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Operational and Emergency Procedures 

 

Vessel Name: 

 

_____________________________ 

 

Owner/Authorized Representative/Designated Person: 

 

______________________________ 

 

Master 

 

______________________________ 

 

Crew members: 

 

______________________________ 

______________________________ 

______________________________ 

______________________________ 
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Safety Policy 

 

Goal: 

This policy aims to help staff fulfill their roles in maximizing safety, efficiency and pollution 

prevention while performing their duties on board the _____________________ fishing vessel. 

 

Policy: 

Staff members will receive instructions for performing their tasks and be given familiarization 

training prior to their first voyage. They will also receive additional training and safety awareness 

sessions as part of the regular training exercises. This training will be provided by the master and 

recorded in the vessel’s records. 

The staff will act professionally and treat others with respect. 

The vessel and its equipment shall meet or exceed the regulatory requirements. This 

performance shall be maintained through the periodic reviews scheduled according to these 

procedures. 

Staff members shall take the necessary steps to solve any problems they identify. If they cannot 

solve the problem, they must immediately notify their superior, who shall notify their superior 

until the owner is notified. 

The master is responsible for safely steering the ship. The master is solely responsible for deciding 

whether the ship can sail safely. 

To prevent a trip from being delayed or cancelled, the master must notify the owner of any 

actions that must be taken; the owner is responsible for ensuring the vessel is seaworthy. 

 

Signature: _____________________________________________________________________ 

______________________________________________________________________________ 

Date: ______________ 
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Operational Procedure 

Verification to be done before departure 

Purpose: 

 Conduct verification to maximize voyage safety 

Responsibilities: 

 The master is responsible for ensuring that this procedure is followed 

Step Verification to be performed 
1 Check the weather forecasts. Verify that the current conditions match the forecasts 

2 Check the travel plan and make sure you have the required maps and publications 

3 Check the routes used for the voyage 

4 Check the fuel level and make sure there is a reserve in case of difficulties 

5 Check engine oil and coolant levels for the main engine and generators 

6 Check for oil and water leaks in the engine compartment and bilge 

7 Check and test that the bilge pumps are operating properly 

8 Check that the drain plugs are properly in place and tight 

9 Visually inspect the life rafts and their fasteners 

10 Check that the fire extinguishers and other fire-fighting equipment are in place 

11 Check that the first aid kit, necessary tools and spare parts are available 

12 Check the battery charger 

13 Check the compass and navigation instruments 

14 Turn on the VHF radio and make sure that it is working properly 

15 Turn on the navigation lights and make sure that they are working properly 

16 Make sure that there is an adequate amount of life-saving equipment for the 
number of people taking part in the voyage 
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Refuelling 

Purpose: 

 To limit the risks of pollution and explosion 

Responsibility: 

 At all times, the master is responsible for refuelling their vessel. They must make sure 

that this procedure is applied at all times 

Step Verification to be performed 
1 Securely moor the boat 

2 Make sure a fire extinguisher designed for oil fires is nearby 

3 Turn off the engine 

4 Have anyone who is not involved in refuelling leave the vessel 

5 Extinguish any cigarettes, stoves, heaters or other open flames 

6 Turn off any exposed lights 

7 Close the hatches, doors and portholes 

8 Do not use electrical switches 

9 Ground the fuel nozzle and filler pipe 

10  Pollution control equipment must be ready for use 

11 Place a discharge bucket under the vents 

12 Make sure that air is escaping from the vents while the tank is filling 

13 Know how much fuel can be put in the tank 

 

 

 

 

 

 

 

 

 

 



   

6 
 

 Daily working procedure 
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Flood Prevention  
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Safety Procedure for Specific Catch Methods 
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Emergency Procedures 

Person Overboard 

Purpose: 

 To maintain sight of the person overboard while manoeuvring 

 To safely recover the person as quickly as possible 

Responsibility: 

 Spotter: To continually keep the individual who has fallen overboard in sight and assist 

them 

 Master: To safely bring the vessel closer to the person who has fallen overboard as 

quickly as the situation allows 

 

Step Person Overboard 
1 Anyone who sees an individual fall overboard must loudly shout “MAN 

