brunei Darussalam, New Zealand No SHN required but crew must remain in
originating country for the last consecutive 14
days prior to entry to Singapore.

Australia (excluding Victoria State), Macao, 7-days SHN in originating country.
Mainland China, Taiwan, Wi&am and Malaysia
Other countries 14-days SHN in originating country.

In addition to the SHN requirement, if a crew was previously diagnosed with COVID19, the date of first
ever positive PCR test must be more than 2¢sdago from date of departure from the home country to
Singapore.

Establishment of Crew Facilitation Centre (CFC) at Tanjong Pagar Terminal

1 Three floating accommodations at the CFC will be designated as holding or quarantine facilities.

f  Of the three accommodation units, two willhouse sgyyy ONB g G KIF G I NBE gl AGAY:

arrival for up to72 hours

9 The third unit will be a dedicateguarantine facility to house close contacts of crew who are
tested positive for COVHDO.

1 There will also be an esite medical service provider for healthcare services within the CFC.

The booking of these holding facilities can only be made after¢hé¢ ! KIF a 3INI yiSR
PLILINR @ £ € F2NJ GKS aLISOAFAO ONBg OKIFy3aS 2LISNI (A2
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Crew change process for sigm and sigroff in Singapore
A A safe and coordinated planning process, ensuring minimal contact between crew and staff of
Designated Holding E#ities, transportation providers and launch services
A All aspects of the value chain taken into account includingreplirting of symptoms, so that any
suspected infectious case is attended to early on
A All suppliers vetted and audited for proper quargret and emergency protocols

(A)Process for sign on crew

= !
e M : A |

4 T

e &  mEmssssmmecsOmens
Sign on Crew in Port of SingapotdRACI Matrix

Sign On Crew in Port of Singapore - RACI Matrix

o e

Y ©

SIN Category Activity/ Task MPA/MOT  Ship Ship  Master Designated Manning m
Manager Agent Holding Facility Agency
Operator R i Owns the activity Person working
Serving SHN 1 A | R to achieve the task
1 Country of Origin COVID -19 Test report and I A | R Accountable 10 Whom R is accountable. Who must
Fit - for- travel documents sign offfapprove on work before it is

effective. No more than one A, but can

2 Singapore Airport Mee@ & Greet and I | A&R be zero. The one ullimately
Immigration clearance answerable for the completion of
3 Transit from Airport to Transit from Airport to | | A&R 1 deliverable or task, and the one who
Vessel and/or Designated Holding Facility and Vessel delegates the work to those
Holding Facility with approved suppliers M.
4 Holding Facility Stay at Designated Holding I | | A&R NOTE: One role can be both R and A
Facility for Crew Member
5 Arrival at vessel (joining)  Joining vessel (Sign on) | | C R
Has informati d/ bilit
Note: Sign On is when the ing approval is obtained: Consulted s inormation andor tapabilty

(i} Approval from MPA for crew Sign On necessary to complete the work

{ii) Valid visa issuance by Immigration & Checkpoints Authority (ICA)
(iii) Approval from National Environment Agency (NEA)

Informed Must be notified of resulis, but need
not be consulted

Figure 1.1

Process for Sign On Crew - Port of Singapore
(Not using designated holding facility)

=
=) The crew identifed for crew change to g
= serve 14-days SHN if needed* at his/her
9_ home country prior to hisfher departure hg_lm'dgg éf;tm g,('m neg\t’a:'\oe ':i;ln 2 Vessel must be in Singapore
] ; flight. (For the period of SHN, the crew e S el 1t price to crew arrival in
- Start of ' M RE bii cerlificate (24 hours) at hisfmer country of (PEL an
£ sign on should abide by the “Health Mlsu!'y for origin prior to hisiher departure flight. Singapore
g Persons Issued Stay-Home Notice™ issued - Face mask and hand sanitiser
o MOH). should be be made available to
o crew at all times.
J - Ensure all service suppliers

adhere to the MOH procedures
and requirements in this
process.

- All crew should adhere to
MOH safety and hygiene
measurements at all times.

Notes:

Immigration and
customs clearance

Crew will be led out to
the nursing station set
up in the airport for
further assessment

Mandatory Temperature

% el

Y
meet-and-grest
senices required

Temperature
at or

P
ator

when crew
disembarks from the
airplane

Singapore Airport

below above . ; ’
Baggage coliection and 375 976 *Crew from specific low risk
head to the arrival hall degrees degrees 2 s regions will either no

longer be required to serve the
SHM or serve a shorter SHN of
7 days in the originating
country/region prior to
departure for Singapore.

