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Circular Letter N0.4204/Add.22/Rev.2
17 September 2020

To: All IMO Member States
United Nations and specialized agencies
Intergovernmental organizations
Non-governmental organizations in consultative status with IMO

Subject: Coronavirus (COVID-19) — Singapore Crew Change Guidebook

The Secretary-General circulated, on 11 June 2020, by means of Circular Letter
No0.4204/Add.22, the Singapore Crew Change Guidebook. The Guidebook has now been
revised following updates to Singapore's crew change requirements and the revised
version is attached (see also https://www.ssa.org.sg/images/ssa/pdf/SG-Crew-Change-
Guidebook.pdf).

Arranging crew changes is one of the biggest challenges the shipping industry is currently
facing. Due to COVID-19 restrictions, large numbers of seafarers had their contracts extended,
unable to be relieved by a crew change after long tours of duty. This situation is unsustainable
and severely affects both the safety and well-being of seafarers and the safe operation of
ships. It is estimated that starting in mid-June 2020, 300,000 seafarers a month will require
international flights to enable ships' crew changeover — about half will travel home by aircraft
for repatriation while the other half will join ships. In addition, 70,000 cruise ship staff are
currently waiting for their repatriation.

Recognizing the ongoing challenges that the industry is facing to effect crew change in
Singapore due to the COVID-19 pandemic, the Singapore Shipping Association (SSA) initiated
the formation of the Singapore Crew Change Working Group with its tripartite partners: the
Maritime and Port Authority (MPA) and the Singapore Maritime Officers' Union (SMOU), and
in cooperation with the International Maritime Employers' Council Ltd (IMEC) and the World
Shipping Council (WSC). The Working Group developed the attached Guidebook which
provides guidance to the shipping community on how to effect crew change in Singapore
during these extraordinary times.

In this connection, the Secretary-General would like to recall two previous Circular Letters
addressing this subject: Circular Letter N0.4204/Add.14 on Recommended framework of
protocols for ensuring safe ship crew changes and travel during the coronavirus (COVID-19)
pandemic prepared by the maritime industry and Circular Letter No.4204/Add.18 on Joint
statement IMO-ICAO-ILO on designation of seafarers, marine personnel, fishing vessel
personnel, offshore energy sector personnel, aviation personnel, air cargo supply chain
personnel and service provider personnel at airports and ports as key workers, and on
facilitation of crew changes in ports and airports in the context of the COVID-19 pandemic.

I\C_L\CL.4204-Add.22-Rev.2.docx

SUSTAINABLE SHIPPING
e
— SU&J/\\N/\BL[ PLANET

g

(1%



Circular Letter N0.4204/Add.22/Rev.2
Page 2

The Secretary-General supports the initiative of Singapore, and Member States and
international organizations are invited to take this initiative as a model to develop similar
guidance to address crew change.
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ANNEX

COVID-19 PROTOCOL ON
CREW CHANGE AND REPATRIATION
OF SEAFARERS

SINGAPORE CREW CHANGE GUIDEBOOK
(Dated 4t September 2020)

Part of:

In collaboration with and supported by:

e
~= /‘\ SSA
MARITIME

M P )’?\ SMOU SINGAPORE

**+*Acknowledgement: This document is prepared by Wilhelmsen Ships Service AS, drawing upon feedback from the main
SGCCWG
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK - 4 September 2020
PREFACE

This revised Guidebook focuses on the various stages of crew change administration, and the
recommended steps following the ICS issued Framework of Crew Change Protocol and based on the
Maritime and Port Authority of Singapore (MPA) issued Port Marine Circulars (PMC) 26, 27 & 36 of 2020.
This Guidebook supersedes the version dated 3 August 2020.

The Singapore Crew Change Workgroup (SGCCWG) coordinates efforts in Singapore for Crew Change.
The SGCCWG is also connected to the larger global Crew Change Taskforce led by the International
Chamber of Shipping (ICS), providing an exchange of updated information regarding changing
developments around respective international government restrictions, on air-travel, health advisories
on the pandemic, which impact crew change.

The main SGCCWG consists of the following representations, led by the Singapore Shipping Association
(SSA):
o Industry
International Maritime Employers’ Council (IMEC)
Singapore Shipping Association (SSA)
e Union
Singapore Maritime Officers’ Union (SMOU)
Singapore Organisation of Seamen (SOS)
¢ Government
Maritime and Port Authority of Singapore (MPA)

The SGCCWG strives to provide periodic updates on developments in Singapore to the larger community
of Ship Owners, Managers, Agents and Crewing/Manning companies, receiving relevant inputs that are
considered and implemented in this document.

