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Welcome – Nice to see you


Welcome aboard!

You are now a member of HAL’s Entertainment Department.   From here, there are just a few more steps to complete and you will be well on your way to boarding the ship for your first show!
Inside, you will find information on the documents you received with this package, some information on what you will need to know before you go, the inner working of pay, life onboard, the basics of evaluations and a breakdown of benefits received both immediately and after a short amount of time working with us.

Even though the majority of matters will be covered here, there are other important things discussed in the various rules and regulations governing our work.  Marine Regulation 1000 (MR-1000), your Seagoing Employment Agreement, and the Marine Hotel Operations Manuals (MOMs) will all need to be read for additional information at some point.

Also, you may be contacted by one of our seagoing music managers prior to joining.  You may see them out on the ship- they manage our music program out on the fleet. 

► In order to complete the hiring process, we will need the following forms filled out and returned to us or to your agent.
About Me – This document requests basic information about you.  We will use it to generate your employment agreement.  Our database keeps this information secure for our use and only our use.

[image: image1.emf]About Me


Direct Deposit – If you are so inclined, this document will allow for monies to be directly deposited into an American bank account regardless of where you are in the world.  Make sure you bring a voided check with you to the ship for processing.

[image: image2.emf]Direct Deposit


Pre Employment Medical Examination (PEME) – This document provides information to our medical department that ensures you are healthy and able to perform your duties onboard as well as follow safety procedures.  It contains a drug screen and you will be subject to random drug screening once onboard. If you are not able to schedule your own doctor, and you are in the US, assistance in locating an affordable clinic is available- contact us or your agent. 

[image: image3.emf]PEME


All medical information that is requested should be faxed to our Medical Department, Attn: Lito Mariano at 206-905-8859 or by email at cmariano@hollandamerica.com.  When faxing your information be sure to write your first name, last name and employee number (if available) at the top of each page.  In addition to faxing your medical information, you will need to carry it with you to the ship if possible.
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What to Pack…What Not to Pack…


Now that the documents you needed to submit for the hiring process have been taken care of, it is time to prepare for embarkation.

► First and foremost you will need your passport and any required visas!  Your passport and visas are necessary to board the ship.  If you do not have your passport with you when you travel, you will not be able to embark. You will need to make sure that your passport does not expire within six months of the end of your contract. Contact the US embassy of your country for more information on visas – we will provide any required documents. 
What to Pack…
Personal Clothing – When packing take into consideration where you will be going, luggage expenses, the limited amount of space you will have onboard and what attire is appropriate.  If your ship is going to Mexico, the Caribbean or another warm water itinerary, you will want to bring clothes for warm weather.  If your ship is going to Alaska, you will want to bring clothes for more moderate weather.  You will also want to bring all clothing required for performances and to wear in guest areas (see Wardrobe section).
Toiletries – Your cabin will be tended to by a room steward.  Other than fresh towels and toilet paper, you are responsible for everything else including shampoo, conditioner, soap, toothpaste etc.  Keep it simple, and remember you will be able to buy refills of these supplies when the ship is in port.
Medication – If there are any prescriptions or over the counter medications that you must take regularly ensure that you have enough to last your entire contract.
Personal Electronics – Your room will be equipped with a television.  If you would like to bring your MP3 player, cell phone or other electronic device you may do so as long as it is not in violation or shipboard rules such as a hotplate, microwave, kettle, coffee maker or anything else that heats or cooks.  Keep in mind you may require a converter to charge your equipment while onboard.  

Music and DVDs – While onboard, you will be able to rent DVDs from the crew library.  If you would like to bring your own onboard you may do so but they should be appropriate within international copyright laws. 

► For The Gig – Bring your instrument and any required chords, replacement strings, reeds, etc. HALCats musicians bring headphones and a quarter inch jack.  Drummers bring your stick/small percussion bag- we provide the kit and larger percussion instruments.  Upright basses are also provided.  Sax be sure to bring your alto, tenor and any doubles.  Guitarists should bring a solid body guitar and effects. Insurance is recommended for personal belongings, including instruments, as HAL can not assume responsibility for any lost or damaged items during or while en-route to/from an assignment.  Vocalists should bring a small recording device.
What Not to Pack…

There are certain things that you may use on land that you can not use while onboard and that you should not bring with you.  
Weapons – At no time are you able to possess a weapon while onboard.  This includes guns, knives, pepper spray, throwing stars, swords, rifles, explosives, brass knuckles, spears, bows, arrows, machete, num-chucks, katanas, bear traps, maces, jousts, axes, razor blades, shivs, nooses, chains or anything else that was left out.  If you have any questions, don’t bring it.
Flammable Items – When packing or buying things in port, you should not attempt to bring anything that can be burnt.  In addition to candles and incense, this includes hot plates, coffee makers, fireworks and gasoline or propane.

Pets – No crew members are allowed to bring pets of any type.
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Getting to the Ship


At the beginning of your contract, HAL will fly you from the nearest major airport that you indicated to join the ship.  We will fly you in one day early and book you in a hotel.
When you arrive at the airport in the city you will be embarking in, you will meet up with the ship in one of two ways; either you will be picked up by a transfer agent or take a taxi.  

► You will be provided with an itinerary that will outline all travel.  You MUST follow your itinerary.

Transfers – When you arrive in a city where the port is far away or otherwise difficult to get to, HAL will arrange for a transfer ahead of time to pick you up and deliver you to the ship.  Their contact information will be on your travel itinerary in the event that there is a delay.

Taxi – When you arrive in a city where the port is nearby or transfers are not feasible, you will be required to take a taxi to the ship.  In this event, you will be required to pay upfront for the taxi but you will be reimbursed once you are onboard when you provide your receipt to the Purser.

When travelling, you must always refer to the travel documents that were provided to you.  If you are required to stay in a hotel the night before your sailing, in most cases, you will take the courtesy shuttle from the airport to the hotel.  In less common circumstances, you may also have a transfer arranged to take you to the hotel.  Depending on the location of the hotel, you may either take a taxi or a transfer to the ship the next morning.

As noted above, you may incur some expenses during your travel.  Below are the things we will reimburse:
· Taxi – from the airport to a ship or from the hotel to the ship.
· Meals – nothing will be covered if you are travelling directly to or from the ship but if you are required to stay overnight we will provide per diem for:
· Lunch if you arrive before noon

· Dinner if you arrive before 8:00pm, and, 

· Breakfast the morning of embarkation.

*Unless previously approved, HAL will not cover any costs associated with luggage.  

*You are responsible for arranging transportation to and from your local airport.
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Your New Home


Life onboard is great!  In addition to being introduced to a new “home” and new people, you will need to in-process, settle in and adjust to life onboard.  Below are brief explanations of some of the things you will go through.

Day One – Once you arrive to the port you will enter through the “crew” designated areas and your luggage will go through another security check point.  You will also give the port security your name as you will be on their list of newly embarking crew. 

When you embark you will be shown to the Human Resources Officer.  You will be asked to relinquish your passport which you will get back at the end of your contract.  The HRO will give you a Welcome Package in which you will find the name of your “buddy.”  Your “buddy” is generally the person closest in association to your position.  They will show you around make sure you get to all of the orientation meetings you need to attend and ensure a smooth transition.
Next, the HRO will contact the Event Manager and he/she or your buddy will show you to your cabin.  You should know that embarkation day is busy; there will be other crew embarking that day, so, be patient if you are asked to wait.  

That afternoon, you will be asked to attend a safety meeting.  At this meeting you will be given some basic safety instructions as well as your life jacket.  There are some other mandatory classes such as security and environmental training that you will have to go to but these may take place over the next couple of days.  

Port Days – Most often the ship is in port.  When the ship is in port there is a minimum amount of staff that is required to stay onboard and this is referred to as In Port Manning (IPM).  IPM is scheduled on a rotating basis and when it is your turn you will be required to stay onboard that day.
Sea Days – When the ship is in between ports it is “at sea.”  On some itineraries the ship is at sea for multiple days.  On others it may not be at sea except for one or two days.  

Communication – While onboard there are various ways to communicate with the outside world.  You are able to send and receive mail, make phone calls, email and go online.  

If you have family that would like to mail you a package or mail you a document, you are able to provide the address for your homeport’s port agent and the mail will be routed to you next time you are in port.  See the “Connecting” section of this package for information.
There is a crew internet room with computers for your convenience.  If you would like to use these you are able to do so, however you are also welcome to bring a personal laptop and access the internet wirelessly.  Crew members are able to access the internet at a special crew rate.
Phone calls can be made with the purchase of a phone card. 
Meals – Unless otherwise instructed, all meals should take place in the Lido.  Restaurant meal hours are posted in the Daily Program.  During dinner hours there is an “officer only” side to the Lido.  The Lido offers a variety of meal choices 

In some circumstances you will be able to eat at the Pinnacle Grill (PG) and order room service.  Remember, guests always come first.
Living Quarters – Depending on your position, you may either have your own room or share with another.  At no time can you have food in your room.  You will have room stewards cleaning your room for you as well as making your bed and bringing fresh towels.  A daily tip of $2 or a weekly tip $10 is recommended.  
Laundry Supplies – You will be provided facilities to do your own laundry as well as discount rates to have your laundry done for you.  You can also bring your own detergent or purchase it in port.

Uniform/Wardrobe – You will be responsible for clothing upkeep and wearing it in the proper manner as prescribed

Guest and Crew Areas – Certain areas are reserved for crew, other areas are considered for guests.  Guests are not permitted in any area designated as crew quarters.  While in crew areas, you are free to be out of uniform and relax a little; however, your ship’s ID must be worn and visible at ALL times.  All other areas considered Guest Areas have slightly different rules.  While in a Guest Area you must always be in appropriate attire.  In addition, you can not be seen smoking or sitting at a table in a group larger than four.  Remember, you are a representative of HAL and need to act accordingly.  

Relations with Guests – Under no circumstances are you to be in a guest’s room or fraternize with them off the ship unless you are escorting a HAL shore excursion.  It is important to maintain professional relations with guests at all times for your own benefit as well as the company’s.
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Who’s Who and What’s a Stripe?


Everyone onboard is the Captain’s responsibility; guest and crew alike!  Everyone working falls into one of four departments:

Deck Department – Overseen by the Captain and led by the Chief Officer, this department is comprised of navigation and security.  Although you will not be working with navigation often, if at all, you will be working with Security Officers as you embark and disembark the ship.  You will also see them occasionally walking through the crew areas to make sure all is well.  

