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INTRODUCTION 

ABOUT THIS GUIDE 

The information contained in this document relates to 

the Dynamic Positioning Operator’s Training Scheme 

only unless otherwise specified and is to be used in 

conjunction with the dark green coloured A5 (14.8cm 

x 21cm) size Nautical Institute DP Revalidation 

Logbook, which can only be used by NI certified DPOs 

who are completing revalidation or conversion 

applications.  

Please note that there is more than one version of this 

logbook and the information and page layout may 

differ. Please make sure that you are referring to the 

correct information for the logbook that you hold. 

Owners of the original revalidation logbook will have 

sections for shuttle tanker revalidation and conversion. 

These were removed for later versions. 

This guide is designed to assist you, as a revalidating or 

converting DPO, to complete your logbook correctly 

before applying to The Nautical Institute for your DP 

certificate. Please read this guide and the information 

contained in the logbook itself very carefully as failure 

to do so could result in errors that may cause your 

application to be rejected and returned to you as 

unsuccessful. 

This guide is not to be used as a sole source of 

information for the rules pertaining to the revalidation 

and conversion of a DP Certificate.  Although we try to 

include as much information as we can in our logbook 

guides their main purpose is to assist you in .   

completing your logbook, therefore it is to Ibe used in 

conjunction with the document entitled Nautical 

Institute Certificate and Accreditation Standard, 

which is available to download from our website, as 

this contains comprehensive information on the 

Scheme. 

There are multiple guides, FAQs and other information 

available on the schemes offered by The Nautical 

Institute via the DP Help Page on our website. To avoid 

confusion, please ensure you are reading the 

information specific to the DP certificate you are 

revalidating or are converting to. 

DP CLASSED VESSELS 

All DP sea time requirements mentioned in this guide 

refer to DP time where you performed as a DPO on 

board vessels officially certified with a DP class 

notation by a classification society, unless specified 

otherwise. 

Unclassed vessel: means those with a DP capability 

but not classified or certified by a classification society. 

The Nautical Institute also considers DP class zero 

vessels under this definition. 

DP SEA TIME DAY 

The definition of DP time differs according to the type 

of DP Certificate you are revalidating or converting to. 

For Offshore Scheme: The time is classed as DP sea 

time days. This is counted as a minimum of 2 hours per 

day on DP. Days without DP on board the vessel 

cannot be used for revalidating or converting. 

For Shuttle Tanker Scheme: Time on board the Shuttle 

Tanker vessel is counted as DP sea time and the 

Offshore Loading Operations which are done on DP 

are logged separately in the logbook. 

APPLYING FOR A DP CERTIFICATE 

The online application system is mandatory.  Any 

documents received without first being properly 

registered and applied for through the online system, 

will be returned via normal post without processing.   

Please note that a credit card, debit card or PayPal 

account is needed to complete the online application 

process. 

Once you have applied online and successfully 

completed the payment, a PDF Checklist Template 

will be available in your DP online account on the My 

Account home page. Please download and print this 

form.  Complete and sign it and include it with your 

application. If you are unable to find the document 

on your My Account home page, please contact the 

DP department. 

Please read the FAQs on the Alexis Platform website 

for a list of documents required to successfully apply 

for your DP certificate. 

There is also an online application Guide for 

Revalidation  which contains step by step instructions 

on how to complete the online application. 
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INTRODUCTION (cont’d) 

DELIVERY OF DOCUMENTS 

We solely work with our contracted couriers, DHL, to 

return documents. The fees for processing and the 

return of the documents are paid when completing 

the online application process. 

We recommend that you send your logbook to us by 

courier/special delivery to avoid loss by standard post. 

The Nautical Institute assumes no responsibility for the 

loss/damage of logbooks/documents while in transit. 

It is recommended that you make and keep a 

photocopy of your logbook before sending it to us. 

Please visit our website for the courier fees which are 

applicable to all applications. 

(UK and European Union countries are subject to an 

additional charge on the courier fee due to VAT, 

which is beyond The Nautical Institute's control). 

REPLACEMENT DOCUMENTS 

Please note that in the event of loss or damage, the 

issuance of replacement documents incur charges, 

the information for this and how to order replacement 

documents can be found on the Duplicate Document 

s order form, which are available on our website (UK 

and European Union countries are subject to VAT). 