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

o Singapore Shipping Association

o Synergy Marine Group

¢ Western Shipping and IMEC board member representative

¢ Wilhelmsen Ships Service AS

**Acknowledgement: This document is prepared by Wilhelmsen Ships Service AS, drawing upon feedback from the main
SGCCWG
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

ENHANCEMENTS TO CREW CHANGE FOR CARGO SHIPS IN THE PORT
OF SINGAPORE

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

¢ Crew whose employment contract has expired;

¢ Additional crew on board whose sign-off would not affect the safe manning of the ship;

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

o Personnel who are not part of the ship’s crew such as superintendents and service engineers;
e Compassionate grounds e.g. death of family member; or

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

Updated Requirements in line with PMC 26, 27 & 36 of 2020 issued on 28" August
2020

Important reminder: Applications for crew change MUST be made at least 14 days in advance in line
with the requirements of PMCs 26, 27 & 36 of 2020.

Sign-on crew

¢ Meet-and-greet services are compulsory for sign-on crew at Changi Airport. Please read the
mitigating factors and processes for sign-on crew.

e 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/region prior to departure for
Singapore

¢ |n addition to the SHN requirement, if a crew was previously diagnosed with COVID-19, the date
of first ever positive PCR test must be more than 21 days ago from date of departure from the
home country to Singapore.

o 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.

e The crew shall only arrive Singapore to join his/her ship not more than 48 hours before the
ship’s departure from Singapore.

o Pre-departure PCR test should be carried out at government-approved or ISO 15189-accredited
testing facilities

Sign-off crew

¢ Tele-Medicine consultations are approved for issuance of the off-signing crews Fit-to-travel
certificate. These must be completed by Singapore fully registered doctors. Details of the tele-
medicine requirements are found in PMC 27 of 2020.

o Please read the mitigating factors and processes for sign-off crew.

Foreign & Singapore flagged vessels

o For foreign flagged vessels, crew change will only be permitted for vessels meeting the
requirements of PMC 26/2020,PMC 27/2020 and PMC 36/2020, and that are in Singapore for
cargo operations, bunkering and/or other marine services
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020
o The Maritime Port & Authority of Singapore (MPA) will accord priority to all Singapore-flagged
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 sign-on 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, Vietnam 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 21 days ago from date of departure from the home country to
Singapore.

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

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

e Of the three accommodation units, two will house sign-on crew that are waiting for their ships’
arrival for up to 48 hours

o The third unit will be a dedicated quarantine facility to house close contacts of crew who are
tested positive for COVID-19.

e There will also be an on-site medical service provider for healthcare services within the CFC.

The booking of these holding facilities can only be made after the MPA has granted the “In Principal
Approval” for the specific crew change operation.

Crew change process for sign-on and sign-off in Singapore

* Asafe and coordinated planning process, ensuring minimal contact between crew and staff of
Designated Holding Facilities, transportation providers and launch services

e Allaspects of the value chain taken into account including self-reporting of symptoms, so that any
suspected infectious case is attended to early on

e All suppliers vetted and audited for proper quarantine and emergency protocols
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

(A) Process for sign on crew

L

Sign on Crew in Port of Singapore — RACI Matrix

Sign On Crew in Port of Singapore - RACI Matrix

SIN Category Activityl Task MPAMOT  Ship  Ship  Master  Designated  Manning
Agent Holding Facility ~ Agency RACI Matrix
i Responsible  UWNS Te aCVTY/1asK. Person workng
Serving SHN | A | R fo achieve the task.
1 Cauntry of Origin COVID -19 Tast report and | A 1 R Accountable T Whorr R is accountable, Who must
Fit - for- travel documents 3Ign oft/approve on vicrk before 1S
. e offcctive. No more than onc A, but can
2 Singepore Airport Meet & Gree! and ! ! A&R he 7er0 The one nifimately
Immigratior: clearance: answeraolz for the completion of
3 Transitfrom Airport to Transit from Airport to | | A&R | deliyerable aitase and the one who
Vessel andlor Dosignated  Holding Facility and Vessol DRI val D iose
Helding Facility with approved suppliers el
4 Holding Facility Stay at Designated Holding I I I A&R NOTE: One rofe can be bot R and A.
Facility for Crew Member
5 Arival at vessel (joining) ~ Joining vessel (Sign on} I | C R
Has infomalion andor capabill
Note: Sign On s confirmed when the following approval is obtained: Consulted ecessaiy o complets i
1i) Approval from MPA for crow Sign On
{1 Vald visa lssuance by Immigration & Checkpolms Authorty (1CA) litormed Must b notified of resuls, bt need
(i) Appr [ ot De consulied
Figure 1.1

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

€

2 IQ: 14-days SHN if needed* at his/her g |

o || home country prior to hisiher deparure SUL) I Do ol (42 Vudm-hhsim‘

5 figh. (For the period of SHN, the crew hours) & obiain & lloravel medial | .| por prorto crew aurval in

Start of ¢ 4 7% certicate (24 hours) at his/her country of ( e COVID - 19 Safety measures

£ - Moud atidety b Hiesk Aty origin prior o hisfer deparure fight. Singapore

g Persons Issued Stay-Home Notice" issued | 4 - Face mask and hand sanitiser

) by MOH). ) should be be made available to

o crew at all imes,
- Ensure all service suppliers
adhere to the MOH procedures
and requitements in this
process.