Engine Department – Headed by the Chief Engineer, this department is responsible for all mechanical and electrical functions on the ship to include communications, electricity and plumbing.  

Environmental Department – The Environmental Officer is responsible for all training related to environmental requirements compliance and duties.  We lead the industry in this area, so don’t let HAL down.

Hotel Department – The largest department onboard, led by the Hotel Manager, the Hotel Department is responsible for Culinary Operations, Beverage Department, Guest Relations, Onboard Revenue/Concessionaires, the Purser, Shore Excursions, Housekeeping, Medical, and the Entertainment Department to name a few.  You will be working closely with the Hotel Department more than any other.  

A brief summary of important people you need be familiar with is below.  In general, your point of contact is the Event Manager.  

Hotel Manager (HM) – Head of the Hotel Department.  Responsible for overall guest satisfaction.

Cruise Director (CD) – Head of the Entertainment Department.  Reports to the Hotel Manager and is responsible for overall entertainment ratings onboard the ship as well as guest interaction.

Event Manager (EM) – Runs the Entertainment Department behind the scenes.  The EM will be your source of direction and mentoring as well as communication with the Seattle Office if necessary.

Human Resources Officer (HRO) – Will welcome you onboard and assist you with materials, benefits and any other HR issues.

Purser – Schedules paydays and pays all crew onboard.  You will see to draw pay if needed.

Each department on the ship is distinguished by its own stripe pattern.  After a brief overview of the different uniforms you will have enough to get started onboard.
Captain – The only five stripe officer, the Captain wears a wide gold bar, two regular gold stripes, plus a loop.  
Chief Officer – Sports four regular gold stripes plus a loop. 
Other Officers in the Deck Department wear different numbers of gold stripes with top stripes looped.  
Chief Engineer – Bears four gold stripes.  

Other Officers in the Engineering Department wear straight gold stripes accordingly with their rank starting at Second Officer that wears three stripes.

Environmental Officer – Dons four gold stripes lined with blue.  
Communication’s Officer – Is clad with two gold stripes which are lined with green 
Hotel Manager – Owns four straight gold stripes that are sandwiched by white stripes.

Other Hotel Department Officers wear different numbers of gold stripes sandwiched with white stripes, but, although a part of the hotel department, the medical team, has straight gold stripes with red filling. 
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FYI:  the 411 on HAL


Although you will learn very quickly onboard the uses and meanings of different words, we have compiled a list below of some words that will help you with a head start.
Ship Directions:

Forward/Bow– front of the ship

Aft/Stern – back of the ship

Port side – when you are facing forward Port side is on your left 

Starboard side – when you are facing forward Starboard is on your right

Mid Ship – middle of the ship

People Onboard:
Master of the Vessel – the Captain

HM – Hotel Manager

CD – Cruise Director

HRO – Human Resources Officer

GRM – Guest Relations Manager

EM – Event Manager
PP – Party Planner

YS – Youth Staff

ECL – Explorations Café Librarian
TG – Travel Guide

TS – Techspert 

COM – Culinary Operations Manager

EO – Environmental Officer
Mariner – term used when referring to repeat sailing guests.
Places Onboard:

Club HAL – Youth Center
OB – Officer’s Bar
Lido – Restaurant 

PG – Pinnacle Grill

Other Terms you’ll need to know:

MOM – Marine Hotel Operations Manual.  MOMs can be found on eFleet2.
DP – Daily Program

DH – Daily Happenings

Tendering – term used when the ship drops anchor off shore versus docking at a pier.  The tender boats are lowered to transport guests and crew to shore

IPM – In-Port Manning: This is the term used when rotating crew members stay on the ship when it is in port to fulfill safety functions (this will be explained in more detail when you take your safety training)

P.I.N – Performance Improvement Notice is the form used for disciplinary action.  

N.L.V – Norwalk Like Virus. This is a gastro-intestinal illness that produces vomiting and diarrhea and is also highly contagious.  This is why there are so many hand sanitizing stations all over the ship and you are required to use them before each meal.  Also, all crew members are required to report any symptoms to your supervisor immediately.

· Code Green – This is when the level of NLV is non-existent or minimal among crew and guests.
· Code Yellow – This is when 0.8% of the ship has reported cases of NLV. When a ship is in code yellow there are specific sanitizing procedures that need to be followed and documentation that needs to be completed and given to the department head.

· Code Red – This is when 2% of the ship has reported cases of NLV.  Code Red is very serious and there are very strict sanitization procedures that take place.
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Show Me the Money


Your salary accrues daily.  This money can be drawn as cash from the Purser, less any applicable taxes or withholding, at set times throughout the month.  At the end of the month any accrued salary that is not drawn will be sent to your home mailing address in the form of a check or deposited into your account.  

Your Account:

At the start of each contract, the HRO will assign you a “99 number” which acts as a ship credit card.  Almost anything that you purchase onboard can be paid for with your 99 account. A percentage of your pay (generally 10-15 percent) will not be able to be accessed as cash to help avoid you becoming overdrawn.  
Communication:

Two common things you will be able to buy are phone and internet cards.  Internet cards are $20 each and provide you with 200 minutes.  Rates on the phone cards vary by the area you are calling from and the country you are calling to.  See your Event Manger for more information.

Taxes:

Taxes are withheld from US citizens as well as Alien Residents  HAL does not hold state taxes or foreign national’s taxes from their pay so it will be your responsibility to inform your local government of income and pay taxes as necessary.  

In addition to taxes, you may also have withholdings for other benefits that you elect to have.  These are taken care of onboard.

Benefits:
As an employee of HAL you will be entitled to certain benefits.  Some of them will be available when you first start and others will come after a certain amount of time.  During all periods while you are employed onboard you will be able to visit the ship doctor as needed.  The other coverage is provided as follows:
Medical and Dental Insurance – Entertainment department employees are eligible to enroll in health care benefits after 240 days (except CDs).  Eligible dependents will be able to join the same day you are eligible.  You may get details and enrollment information from your Human Resources Officer (HRO) onboard.

Short Term Disability Insurance – Similar to medical and dental insurance, Short Term Disability Insurance is available for you upon request from the HRO.

Life Insurance – Provided at an amount equal to your daily wage x 240 rounded up to the next $1000, this insurance covers potential loss of life at the expense of the company.

Accidental Death & Dismemberment Insurance – Equal to your daily wage x .65 this insurance is paid out at a maximum of $4,000 a month for two-six months in the event that you are unable to work because of disability or death and is provided at no cost to you.

Spouse/Partner/Friend/Child Sailing Privilege – Allows crewmembers with a single cabin and who have completed at least one contract with HAL to have their spouse, partner, friend and/or up to two children sail with them on board in their cabin.  They must provide all documents required per the policy.  The policy and forms are below.

[image: image9.emf]Cruise Policy
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‘Free’ Cruise Benefit – Upon completion of 240 days of service in a 12-month period, all crew members are eligible to take a ‘free’ cruise.  The employee is responsible for port fees, taxes and fuel surcharge.  Details are provided in the policy.

[image: image11.emf]Benefit 'Free' Cruise  Application


Friends and Family Program (FNF) – All crew members are eligible to take advantage of HAL’s FNF program.  The FNF offers special, discounted prices on sailings for employees’ family and friends.  Eligible persons are any friend or family of yours that do not have a current arrangement for a sailing.  
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In addition to the benefits mentioned above, employees are provided different benefits onboard the ship according to their position.  
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Wardrobe


Lounge musicians (Neptunes, Strings, Piano Bar, Solo Guitar): While performing you’ll need to provide your own attire to correspond to the dress guideline for the evening. There are formal nights (black suit and tie, etc.) and smart casual nights (sport coat, shirt and tie, etc.).  

HALCats musicians please bring the following items to wear while performing: 

White dress shirt (non-button down collar)

Black dress shirt

Black dress shoes

Brown deck or top sider style shoes

Black and brown belt

Black and khaki socks/stockings

Silver tie

Black pants

Khaki pants

Black suit (not tuxedo)

Colorful “Hawaiian style” shirt

Female musicians (other than vocalists) should use their best judgment to bring the female equivalent for clothing. Please keep in mind that pant suits are highly preferable to skirts when performing

HALCats Vocalist

Formal evening gowns/dresses suitable for fronting a band

Casual and semi casual dresses or pants suits
Colorful “Hawaiian style” dress or shirt with coordinated pants

Coordinated footwear and stockings for above clothing

All musicians: When not performing but in guest areas during the day you will provide your own attire with country club casual as a guideline. Examples of appropriate attire include: slacks (“Dockers” or the like), a collared short or long sleeve casual shirt (golf or polo, etc.), and deck shoes (topsider style). Inappropriate attire includes jeans (of any color), t-shirts, shorts (unless issued by HAL) and sneakers. 

► Wardrobe is subject to change- check back with your hiring manager or agent prior to each sailing assignment.  
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Connecting


Below is a list of common homeports that you are able to send and receive mail from.  When providing an address to someone to receive mail, make sure that the address contains your name, department (Entertainment), ship and port address.

	Amsterdam

C/O Burger Port Agencies 

4, Sardinieweg

P.O. Box 182, 1000 AD 

Amsterdam

1044 AE

Barcelona

C/O MacAndrews 

Plaza Duque de Medinacelli, 5

Barcelona

Spain

Boston

C/O Moran Shipping Agencies

88 Black Falcon Avenue

Suite 275

Boston, MA 02210

Civitavecchia
C/O Cemar Agency Network 

Lungo Porto Gramsci 19/4

Civitavecchia

Italy

Copenhagen

C/O Maersk Broker K/S 

Midtermolen 1

Copenhagen Ø

2100

Denmark
	Ft. Lauderdale

c/o World Wide ShoreServices

Pier 26, 2026 Eller Drive 

Port Everglades, FL 33316

Montreal

C/O McLean Kennedy Inc.

368 Rue Notre Dame Quest

Montreal

H2Y 1T9

New York

C/O Moran Shipping Agencies

One Woodbridge Center

Suite 420

Woodbridge, NJ 07095

Canada

San Diego

C/O Paxton, Shreve & Hays

2191 Main Street

San Diego, CA 92113

Seattle

C/O Holland America Line Inc.