 

 

USING THE LOGBOOK—ALL VERSIONS 

Revalidation of Unclassed, Limited and Unlimited 

Offshore DP Certificates options: 

• 150 DP sea time days recorded in Section 2 of the 

logbook dated within the five years previous to 

applying or 

• Revalidation Course recorded in Section 1 or 

• Simulator Course recorded in Section 1 of the 

logbook (under revalidation but marked as 

Simulator), and a minimum of 30 DP sea time days 

recorded in Section 2 of the logbook. 

NOTE FOR REVALIDATION COURSE: If the participant is 

completing the course for the first time, there is no minimum 

DP sea time requirement. If the participant is completing the 

course for a second or subsequent time, a minimum of 30 DP 

sea time days will be required to revalidate.  This DP time may 

be completed prior to or after the Revalidation Course.  

Where a participant subsequently revalidates after taking the 

course by completion of the full sea time  requirement of 150 

DP sea time days that participant can then take the 

Revalidation Course again without a DP sea time 

requirement. 

Conversion from Shuttle Tanker to Offshore Certificate 

• Complete 90 DP sea time days (active time and 

not on board a shuttle tanker) recorded in Section 

2 of the logbook followed by a new Statement of 

Suitability recorded in Section 3/4 within the four 

years previous to applying. 

NOTE: The type of DP Certificate issued will depend upon the 

class of the vessel the DP sea time days were completed on. 

INVISIBLE TITLE 

Conversion from Unclassed to Limited/Unlimited 

Certificates 

• Complete 120 DP sea time days on board a DP 

classed vessel (DP 1, 2 or 3) recorded in Section 2 

of the logbook, completion of a new task section 

(available on the Alexis Platform website) followed 

by a new Statement of Suitability recorded in 

Section 3/4. 

NOTE: The type of DP Certificate issued will depend upon the 

class of the vessel the DP sea time days were completed on. 

Upgrading from Limited to Unlimited Offshore DP 

Certificate 

• Complete 60 DP sea time days on board a DP2 or 3 

classed vessel recorded in Section 2 of the logbook 

and followed by a Statement of Suitability 

recorded in Section 3/4. after the issuance date of 

the DP Limited Certificate 

Further information can be found in the Nautical 

Institute Certificate and Accreditation Standard, 

available on our website.  
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INTRODUCTION (cont’d) 

USING THE LOGBOOK (CONT’D) —FIRST VERSIONS ONLY 

Revalidation of Shuttle Tanker DP Certificates  or 

Conversion from Offshore to Shuttle Tanker Certificate 

both follow the same route: 

• 18 offshore loading operations and one set of 

annual trials (or FMEA) recorded in Section 3 of 

the logbook within the five years previous to 

applying or 

• If less than 18 offshore loading operations but 

more than six, within the past five years 

complete Course B, followed by Phases 3 and 4 

of the Shuttle Tanker Scheme or 

• If fewer than six offshore loading operations 

have been conducted in the five year period, 

restart the Shuttle Tanker Scheme process at 

Phase 2 and complete all subsequent phases.  

Due to conversion, 24 days sea time can be 

deducted from the requirements of Phase 2, 

but all offshore loading operations in Pathway A 

or B must be completed. 

Where these revalidation requirements specify 

participation in annual trials or a FMEA test within a 

five-year period, in exceptional circumstances this 

requirement may be fulfilled by participation in an 

additional Simulator Course (such as Offshore Loading 

Phase 3) in lieu of the trials, completed during this five-

year period.  

 

I 

NVISIBLE TITLE 
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PERSONAL DETAILS 

PHOTOGRAPH 

You will need to add a 35mm x 45mm size 

photograph of yourself taken within the last six 

months into the ‘Your Details’ page of the 

logbook.   

 

COMPLETING THE FORM 

The details on this page should be written 

clearly by in BLOCK CAPITALS.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is very important that you take care 

to ensure that your name is entered 

correctly in the online application.  The 

Nautical  Inst i tute assumes no 

responsibility for spelling errors and a fee may 

be charged for reprinting documents. 

 

ONLINE APPLICATION TIPS 

Please check your account to ensure 

your name is entered on the Alexis 

P l a t f o r m  u s i n g  t h e  c o r r e c t 

capitalisation, e.g. 

 JOE ADAM BLOGGS  

 joe adam blogs   

 Joe Adam Bloggs   

 

Note: Please ensure that if you have any special 

characters in your name that these are inputted 

correctly. Do not use block capitals to complete 

online applications . 

    JOE ADAM BLOGGS 

 23 BLOGG STREET 

SOUTHAMPTON 

HANTS 

 
 

UNITED KINGDOM                       SO14 1PJ 

              +44(0)1234 555 555 

 25/01/1976 

    987654321 

 1234567 
  

UNITED KINGDOM 

       24/11/2014 

  00001 
 

           89XXX 
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UPDATING YOUR INFORMATION 

Contact Details: If you move house or change 

any of your contact details, please ensure that 

you complete the change of address and 

contact details section of your logbook. 