] ad [ - All rew should adhere to

a > \ MOH safety and hygiene

£ customs clearance [ measurements al all tmes.

< ) Temperature

£ | ator Notes:

a above

¢ Wiy : j Pt focnsnicplin

@ degrees L) longer be required to serve the

v
o meetcrew at |
S"PMl:'w“

Transiting from airport

mask ant hand sanitization Tor

| Crew to board designated private Crew to transfer to requirements of the vessel
B S e | vanspon sign on vessel (either ‘Any deviaton or delays wil be
a fight armval) — by launch boat or land reported immediately to MPA.
P J transport)
— 'Stup Agent or Transport provider Crew can only alight from
Ship Agent to provide fresh face o send vehicle datads o ok oy /) - Should there be any delays,

taod ransport when

neet-and-gree providet prio 1o launch boa is ready

amival crew Jeaving the airport for contact staging location by their Ship
Iracing purmose ! Manager/ Owner or appointed
agent

ki
- r
$ (B Maste 1 noty refevant Authoites and |
Sign Ship Agent to confirm once on-signer
on are salely onboard vessel
completed L J
Figure 1.2

SHN or serve a shorter SHN of
7 days in the oniginating
countrylregion priof to
departure for Singapore.

* Subject to Safety,
Operational and Commercial

crew should be directed to a
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

Process for Sign On Crew - Port of Singapore, using holding CFC at
Tanjong Pagar Terminal (Onshore)

Start of

sign on

Country of Origin

gmmmmummu«a Vessel must be in Singapore
hours) & obtain a fit-to-travel medical port within 48hours upon
hours) country of signing on crew armval in

oigin prior to hisier departure fight Singapore =

Singapore Airport

P
atar
below
375
degrees

]
2
8

Ship Agent or Transport prodet
Vel detais 10 moet-and
campany i t leaving the
contact Wacing purpase

Ship Agent to provide fresh face
mas snd hand sanitzation for
anval crew

g
g
a
E
g
]
£
7
-
£
£

4 Crew can only alight fom land
transport when launch boat is

Teady

Vessel

Figure 1.3

B4 Master o oty relevant Authores and
Ship Agent to confirm once on-signer
are w"[“mﬂ vessel
Sign
o
completed

COVID - 19 Safety measures
- Face mask and hand sanitiser

should be be made available to
crew at all imes.

- Ensure all service suppliers
adhere (o the MOH procedures
and requirements in this
process

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

“Crew from specific low risk
countries/ regions will either no
longer be required 10 serve the
SHN or serve a shorter SHN of
7 days in the originating
country/region prior to
departure for Singapore,

** Subject to Safety,
Operational and Commercial
requirements of the vessel
Any deviation o delays will be
teported immediately fo MPA

- For crew sign-on, all agents /
ship managers are requested to
make thelr reservations directly
with the designated hoiding
facilites.

- Agents / Ship Managers are
also advised to contact the
designated holder facilities
directly for any special
requirements with regards to
transportation arrangements at
the terminal entrance
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

To minimise the risk of importation and spread COVID-19 in Singapore, it is recommended that the crew
is transferred directly between the vessel and the point of arrival/departure. Company may wish to take

note of the following requirements:

Phase Check List Mitigating Factor
Descriptor
Crew must serve Stay-Home Notice (SHN)* at 1) Confirmation that the
Sign-On 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 abide Singapore and has been
by the “Health Advisory for Persons lIssued well throughout that
Stay-Home Notice” issued by MOH). period.
All visa requirements for Singapore must be 2) Mandatory Temperature
followed. Countries that require visa to enter screening when crew
Singapore must take into consideration the diseribarkefromtha
application period of 10 days processing time plane
that ICA needs. 3) If temperature is above
e Crew shall take his/her temperature 37.6 degree Celsius,
twice daily and keep a record. he/she will be led out to
e Crew shall remain healthy throughout the nursing station set
the 14-days SHN period. up in the airport for
e Crew shall provide a declaration that further assessment
he/she has complied with the above 4) Agent must be there in
and provide the temperature records advance to meet the
for verification. crew and transport
e Company shall, at the point of direct to airport. The
application, provide a declaration that crew will produce the
the company shall .ensure.th(-?- crew’s MPA approval letter to
compliance, including Rerlodlcal ICA and the crew will be
checks on the crew during the SHN
—— escorted and be handed
e Company shall provide details of the oEria Fhe agents The
SHN such as the location and period of agent will transport the
SHN, and how they will ensure crew to the shipin a
compliance. private transport.”
Crew must be COVID-19 tested via PCR method
with negative result at government-approved 5) Compulsory meet-and-
or ISO 15189-accredited testing facilities at greet services - to
his/her country of origin not more than 48 ensure proper hand-over
hours prior to his/her departure flight. of each arriving crew to
transport company
The crew must also obtain a fit-to-travel driver
medical certificate from doctors registered
with the medical authorities at his/her country
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

Phase Check List
Descriptor

Mitigating Factor

of origin not more than 24 hours prior to
his/her departure flight.