300 Elliott Ave W

Seattle WA 98119


	Sydney
C/O Wilhelmsen Ships Service L4 370 Pitt st

P.O. Box 4097

Sydney

Australia

Tampa

C/O Eller & Company 

2802 Guy N. Verger Blvd.

Tampa, FL 33605

Vancouver

C/O Aerostream Cargo Services 

130-4840 Miller Road 

Richmond, B.C., Canada 

V7B  1K7 

Venice

C/O Cemar Agency Network 

ZATTERE 1473 /A  

Fabbricato 16

Venezia

30123 

Italy
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Moving Forward


► Evaluations are an essential part of your success.  It is a time when an open line of communication is established between yourself and your supervisor to discuss performance on the job candidly.  It is also a time to set goals that will lead to the success of both yourself and the company.
When you first arrive, expectations will be laid out for you by your supervisor.  After four weeks, your performance will be evaluated based upon what was expected of you, and how you performed during this time period.  

For each period, you will be rated on:

Dress/Grooming – You are expected to maintain your clothing, wear it properly and groom yourself in the same fashion prior to every work day You may not have visible tattoos or piercings (other than single ear piercings for women). Men need to be clean shaven with hair above collar length. 
Guest Relations – You are expected to be friendly and courteous to guests at all times.
Attitude/Professionalism – You are expected to handle all situations in a manner that reflects credit upon yourself and the company.
Initiative/Motivation – In all activities, you are expected to execute them in a manner that displays a willingness and eagerness to participate in and complete them.
Hosting Activities – If you are required to host activities, you must not only adhere to everything else above to be successful, but you must also be able to handle yourself in public.  The key to this is to have fun and be respectful.
Environmental Compliance – While at sea, it is imperative that nothing from the ship goes into the water.  Failure to comply will result in termination.  Onboard, it is your responsibility to make sure that the oceans are respected.
If at anytime management feels that your actions need to be corrected they may give you a Performance Improvement Notice (PIN).  Although three PINs will result in your dismissal, if you respond to a PIN by making the required improvements, you will be successful.
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Safe Keeping


While our guests are onboard they are completely reliant on HAL for all services including safety.  Because of that, all employees are considered safety personnel and have a designated safety function.
With this, while onboard, you will be required to participate in drills that promote the readiness of all people onboard in the event of an emergency.  Depending on your position, you may be required to either direct traffic, make announcements or assist guests onto the tendering vessels.  
When you get onboard, you will be introduced to all the signals, alarms and protocol as well as be informed of all the drills and times.  If you have any questions about your safety duties onboard, you can speak to your supervisor at a mutually agreeable time.
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FAQ


Benefits and Pay
Q:  Is the wage based on 5 or 7 days a week? 

A:  Seven days a week.  

Q:  Concerning the pay package, how and when does the rate at which I am being paid increase?  

A:  Raises are provided annually based on performance.  
Q:  Is there direct deposit offered? 
A:  Direct deposit can be arranged once you board the ship through the Human Resources Officer.  Be sure to take a voided check with you to establish direct deposit.  In addition, you’ll have access to your salary and can draw funds.

Q:  In what form of currency will I be paid?  

A:  You are paid in U.S. dollars.  
Q:  I would not be eligible for medical insurance until 240 days of employment. Is that correct?  

A:  This is correct.  Until that time, we recommend you carry your own medical insurance. However, basic medical needs are covered while aboard the ship, starting with your first assignment.
Rooms and Roommates

Q:  Will I have a roommate? 

A:  This depends on your position and will be indicated on your employment agreement.
Q:  How big are the rooms and what do they include? Will I need to bring my own towels or is that kind of stuff provided?  

A:  The cabins are small; however they have everything you’ll require like bedding, towels, paper goods, etc.

Flights and Contract

Q:  Do you book the flights or is that something I need to take care of?  

A:  You will be provided with flights and receive information through email.
Q:  Aside from my local airport, is transportation to and from any airport compensated? 

A:  We’ll provide you with an airline ticket to your port of embarkation and either provide a transfer to the ship or reimburse for a taxi.  We’ll do the same in reverse when you disembark.

Q:  Do I receive my contract via internet or through the mail? 

A:  Email, along with all travel arrangements. 

Onboard
Q:  How is laundry handled? Do I do my own or pay for it to be done? 

A:  Laundry can be “sent out” with your cabin steward or there are crew laundry facilities with detergent, however most staff purchases their own detergent and softener ashore. 
Q:  Where does the staff eat their meals?  

A:  The Lido.  There are special evenings where you may be asked to “host” a guest table or dine with an Officer on a formal night in the main dining room.  Some times, as room allows, you may go to the Pinnacle Grill as well.
Q:  How do we go about replacing items like toothpaste, deodorant, shampoo etc? 
A:  Most staff goes ashore in one of the various ports of call.  Many have drugstores that carry everything you’ll need. 

Q:  Is there a place to get hair cuts on the ship? 
A:  You can get your hair cut onboard at the Green House Spa or through the crew barber.  
Luggage

Q:  How much luggage am I allowed to bring with me on the ship? 
A:  There is limited amount of storage and we recommend bringing up to two full sized pieces of luggage. 
Q:  What types of things should I pack since we will be in different climates?

A:  Clothing to wear ashore, but also make sure to bring casual clothing to wear after hours in the crew only areas of the ship.

Q:  Is there a list of what I will need to pack?  

A:  Please see the list of items above.  Be sure to bring your own clothing to wear ashore and when not working on board.
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	Holland America Line Inc.

Entertainment Department Welcome Package

The Obvious Stuff


While you are employed with HAL there is a balance between our expectations and your expectations.  Your employment with HAL is “at will” meaning if at anytime you or we feel that there is imbalance with our working relationship the employment may be terminated.  Though each individual may have a different idea of balance we apply the same expectations to all people within job categories.  Below is a copy of the Seagoing Employment Agreement (SEA) as well as some examples:


[image: image15.emf]SEA


Sexual Harassment – Either through a hostile work environment or through quid pro quo, sexual harassment is not tolerated and will result in immediate dismissal.

Guest Interaction – You are required to be polite and courteous to guests at all times.  If you fail to do so, depending on the severity or if it is recurring, you will be removed from your position.  At the same time however, you are at no times to fraternize with the guests.

Insubordination – While onboard you must follow all orders of the Captain and Senior Management even when delegated to a subordinate officer.  Failure to do so could result in your immediate removal.  


Drugs and Alcohol – While onboard there is a zero tolerance for drugs and you will be subject to random drug screening.  If you are found in possession of or having had used narcotics you will be removed from the ship immediately.  While off duty you may not at anytime have a Blood Alcohol Content of more than .08%.

Job Performance – If it is determined that your performance is below standard or found that you failed to complete a task properly to include showing up late or leaving early you will be given a Performance Improvement Notice (PIN).  With the accumulation of three PINs you will be terminated.

Other General Misconduct – Any other actions that are to the detriment of the ship, morale, the company or you could result in immediate termination.

Appearance – You are required to distinguish yourself as a respectable employee at all times.  Failure to do so as well as failure to make improvements when given a PIN could result in your termination.

Under normal circumstances, we cover the expenses from and to your local airport.  Aside from normal disembarkation from the ship you may be responsible for you own transportation home as well as the costs associated with your replacement boarding the ship.  The following outline how different events are treated:

Termination With Cause – If your employment with us is terminated with cause you will be held responsible for your own fare home as well as your replacement’s.

Termination Without Cause – If you are performing your job adequately however there are other factors that require us to terminate your employment we will fly you home at our expense and provide you with 15 days of your normal base pay as compensation.  

Quitting – If you decide to terminate your employment with us you are free to do so.  In some cases, we may not be able to let you off the ship immediately for immigration purposes.  You will be allowed off at the next home port to travel home at your own expense.  The cost associated with your replacement’s travel will be held from you pay.

Medical Disembarkation – If it is found that you have a medical condition that prevents or hampers your employment, you may be repatriated at our expense.

Death in the Family – If an immediate relative such as a mother, father, spouse/domestic partner, sibling or child should pass away while you are on contract, we will repatriate you at the soonest available port at our expense.    Disembarkation for the death of friends or family other than what’s listed will not be covered and is at management’s discretion.  
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PRE-EMPLOYMENT MEDICAL EXAM (PEME) REQUIREMENTS
For HOLLAND AMERICA LINE (HAL) HOTEL PERSONNEL
Residing in North America, Western Europe, Australia, New Zealand
(Non-Tuberculosis Risk Areas)*

Crew Name: Birth Date:
Crew ID: Ship:
Function: Boarding Date:

Important: PEMEs are valid for 2 years from the time of examination. It should be renewed prior
to ship boarding so that it is valid for the duration of the crewmember’s contract.

» PEMEs are to be reviewed, BEFORE the crewmember embarks, by the Crew Medical Coordinator at HAL

Medical Department. Fax or email the completed PEME to: Crew Medical Coordinator
Crew_Physical_Exams@hollandamerica.com fax # 1-206-577-7045

Y V V

Crewmembers are expected to bring a copy of their PEME and diagnostic reports with them to the ship.
Crewmembers returning to HAL are expected to bring their HAL Medical Chart with them to the ship.
PEMEs and required diagnostic tests must be in the crewmember’s HAL Medical Chart. If not, the

crewmember may be asked to repeat these tests at their own expense.

X "NEW HIRE PEME” REQUIREMENTS:

HAL Physical Exam Form completed by PHYSICIAN (attached herewith)

PEME questionnaire completed by CREWMEMBER (attached herewith)

Chest x-ray, PA view only

CBC (complete blood count)

Metabolic chemistry results (Na, K, Cl, BUN, Cr, Fasting Blood Sugar, AST, ALT)

Hemoglobin Alc, is required if crewmember is Diabetic

Urinalysis, dip

Blood type

CD4 results if HIV + (results must be done within past 6 months)

Hepatitis B Surface Antigen (HBsAQ)

Hepatiis A — proof of immunity is recommended for Food Handlers (Hep A IGG + of Vaccination)

Syphilis Test — RPR, VDRL, or TPHA

Urine drug screen (Amphetamine, Cocaine, Marijuana, Opiates & PCP)

ECG, if age is equal to or greater than 40 years

XXX XXX XX XXX XXX X

Copy of personal immunization records (if available)

I:l “RE HIRE PEME” REQUIREMENTS:

HAL Physical Exam Form completed by PHYSICIAN (attached herewith)

PEME questionnaire completed by CREWMEMBER (attached herewith)

Chest x-ray, PA view- only if there is clinical indication (immunocompromised, smoker, r/0TB)

CBC (complete blood count)

Metabolic chemistry results (Na, K, Cl, BUN, Cr, Fasting Blood Sugar, AST, ALT)

Hemoglobin Alc, is required if crewmember is Diabetic

Urinalysis, dip

Blood type, if not on file

CD4 results if HIV + (results must be done within past 6 months)

Hepatitis B Surface Antigen (HBsAg), if not on file

Hepatiis A — proof of immunity is recommended for Food Handlers if not on file

ECG, if age is equal to or greater than 40 (Every 2 yrs if cardiac history, otherwise every 5 years).

