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This guide is intended to provide an overview of the information a volunteer crew member may need in order to enjoy a rewarding experience, volunteering for the New Zealand Maritime Museum.

It is a work in progress, a live document that can be updated, whenever there is the need.

Constructive feedback will be gratefully received.

First Steps

By now, you should have received the Orientation Guide, which is effectively the agreement by which you agree to volunteer for NZ Maritime museum. At the back of the Orientation Guide is a half-page form which you must sign and hand in to the Volunteer HR Manager before you can be formally accepted onto the books as a Volunteer.

If you have already done this - thank you! – And Welcome to NZ Maritime Museum.
Trial Period

Each new volunteer crew applicant must go through a trial period of at least three days of sailings, involving two different skippers. These sailings will be labelled (1) (2) and (3) on the roster, immediately after your name. At the end of this period, please make contact with the Sailing Manager, who will discuss things with you, and agree a plan for the future. It is intended that this trial period identifies the best crew ‘fit’ both for you and NZ Maritime museum.
Other Requirements

Each new crew member must complete a Health and Safety Induction and a Site Safety Tour, as soon as possible after becoming a volunteer for NZ Maritime museum.

· The Health and Safety Induction describes both the Museum’s responsibilities and yours in order to ensure safety for all. They will be run from time to time, and they will be notified in the Crew Notices.

· The Site Safety Tour is through the Museum, to show you all you need to know in the event of emergency etc, and is run by the Custodians. 

Responsibility, Crewing Standards, and Museum Commitment
Once the trial sailings are completed and agreement with the Sailing Manager is made, you will most likely be confirmed to sail as a volunteer crew member for the museum. It is important to note that because of becoming responsible for people’s lives, volunteer crewing is reserved for those who are willing to maintain the necessary standards. NZ Maritime museum, through the Sailing Manager, reserves the right to act as it must in order to preserve those standards. In extreme cases disciplinary action can be taken - a document outlining NZ Maritime museum’s policy on this is available from the Sailing Manager or Volunteer HR Manager.
NZ Maritime museum is committed to encouraging and supporting reliable, trustworthy, tolerant and keen to learn crew members; to achieve their aims whilst supporting the museum in achieving its goals.

We will actively support a crew member through all levels of training up to; if appropriate to both parties, becoming a Commercial Master, and then Master of our vessels.
Commitment Questionnaire

This is used to roster you according to your stated commitment. The needs of the museum must also be taken into consideration. These do not always coincide. Please be understanding. Rostering can be arduous at times, and wishes cannot always be met.
You can update your commitment at any time up to one week of any particular sailing as much as you need to, by emailing on rosters@maritimemuseum.co.nz 
Within a week of a particular sailing, any change to your commitment to crew on that sailing should be due to things beyond your control, eg: sickness, bereavement etc. NZ Maritime museum advertises the sailings, we can’t afford to get caught out (apart from weather of course). Too many instances of late or no notice changes will result in your not being rostered until the Sailing Manager can be satisfied that you are going to honour the commitment you make.

Rosters

Are sent out by email either on or before the 20th of the month prior. Please check, each time that you can act as rostered. 

The email to use regarding all roster items is rosters@maritimemuseum.co.nz This is important, as not only the Sailing Manager has access to this email. If the Sailing Manager is away then Front of House and Security have access and they can act accordingly. The Sailing Manger’s email is only readable by the Sailing Manager, and is ideally for non-urgent items.

Times given are sailing times unless noted in the trip notes. Ted Ashby sailings have a white background, Breeze has a green background, and Puke reddish. Other vessels, if used, will be assigned different colours, and these will be identified in the key at the top of the roster. 
Crew, including trial and trainee crew, are expected to arrive one hour before the first sailing of the day to help prepare the vessel for the day. They are also expected to stay as long as necessary to leave the vessel in the required state; to the satisfaction of the Master. If you have overriding transport concerns, please ensure the Master knows at the beginning of the day, and ideally discuss with the Sailing Manager beforehand.
Please pay attention to the trip notes. Lunch is provided on days when there is a third sailing on that day when any one of them is a cruise ship sailing, and ‘Lunch provided’ will appear in the notes. Other conditions or concerns may exist for certain sailings. These will be noted accordingly on the roster.
Communications.

Crew Notices including Roster updates for the current and coming weeks are sent out once a week usually on a Wednesday by email. The notices include items only applicable to Vessel Crews- so are separate from the Volunteer Newsletter which gets sent out once a month by email.
The Commitment Notes, Roster/s for the current, and the next month (from the 20th of the month prior); and other crew information is available on line via the Volunteer Intranet. Please note that these are all up to date versions- printed versions soon go out of date.

The Volunteer Intranet is available through the link NZ Maritime museum Volunteer Intranet: Click here for current rosters, latest newsletters and updates. – Which is at the bottom of NZ Maritime museum’s homepage.