The vessel shall be in port prior the crew arrival
C | Singapore.

Master to notify relevant Authority and agent
D | to confirm once on-signer are safely onboard.

6)

7)

8)

9

Meet-and-greet services
to provide fresh face
mask and hand
sanitization for arrival
crew upon arrival.

Transport services to
standby 30mins prior
flight landing time to
receive arriving crew

Transportation safety
measure:

Hand sanitization
process before boarding
the vehicle.

10) Reminder will be given

that face mask should
always worn in
Singapore.
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

(B) Process for sign off crew

Sign Off Crew in Port of Singapore — RACI Matrix

Sign Off Crew in Port of Singapore - RACI Matrix

SN | Category Activity/ Task MPAMOT Ship Ship Master Designated Manning
Manager | Agent Holding Facility | Agency
Flight buoking [ A&R 1 Responsible
1 Vessel Ariival in
Singepore Mester statpment and SFA. | A i R G Ascountzble
Sincapore doctors I I A&R I
issuance of Fit - for- travel
2 Transit from Vessel 1o Transit fiom Vessel 10 I I A&R I
AiipuiLandior Designaled  Airpoil with approved
Holding Faciity supplers
3 Helding Faciity Stay at Designated Holding. I I I A&R
Faility for Crew Member
Crew check-in and I I AR I c
4 Singaporc Airpor: immigraficn clearance Consutted
with Chaperon
5 Country of Desfination  Crew arives at destination A R Informed
Note: Sign Oftis confired when the following approval is obtzined:
‘Approval from MPA for crew Siga OFF
(i) Valid visa  Immigration & Checkpoints Authority ICA)
(i) i i Ly (LY
Figure 2.1
Process for Sign Off Crew - Port of Singapore
(Not using designated holding facility)
& Master's statement that Crew can only alight from launch
part Singapore boat whan land transport i ready
- " “The crew identified for crew (™| i cleararce has by ' SMC Fully-Reg) |
] | [kt s [ e Ao |2 Doctortocentycren | (1 Crow yanste rom
Pl sicor .| fight for himiher upon $0 ‘ vessel (0 launch boat
he can go direct to airport W‘IEEZWW > provide fit-to-travel medical
# . e it akrbata b e Agreement (SEA) of the ) /
off vessel signing-off crew. J ‘
g‘ Transport to standby 30mins prior crow Ship Agent to provide frosh face mask ans
£ ‘autival 1o onstire smooth transition hand sanitzation for crow \/
14
28 v e 2] Immigration and customs
oE \ meets clearance for signing off crew
£ ¢ WlPsiepiclostiinsiliend ‘ cleing imigation alhe rval atbolh MSP | WCP when
8 \ hall disembark from launch boat
@
=

In to obtain boarding pass [ ":

Crew arrives at the airport and
check

&

Crew clears immigration and
customs.

Singapore Airport

Crow are 1o be ascorted by mest-and-greel
sarvice through the aiport untl immigration

-c
o0
41
28
Oa

Figure 2.2

Sign
off
completed

Crow boards airplane and
light schedule

depart as per

Crew arrives at destination

RACI Matrix

Owns the zcivitytask Persan working
Lo achieve lhe lask

Thwhom R is accointable Whe must
sgn olliapprove on vk before iLis
cffective. No more than one A, but can
b2 zero Tre cne utimaely
answerdble for Ihe completion of
deliverable or task, and the anc who
dalegates the work to those
responsicie.

NOTE: One rcle can be both R and A.

1as informaticn andlor czpabiity
nacessary to compete the work

Must be notified of resutts, but need
not be constlted

COVID - 19 Safety measures

- Face mask and hand sanitiser
should be be made avallable to
crew at all imes

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

Al crew should adhere o
MOH safety and hygiene
measurements at all times.

Notes:

* Subject o the crew member
obtaining the fit o - travel
medical certiicate by the Sea
port doctor, Otherwise, Master
1o awalt further instructions by
the Authorities.