Copy of personal immunization records

|:| “BREAK IN SERVICE FROM HAL” (12 or more months):

PEME must meet the “New Hire PEME” Requirements

Nov 07 HAL Hotel Dept PEME Requirements Non TB risk Areas
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PRE-EMPLOYMENT MEDICAL EXAM (PEME)
HOLLAND AMERICA LINE

Name: Crew No.
Ms (Last) (First) (Middle)

Country of Residency: Date of Examination:

Date of Birth: Employer:

Proposed Job Assignment: Dept/Div:

HEIGHT: WEIGHT: BP: PULSE:

DISTANCE WITHOUT GLASSES OR CONTACT LENSES WITH GLASSES OR CONTACT LENSES

VISION: right 20/ left 20/ both 20/ right 20/ left 20/ both 20/

NEAR WITHOUT GLASSES OR CONTACT LENSES WITH GLASSES OR CONTACT LENSES COLOR VISION:

VISION: right 20/ left 20/ both 20/ right 20/ left 20/ both 20/ [1 Normal
[ Abnormal

WHISPER TEST: RicHT: [] Normal Lert:  [] Normal

[] Abnormal [] Abnormal

Laboratory results: MUST ATTACH PROOF OF ALL TEST RESULTS

Complete Blood Count (CBC) Chemistry Values: Na, K+, Cl, BUN, Cr, Fasting Blood Glucose, AST, ALT;

Blood Type: Hepatitis Antigen (HBsSAQ) RPR /VDRL or TPHA Urine Dipstick: Albumin; Sugar; Blood;

Urine Drug Screen: (Amphetamine, Cocaine, Marijuana, Opiates, PCP) (Proof of Testing Required)

Additional tests may be required depending on country of residence. Please refer to “PEME Requirements for HAL TB Risk Areas vs
Non-TB Risk Areas”.

Examiner’s Findings and Evaluations

Not
Normal If Abnormal — Explain Performed

Ears: Left

Right

Eyes

Nose

Throat

Teeth

Neck

Chest

Heart

Lungs

Trunk and Back

Abdomen

Hernia

Genito-Urinary

Upper Extremities

Lower Extremities

Veins and Arteries

Skin

Chest X-Ray (PA) Date Done:
Baseline Mandatory
(Indicate preliminary
findings prior to radiologist
interpretation)

EKG (Age 40+ Baseline) Date Done:

INDICATE BY NUMBERS POSITIVE ITEMS FROM HEALTH HISTORY ON PAGE 2.
ADDITIONAL COMMENTS / RECOMMENDATIONS:

QUALIFIED [ DISQUALIFIED []
Examining Physician’s (signature): Date:

Examining Physician’s Printed Name:
Address:

Phone No:

Copy exam for your files and billing. Send original with crew member along with radiology interpretation. Send abnormal CXRs only. Records
must be sent in a timely manner to clear crew member’s assignment.

HOLLAND AMERICA\QUESTIONNAIRE and PE - 1/24/06 Page 1of2
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PEME - QUESTIONNAIRE
HOLLAND AMERICA LINE

Mr.
Name: Ms Crew No.
(Last) (First) (Middle)
Proposed Job Assignment Dept/Div:

INSTRUCTIONS: The following information is required to assist the doctor in determining each prospective employee’s condition of health.
Answer questions carefully by placing an X in the YES or NO column. For YES answers, please explain in detail at the end of the
questionnaire. This questionnaire should be completed before you see the physician.

Have you ever had or do you have any of the following?

1. Allergies vEs [Ino [ 18. Yellow Jaundice ves [Ino [
2. High Blood Pressure ves [Ino [ 19. Fainting Spells ves [Ino [
3. Heart Trouble ves [Ino [ 20. Gall Bladder Trouble ves [Ino [
4. SMOKING ves [Ino [] 21. Epilepsy ves [Ino []
ALCOHOL CONSUMPTION ves [Ino [ 22. Dislocation of Joints ves [ no [
5. Rheumatism or Arthritis ves (I no [ 23. Broken Bones ves [Ino [
6. Kidney Trouble ves [Ino [] 24. Back Pain ves (O no [
7. Stomach or Duodenal Ulcer ves Ono O 25. Back Injury ves (no O
8. Diabetes ves (I no [ 26. Knee Injury ves [ no [
9. Tuberculosis ves [Ino [] 27. Head Injury ves (dno [
10. Asthma ves [Jno [ 28. Varicose Veins ves [Ino [
11. Hayfever ves [Ino [] 29. Severe Headaches vyEs (O no []
12. Shortness of Breath ves Ino O 30. Mental or Nervous Disorders ves (dno [
13. Rupture of Hernia ves [Ono [ 31. Complications from Childhood Diseases ves [Ino [
14. Cancer ves (no O 32. Sciatica (low back pain) ves [Ino [
15. Tumor ves Ino O 33. Eye Trouble ves [Ino []
16. Skin Conditions or Chronic Rash ves (I no [ 34. Ear Trouble ves (I no [
17. Anemia ves [Ino [J
35. Are you now taking any prescribed medications? ves [Ino [
Specify
36. Have you ever had an injury which caused you to lose time from work? vEs [Ino [
37. Have you now, or ever, received VA benefits? ves [Ino [
38. Have you now, or ever, received Workmen’s Compensation benefits? vEs [Ino [
39. Are you at present under the doctor’s care for any condition? vEs [Ino [
40. Date of last chest x-ray ves [Ino [
41. What operations have you had? Approximate date

42. How much time loss from work in the last 2 years (iliness, injury, etc.)?
The following information is also required of female applicants:

43. Trouble with your female organs or breasts? ves [Ino [
44, Tumor or cysts of your female organs or breasts? vEs [(Ino [
45. Do you have any bleeding or discharge between your menstrual periods? vEs [Ino [
46. Cancer of your female organs or breasts? ves [Ino [
47. Do you lose time from work because of your menstrual periods? vEs [(Ino [
48. Date of last menstrual period

49. Are you pregnant at this time? ves [Ino [
50. Are you now on a birth control pill? ves [1no []

Please explain in detail any YES answers:

Your medical representative has my authorization to request from a personal physician, hospital, clinic, etc., information regarding my medical
history, physical condition or diagnosis when deemed necessary. To the best of my knowledge, the foregoing statements are correct and
complete, and may be used to whatever extent necessary in connection with my application for, and tentative employment with Holland
America Line/Windstar. | understand that falsification of this information is grounds for dismissal.

Employee Signature Date

HOLLAND AMERICA LINE INC.
300 Elliott Ave. West, Seattle, WA 98119 » 206-281-3535 « Telex: 160564 HALW SEA
The safety and good health of each employee while on assignment is a matter of key concern to HAL. Overseas assignment requirements present a range of
physical and mental abilities because of geographic location, cultural changes, availability of health care and medications, sanitation, environment factors and
foreign government health requirements.

The Company maintains a continuing and concerted effort to minimize health and environmental hazards.

The health questionnaire and health examination is a part of that continuing Company effort. This health review is used by HAL Medical Department to assist the
Company in its effort to hire and assign employees to work in overseas locations where they can live safely and perform effectively.

The listing of positive answers to the health exam is not in itself a reason for not recommending an overseas assignment but is used along with the physical
examination as part of the complete health review to make sure the overseas assignment location would not be detrimental to you. The information you provide on
this form and the results of the health exam will be reviewed by the HAL Medical Department and used only to assist the Company in assuring that you are placed
in a manner which will not adversely affect your health. The information you provide and the results of the health examination will be treated as confidential and will
be released only as required or permitted by law, and will be shared within the Company only as appropriate to corporate needs. It is important, therefore, that your
answers be complete and accurate.

HOLLAND AMERICA\QUESTIONNAIRE and PE - 1/24/06 Page 1of2
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Holland America Line


Family & Friends Program


Family & Friends Program Offers Exciting New Enhancements


Holland America Line is pleased to announce exciting new enhancements to the Family & Friends Program that streamline the process and make it easier for you to book your family and friends on a special rate cruise. The new enhancements offer:


· New Online Applications – A new application process for all HAL employees with a valid HAL email address and for all retirees - just click on https://book.hollandamerica.com/FNFApplication.


· Payment and Changes to Bookings - Family and Friends may now call 888-207-3536 directly to make payment or any changes to their reservation.

· Express Docs – Issued now for all Family & Friends bookings on sailings departing after May 9, 2009


More details on these new, time-saving enhancements and answers to Frequently Asked Questions (FAQ) are listed below and in the attached F&F Enhancements FAQ document.


Family & Friends Program FAQs


The following Frequently Asked Questions (FAQ) provides answers detailing the conditions and procedures for booking family and friends under this program:


Is the “Family & Friends” program available to all employees?


Yes, all current employees – whether land-based, seagoing, full-time, part-time or seasonal – may participate and invite family and friends to participate in the program.  Holland America Line Retired employees, Employees and Retirees of the World’s Leading Cruise Lines and Windstar Cruises are also eligible.


Can existing bookings be transferred to the “Family and Friends” program?


No.  All Family & Friends reservations must be new bookings only.  Each employee must first verify that nominated Family & Friends are not already booked on the intended sailing.


What is the process to make a Family & Friends Reservation?


Employees with a VALID HOLLAND AMERICA LINE email address and all HAL Retirees, are encouraged to access the following new link to submit an application online: https://book.hollandamerica.com/FNFApplication.


Employees that do not have a valid Holland America Line email address can access the latest offers and application as follows:


· Seagoing Employees:  EFLEET>HR>Forms or contact the Crew Purser for assistance in accessing and submitting the application


· Land Based Employees:  ECATSTAND or Public Folders under Cruise Specials

Applications also may be faxed to 206-905-8952 or 800-355-3021 or submitted to the Ship Inventory department in person by the employee. 