 Subject to Safety,

Ship Agent to meet crew at Immigration and customs

. oo Operational and Commercial
(Ship Mi‘"m'{.‘l' Zﬁ'he el Crew to board designated private ClLETE IR L BTG Crew to transfer to requirements of the vessel.

5 hall 30 mins prier to scheduled transpart atICA checkpaints such as sign on vessel (either Any deviation or delays will be

B MSPANCE by launch boat or land reported immediately to MPA,

=3 flight arrival)

e transport)

Crews can only alight from
land transport when
launch hoat is ready

- Should there be any delays,
crew should be directed to a
staging location by their Ship
Manager Owner or appointed
agent.

leaving the aifpon far contact
tracing purpose

=
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-
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0
;; ':9:' Master to notify relevant Autharities and
Sign Ship Agent to confirm once on-signer
on are safely enboard vessel
completed
Figure 1.2
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Process for Sign On Crew - Port of Singapore, using holding CFC at
Tanjong Pagar Terminal (Onshore)

The crew identifed for crew change to

Persons |ssued Stay-Home Notice" issusd

by MOH). should be be made available to

crew at all imes

£

B b ] =

5 5:0":"11&::{; :':;: h?ﬂ?ﬂ:ﬁx Covid-18 teslmd with negative result (72 Vessel must be in Singapore

5 | fiight. (For the period of SHN, the crew hours) & obtain a fit-to-travel medical port within 48hours upon WVID - 19 Safety m I

> .s.(.m of should abide by the "Health Advisory for certificate (24 hours) at hisiher country of signing on crew arrival in ]

£ sign on arigin prior to hisiher departure fight. Singapore = - Face mask and hand sanitiser
3

S

- Ensure all service suppliers
adhere to the MOH procedures
and requirements in this
process.

ion and
clearance - crew are issued
a Special Pass with SHN
based on MPA's Final No
Objection email

All crew should adhere to
MOH safety and hygiene
measurements at all imeas,

Notes:

%

Compulsory
meet-and-greet
Services required

Mandatory Temperatiire
scieening when crew
disembarks from the

Crew will be led out to
the nursing station set
up In the alrport for
further assessment

Temperature
ator

Temperature
ator

£
=]
[
3
2
]
=3
o
=d
=
w

- below airplane ahove *Crew from specific low risk
Baggage collection and 375 an6 countries! regions waill either na
head to the arrival hall degrees degees longer be required to serve the

SHM or serve a shorter SHM of
7 days in the originating
countrylregion prior o
departure for Singapore.

Crew can onl
Irans

by alight from land make their resenvations directly
en launch boat is
redady

with the designated holding
facilities.

g - -sm-,_;ulu.llf:h ] * Subject to Safety,

= al & = ia

Rl (SOOI | (g | [ GSRSOE | (et st rertonalandConmrc
= - (Ship Agent be at the designated private transpart o ICA for signing on Crew o lmnsfarl o Any deviation or delays will be
[ | anival hall 30 mins prior to ransport to CPC at checkpaints such as crew at ICA checipoints sllgn o \T!;se h reported immediately to MPA.
Bl | scheduled fight amival) o Tniong Pagar MSPAWCP such as MSP/WCP s ~For crew sign-on, ail agens
:g = transport) ship managers are requested 10
g

il

E

- Agents /| Ship Managers are
also advised to contact the
designated holder faciliies
directly far any special
requirementis with regards o
transportation arrangements at

he terminal entrance.
& Master to notify relevant Authorities and
Ship Agent to confirm once on-signer
are safely onboard vessel
Sign

on
completed

Vessel

Figure 1.3

To minimise the risk of importation argpread COVHD9 in Singapordt isrecommendedhat the crew
is transferred directly between the vessel and the point of arrival/depart@@mpany may wish to take
note of the following requirements:

Phase Check List Mitigating Factor

Descriptor
Crew must servet&y-Home Notice (SHN) at 1) Confirmation that the
SignOn | his/her home country prior to his/her crew has been in
Crew departure flight to Singapore. quarantine*for at least
14 days prior to entering
A | *(For the period of SHN, the crew should ab Singapore and has beer

oe GKS alSIHftGdK ! RAA well throughout that
Stayl 2YS b2 0AOBGH).A & & dzS period.