*+ Ship owners / managers /
agents can now use
tele-medicine (i, real time
video consutation) to obtain
fitto-travel assessment and
certification for crew signing in
Singapore.MPA wil accept fil-
to-travel certificates issued by
Singapore Medical Counci
(SMC) - fully registered doctors.
meeting the requirements set
out in Annex B of the PMC 27

I\C_L\CL.4204-Add.22-Rev.2.docx



Circular Letter No.4204/Add
Annex, page 10

.22/Rev.2

VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK - 4 September 2020

Process for Sign Off Crew - Port of Singapore, using holding facility
(Onshore)

Crew can only alight from launch
baat when Land transport s ready

Start of

Vessel

sign
olf

marks

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

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

- Al crew should adhere to
MOH safety and hygene

Figure 2.3

-
5 R e—— Maimum sty at hoking S Agen 1 provide esh face skt T —
- ‘amival o ensure smooth franssion faciiy is 48haurs hand sanitzaton hor crow g o
Et ) — ctew at ICA checkpoints
By | After check out, crew [~ Crew 1o board designated W Crew meets Ship Agent after ) such as MSPIWCP -
® boards designated g mmi the arrival crew are issued a
g2 private transport | SEORRS e B X hall ‘Special Pass with SHN
g | |basedon MPA's Final No
§ | Objection email
=3l | Crew arives at the . Crew boards airplane
2
Ml | and checkinto RN il - and departas per fight
5 boarding pass f ot f scheduie
g J
o [Pm———
senvce o the aupor ik men aon
3
|
3§
2%
£5 Crew arrives at destination
-84 Sign
o3 off
completed

atalltimes
Notes:

* Subject to the crew member
obtaining the it -to - travel
medical certficate by the Sea
part doctor. Otherwise, Master
to await further instructions by
the Authorities.

“*Ships, after signing oft its
crew and obtaini

clearance, need nol remain in
port unti the sign -off crew
have departed Singapore.

+++ Ship owners { managers /
agents can now use
tele-medicine (.. real ime
video consultalion) to obtan
fit-to-travel assessment and
certification for crew signing in
Singapore. MPAwill accept fit-
to-travel certficates ssued by
Singapore Medical Council
{SMC) - tully registered doctors
meeting the requirements set
out in Annex B of the PMC 27.

- For crew sign-of, all Agents /
Ship Managers are requested
to make their reservations
diectly with the designated
holding tacilfies.

- Agents | Ship Managers are
also advised to contact the
designated holder facilties
directly for any special
rquirements with regards to
transportation arrangements at
drop-off loby.
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

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

(Offshore)

Master's statemen: (hat

"1 Vessel shall not depat . E—— Creuw transfer from
- ‘The crew (dentified for crew Singapore unti pert clearance has SMIC Fully-Renistered | -»  Vessel tolaunch
S change must have an avallable bieen givan by the Autlioriies L Docior to cerify crew buoal (ar Land
Pl surof figh for him/he upor sign-of so ——— fETmmeabiE U el Fae mask and hard sanitisor
> s i ecat Yo i ogihy it Sz Seafarcrs Employment [ pecide fe-io vl medeal possas an shouls be be made available to
i ance he disembarks from the - agresmen: (SEA) of the | certifcat container termnal) sl o be i
vessel signing-off crew
- Ensure all service suoplers
adhere o the MOH procedures
and raguirements in s
process,
All e should adhere 1o
e S Skl pigier T ot sy and e
3 anivalto e1sre smooll Uausilion Taciily is A8l ours inask and hand Saczalion for crew eacanes ot s o
5t crew atICA checkpoints Notes:
g8 Alter chack out. the. ICP
SF Crejchesis crevi will take a launch Sl Mo e SN & Subjec 1y the ciew member
- designated private boatlo MSP launch boal to designated |«—. crew are Issued a obsairing the fit ¢ - travel
28 transport TR, o floating faclty for check in Special Pass with SHN e
=8 nspor L e s medical certficate by the Sea
g based on MPA's Final No. port doctor, Olherwise, Master
g Objection email to awalt futher instrucsiors by
F the Autharilies
J *Ships, atter signing oft its
wand obtaining port
clearance, need not remain in
pert until the sign -off crew
T have depaned Singapore.
£
g Crev, arives at the 3 = Ship owners / managers /
= aiport and check if (6 agants can now use
% cotan boarding pass Crew clears immigration and Crew boards alrplane and {:;g‘:;“;'u‘;;‘,:,,'fgc";:;
g — 4 d
g 4 ot J G L fito-ravel assessmen: and
g certifialion for crews signiag in
¢ MPA will accept it
© [Pe— HmouiEive
0 servic thraugh the supcrt mii immigration § 1gap;7re Médical Couna
(SWC) -fully registerad dectors
ing Ine requirerents
- Annex B of the PMC 2/.
For crows sign-off, all Agents |
Ship Managers are requasted
1o maxe el resevations
diretly with the designated
%5 1 helding fasilties.
28 i
& .g Crew arrives &: destination - Agants | Ship Managers are
SR also advised o contact the
g8d siga designated holder ‘acilities
Oa il L/