Is the employee involved in the F&F booking process?


Yes.  The employee is responsible for submitting the application and will be notified within 48 hours of the status of their application.


Booked guests may now call 888-207-3536 directly to make payment or any changes to their reservation.


Can Transfers, Cancellation Protection Plan (CPP) and Cancellation Protection Plan Platinum (CPPP) be purchased through the Family & Friends Program?


Yes, transfers, Cancellation Protection Plan (CPP) and Cancellation Protection Plan Platinum (CPPP) may be purchased.  Once a booking is confirmed and accepted, full payment is due within 72 hours and standard cancellation penalty applies.


What behavior is expected from employees and their guests with regard to the Family & Friends Program?


· Employees are responsible for the behavior and actions of their guests aboard Holland America Line ships


· Guests are kindly requested not to share their reduced rate with other guests aboard Holland America Line ships.


· Employees / Guests who violate these policies may lose future Family & Friends privileges


· Holland America Line employees cannot receive any compensation for making these cruise offers available to family and friends.


Are Family & Friend offers subject to change?


Yes, all Family & Friend rates are capacity controlled, availability changes daily, and may be withdrawn at any time for any reason.  Pricing changes occur once a week and are effective Wednesday-Tuesday.


Can Family & Friends Bookings be “bumped” after confirmed and paid in full?


From time to time it may be necessary to re-accommodate booked Family & Friends and make them an offer to change their travel plans.  


Where do I get the current offers and forms to apply for the “Family & Friends” Program?


The Family & Friend online application and a downloadable version of the Family and Friend Application and latest offers are emailed weekly and may be accessed at the following link:  https://book.hollandamerica.com/FNFApplication.


Employees that do not have internet access may find the latest offers and application as follows:


· Seagoing Employees:  EFLEET>HR>Forms or contact the Crew Purser for assistance in accessing and submitting the application


· Land Based Employees:  ECATSTAND or Public Folders under Cruise Specials

In what form will documents be received?


Effective March 10, 2009 all Family and Friends documents will be EXPRESS Docs for sailings departing after May 9, 2009.


We appreciate your support and participation in the Holland America Line Family & Friends Program.


Issued 03/27/09
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SEAGOING EMPLOYMENT AGREEMENT TERMS AND CONDITIONS


SEPTEMBER 5, 2007 VERSION


Page 8
 



1.  
EMPLOYMENT TERM, PROBATION, SAILING ASSIGNMENTS/ACTIVE SERVICE


A. 
The terms and conditions of this SEA extend to any period in which you are in active service sailing on a ship in an officer or crewmember capacity (the Employment Term). Although vacation and leave periods must be approved and agreed to by us, you are not in the service of us or any of the ships owned by our affiliates during vacation or leave periods or while you are in transit to or from any ship (except for ship substitutions as set forth in Section 9(E)). 


B. 
From time to time, and at our sole discretion, you may be advised (either verbally or in writing) of sailing assignments.  You will have fifteen days to accept the new assignment. Unless we tell you otherwise, the Monthly Wage, Vacation Percentage and/or Overtime Premium (if any) will be the same as during the immediately preceding sailing assignment.  While sailing assignments will generally extend for a minimum of five or six months, we may decide to make them shorter or longer.    Sign-On Date and Sign-Off Date are also subject to change based upon the needs of the Ship.   



C. 
If you are a new hire or have been recently promoted to a new position, you will be subject to a 90 day probation period (Probation).  During your Probation, we may terminate the Employment Term WITH or WITHOUT cause, in our sole discretion; provided that, if the Employment Term is terminated with respect to a promoted position, we may, in our sole discretion, hire you in a different position under a new SEA.  If the Employment Term is terminated during your Probation, you shall not be subject to any additional compensation (i.e., repatriation expenses, 15 days’ Base Wages, etc.) as set forth in Section 8. 

D. 
The ships to which you will be assigned are Holland America Line cruise vessels operating primarily from ports in the United States, Europe, Canada, various Caribbean nations, Costa Rica and the Mediterranean, on consecutive cruises each of up to one month duration.  The ships may be operated from other ports located throughout the world and on cruises of more than one month duration.


2.  
PHYSICAL EXAM

    
A.
Employment with us is subject to, and conditioned upon, you obtaining a pre-employment medical examination (PEME), including the tests and examinations required by our Medical Department, followed by examinations at least every two years thereafter or as determined by our Medical Department with physicians acceptable to us.  Prior to the initial sailing assignment, you will have to present us with evidence that you have within the last twelve (12) months had a physical examination that meets the PEME standards.  The PEME examination must include those tests and procedures that we require, including reports related to the PEME, and must conclude that you are in good health, fit for performance of shipboard duties and otherwise satisfy the health criteria we have established.  Your PEME will be reviewed by our Seattle Medical Department prior to your sailing assignment. We will pay up to US$90.00 for the first PEME examination and any additional PEME examinations or additional tests will be made by you in accordance with Company policy, unless otherwise agreed to by us.  It is your responsibility to retrieve examination results upon disembarkation from the ship following conclusion of your sailing assignment. If these results are not provided by you at embarkation on future sailing assignments, you may be required to undergo a new examination which will be at your expense.


B.
If we do not receive evidence of your physical examination prior to a sailing assignment or if evidence of your physical examination is insufficient or incomplete, as solely determined by our Medical Department, we reserve the right to require you to submit to further physical examinations and/or additional tests.  You must be prepared to be vaccinated or take any other health precautions as may be required by us or the health authorities of the countries visited by the ship.  In accepting this SEA, you acknowledge and understand that the we generally do not provide medical care, reimbursement or any related benefits for (a) preexisting conditions, including those that manifested prior to signing this SEA; (b) medical care for incurable conditions; (c) maintenance medications or monitoring for chronic conditions; (d) conditions caused by your willful misconduct; (e) conditions that were not disclosed or were concealed or misrepresented to us; or (f) conditions arising when you signed off the ship.  You are not in the service of us or any of the ships owned by our affiliates until you receive medical clearance from our Medical Department.  If you do not receive medical clearance from our Medical Department, we shall have the right to terminate this SEA without any additional compensation (i.e., repatriation expenses, 15 days’ Base Wages, etc.) as set forth in Section 8.


3.  
DUTIES

    
During active service, you will be required to perform those duties which are customary in the industry in respect of your position together with other duties as may be assigned.  During active service, you are obligated to devote your entire productive time, ability and attention to your duties and responsibilities under this SEA; accordingly, you may not, directly or indirectly, engage in any other employment or business of any kind whatsoever.  Shipboard responsibilities necessarily mean that you will not have fixed hours and may be required to work during nights, on weekends and during holidays on a seven (7) days per week, 70 hours per week basis.  You are required to obtain and maintain all certificates, licenses and further qualifications required under applicable law to enable you to perform the duties of your position on the ship to which you are assigned.  During active service and whether on board or off the ship, you need to:



A.  
obey all lawful commands of any officer of the ship ranking above you;


    
B.  
not engage or participate in illegal actions, misconduct or rowdiness, become intoxicated, or jeopardize the safety of the ship, its passengers or crew.  For these purposes, if you are injured at any time during which you are intoxicated (blood alcohol level in excess of 0.04%) or under the influence of narcotics or other controlled substances, the injury will be assumed to have resulted from your willful misconduct; 


    
C.  
not violate any of our established policies or procedures that have been communicated to you and which are generally applicable to Company or ship personnel (whether now existing or adopted by us in the future);


    
D.  
not act in a negligent or reckless manner or, except as the consequence of a lawful order, do any act or take any action that is either discourteous or annoying to people on board or off the ship;



E. 
not engage in any conduct that would be construed under the laws of the United States of America as constituting discrimination or harassment on the basis of race, sex, religion, age, national origin, creed, color, disability, marital status or sexual orientation;



F.  
not solicit or accept any remuneration from our suppliers or vendors;



G.  
not solicit or, in the case of ship officers, solicit or accept, remuneration from any passengers;



H.  
unless you first have received our consent, not make any purchase on our behalf or pledge our credit;



I.  
fully obey all rules and regulations of the ship's registry;


    
J.  
timely return to the ship in each port so as not to delay any sailing;



K.  
defer to passengers with respect to access to tenders, public rooms and facilities;


    
L.  
settle your ship accounts before the end of each sailing assignment;



M.  
not use or possess, either on or off the ship, nor bring on board the ship, any narcotics or other controlled substances, or any firearms or other weapons;



N.  
not make disparaging statements or remarks regarding Holland America Line or any Holland America Line ship, nor make statements or remarks that could be construed as promoting the business or services of any other cruise line; and



O.  
not attend parties in any passenger cabin or with passengers off the ship, or socialize with any passenger in any cabin (passenger or crew) or off the ship or invite or permit passengers to enter your cabin for a party or for socializing of any nature.


  4.  
COMPENSATION


A.  
Base Wages:

        
During active service, you will receive the Daily Rate applicable to the sailing assignment (your Base Wages).  Officers alternating three months of active service with a three month leave period (a “3/3 contract”) shall receive the same wage during their leave period.   Unless otherwise agreed by us, Base Wages are payable on board (during active service) or mailed to your residence (during leave periods) on or about the tenth day of the month following the month in which they were earned.    During active service and subject to company policy, you may be permitted to draw between normal payment dates some or all of the Base Wages you have actually earned.  You are not entitled to overtime pay (unless we told you otherwise, in writing, when you first received your sailing assignment) or any additional compensation attributable to the operation of the ship in any area (such as a war zone or other area in which hostilities are occurring).  In our discretion, we may provide you with bonus or other additional compensation.  We may deduct from Base Wages any taxes or other impositions required to be withheld under applicable law.  We may also deduct from Base Wages the amount of any Risk Benefit or Plan costs or other deductions for which you may be required to pay.


    
B.  
Lodging/Meals:


During active service, we will, without charge, provide you with a cabin of our choice and meals in the officer/crew (as appropriate) dining facilities.