OVERBOARD” while pointing in the individual’s direction 

2 The spotters must continue to point in the direction of the person who has fallen 
overboard until the vessel is close enough to recover them 

 
It is essential that the spotters do not take their eyes off the person who has 

fallen overboard 

3 Throw a buoy or any other object that may float toward the person who has 
fallen overboard 

4 Sound three long blasts with the sound signalling device 

5 Keep the stern and propeller away from the person who has fallen overboard by 
turning toward the side that they fell 

6 Sound the general alarm 

7 Perform the most appropriate recovery manoeuvre for a person overboard 
according to the situation 

8 Alert authorities and other vessels in the vicinity 
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Fire Fighting 

Purpose: 

 To prevent a fire from spreading and extinguish it while preparing to abandon ship 

Responsibility: 

 Master: To manoeuvre the vessel, notify the authorities and make decisions as the 

situation changes 

 Crew: To assess, contain and fight the fire 

Step Elements 

1 The individual who sees the fire must shout, “FIRE IN THE + LOCATION.” The other 
crew members that hear this shout shall grab a fire extinguisher and go to the 

location of the fire 

2 If the ship is in port, call the local fire department 

3 Sound the alarm 

4 Gather the crew and make sure every crew member is present 

5 Determine the extent of the fire 

6 If the fire is in the engine room, prepare to stop the engines and then close the fuel 
supply valves 

7 Determine  

 the type of fire 

 the type of equipment needed to put it out 

 the appropriate method for fighting the fire 

 a method for preventing the fire from spreading 

8 Close or turn off  

 the vents 

 the fire doors 

 the watertight doors 

 the lights in the fire’s location 

9 Turn on all of the deck lights  

10 Notify the authorities using the VHF radio 
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Flooding 

Purpose: 

 To control flooding and take the necessary steps to stop it 

Responsibility: 

 To control flooding and bring the vessel to a safe location 

Step Elements 

1 Sound the vessel’s general alarm 

2 Start the pump in the flooded compartment 

3 Use all available equipment to attempt to stop water from coming in 

4 If the master determines that the waterway cannot be stopped, confine the area 
where the water is coming in by closing all of the access and watertight door 

5 Turn off any source of electricity in this compartment 

6 Check the vessel’s stability and prepare the equipment necessary for abandoning 
the vessel 

7 Notify the authorities using the VHF radio as soon as possible 
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Abandoning Ship 

Purpose: 

 Effectively prepare to and abandon ship 

Responsibility: 

 The master is responsible for giving the evacuation order and ensuring that this 

procedure is followed 

Step Elements 

1 Sound the alarm 

2 Make sure that everyone is at the muster station 

3 Notify the authorities that you are going to abandon the vessel 

4 The master must verbally instruct the crew to prepare to abandon the vessel 

5 The crew must put on their life jackets or immersion suits 

6 Prepare the life raft 

7 Bring the EPIRB 

8 Upon the master’s verbal order, abandon the vessel and board the life raft 
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Pollution Response 

Purpose: 

 To confine the pollutant so that it does not spill into the water 

Responsibility: 

 Limit the amount of pollutant that spills into the sea 

Step Elements 

1 Respond as quickly as possible to contain the spilled pollutant 

2 Sound the alarm 

3 Find the source of the pollution and eliminate it 

4 Spread absorbent material over the pollutant 

5 Notify the authorities if any of the pollutant goes overboard 

6 Recover all of the pollutant 

7 Appropriately dispose of the contaminated material 
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Grounding 

Purpose: 

 To avoid any subsequent damage or pollution 

Responsibility: 

 To assess and limit the collateral damage 

Step Elements 

1 Stop the engines 

2 Sound the alarm 

3 Close all of the watertight doors 

4 Notify the authorities 

5 Display the day signal or corresponding lights 

6 Turn on deck lights 

7 Check the vessel’s surroundings for any pollution or damage to the hull 

8 Investigate each of the tanks 

9 Examine the vessel’s perimeter 

10 Inspect the interior of the compartments, if possible 

11 Determine the nature of the bottom 

12 Determine where the water is deeper 

13 Establish a salvage plan 
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Vessel Familiarization 

This document is a list of rescue and fire fighting items and important points to note on board. 