All visa requirements for Singapore must 2)
followed. Countries that require visa to ent
Singapore must take into consideration t
application period of 10 days processing tif
that ICA needs.

Mandatory Temperature
screening when crew
disembarks from the
plane
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Phase Check List Mitigating Factor
Descriptor
1 Crew shall take his/her temperature 3) If temperature is above
twice daily and kep a record. 37.6degreeCelsius
1 Crew shall remain healthy throughou he/shewill be led out to
the 14-days SHN period. the nursing station set
1 Crew shall provide a declaration that up in the airport for
he/she has complied with the above further assessment
and prp_\/ldg the temperature records 4) Agent must be there in
for verification. _ advance to meet the
1 Company shall, at the point of
S : ) crew and transport
application, provide aetlaration that direct to airport. Th
(KS O2YLIl ye &KI € Irec ‘_’”a'po' ﬁ
compliance, including periodical crew will produce the
checks on the crew during the SHN MPA approval letter to
period. ICA and the crew will be
1 Company shall provide details of the escorted and be handed
SHN such as the location and period over to the agent. The
SHN, and how they will ensure agent will transport the
compliance. crew to the shipin a
LINA @+ S G NI
Crew must b&COVIEL9 tested via PCR methd
B | with negative result agovernmentapproved
or 1ISO 1518%ccredited testing facilities g 5) Compulsorymeetand
his/her country of origin not more tharr2 greetservices to
hours prior to his/her departure flight. ensure proper handgver
. : of each arriving crew to
The crew must also obtain a -fib-travel g
. o . transport company
medical certificate from doctors registerg .
. . . . driver
with the medical authorities at his/her countr
f,f (t)]rlgln not mo;ﬁ :]han 24 hours prior t 6) Meet-andgreetservices
is/her departure flight. to provide fresh face
The vessel shall be in port prior the crew arri mask and hand
C | Singapore. sanitization for arrival
crew upon arrival.
Master to notify relevant Authority and ager
D | to confirm once orsigner are safely onboard
7) Transport services to
standby 30mins prior
flight landing time to
receive arriving crew
8) Transportation safety
measure:
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Phase
Descriptor

Check List

Mitigating Factor

9) Hand sanitization
process before boarding
the vehicle.

10) Reminder will be given
that face mask should
always worn in
Singapore.

(B)Process for sign off crew

» O © @
O Quume & o

€,

3

Sign Off Crew in Port of Singapog¢eRACI Matrix

Sign Off Crew in Port of Singapore - RACI Matrix

ﬂ Category

1 Vessel Armival in
Singapore

2 Transit from Vessel to
Airport and/or Desi

Activity/ Task
Flight booking

Master statement and SEA

Singapore doctors
issuance of Fit - for- travel

Transit from Vessel to

Holding Facility
3 Holding Facility

4 Singapore Airport

5 Country of Destination

Airport with app!

suppliers.

Stay at Designated Holding
Facility for Crew Member
Crew check- in and
immigration clearance —
with Chaperon

Crew arrives at destination

Note: Sign Off is confirmed when the following approval is obtained:
(i) Approval from MPA for crew Sign Off
{ii) Valid visa issuance by Immigration & Checkpoints Authority (ICA)
{iii) Approval from National Environment Agency (NEA)

Figure 2.1

MPA/MOT Ship

Manager
A&R

| A
| |

Ship

Agent

A&R

A&R

A&R

Designated
Holding Facility

A&R

Manning
Agency
|

Responsibie Owns the activity/task. Person working
to achieve the task.

To whom R is accountable. Who must
sign off/approve on work before it is
effective. No more than one A, but can
be zero. The one ultimately
answerable for the completion of
deliverable or task, and the one who
delegates the work to those
responsible

c Accountable

NOTE: One role can be both R and A.