Figure 2.4

complored

10

from launch boat to

direlly for any special
requirements vt regards to
ransportation arrangements
vesse
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VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

To minimise the risk of importation and spread COVID-19 in Singapore, it is preferred that the crew is
transferred directly between the vessel and the point of arrival/departure. Companies shall take note of
the following requirements:

Phase Check List Mitigating Factor
Descriptor
Sign-Off Crew | The crew must have an available flight for ¢ Sea port doctor to certify
him/her upon sign-off. crew member are fit-to
travel prior sign-off. This
can be performed via Tele-
Crew is not allowed to remain ashore in medicine in line with the
Singapore while waiting for his flight unless requirements of PMC 27 of
they have a confirmed booking at a 2020
Designated Holding Facility.
¢ No sharing of Passenger
Seafarer's Employment Agreement (SEA) of launch boats for crew and
the signing-off crew. service
engineers/technicians
Sign-off crew must have a fit-to-travel
medical certificate issued by a doctor in o Agentwill arrange for crew
Singapore not more than 24 hours prior for using private transport
disembarking the ship. and Meet-and-greet
Services, at the airport,
escorting the crew to clear
ICA through to boarding the
Master’s statement that vessel shall not plane.
depart Singapore until Port Clearance is e Transport to standby 30
issued from the MPA. mins prior crew arrival
Wear a mask at all times. ¢ Eliminating cross contamination:
Land / Sea N . o o Alltransport vendors are to
Transport Sanitize and disinfect seats/interior prior practice MT| COVID-19
Provider receiving the next onboard crew guidelines and safety
measures.
Ensure all crew sanitize their hands once in o All vendors’ segregation
vehicle/launch plans are to be submitted to
. . o the relevant authorities.
Sanitize and disinfect seats/interior after o Drivers and boatman are to
dropping off crew. remind crew on the COVID-
19 safety measures.
o All vendors are to abide to
the NEA cleaning guidelines.

If the above requirements can be met in line with Port Marine Circular 26 (PMC26/2020),Port Marine
Circular 27 (PMC27/2020) and Port Marine Circular 36 (PMC36/2020) of 2020, kindly submit the
following documents to MPA to process the request:

11
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A

Application form as per https://www.mpa.gov.sg/web/portal/home/port-of-
singapore/operations/crew-change (You will have to make multiple submissions if you have more
than 20 off-signers and/or on-signers)

Online declaration, undertaking and consent by owner/agent/operator.

Intended flight itinerary from the airline for both sign-on and sign-off crew.

Online declaration that the last port of call was more than 14 days ago and the crew remains well;
or if the last port of call was less than 14 days ago, the crew has not gone ashore for the last 14

days and remains well.

Online health declaration by all crew members that they are asymptomatic and have not had
contact with a known or suspect case of COVID-19 in the 14 days preceding arrival in Singapore.

A copy of the ship’s Maritime Declaration of Health in accordance with Port Marine Circular No.
16 of 2020. (To be submitted 12 hours before the vessel arrives Singapore)

Confirmed flight tickets must be submitted as early as possible.

For sign-off crew, fit-to-travel medical certificate issued by a doctor in Singapore not more than
24hrs prior to disembarking the vessel.

For sign-on crew, crew’s declaration that he/she has served 14-days SHN in accordance with
MOH’s Guidelines, as well as provide his/her temperature record.

For sign-on crew, the COVID-19 PCR test result not more than 48hrs before departing his/her
home country.

For sign-on crew, the fit-to-travel medical certificate not more than 24hrs before departing
his/her home country

Please note that A, B, C, D & E as requested above, shall be submitted at least fourteen (14) days prior to
the scheduled signing on/off date of the crew, unless expressly stated otherwise. Documents F, G, H, |, J
K & L must be submitted at the earliest possible instance before the vessel’s arrival. Failure to do so may
result in the rejection of the application.

Should there be any changes to the information provided, company is to update MPA immediately.

In the event that the application for crew change in Singapore is not approved, the company should plan
for the crew change to be conducted at other ports that allow crew change.

12
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Annex 1: Frequently Asked Questions (FAQs)

Crew Facilitation Centre (CFC)

A new set-up of the CFC (total 3 floatels : - 2 floatels for Sign On, and 1 floatel set aside as quarantine
facility) will enable more volume of Crew Change.

The CFC provides additional more rooms for Crew Change as this will be designated for SIGN-ON
crews. Sign-Off crew will continue to use current POSH BAWEAN and SEACARE HOTEL.

Who to Contact for Sign On bookings
Contacts are listed under PMC 36, Annex B.