C.  
Vacation:

Upon successful completion of a period of active service, entertainment officers and officers (other than entertainment officers) not on a 3/3 contract will be entitled to a vacation allowance equal to the vacation percentage of the total Base Wages for that active service period.  To the extent that applicable law requires that you receive vacation holiday with pay and/or annual paid leave in lieu of public holidays, you agree that a portion of the time between sailing assignments will be considered vacation holiday and paid leave to the extent of the number of days required for such under applicable law and further that the vacation allowance or pay received during leave periods will be considered pay received by you with respect to those days.  Notwithstanding any vacation or holiday allowance that is paid, you are not in the service of us or any ship owned by any of our affiliates during vacation or leave periods. 


D. 
Hotel Service Charge Plan:


The Hotel Service Charge Plan is based on $10.00 per passenger per day folio charge, less a small portion (less than 1%) that is reallocated to vessels with longer voyages to compensate the eligible employees working on such longer voyages for smaller amounts being collected on those voyages.  The Company shall determine on an annual basis which voyages shall be subject to such reallocation.  The remainder is then pooled and distributed to participants of the plan on each vessel based on a point system.  If an Annual Guarantee is indicated on the Cover Page to this Agreement, you are entitled to your eligible share of the Hotel Service Charge Plan, subject to an Annual Guarantee in the amount shown.  The shortfall, if any, between actual earnings and the Annual Guarantee amount, pro-rated based on the duration of this Individual Working Contract, will be paid to you at the end of this Contract.


5.  
SEAGOING BENEFIT PLANS


We may, but are not obligated to, make one or more of the following insurance plans available to you and, in some cases, your dependents:  Life, Accidental Death & Dismemberment, Comprehensive Medical (as a supplement to the general medical benefits provided while on board the ship), Dental and Short-Term Disability (each one of these is referred to in this SEA as a Plan).  We reserve the right to determine and change the terms and conditions of each Plan.  A Plan may require a waiting period prior to various coverages becoming effective and may further require that you pay all or part of the premium as to certain coverages, some of which may be optional.    If you decide to enroll in one or more of the Plans that are offered to you, you must complete a Medical/Dental/Short Term Disability Enrollment/Change Form.  You will be required to pay a monthly fee for participation in such Plans.  Provided your participation fee is paid and current, benefits coverage will continue during all vacation and leave periods (including medical leave).  Eligibility for benefits coverage will end when you are terminated, when you decline a contract when you are able to work, or when you resign. 


6.  
LEAVE PERIODS

    
Periods between active service/sailing assignments will be considered unpaid Company approved leave periods (refer, however, to Section 4(C) above).  We can extend leave periods, which may be paid or unpaid, but that decision will be made in our sole discretion.  For these purposes, we are not required to treat all employees the same, even though they have similar jobs.  During approved leave periods, you are not subject to automatic recall and we have no authority to demand your return.  However, pursuant to Company policy, if you fail to voluntarily agree to a recall request upon seven (7) days notice, you will generally be ineligible for future sailing assignments.  If you receive an executed SEA for a future sailing assignment during a leave period, we reserve the right in our sole discretion to terminate that new SEA at any time prior to your sign-on without any additional compensation (i.e., repatriation expenses, 15 days’ Base Wages, etc.) as set forth in Section 8. 


7.  
DISEMBARKATION

    
We are not required (even on termination of the Employment Term) to let you disembark from the ship other than while the ship is in home port during a scheduled docking.  


8.  
TERMINATION


The Employment Term will automatically terminate upon your death or resignation; resignation requires at least fifteen (15) days' prior notice to us.  In addition, we may terminate the Employment Term WITH or WITHOUT cause, in our sole discretion.  Your employment with us under this SEA is “at will.”  “At will” is defined as allowing either the employer or employee to terminate this SEA at any time, for any reason permitted by law, WITH or WITHOUT cause and with or without notice.  If termination is WITHOUT cause, you will be repatriated at our expense and receive an amount equal to 15 days’ Base Wages at your then current Daily Rate plus your accrued vacation allowance, if any.  If, however, the termination results from the ship being removed from passenger service, we may elect to reduce or eliminate the 15 days’ Base Wages payment.



If termination is WITH cause, or as a consequence of your death or resignation, then, to the extent permitted by applicable law, no vacation allowance or additional Base Wages will be paid and, except in the event of death, all costs of repatriation and the transportation costs related to your replacement  will be your responsibility.  “Cause” will exist under the circumstances explained in Section 9(B) or if you:  (a) fail to satisfy your obligations under this SEA; (b) act incompetently; or (c) decline a sailing assignment or fail to timely notify us as to whether you will accept or decline the assignment.


Once the Employment Term ends, for any reason, you will have no claims against us or the ship for any damages or compensation other than for accrued wages and benefits.


Each band is hired and performs as a unit, so the termination of the employment of the Band Leader or of any Band Musician may result in automatic employment termination of the entire Band. This is not applicable to the HALCats/Showband. 


9.  
MISCELLANEOUS


A.  
Applicable Law; Integration and Amendment; Collective Bargaining Agreement; Arbitration; Waiver


Your employment may be subject to the terms and conditions of a Collective Bargaining Agreement in which event such agreement, including any terms which establish rates for maintenance payments, shall be binding on you and us as though fully incorporated herein.


Any disputes whatsoever relating to or in any way arising out of this Agreement or your service onboard a ship, including but not limited to wage disputes, property damage, personal injury, death or any other claim, shall be governed exclusively by the laws specified in the applicable Collective Bargaining Agreement or government-mandated contract.  In the absence of any such Agreement or specification, such disputes shall be governed in all respects by the Laws of the British Virgin Islands.  You hereby agree, on behalf of yourself and your successors, assigns, heirs, dependents or representatives, that any disputes shall be arbitrated, if at all, exclusively according to the terms specified in any applicable Collective Bargaining Agreement or government-mandated contract.  In the absence of such Agreement, terms or contract, all such disputes no matter how described, pleaded or styled, shall be resolved by binding arbitration pursuant to the United Nations Convention on the Recognition and Enforcement of Foreign Arbitral Awards (New York 1958), 21 U.S.T. 2517, 330 U.N.T.S. 3, 1970 U.S.T. LEXIS 115, exclusively in your country of citizenship or, if your home country is not a party to the Convention, then in Seattle, Washington.

This SEA is the entire agreement between you and us relating to your employment on the ships; it supersedes and replaces all prior agreements and understandings relating to this subject.  This SEA may be modified or amended only with the written consent of both you and us.  Any waiver under this SEA by either you or us will only be effective if in writing.  Consequently, a waiver will not be implied if you or us do not insist upon strict performance of this SEA or if you or us fail to exercise a right or remedy that otherwise exists.



B.  
False Statements


If you made or make any false or misleading statement to us concerning your health, criminal record or circumstances of your former or present employment, this will constitute cause for termination of the Employment Term.  You acknowledge that terminating the Employment Term under these circumstances will cause us to suffer damages, the exact amount of which may not be able to be calculated with any certainty.  Consequently, you agree that we will be entitled to collect from you liquidated damages in an amount equal to all costs incurred by us in securing both your employment and that of a qualified replacement, including, but not limited to, all transportation costs for you and your replacement,  together with all resulting medical costs, which amount may be deducted from amounts that you are then owed.


C.  
Agency


The Company acts as agent for the owners and/or charterers of various Holland America Line ships owned or chartered by one of our affiliates.  Any rights and protections we have under this SEA also extend to the owners and charterers as well as the ships themselves. Ships may be added or deleted, and the identity of owners and/or charterers may change, at our sole discretion.


D.  
Transportation


We will provide you coach class air or ground transportation from the major international airport nearest your place of residence to the place of sign-on and upon successful completion of each sailing assignment (subject to Section 8) return air or ground transportation from the place of sign-off to the major international airport nearest your place of residence.  We will select the transport provider and routing for your transportation. We will provide overnight lodging and reasonable meal allowance if required enroute to or from the ship.



E.  
Ship Substitution

Without changing the compensation to which you are entitled under this Agreement, we reserve the right to transfer you to a different ship at any time, from time to time, during the Employment Term.  In such event, we will pay for the transportation costs to the substitute ship; the terms and conditions of the SEA shall continue in full force and effect in all other respects.


F.
Services; Spouses/Children/Friend on Board; Dress/Conduct


We will provide you with laundry, pressing and bar services at crew tariffs on board your assigned ship.
Officers may request to bring a spouse, friend or child on board in accordance with our Seagoing Spouse/Children Policy.  You are required to dress and act in a professional manner at all times and to abide by the House Rules and Uniform Policy governing these rules.


G.  
Media/Promotions


Without additional compensation to you, we have the right to photograph, film and videotape and, both during and after termination of the Employment Term, make use of and to permit others to make use of, your name, voice, pictures and other reproduced likenesses for the purpose of promoting and publicizing our ships in all media. 



H.  
Baggage


Your baggage may not exceed the international/domestic air carrier weight restrictions.  You are responsible for any costs associated with excess baggage. We do not accept any responsibility for the damage or loss of personal belongings while enroute to or from the ship or while on board the ship.



I.  
Documentation Requirements

You are responsible for securing all proper documentation.  Documentation generally consists of:


-----  
a valid passport with visa, if required,


-----  
current vaccination and inoculation certificate, if required,


-----  
Seaman's book, if required,


-----  
physical examination in accordance with Section 2A, above,


-----  
all documentation required by the International Convention on Standards of Training, 
Certification and Watchkeeping  (STCW).


Please direct all communications or questions related to this SEA to Director, Human Resources, Seagoing Personnel, Holland America Line, 300 Elliott Ave. West, Seattle, Washington 98119, U.S.A.


J.
Photo/Video Permission and Release

We periodically select sailings during which we have photographers take films and/or still pictures for use in our marketing efforts.  These marketing efforts customarily include videos and photographs for travel agents and others in the travel industry, videos for prospective passengers, television commercials, training films, home videos, brochures and other printed materials.  The films and/or pictures may be used by us, by our affiliates, by travel agents or by other third parties to promote and market our and our affiliates’ products by any means, methods and/or technologies that now exist (including, for example, over the Internet) or are developed in the future.  You agree to give us and our affiliates, employees, agents and contractors permission to include you in film footage and photographs being taken for use as described above.  You understand that the footage and photographs may show you together with other persons.  You understand that by giving this permission, you are waiving any right you may have to subsequently pursue legal action against us and our affiliates, employees, agents, contractors and any third parties to which we have provided the videos or photographs based upon or as a result of your inclusion in the footage or photographs including, for example, actions based upon defamation, libel, slander, invasion of privacy or infliction of emotional distress.  You understand that the footage and photographs may be copyrighted, sold, reused, adapted, broadcast, displayed, exhibited, projected, modified, published and/or republished.  You understand that you are not entitled to royalties or other compensation and further that you have no right to review the videos or photographs or any use that is made of them.  All rights that you are granting shall be considered worldwide, irrevocable, perpetual and assignable.