When boarding a new employee and at the beginning of every season, the master must make 

sure that each person embarking on the vessel for a voyage receives a vessel familiarization. This 

is for the safety of everyone on board and their ability to act in an emergency. 

 

Date Elements Initials 

 Muster list reading and explanation  

 An individual’s position on the muster list  

 The muster station location  

 The location and operation of flares  

 The location of the first aid kit  

 The location and testing of personal flotation devices  

 The location and testing of immersion suits  

 The location and operation of life rafts  

 The location and operation of the person overboard recovery system  

 The EPIRB location and explanation  

 The location of the manual fuel shutoff valves  

 The location and operation of ventilation ducts  

 The location of the vessel’s seawater suction valves  

 The location and operation of the fire pump  

 The location of fire extinguishers  

 The location and operation of the fixed fire extinguishing system  

 The location and operation of emergency exits  

 The explanation of the main engine and emergency stop  

 The explanation of the alarm signals  

 Familiarization with the crew’s quarters  

 Familiarization with the wheelhouse  

 Familiarization with the engine room  

 Additional questions?  

 

 

Representative’s 
signature 

 Date  

Employee’s signature  Date  
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Vessel Emergency Equipment 

Indicate the location of the emergency equipment on the vessel 

 

1. Life raft 

2. Hydrostatic release 

3. Immersion suit 

4. Life jackets 

5. Radio beacon 

6. Flares 

7. Emergency shutdown 

8. Buoy with rope 

9. Buoy with light 

10. First aid kit 

11. Fire extinguishers 

12. Ladder and means of recovering a person overboard 

13. _______________________________________________ 

14. _______________________________________________ 
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Muster List 

 

General Emergency Information 

 

a) Emergency drills must be carried out according to the on-board rules 

b) At the sound of the general alarm, all personnel must go to their assigned muster 

station with their life jacket 

c) All emergency signals must be transmitted by means of the ship’s whistle 

d) The staff must begin their position’s emergency duties until they are relieved 

e) The person in charge of the muster station must count the staff and inform the master 

f) Each individual is assigned one or more duties according to their skills and the situation 

g) The vessel shall only be abandoned upon the verbal command of the master, or if they 

are unable to perform their duties, their chief mate. 

h) During each drill, the life raft, EPIRB, and emergency equipment must be checked 

Warning Signals 

General alarm ………………………………………….7 short and one long whistle blasts 

Abandoning ship ………………………………………6 brief whistle blasts 

 

The Vessel’s Muster Station    

_____________________________________________________________________________ 
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Functions: 

Fire 
Master  Lead the emergency operation via the chief mate 

 Send radio communications 

 Efficiently navigate the ship 

Chief Mate  Lead the fire-fighting team. 

 Prepare the fire-fighting equipment 

 Start the fixed fire extinguishing system 

Mechanic  Prepare the fire pump 

 Close the ventilation hatches 

 Close the fuel valves 

 Carry out the cooling 

Fisher’s Helper  Bring a fire extinguisher 

 Fight the fire 

Fisher’s Helper  Help as instructed 
 

Emergency 
Master  Lead the emergency operation via the chief mate 

 Send radio communications 

 Efficiently navigate the ship 

Chief Mate  Lead the emergency team as the situation requires 

 Analyze the seriousness of the emergency 

 Find the source of the emergency 

 Quickly establish an action plan and inform the master 

Mechanic  Prepare the pumps 

 Assist the chief mate as the situation requires 

Fisher’s Helper  Prepare the life raft 

Fisher’s Helper  Help as instructed 
 

Abandoning Ship 
Master  Lead the emergency operation via the chief mate 

 Send radio communications 

 Efficiently navigate the ship 

 Clearly order the ship to be abandoned 

 Bring the flares 

Chief Mate  Make sure that everyone has their life jacket and/or immersion suit 

 Bring the EPIRB 

 Secure the life raft to the vessel 

 Release the life raft 

Mechanic  Detach the life raft 

 Put the life raft in the water 

 Inflate the life raft 

Fisher’s Helper  Bring the first aid kit and survival equipment 

 Put the life raft in the water 

Fisher’s Helper  Help as instructed 
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Emergency Drill 

Date:                                                                         Time: 

Participant: 

Drill type: 

Drill description: 

Observations: 
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Perform Effective Drills 

 

1. To obtain the desired results following the drill 

 

The crew must have already read the procedures concerning the drill that will be 

performed. 