The Login is ‘maritime museum’ (including the space) and the password is ‘breeze’. Scroll down and you will see the appropriate links. Please remember to logout once finished; at the top right of the intranet page.

The Volunteer Newsletter is issued once a month by the museum for all volunteers, not just volunteer crew, and includes a wide variety of information, stories, and pictures and provides a good snapshot of what’s been happening, what is coming for the museum and you as a volunteer. If you are interested in submitting items for publication, you can do so by emailing newsletter@maritimemuseum.co.nz. 
Regular Masters and Mates meetings are held, to go over any issues etc. - so it is important to ensure that you keep them informed of anything you wish brought to the museum’s attention. As there are approximately 90 volunteer crew at current count- it is simply too difficult to organise all-crew gatherings, especially as only half are probably available for any one meeting. In contrast the Masters and Mates meetings tend to be well attended.
Another method of communication is provided by the Volunteer Working Group. It has representatives from each volunteer area, and meet once a quarter to discuss any issues that volunteers or the museum wish to raise in a non-direct manner. Information on members is   available from the Sailing Manager.
Contacts and how to handle Issues
The Sailing Manager is your direct Manager, unless you are on board Museum Vessels, in which case you answer to the Master, through the Mate. The Master and Mate are rostered positions, so you can see who they are before you get on board. If one of them is sick, a volunteer can be assigned to act as Mate by the Master, or the museum will organise another Master if the originally rostered Master is unavailable on the day. You are entitled to have it made clear to you which people are sailing in these positions on each trip.

If you have any issues on board, talk to the Mate and or the Master, as appropriate. If you wish to take the issue further, or anytime off the vessels you are always welcome to raise any issue with the Sailing Manager, or if you need, the Volunteer HR Manager.

If you need to contact me, Paul Brunton, current Sailing Manager, my email is sailing.manager@maritimemuseum.co.nz, and direct dial is (09) 373 0809.

The Volunteer Hr Manager, currently Samantha Alexander can be contacted in the main office. Her contact details are Samantha@maritimemuseum.co.nz and her direct dial is (09) 373 0808.

NZ Maritime museum encourages you to speak up early. Often the issue is smaller at that point, and easier to deal with.

New Crew Items

Each new crew member is expected to gather together the following items (If not email the Sailing Manager on stuart@maritimemuseum.co.nz) to remind them to print some more):
· A Personal Logbook. These are available from the table in the lunchroom. These must be filled out after each trip- they form a formal record of your experience with the museum.
· A Deckhand Taskbook. These again are available from the table in the lunchroom. The taskbook outlines and records the training you must undergo to become a Deckhand, the minimum standard acceptable to the museum for someone who wishes to sail with the museum for more than two years. You are expected to complete all of the requirements for deckhand within a two year period from the time you first volunteer. Present it to the Sailing Manager once complete, for acknowledgement.
· ID Card. These are ordered once the application process is complete, and once available are placed in the ID Card box on the table in the lunchroom. They should be available within two weeks. If not, let me know, and I will chase up.
· One Uniform Top. These are issued once you have completed three months of commitment. These can be ordered Front of House. Please note that if you are wearing it, ideally you should be wearing black shorts or pants to go with it. Wearing uniform is required when sailing, whenever possible. Other uniform items are available at cost from Front of House. Sailing Gloves are also available.
· Standard Operating Procedures (for each vessel). These are available from the table in the lunchroom. Please check that you have the latest version as notified by email, and if you haven’t, pick one up from the lunch room or contact the Sailing Manager for a new one. Once you have one, the ones in the lunchroom are up to date, and a good way of checking if yours is still current. It is a museum requirement that you keep an up-to-date copy of the Standing Operating Procedures for each vessel you crew on.
Vessel Manual: all crew are expected to be familiar with the Vessel Manual on each vessel they sail on. It is a good idea to check for changes from time to time- and these will be indicated by email as well. Each Vessel Manual is specific to the Vessel it is on. 
Training

Training is mostly done ‘on the job’ whilst on board and taking part in normal sailings. Masters have the ability to run training sailings if no passengers turn up for a normal sailing. 
All volunteers must (by Government regulation) complete training towards the minimum standard acceptable by NZ Maritime Museum, which is Deckhand. This may be achieved on Ted Ashby, Breeze, or both. Engineers must train in a similar way for Puke. One deckhand or engineer certificate must be achieved within a two year period of starting as a volunteer, or the museum may wish to discuss your ongoing involvement as a crew member. NZ Maritime Museum will also be taking an active role in ensuring that you receive the training you need. 

There is no need to progress beyond Deckhand or Engineer if you are happy with that position.

However, all crew have an obligation to keep up with Emergency Procedures training, as rostered.
Training only sessions are organised approximately twice a month on Ted Ashby, and from time to time on Breeze. Invitations to attend will be sent out with crew notices.

Please note that training towards becoming an Engineer for Puke, Mate for Breeze and Ted Ashby, or Master for all vessels, is by invitation. This simply recognises that not all of us have the skills to fill these roles, and the museum must be assured that it’s Mates and Masters are capable.