EMPAGR.2007.SEA
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About Me



Important note: Name must be your legal name as it appears on your passport. 


First (Given) Name:









Middle Name:







Last (Sur) Name:






Street Address:







City:







State/Province:







ZIP/Postal Code:






Country:







Telephone Number:






Date of Birth (MM/DD/YY):




Citizenship:



City and Country of Birth:






Social Security Number (US only):



Passport Number:






Expiration Date (MM/DD/YY):


E-mail address:


Leader or Sideman:

Group Name:

Instrument:


Home City Airport:


Agency Name:


Vessel:


Contract Start Date:

Contract End Date:

Daily Pay Rate (gross/net if app.):


 (US Only) Have you been convicted of a felony in the last 10 years?   ___ YES  ___NO

If YES, please explain: _______________________


References:
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HOLLAND AMERICA LINE

SEAGOING SPOUSE/PARTNER/CHILDREN/FRIEND CRUISE PRIVILEGE REQUEST FORM


PLEASE FORWARD COMPLETED FORM:


· BY MAIL TO HR SEAGOING ADMINISTRATOR, 300 Elliott Ave. West, Seattle, Washington  98119 

· BY SCANNING AND EMAILING TO: HAL_Cruise_Privilege@hollandamerica.com

Employee Name:

Spouse/Partner/Friend Name:



Position:

Child’s Name:
 age



Home Address: 

Child’s Name:
 age



City: 

State or Country:



Zip or Postal Code:

Home Phone #: 



E-mail address:



Is Spouse/Partner/Friend Employed by HAL:
YES  NO   If yes, in what position:


Has the individual sailed on board HAL vessels as a ‘Friend’ before?  YES  NO  If yes, with whom:




Embarkation date:

Disembarkation date:



Embarkation port:

Disembarkation port:



Ship:

Total # of sailing days:



Please CHECK AND ATTACH the following documents to your application or indicate if they have been provided previously:


		REQUIRED DOCUMENTATION



		(Check All That Are Applicable)



		___  Marriage Certificate.  

___  Check here if provided previously.



		___  Living Together Agreement.

___  Check here if provided previously.



		___  Birth Certificate(s) for Child(ren).

___  Check here if provided previously.



		___  Proof of chaperone for children under 21 if not    


        accompanied by spouse or partner.





All required documentation must be provided with request form in order to be processed.


You’ll be notified via email within 10 business days or 30 days from sailing whichever is sooner regarding your request.

IMPORTANT!  All spouses, partners, children and friends are required to be insured under a world-wide travel insurance policy that includes coverage for medical evacuations.  Holland America Line has identified policies that can be purchased to satisfy this requirement.  Information on those policies is available from Human Resources. It’s the responsibility of each employee to ensure that coverage has been obtained by or for their spouse, partner, child or friend.  The spouse, partner, child, or friend must be prepared to pay for all medical attention on board or ashore, including transportation, by cash or credit card, and file the expenses with their insurance carrier.  Otherwise, the employee will be required to pay those expenses or reimburse the Company for payments it makes. 

All persons sailing under this benefit must check in at the Front Office immediately upon embarkation.  Failure to comply will result in having to leave the ship at own expense.

I HAVE REVIEWED AND AGREE TO ABIDE BY THE TERMS OF THE CRUISE PRIVILEGE POLICY IN MR-1000:

EMPLOYEE SIGNATURE:

DATE:


DIRECTOR OF H.R. APPROVAL:

DATE:
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Holland America Line
Seagoing Personnel (MR-1000)





1 Cruise Privileges


1.1 Spouse, Partner, Friend and/or Children On Board Policy


The purpose of this policy is to provide an opportunity for eligible personnel to have their spouse, partner, friend and/or children on board during their sailing period.  

1.1.1 Definition


Spouses are defined as persons who, through a marriage ceremony, have entered into a legal union.


Partners are defined as persons who have a notarized document stating they have lived together for a minimum of six months, of which three months (90 days) were on land, and have intentions to continue the relationship in the future.  The 90 days does not need to be consecutive and can occur over an extended period of time, while on leave from the vessel.  

Friends, for purposes of this policy, must be at least 21 years of age or older.   An employee is only permitted to have one friend on board at a time and may not have a friend on board if they have a spouse, partner or child on board.

1.1.2 Eligible Personnel


Except as indicated below, this policy applies to eligible Staff Officers, Officers and Petty Officers of Holland America Line, as defined in the House Rules (see Appendix A).  Eligibility in all cases requires completion of one contract, unless indicated otherwise below.


· Concessionaires – Only the following employees who have completed 240 days per year on board in the Carnival group of companies: Casino Manager, Asst. Casino Manager, Greenhouse Spa & Salon Manager, Photo Manager, Shop Manager, Art Auctioneer, Port Shopping Ambassador, Internet Café Manager. 

Requests for those employees who are accommodated in a shared cabin are subject to approval of Ship’s Management and Seattle Management.  Approval may be given on a case-by-case basis and allowable number of days permitted (see Section 1.2) may be reduced based on each individual situation.


Note: Persons who have previously been terminated from their employment with Holland America Line or a Concession Company or who have resigned without the required notice are ineligible to sail under this policy.

1.1.3 Submitting A Request


For permission to have a spouse, partner, children and/or friend accompany the employee on board, eligible personnel must apply by forwarding a completed “Seagoing Cruise Privilege Request Form” to the Seagoing HR Administrator in Human Resources. All requests must include the proper documentation outlined in Section 1.1.4.

Requests must be scanned and emailed or mailed to Holland America Line, Attn: Seagoing HR Administrator:


Mail:
300 Elliott Ave. W.




Seattle, WA  98119

 




USA

Email: HAL_Cruise_Privilege@HollandAmerica.com 


All requests, together with required documentation, must be received by the Seattle office at least 30 days prior to sailing. Requests not received within the above time constraint will automatically be denied.   

1.1.4 Documentation Required


1.1.4.1 Documentation Required by Human Resources


· A Completed “Seagoing Cruise Privilege Request Form.” If the cruise privilege is being requested for someone employed by Holland America Line, this must be marked in the appropriate place on the form.

· In the case of a spouse or partner, a marriage certificate or a notarized “Living Together Agreement.”  If this has previously been provided as part of a prior request, it need not be provided again.  Instead, the fact that it was previously provided should be noted on the form. 

Note: The “Living Together Agreement” must be notarized and include the following information:


· Names, signatures and date signed by both individuals


· The shared address(es) while on leave


· The date partners began ‘living together’ on land

· Signature and stamp/seal from ‘notary public’


· For children, a copy of their birth certificate.  If this has previously been provided as part of a prior request, it need not be provided again. Instead, the fact that it was previously provided should be noted on the form.


· Proof of chaperone for children 20 years of age or younger who are not accompanied by the employee’s spouse or partner. Children under the age of 21 will not be allowed on board without the employee’s spouse or partner unless an approved onboard chaperone has been pre-arranged. Chaperone is defined as a person who is not employed on the vessel, age 25 or older and who is available 24 hours a day to supervise the children.


After all documentation is verified and received 30 days prior to the travel date, the Seagoing HR Administrator will confirm or deny the request by email.  Employees will be notified within 10 business days from receipt of request or 30 days prior to sailing whichever is sooner.

Note: Any falsification of documentation will result in the loss of all cruise privileges and the employee may be subject to disciplinary action up to and including dismissal.

1.1.4.2 Documentation Required On Board


Prior to joining the vessel, the spouse, partner, friend or child must obtain, at their own expense, a valid passport with all appropriate tourist visas.  

Note:  The requirement in prior versions of this policy that a physical examination, chest x-ray and proof of immunization be provided has been eliminated.


Note:
Persons sailing under this policy cannot be assigned to the Crew List for immigration reasons. For immigration purposes, any spouse, partner, friend or child cannot also work on the vessel while they are sailing under this policy.

1.1.5 Insurance


Each employee is responsible to making sure that every spouse, partner, child and friend sailing under this policy has obtained medical insurance coverage that is valid during the entire time they are on board the vessel.   The insurance policy must provide coverage for any accident, illness, injury or other condition or event requiring medical treatment, regardless of cause.  Furthermore, the policy must cover the cost of a medical evacuation from the vessel should one prove necessary.  


Coverage for a spouse, partner or child under the Company’s Premera Blue Cross dependent coverage meets this requirement.   For friends and for others who do not have this coverage, the Company has arranged for travel policies from insurers in the United States, Netherlands and the United Kingdom. The Company has already determined that these insurance companies provide the required minimum coverage at a reasonable premium.  The Company does not get any commission or other payment from any of these insurance companies:

		Netherlands:

Centraal Beheer Reisverzekering

Policy name:  Tijdelijke Reisverzekering

Telephone:  055-5798888


www.centraalbeheer.nl



		United Kingdom:

Pharos Insurance Brokers Limited

Policy name:  Personal Insurance
Telephone:  01304 209003
Fax:  01304 241290
www.pharosinsurancebrokers.co.uk



		US and All Other Countries: 


AIG Travel Guard

Policy name:  World Wide Health
Telephone:  1.800.826.4919 (U.S)
Telephone:  1.715.345.0505 (International Collect)

www.travelguard.com





The United States insurance company coverage can be secured online and is available to residents of all countries. 


Due to the number of requests under this policy, the Company is no longer able to review and verify coverage.  Consequently, it is the responsibility of each employee to ensure that coverage has been obtained by or for their spouse, partner, child or friend.  The spouse, partner, child, or friend must be prepared to pay for all medical attention on board or ashore, including all transportation, by cash or credit card, and file the expenses with their insurance carrier.  Otherwise, the employee will be required to pay those expenses or reimburse the Company for payments it makes. 

1.1.6 Restrictions


The Company reserves the right to restrict the number of spouses, partners, friends and/or children on board due to lifesaving capacity restrictions. 

· An employee may have one or more friends on board for an aggregate total of 30 days per year. In addition, an individual may sail on board as a friend for no more than 30 days per calendar year even if the request to have him or her sail is made by different crewmembers.