 

2. Know the duties you wish to communicate 

 

Each crew member will read the muster list so that they understand it in its entirety. 

 

3. Have confidence that drills will improve the crew’s safety 

 

Discuss various situations that may or may have happened with the crew. Then, 

encourage your crew to truly believe in these drills. 

 

4. Follow-up on the drill and perform an equipment check 

 

Document the drill and each equipment check 

 

5. Discuss the drill with your crew members 

 

On the drill follow-up sheet, please note the crew members’ observations and make any 

necessary improvements. 

 

6. Be a good example and listen to your crew 

 

Explain, perform the drills, educate and correct. Listen to each comment. Congratulate 

your crew and try to use a positive approach with them. This will help you improve your 

emergency response skills. 
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Immersion Suit 
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Rigid Life Raft 
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Rigid Life Raft 
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Inflatable Life Raft 
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Inflatable Life Raft 
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Hydrostatic Release 
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Distress Call 
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Icing 
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Distress Signals 
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Important Contact Information 

 Environmental Emergencies    

1-866-283-2333 

 

 Coast Guard Marine Radio Station  

VHF Channel 16 or Cell: *16 

 

 Commission des normes, de l’équité, de la santé et de la sécurité au travail  

       1-866-302-2778 (CSST) 

 

 Transport Canada, Marine Safety and Security 

o Rimouski:      1-800-427-4417 

o Gaspé:      1-418-368-2444 

o Iles-de-la-Madeleine:    1-418-986-3785 

o Sept-Îles:      1-877-303-3435 

 

 Transportation Safety Board   

1-800-387-3557 

 

 Securitas TSB (Confidential Safety Report)  

1-800-567-6865 

 

 Fisheries and Oceans Canada, Québec Region   

1-418-648-2239 

 

 Bureau d’accréditation des pêcheurs et aides pêcheurs du Québec 

1-418-385-4000 

 

 Canadian Council of Professional Fish Harvesters  

1-613-235-3474 
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Training and Familiarization Register 

Date Crew member Operational 
procedure 

Emergency 
procedure 

Familiarization 
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Emergency Drill Register 

Drill performed Date Date Date Date Date Drill sheet 

Abandoning ship       
 
 

Fire-fighting 
 
 

      

Person overboard 
 
 

      

Flooding 
 
 

      

Launching a life 
raft 

      

Putting on an 
immersion suit and 

life jacket 

      

Distress call 
 
 

      

Grounding 
 
 

      

Pollution 
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Maintenance Schedule 

 

Maintenance Schedule 

 

Hull   

Regularly examine the methods for preventing water from entering the 

vessel to ensure their effectiveness 

 Check that the fastening devices – doors, hatches, portholes, etc. – 

close easily and completely. Check for warping and that the joints 

allow for a hermetic seal. Lubricate the mechanisms as needed. 

 Check that water cannot enter the vessel by spraying water directly 

onto the fastening devices. 

 

 

 

Monthly 

 

 

At least annually 

 

 Inspect and redo, as needed – the anti-fouling bottom paint/topside 

cleaning/waxing 

End of season 

 Inspect all through-hull fittings, their valves and accessories for leaks Every week 

 Check that these valves function properly Week 1 

 Check all above-deck watertight and through-deck fittings, including 

cleats, stanchion mounts, hatches, portholes, doors, antenna mounts 

and the hull to deck seal. 

Week 2 

 Check the cabin interior for water or stains which could indicate a 

leak or damaged material. 

Week 3 
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Machinery   

 Change main engine and auxiliary generator oil and filter according to the 

manufacturer’s recommended hours of operation or once a year, whichever 

comes first. 

Enter the manufacturer’s 

recommended interval, e.g., 

“Every 300 hours” 

 Check fluid levels – lubricating oils, water, engine coolant Every day 

 Check engines for oil or fuel leaks.  

 Have gasoline engines tuned up annually and replace electrical parts such as 

spark plugs, as needed. 

 

 Regularly inspect and tighten all hoses and drive belts. Replace these parts 

when they become worn or cracked. 

 

 Inspect the starter and alternator.  