Other items:

Lunchroom 

Access is from the first stairwell, second level. The door has a combination lock, so that only staff and volunteers have access. Please see the Sailing Manager for the combination. The Coffee, Tea and Milo etc are available from the machine free of charge and on the table to the left after going through the door is volunteer crew information and documents etc. The lock was put in place to allow some degree of security, so if you want to leave a bag in there whilst volunteering on site, you are welcome. The museum cannot take any responsibility for it however.
Feedback, Issues and New Ideas
All documents relevant to vessel crew are living documents, updateable at any time. Likewise our policies and procedures.

Any constructive feedback you care to provide, will be acknowledged and you should receive a reply from the relevant Manager outlining what action will be taken if any. To be constructive, please be specific about the issue, and provide a suggestion for how the issue could be dealt with. 

If it’s a new idea, please outline the idea and how you believe it would benefit NZ Maritime Musuem. Send your feedback to the relevant Manager, or if not sure, to the Sailing Manager, who will forward it on your behalf. Again, you should receive a reply.

Carparking 
NZ Maritime Musuem offers free carparking for volunteers coming in to work as rostered, or invited. Park your car in the Downtown carpark, entering from Customs St, and come on in to NZ Maritime Musuem. The carpark is diagonally across the Quay St / Hobson St intersection from the museum.
· Before closing time of the museum, normally as you sign out, ask Front of House for a half day (up to five hours) or a full day (greater than five hours but less than 24) voucher. This voucher will look almost exactly like the slip from the carpark itself.

· When you go back to the carpark, enter the carpark slip in the machine first, then wait whilst it calculates, and you should see the entry point start flashing again. 
· Put in the voucher. You should receive a carpark slip which you put in the barrier machine as you exit the carpark in your car.

This is only offered for the Downtown carpark, and this can get very full at times, and especially during local events.

Reimbursement of travel costs

If instead you choose to travel by public transport, NZ Maritime Museum offers reimbursement of reasonable travel costs based on proof of individual trips with associated costs (receipts and or tickets dated with cost). (Taxis do not count as public transport.)
These costs must be claimed from the Volunteer HR Manager ideally once a month by providing or sending in the receipts. 

Day to Day Requirements
Absences
If for some reason you are going to be absent for a rostered sailing, you are expected to notify the museum with as much notice as possible on rosters@maritimemuseum.co.nz more than one day ahead, and less than one day ahead on 022 657 6731. You may need to leave a message.

Normal process:

It is recommended that you check the weather forecast the day before you are rostered on: http://www.metservice.com/marine-surf/recreational-marine/auckland  If the forecast is for 30knots or more, it is very unlikely you will be sailing. Check by phoning in on 373 0809 If the Sailing Manager is at work, you should be able to talk to them from 0800 (8am) in the morning. If not, you may have to leave a voicemail message and Front of House will get back to you when they can. Otherwise you can use the forecast to select the appropriate clothing (including any personal wet weather gear you may have, as it may fit better than NZ Maritime Museum can provide).

Masters instructions must be followed The Master on any vessel is responsible for the lives of the people on board. In view of this, their instructions whilst in command carry the weight of law. For any NZ Maritime Musuem Volunteer Crew person, failure to follow such an instruction may result in dismissal as a crew member.
In the event that you disagree with the Master, you are entitled to register your disagreement with the Sailing Manager. An investigation of the issue will occur.
On the day:

If you are unsure if a sailing will go ahead, please call (09) 373 0809. If the Sailing Manager is at work, you should be able to talk to them from 0800 (8am) in the morning. If not, you may have to leave a voicemail message and Front of House will get back to you when they can.

· Sign In- must be done.

When you arrive on board, ensure that you sign in on the form in the cabin, including the time you arrive. Then follow the Master’s and Mate’s instructions.

You are expected to turn up one hour ahead of the first rostered sailing of the day, and depart only after the vessel has been ‘put to bed’ at the end of a day.

You are welcome to get lunch offsite if you wish, or eat your own in the lunchroom- your time is your own until the time the skipper specifies you should be back on board before the next sailing (usually 10-15) minutes prior.

Finish time is once the vessel has been ‘put to bed’ at the end of the day. If there is another sailing that day- but in a separate row on the roster- another crew will be rostered for it. An example of this is stowaway sailings at 1900 (7pm) in the evening.

· Sign out- must be done.

Whenever you finish, you must sign out when you pass through Front of House on your way out. If you are leaving after a stowaway sailing, you must sign out with Security. This is essential for Emergency Evacuation requirements.

If there are any unexpected changes for you during the day, and you suddenly find you have to be elsewhere due to a personal circumstance, you are expected to inform the Master and/or the Sailing Manager. In the event of a personal or family emergency, we would like to support you through such occasions.
Remember: you are always welcome to catch up with the Sailing Manager!
 9 June 2015 SB