Procedures to Book rooms for Sign On crew at CFC

Procedures remain the same, as being practised currently. MPA will provide In Principle Approval

(IPA). With the IPA, the company may proceed to book rooms at CFC for Sign On crew and also Sign Off
Crew at the separate facilities of POSH Bawean, SeaCare hotel or any other holding facilities designated
by MPA in the future.

Duration of Stay at CFC for Sign On crew
Sign-on crew will be allowed to stay at the designated Crew Facilitation Centre (CFC) at Tanjong Pagar
Terminal for up to 48-hours in alignment with present arrangements for Sign Off crew

Sign On crew facilities indication
This arrangement for SIGN ON crew to be directed to the floatels at the CFC will be updated and
indicated in the SG Crew Change Guidebook as part of Version4 update.

Sign On crew new process pertaining to SHN (Stay Home Notice) period
In general, all signing on crew, except for crew from specific low risk countries/regions!!, are required to
serve 14 days Stay-Home-Notice (SHN) in the originating country.

o Crew shall be isolated properly (individual room with dedicated toilet) with strictly no
interaction with others (including their family members) at his/her place of residence
o Alternatively, crew shall be isolated at a dedicated facility/hotel

Isolation/Quarantine/SHN Duration of 14 days

There are no further interpretations. Companies must ensure that the crew maintains a FULL continued
14 days during quarantine period. This means the company must demonstrate that the crew stayed in
ONE location for 14 days uninterrupted. Crews who maintained 7 days at home self-isolation and then
shifted to a company run facilities for the next remaining 7 days are deemed to have broken quarantine.

RACI Chart — (Responsible, Accountable, Consulted, Informed) roles in the SG Crew Change Guidebook
Members are strongly encouraged to refer to the RACI chart in the Singapore Crew Change Guidebook
which states clearly the roles and responsibilities of each party the crew change process.

Footnote : MPA will conduct an investigation in the event a crew is found to display symptoms and
found to be COVID-19 positive upon arrival. Any breaches are taken seriously, and penalties will be
imposed on the guilty parties accordingly should there be any breaches found. All parties, even for
those under the “Consulted” and “Informed”, are expected to do their due diligence to ensure that all

[ Annex A of MPA PMC 36 of 2020: https://www.mpa.gov.sg/web/portal/home/port-of-
singapore/circulars-and-notices/detail/ead427148-dcb0-4537-8450-33ba784al1166
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processes are followed strictly. All parties are expected to be held accountable should there be any
breaches/non-compliance of the processes

Sign Off crew process

No change to current Sign Off crew process, and reference is to be made to the crew sign-off application
process found in the Singapore Crew Change Guidebook

Sign-off crew shall depart Singapore upon signing off, or, stay at designated holding facilities i.e. SeaCare
Hotel, POSH Bawean or any other holding facilities designated by MPA in the future, for up to 48 hours.

Sign Off crew PCR test requirements as part of crew’s home nation requirements

This refers to the current CHINA’s new national requirement. MPA will facilitate arrangements for crew
required to take the PCR tests prior to departure as required by destination country’s requirement. Ship
managers/agents/operators are to INDICATE CLEARLY that they have CHINESE crew when submitting
Crew Change application and to indicate PCR test request for CHINA landing

Crew Change Facilitation for personnel/technicians on Sea Trials

Any persons leaving the Singapore port limits will be treated as leaving the territory of Singapore,
whereby border control measures in response to COVID-19 including Stay Home Notice (SHN), will apply
upon his/her return to Singapore. The latest measures can be found at www.ica.gov.sg/covid-19. ICA
and MPA will continue to explore solutions for personnel returning to Singapore from a sea trial.

14
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Annex 2: Protocol for Crew in Country of Origin

Stage

1 Mobilisation

2 Arrival at

hotel

3 Testing at the

clinic

Activity

Sub- Activity

(1.1) Arrange flights for
identified crew

(1.2) Compile and share
final crew list

(1.3) Arrange for PCR
testing

(1.4) Arrange
transportations

(1.5) Arrange hotel

(1.6) Clarify any
additional needs or
special requirements

(2.1)Crew to checkin
and receive COVID -
19 PPE kit arranged
by Ship Agent

(2.2)Crew to isolate and
stay in room until
test arrangement

(2.3)Ship Agent to
advise the meeting
time at hotel lobby
and transport crew
to designated clinic

(3.1) Crew to take RAPID
test (if PEME
required)

If RAPID test shows
negative for COVID -
19, proceed with
PEME followed by
PCR test

