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INSTRUCTIONS TO INSPECTORS

OBJECTIVES.
The objective of the London P & I Club ship inspection is to assist members in identifying areas of potential loss and enable them to take the necessary preventative and corrective action. 

SPECIAL NOTES.
1. All communications regarding inspections shall be conducted electronically by e-mail. The Club’s reference number shall be included in the e-mail subject line.

2. Inspectors MUST NOT make reference in their report, nor discuss with other parties, any warranty as to the ship’s condition, suitability for Club entry or any other aspect concerning Club entry.

3. The full report is a confidential document from the Inspector to the Club Managers and its contents MUST NOT be disclosed, nor copies given, to other parties.

4. Once Inspectors have reported the findings, the Club do not require them to re-attend on board ship to conduct a follow-up inspection.

5. The London P&I Club is accredited with ISO 9001-2008. As part of an ongoing improvement programme occasional audits may be carried out in conjunction with inspections. 
6. Copies of ship inspection reports may be made available to other members of the International Group of P&I Clubs.
GENERAL.
1. The inspection will normally be arranged when ships are in service. It is important that NO delays either to cargo operations or to the ship’s schedule are caused by the inspection.
2. Ships which are in drydock or undergoing repairs will not ordinarily be inspected unless the Club deems this to be necessary. If a Surveyor becomes aware that a vessel is in drydock or undergoing repairs and the Club are unaware, this should be communicated to the relevant Inspection Coordinator immediately and further instructions sought.
3. The Club requires a general inspection of the ship which should be completed in ONE eight hour day by ONE inspector. Any longer periods, or use of additional inspectors should be agreed with the Club’s managers in advance. 
4. Inspectors should liaise with local agents or the Owner’s representative in order to attend the ship at the most appropriate time.
5. The inspection should be conducted during daylight hours only, except when agreement has been made in advance with the member. 
6. Inspectors should make every effort to avoid disrupting crew members’ rest hours. The minimum rest hours required by STCW must always be observed.

7. ISPS requirements call for the ship to be aware, in advance, of all persons intending to visit the ship. It is therefore essential upon receipt of instructions from the Club, that inspectors acknowledge receipt by return, indicating the name of the attending inspector/s. 
THE INSPECTION.
1. On boarding the ship, the Inspector should make his presence known to the gangway watchman and produce photographic ID. He should comply with any search requests made by the ship’s security staff. He should then be escorted to the Master’s, or his representative’s, office, before starting the inspection.
2. An opening meeting should be held with the Master and or senior officers where the scope and extent of the inspection is explained. A similar closing meeting should be held at the end of the inspection, where the findings are discussed with the Master.
3. Using the Ship Inspection Record as a guide, the inspector should then conduct the inspection in the order most convenient to minimise disruption to the Master and crew.

4. If, during the course of the inspection, the inspector discovers high risk findings which are considered to pose an unacceptable risk and likely to result in an imminent significant Claim, the Club’s managers MUST BE INFORMED as soon as possible, by phone. This advice should be followed up in writing detailing the problem and the master’s intentions for immediate remedial action.
5. Inspectors are reminded that they should observe local port, terminal and ship’s safety regulations.  In the absence of such regulations the Inspector shall carry out the inspection at all times following best safety practices.

6. The Inspector shall fully observe all safety rules and precautions governing the use of electrical equipment in possible gas hazardous areas. Only “intrinsically safe, ex-certified” equipment should be used.
7. Inspectors should always request to be accompanied by a ship's officer during their inspection and also allow Owner’s representatives to accompany them, if requested.
8. Tests should be limited to operational checks (e.g. engine room bilge alarms, cargo hold bilge alarm, emergency fire pump, emergency generator, emergency lighting) and those indicated in the inspection check list (steering gear) and other equipment should serious doubts arise.

THE INSPECTION DOCUMENTATION.
The full documentation shall be submitted electronically and consists of 3 parts

· The Ship Inspection Record (SIR)
· The Summary of Findings report (SIF)
· The Photograph Album (SIP)
Inspectors should use the Club’s forms only and not attach their own logos nor amend questions or numbering

.