 Check that the high bilge water alarms and pumps turn on when activated. Every week 

 Taking care not to pollute, check that the bilge pumping system and bilge 

pumps remove water from the bilge. 

 

 Properly maintain the painted surfaces and apply a thin coat of oil every year 

to reduce corrosion. 

 

 Inspect and maintain the transmissions and outdrive units according to the 

manufacturer’s recommendations. 

Enter the manufacturer’s 

recommended intervals 

 Check the pressure of the outdrive units.  

 Check the transmission fluids and oil for water.  

 Replace the transmission fluids and oil. Enter the manufacturer’s 

recommended intervals and 

the next date due 

 Grease the universal joints, gimbal bearing, propeller shafts and couplings.  

 Check and replace the watertight seals and the hydraulic seals on the stern 

tube, if needed. 

 

 Check and replace the sacrificial zinc anodes on the shafts, propellers, tabs 

and other underwater equipment and the engine-mounted zinc parts on the 

inside of the exhaust elbows or risers and on the end caps of heat exchangers 

to protect them against corrosion. 

 

 Clean and maintain the outdrive unit.  

 Check that the steering system has a full range of motion and that the 

mechanisms can move easily without being loose. 

Annually or as recommended 

by the manufacturer 

 Check the condition of the anchor and its rope, cable or chain. At the beginning of the season 
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Electrical System   

 Check that all circuits are operating properly  

 Inspect all exposed wiring, fuse/circuit breaker panels and 

electrical equipment. The wire insulation must be intact, and the 

contacts must be clean and safe. 

 

 Replace defective parts.  

 Properly secure all loose wiring.  

 Inspect and test batteries. Batteries must be placed in the 

approved battery boxes or trays that are securely fastened. 

 

Security Systems 
 

 Inspect life jackets for deterioration. At the beginning of the 

season 

 Have the life raft serviced at a maintenance station accredited 

by the manufacturer. 

As required by regulation 

– enter the date 

 Check the expiration date for the hydrostatic release unit. At the beginning of the 

season 

 Check the contents of the first aid kit and refill it, if necessary. Monthly 

 Check the smoke and fire detectors (replace batteries as needed) At the beginning of the 

season 

 Have the fire extinguishers inspected by a technician. At the recommended 

intervals – see the 

documentation and enter 

the next due date and 

interval 

 Check the EPIRB battery. At the beginning of the 

season 
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Other Systems   

 Regularly inspect and maintain the fuel tank, filter, fittings and 

hoses. Make sure that there is no rust, dust (suspended foam) or 

water in the tanks. 

 

 Drain and chlorinate the freshwater system.  

 Check the tightness of all the hoses and connections for the 

freshwater system. Repair or replace them as needed. 

 

 Clean and lubricate the mechanical components of all of the 

systems as needed for proper operation. These systems include 

the hydraulic trim systems, pneumatic circuits, anchoring 

system, bilge system and sanitation system. 

 

 Check the safety equipment: life jackets, flares, fire 

extinguishers, life rafts, life buoys, bilge pump, oars, anchors, 

navigation lights, etc. 

 

 Check the radio equipment, antennas, batteries and backup 

systems. 

 

 Inspect and clean the covers and upholstery.  

 Replace any obsolete or damaged equipment.  
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Emergency Equipment Maintenance 

Description Model Issued Validity Date of 
verification 

Life raft   1 year  

Hydrostatic life 
raft release  

  2 years  

Hydrostatic 
beacon release  

  2 years  

EPIRB battery   5 years  

Immersion or 
thermal suit 

  1 year  

Immersion suit 
light 

  4 years  

Flares   4 years  

Flare guns   4 years  

Buoy with light   4 years  

Buoy with rope   N/A  

Battery 
flashlight 

  1 year  

Fire 
extinguisher 

  1 year  

Fixed fire 
extinguishing 

system 

  1 year  

Fire hose   N/A  
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Maintenance of Various Equipment 

Equipment Maintenance type/changed part Completed 
by 

Date 
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Main Engine Maintenance 

Maintenance/changed part Number of hours Completed 
by 

Date 
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Auxiliary Maintenance 

Maintenance/changed part Number of hours Completed 
by 

Date 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    
 