Responsible

Ship Manger

Ship Manager

Ship Agent

Ship Agent

Ship Agent

Ship Agent

1. Crew
2. Hotel

Crew

1. Ship Agent
2. Transport
provider

1. Clinic

15

Accountable

Ship Manger

Ship Manager

Ship Agent

Ship Agent

Ship Agent

Ship Agent

Ship Agent

Manning

Agency

Ship Agent

Crew

Informed

Ship Agent

Ship Agent

1. Ship Manager

2. Manning Agency
3. Clinic

1. Ship Manager

2. Manning Agency
3. Transport provider
1. Ship Manager

2. Manning Agency
3. Hotel

1. Ship Manager

2. Manning Agency

Ship Agent

Timing

Minimum 3 days
prior to arrival at
hotel

Minimum 3 days
prior to arrival at
hotel

Minimum 3 days
prior to arrival at
hotel

Minimum 3 days
prior to arrival at
hotel

Minimum 3 days
prior to arrival at
hotel

Minimum 3 days
prior to arrival at
hotel

Upon arrival at
the hotel

After checking in
to the hotel

After
confirmation from
clinicon the
testing time

Upon arrival at
the clinic and
received RAPID
testing results
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5

VERSION 4 COVID-19 SINGAPORE CREW CHANGE GUIDEBOOK — 4 September 2020

Isolation in
hotel

Airport

(3.2) Crew to take RAPID
test (if PEME
required)

If RAPID test shows
positive for COVID -
19, coordinate with
local authorities to
transfer crew to
quarantine facility or
hospital

(3.3) Crew to take PCR
test

(3.4) Crew to be chaperon
and transport back
to hotel to continue
isolation until test
results are received

(4.1)Crew to stay in room
until test results is
ready

(4.2) PCR test shows
positive for COVID -
19

Coordinate with local
authorities to
transfer crew to
quarantine facility or
hospital

(4.3) PCR test shows
negative for COVID -
19

To arrange safe
transport from hotel
to airport

(5.1) Transport crew from
hotel to the airport

(5.2) Crew arrives at the
airport and check in
to obtain boarding
pass

(5.3) Crew clears
immigration and
custom

(5.4) Crew boards plane
and depart as per
flight schedule

1. Clinic Crew ik
2.
3¢

1. Clinic Crew i

1. Transport Ship Agent

provider

Crew Manning

Agency

Manning Manning 1

Agency Agency 2.

Manning Manning 1.

Agency Agency 2

Transport Ship Agent

provider

Crew Crew

Crew Crew

Crew Crew 1.
25
£}

Ship Agent
Manning Agency
Local Authorities

Ship Agent

Local Authorities
Ship Agent*

*If requested, Ships
Agent can assist in
coordinating
transportation

16

Ship Manager
Ship Agent

Ship Agent
Manning Agency
Ship Manager

Upon arrival at
the clinic and
received RAPID
testing results

Upon arrival at
the clinic

Upon completion
of PCR test

After checking in
to the hotel

PCR test results:
Within 72 hours
Upon receiving
PCR test results

Upon receiving
PCR test results

According to flight
schedule

After check in and
obtaining
boarding pass

After clearing
immigration and
custom

According to flight
schedule
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Sample Process for Philippines Origin Crew:

Process for Outhound Crew - Philippines

To provide a COVID - 19 Safe and Secure process for Seafarer to leave

Philippines to join vessel

Arrange for PCR testing

Arrange transportations
14

-{ Arrange hotel ] =4
1.5

Arrange flights for Compile and share final
identied crew crew fist

11 12

Stage 1

Start

Mobilisation

QOutbound
process

Clarify any additional
needs or special
arrangements

1.6

Crew to arrive in Manila Crew to isolate in hotel room and
and check in designated wait for Ship Agent insts clmi gtif%ns
hotel and receive on arrangements to clinic for
COVID -19 PPE kit COVID -19 and PEME (if needed)

Stage 2

S
5
4
2
=
]
-
-}
b o}

21 2.2
Transport to standby 15mins PEME not
s prior crew leaving the clinic required
‘c to ensure smooth transition
™ [
[ =
c
S M SR e ALY Crew takes RaED Crew takes RAPID
7} i transport back to hotel PCR test PEME test test
= arranged by Ship Agent negative
Q 34 33 311 for 3.1
f CovID
-19

Ship Agent to advise the meeting time
at hotel lobby and transport crew to
designated clinic for COVID -19 testing ‘
PEME (if needed)

Transport to
standby 15mins
prior crew leaving
their hotel room to
2.3 ensure smooth

transition

PEME required

to send crew to
( RAPID 4| designated
test quarantine
postive facilities or
for hospital
CovID
-19

PCR Crew to continue isolation in hotel room
test while waiting for test result
positive
for

Stage 4

4.1

Hotel in Manila

-19

negative

COVID CoviD

PCR
test

To arrange safe
tranport from hotel to
Manila airport

for

43

-19

wn

@ Crew boards airplane and

2 Outbound depart as per flight

L " schedule
process 5'4

Manila Airport

Transport crew from hotel to the
airport

5.1
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