C Has ion and/or

necessary to complete the work
Must be notified of results, but need
not be consulted

R Informed
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Process for Sign Off Crew - Port of Singapore
(Not using designated holding facility)

Master's statement that vessel Crew can only alight from launch

shall not depart boat when land transport is ready
= The crew identified for crew ™ until clearance has been qlvcn by SMC FuIIy-R isterec ol
] I change must have an available the Authorlties ** Dodiartocut 'V o Crew transfer from
[ sanol e e el xe Seafarer's Employment e e e Saselto ainnibont
K4 : -10-
e once he disembarks from the |\ B fgreement (SEA ol the | S
d vessel signing-off crew.
!
-g_ Transport to standby 30mins prior crew Ship Agent to provide frosh face mask and |
£ arrival to ensure smooth transition hand sanitization for crew \
& g < . Immigration and customs
o : Crew meets Ship Agent after P clearance for signing off crew
5 § ll:m:;:r:; :::L“.":o“t:.’"‘llvr;::n 1 clearing iImmigration at the arrival 1 at both MSP / WCP when
a hall disembark from launch boat
g

Crew clears immigration and
check in to obtain boarding pass j customs f

Crew arrives at the airport and

Crew boards airplane and
™| depart as per flight schedule

-1
)
B
5
g
]
a
«
-
£
(7]

Crew are (o be escorted by meet-and-great
service through the airport until Immigration

Crew arrives at destination

Country of
DESHET]

Sign
off
completed

Figure 2.2
Process for Sign Off Crew - Port of Singapore, using holding facility

{Onshore)
Crew can only alight from launch
M:ﬁ;rsmm?::s:m .‘hm vessel boat when land transport is ready|
The crew identified for crew until port clearance has been given Crew ransfer from
change must have an available by the Authorities = o i o vessel to launch boat
“Un;f:' h“r‘:“ﬂ;lpm 99;;"" S0 member are fit-to ravel {or Land
1 ::}sg:' rect ?om l:: = Seafarer's Employment provide fit-to-travel medical Transportation if
onee hie di ‘”‘e"‘s Agreement (SEA) of the certificater* vesselisata
vess signing-off crew container terminal)

Transport to standby 30mins prior crew

Maximum stay at holding Ship Agen fo proide fmsh ace magk o

Immigration and cusioms

‘Objection email

v
£

'E. arival to ensure smooth sransition facility is 72hours hand sanitization for crew clearance for signing off
s E crew at ICA checkpoints
ERA | Atter check out, crew Crew to board designated Crew meets Ship Agent after such as MSP/WCP -
23 boards designated - gwmﬁmw - ciearing immigration at the amival crew are issued a
=8 private transport check in hall Special Pass wwlh_ SHN
g hased on MPA's Final No
&

Crew arrives at the airport Crew boards airplane
and check in to obtain Crew :l:‘ars immigration and depart as per flight
boarding pass CIES schedule

=
S
E
=
o
e
]
a
o
o
=
(7]

Crew are to be escoried by mesl-and-greet
senvice through the airport until immigration

Crew arives at destination

Shgn
off
completed

Country of

- Face mask and hand sanitiser
should be be made available to
crew at all times,

- Ensure all service suppliers
adhere to the MOH procedures
and requirements in this
process,

- All crew should adhere to
MOH safety and hygiene
measurements at all times,

Notes:

** Subject to the crew member
obtaining the fit -to - travel
medical certificate by the Sea
port doctor, Otherwise, Master
to await further instructions by
the Authorities,

*** Ship owners / managers /
agents can now use
tele-medicine (l.e. real ime
video consultation) to obtain
fit-to-travel assessment and
certification for crew signing in
Singapore. MPA will accept fit-
to-travel certificates issued by
Singapore Medical Council
(SMC) - fully registered doctors
meeting the requirements set
outin Annex B of the PMC 27,

- Face mask and hand sanitiser
should be be made available to
crew at all times

- Ensure all service suppliers
adhere to the MOH procedures
and requirements in this
process.

- All crew should adhere to
MOH safety and hygiene
measurements at all times.
Notes:

** Subject to the crew member
obtaining the fit -o - travel
medical certificate by the Sea
port doctor. Otherwise, Master

o await further instructions by
the Authorities.

“*Ships, after signing off its
crew and obtaining port
clearance, need nat remain in
port until the sign -off crew
have depaned Singapare,

*** Ship owners / managers /
BQEI'"!» can now use
tele-medicing (i.e, real time
video consultation) to obtain
fit-to-travel assessment and
certification for crew signing in
Singapore, MPA will accept fit-
to-travel certificates issued by
Singapore Medical Council
(SMC) - fully registered doctors
meeting the requirements set
out in Annex B of the PMC 27,

- For crew sign-off, all Agents /
Ship Managers are requested
to make their reservations
directly with the designated
holding facilities.

- Agents ! Ship Managers are
alsa advised to contact the
designated holder facilities
directly for any special
requirements with regards to
transportation arrangements at
drap-off lobby.
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Figure 2.3

Figure 2.4