No other documents are required by the Association.

The Ship Inspection Record.

The Ship Inspection Record is a check list divided into 10 key sections; each section lists common areas and activities where typical losses may be experienced. The final section in the SIR is ship type specific. 

Each question is uniquely numbered and alongside are four columns for recording verified answers. Column 1 is for recording Not Applicable. Column 2 is for recording Not Inspected and Column 3 is for recording the Finding which may be YES or NO. One of these 3 columns must be completed for each question. A “NO” answer does not necessarily mean that the ship is non compliant with a specific requirement.  All answers recorded to questions must be based on Objective Evidence.
If a deficiency has already been identified and recorded by the ship’s staff and which can be rectified with existing resources onboard, the inspector should still record this as a Finding. Any plans by the company for rectification of a deficiency should be included in the Summary of Findings report.

An additional fourth column is also provided to enable inspectors to briefly record additional information such as “R” rectified before departure, “B” best practice observed, “D” detailed examination and “T” tested 

No other comments or notes should be added to the Ship Inspection Record to be submitted.
The whole purpose of this format is to allow the inspectors to verify condition, procedures and activities quickly and reduce the administrative burden. The inspection record forms will be updated on a regular basis.
The Summary of Findings Report.

The Summary of Findings report will contain information gathered during the completion of the Ship Inspection Record. All questions returning a “NO” answer on the Ship Inspection Record must be copied in table form into section 1 of the Report. (separate instructions on how to do this are provided on the Club website) A copy of this section alone will be left with the Master.

The full report may be completed after the inspector leaves the ship.

Section 1 will contain the table (as mentioned above) with full supporting information of why each finding was recorded. If the findings were rectified before the inspector’s departure from the ship, this shall be indicated in this section.
Section 2 of this report shall record those areas where, in the inspector’s opinion, Best Practices were observed.

Section 3 shall contain additional findings or observations made by the inspector. These may include areas which are not included within the Ship Inspection Record questionnaires and any other observations made by the inspector.
The recorded findings should be statements of fact alone and not contain comments requiring repair, rectification or recommendations.

The Photograph Album.

When regulations and safety conditions allow, a selection of labelled, digital photographs should be taken to show the general condition of the ship. These should number between 12 and 24 and be submitted with 6 photographs per page in a single document. To reduce the file size of the photograph album, inspectors are advised they may submit photographs in the format which uses the least number of pixels on a digital camera.
THE INVOICE.

1. The Invoice, without copies or duplicates, is to be forwarded together with the full report.
2. The Inspector’s invoice is to be addressed to:
The Master / Owners of M.V. “ ship’s name “,

C/O The London Steam-Ship Owners’ Mutual Insurance Association Ltd.,

50 Leman Street,  
London  E1 8HQ.
3. The Invoice MUST include the following information:
· Advice that the Invoice is for a “P&I Inspection”

· Ship’s Name

· The Club’s Reference

· The port where the Inspection was carried out

· Date(s) when the inspection was carried out

· Payment instructions with full bank details, if appropriate.
4.
The charges on the Invoice MUST be fully itemised to cover the following:-
· Inspection time in hours and hourly rate, or a fixed rate agreed for the job

· Report preparation time in hours and hourly rate, if not included in the fixed rate for the job

· Travelling/waiting time in hours and hourly rate, if not included in the fixed rate for the job

· Detail of expenses for travel, subsistence, and communications 

· Other costs with a full explanation

· The total should state the currency used. This will be the one in which payment is required.

COMPLETION & SUBMISSION OF REPORTS:

1.
Upon completion of the inspection, the SIR should be completed and a copy of the list of negative findings handed over to the Master (This may be hand written). 

2.
Within 24 hours of the completion of the inspection, the completed SIR, List of Findings and Photographs should be submitted to the Club as e-mail attachments. 

3
A completed submission will consist of 4 documents:-

· Ships Inspection record (Excel format – not pdf)
· Summary of Findings (Word format – not pdf)
· Photographic Record (may be sent in pdf format if preferred) 
· Invoice.

No further documents are required, unless there are significant deviations identified and where the addition of Objective Evidence will enhance the report.
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