· Note: For the World Cruise and Grand Voyages, the total number of officers that can request someone sailing with them at any one time is 15 (10 on Prinsendam). 

As to any particular cruise, the Company reserves the right to limit the number of people sailing under this policy for any reason it deems appropriate, even if the limit that is set is below what would otherwise be permitted above in this Section 1.1.6.  

1.1.6.1 
Dry/Wet Dock


Spouses and partners will be permitted on board a vessel during dry/wet dock unless Seattle Management decides the conditions on board are unsafe.  Friends are not permitted on board during dry/wet dock periods.

1.1.6.2 
Italian Yard


Employees assigned to a new build in the Italian Yard and who live in an apartment away from the vessel are allowed to have their spouse, partner, friend and/or children live with them without having to make a request under this policy.  The Company will not make travel arrangements for these individuals.   Friends will not be permitted onboard while the ship in the shipyard.  

1.1.7 Travel Arrangements


Spouses, partners, children and friends must make their own travel arrangements.  All travel expenses (airfare, hotel, transfers, etc.) enroute to or from the vessel are the responsibility of the employee.  Discounted airfares may be available through Viking Recruitment’s Air Consolidator. Employees will be charged the cost directly by the Air Consolidator.

The HAL Seagoing Travel Coordinators should not be contacted for any travel needs.  Crew can utilize Viking Recruitment by email:  travel@vikingrecruitment.com

1.1.8 Liability for Injury, Illness, Property Damage Etc.

As noted in 1.1.5 above, the employee is responsible for all expenses caused by injury, sickness, early repatriation, etc. and all other costs which may be incurred during the cruise as a result of medical attendance, hospital admittance and any other emergency involving his/her spouse, partner, friend or child.  


The Company is not responsible for damage to or loss of personal belongings of the employee's spouse, partner, friend or child while staying on board or during travel to and from the vessel.

1.2 Allowable Days and/or Sailing Periods


See matrix on following page detailing the allowable number of days and/or sailing periods for spouses, partners, friends and/or children.  


		Allowable number of days and/or sailing periods


Holland America Line

		Total duration of days during calendar year (in employee’s cabin)



		Spouse/Partner:

Ship’s Staff

1st Officer, 1st Engineer, Culinary Operations Mgr. & Cruise Director


Hotel Staff Officers & Officers


Petty Officers

		240 days


240 days


240 days


90 days



		*Friend:

Ship’s Staff

Deck Staff with single accommodations


Engine Staff with single accommodations


Hotel Staff with single accommodations

		30 days


30 days


30 days


30 days



		Legal Children – age 6 months thru 4 years, accompanied by Employees’ Spouse/Partner: 


Ship’s Staff

1st Officer, 1st Engineer, Culinary Operations Mgr. & Cruise Director


Hotel Staff Officers & Officers


Petty Officers

		240 days


240 days


240 days


60 days



		Legal Children – age 5 thru 20 years accompanied by Employees’ Spouse/Partner or approved chaperone:

Ship’s Staff


Hotel Staff Officers, Officers & Petty Officers

		60 days


60 days



		Unmarried Legal Children – age 21 thru 24 years, accompanied or unaccompanied by Employees’ Spouse/Partner:

Ship’s Staff


Hotel Staff Officers, Officers & Petty Officers

		60 days


60 days





*  An employee may use 30 days per calendar year to have a friend/friends sail on board during their contract/s.   In addition, an individual may sail on board as a friend for no more than 30 days per calendar year even if the request is made by different crewmembers.

1.3 Additional Cabins


The spouse, partner, friend and/or children must be able to share the cabin of the employee.  If an employee would like to have their children accommodated in a separate cabin, it is on a space available basis and will be charged at the lesser of the 50% space available rate or the rate payable under the Employee Relative Program, if available, for the particular sailing.  At no time may children 20 years of age or under be in an employee or guest cabin unaccompanied. 

1.4 Code of Conduct – Spouses, Partners, Children and Friends

· The Captain, at all times, has the right to terminate the privilege extended to the employee to have their spouse, partner, friend and/or child on board.


· Officers should ensure that when working or conducting business discussions on board, their spouse, partner, child or friend should not be present.


· Under no circumstances may the onboard presence of the spouse, partner, friend and/or child affect in a negative way the performance of the employee concerned.


· Spouses, partners, friends and/or children shall have their meals in the same dining facilities as the employee.  Dining in the Main Dining Room shall only be allowed by invitation of the Captain or Hotel Manager.  This does not apply to persons accommodated in cabins purchased under Section 1.3 above.

· Spouses, partners, friends and/or children are considered to be guests of the Company and as such have onboard access to the same public rooms and similar spaces as the employee concerned.


· Spouses, partners, friends and/or children are expected to contribute in a positive way to the success of the cruise by taking part in the social activities on board where and when appropriate.


· Revenue passengers at all times will have priority over persons sailing under this policy.

· The employee concerned is responsible for ensuring that persons sailing under this policy behave in an orderly and mature manner.

· Persons sailing under this policy are expected to dress in accordance with the dress code of passengers, as specified in the Daily Program.

· Inappropriate behavior and/or outward displays of affection may result in the loss of this privilege, as well as subject the individual to further discipline up to and including termination.
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Payroll Direct Deposit Authorization Agreement


Employee Name:_________________________________________________


Ship:______________ Contract Dates: Start:_________  End:____________


I hereby authorize Holland America Line Westours, Inc. to initiate credit entries and to initiate, if necessary, debit entries and adjustments for any credit entries in error to my (our) account indicated below and the depository named below, hereafter called DEPOSITORY, to credit and debit the same entries to such account.


MUST BE A BANK IN THE UNITED STATES


NOTE:  Request for Direct Deposit takes at least TWO pay periods to take effect.


DEPOSITORY/BANK NAME:_________________________________________


CITY:____________ STATE:_____ ZIP:_____________________


BANK PHONE NUMBER:_____________________ 


BANK TRANSIT NO.:_____________ ACCOUNT NO.: ______________________


Type of account (check one):  _____Checking   _____Savings


This authority is to remain in full force and effect until Holland America Line, Inc. has received written notification from me on its termination such time and in such manner as to afford Holland America Line, Inc. a reasonable time to act on it.  I understand that this service is provided purely as a benefit of employment. At no time is Holland America Line ,Inc. required to provide this benefit and can refuse and/or terminate the direct deposit agreement at any time for any reason.


Name(print):_______________________  U.S. SSN:____________________________


Signature:_______________________________________Date:___________________


REQUIRED: ATTACH AVOIDED BLANK CHECK  or a SAVINGS ACCOUNT DEPOSIT SLIP.  Your account number MUST be 


PRE-PRINTED on the check or savings deposit slip.


To avoid delays in direct deposit: If you are moving to another ship for your next contract, a new form should be filled out prior to leaving your current ship or as soon as you board the next ship.  This form can be faxed to the Payroll Department at 206/301-5424 and the original should be forwarded as soon as possible. 
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Request Form


COMPLETE ALL AREAS OF THIS FORM AND ENCLOSE PAYMENT OR IT WILL NOT BE PROCESSED.


Employee Name: ________________________________

(Full Time FT

(Part Time PT

(PT Seasonal    (FT Seasonal



Home Address: ________________________________________________

Department:_________

Location: ____________



Number to be reached for confirmation:



Work Phone: (          )


Home Phone: (          )


Other Phone: (          )




Date of Hire (mo/day/yr): 


Date of last free cruise (mo/day/yr) -will be verified: 


Ship: 




For Seasonal Employees Only (Supervisor MUST complete this section)


DOH

_______________

DOT

_______________

Hours

_______________







DOH

_______________

DOT

_______________

Hours

_______________

Total Hours

_______________



Please select one of the following application options:


___ 1. $15 per person, per day (employee and one guest) plus ERP 3rd/4th person rates, if applicable. Include port charges for ALL persons. If this option is selected, confirmation may occur at least 21 days prior to date of departure, if space is available. Refer to HR Policy 8.11 for complete payment details.


___ 2. Free, space-available plus port charges. Add ERP 3rd/4th person rates, if applicable.
Refer to HR Policy 8.11 for complete payment details.


ONCE CONFIRMED AND PAID, NO REFUNDS WILL BE ALLOWED.


First Choice:

____________

____________

____________

____________

____________





Ship

Sailing Date

# of days

# in party

Dates From/To



Second Choice:

____________

____________

____________

____________

____________





Ship

Sailing Date

# of days

# in party

Dates From/To



Accompanied by:

Relationship

Age (Dependent Children Only)

Employee Y/N











































Please return your completed application to the HR Specialist between 45 and 30 days prior to the requested sailing dates.  Cruise waitlists are compiled and sent to Ship Inventory 30 days prior to the departure dates.  Applications turned in within 30 days prior to sailing will be added to the bottom of the lists as they are received. The fax number to turn in completed applications is 206-298-3899.

All cruise privileges are on a space available basis.  Payment for all expenses, ERP 3rd/4th rates, if applicable, and FICA/CPP taxes (for laid off seasonal employees applying for a free space-available cruise) must be submitted with the cruise request to the Human Resources department.  All shipboard expenses must be paid in full prior to debarkation, and any checks written with insufficient funds by employees will result in revocation of future cruise privileges and could lead to termination. If you are confirmed on a free, space-available cruise, the Internal Revenue Service and Revenue Canada consider your free cruise to be a taxable benefit when you take guests other than your spouse, dependent children or other Company employees.  The Company will report the value of your taxable benefit as income during a payroll period following the date of your confirmed cruise. 


Cruise privileges for full-time employees cannot be used after termination of employment with the Company or while on a leave of absence and no employee may forfeit this privilege to family members.  Employees may not apply for a reduced rate (Employee Relative Program) cruise at the same time they apply for an employee cruise. Upon completion of the cruise, Comments on Board (COB) forms MUST be returned to the Director, Compensation and Benefits. Failure to comply with this request will result in revocation of future cruise privileges.  


Form of payment to cover all applicable cruise charges: 
(  Check enclosed payable to Holland America Line


(  FICA/CPP Chg. Must be paid by separate check


(  Credit Card


I authorize Holland America Line to charge by credit card upon confirmation of cruise:
















Card Holder’s Name

Address

City

State

Zip

Phone













Type of Card

Card #

Expiration Date

Signature



Employee’s Signature:



Date:





Supervisor’s Signature:



Date:
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