Please put a line through the old address and 

contact details so it is clear which are to be 

used. This information should also be updated 

on the online account. 

Official Documents: If you upgraded your CoC, 

had a new passport issued or changed your 

name, please complete this section. 

 

NOTE:   

All information entered into the logbook must 

ONLY be written in pen.  If you submit your 

documents and any of the logbook entries are 

found to have been written in pencil, your 

application will be returned to you as 

unsuccessful, and you will need to have those 

entries re-entered in pen, and have them re-

signed by the same Master/DPO who signed the 

original entries. 

 

 

PERSONAL DETAILS (cont’d) 
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COMPLETING THE REVALIDATION COURSE 

This page will be completed by the training 

centre instructor once you successfully 

complete your DP Revalidation Course. 

Please check this page has been signed, dated, 

stamped and that the certificate number has 

been added.  Contact the relevant training 

centre if any of the items have not been 

completed or are incorrect. 

The DP Revalidation Course may be completed 

up to six months before the revalidation date set 

by the NI. The course will be valid for a period of 

12 months only, in which the DPO must send in 

an application into the NI.  

The Course Certificate No is the same number 

that will appear on the course certificate issued 

to you by the training centre.  This number must 

be completed by the training centre. 

If the DP Simulator Course has been repeated 

as part of the revalidation requirements, this can 

be entered on this page. The training centre 

should mark the course DP Simulator and cross 

out the word ‘Revalidation’.  

 

 

 

 

REVALIDATION COURSE 

MARINE BLUE CENTRE 

 06/01/2016  

             000111 

 HENRY SAUCE 
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PAGE LAYOUT 

The layout of the page will depend on the 

version of the logbook that you hold.  

Please make sure that you are checking that 

the picture on this page reflects the page that 

you have in your logbook. 

INSUFFICIENT SPACE 

Each page has enough space for 15 individual 

DP sea time entries. If you complete more DP 

days on a trip than the page allows, please 

continue on a new page and write ‘continued’ 

at the top of the page.  Please note that all the 

details at the top of the page must be 

completed for the continuation page and the 

bottom of each page must also be completed 

and signed by the Master of the vessel. 

ACTIVE AND PASSIVE DP SEA TIME 

When converting from an Unclassed DP 

Certificate to a Limited/Unlimited DP Certificate, 

a maximum of 25% of the DP sea time days can 

be passive DP time. The rest must be active 

time. 

When converting from a Shuttle Tanker DP 

Certificate to an Offshore DP Certificate, the 

required 90 DP sea time days must be active DP 

time. 

 

 

1   VESSEL DETAILS 

The first table on the sea time record page is to 

record the ship details and DP equipment on 

board. All details must be fully and correctly 

completed. 

2   RANK 

This must include both your DP and non DP rank, 

and also the country you and the vessel were 

located in at the time the DP sea time was 

completed. 

3   PERIOD ON BOARD 

This is where the ‘Start’ and ‘End’ dates of your 

trip must be entered. 

DP sea time dates entered outside of the ‘from’ 

and ‘to’ dates will not be counted. Entries 

without ’from’ and ‘to’ dates will not be 

counted towards your application.  

 

 

 

 

 

OFFSHORE DP SEA TIME RECORDS V1 

 
 

 1 

2 
3 
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PAGE LAYOUT 

The layout of the page will depend on the 

version of the logbook that you hold.  

Please make sure that you are checking that 

the picture on this page reflects the page that 

you have in your logbook. 

4   DP SEA TIME TABLE 

This table is to enter your actual days on DP 

only. Each day on DP must be entered 

individually, using a separate line for each day 

as shown. DP time cannot be entered in 

blocked date ranges (e.g. 01/04/20—30/04/20). 

Dates written in this format will not be counted 

even if each of those days were on DP. 

DP sea time entries without the Master’s 

signature will not be counted towards the time 

required to revalidate or convert a DP 

Certificate. 

Unused spaces should be crossed out by the 

Master. 

5   MASTER’S DETAILS 

The Master must only complete this section 

once all of the DP sea time for the trip has been 

completed and the unused space crossed out, 

this is so that no other entries can be added to 

the page after the Master has already signed.  

 

 

CORRECTING ERRORS 

The use of correction fluid is not permitted. If a 

mistake is made recording DP sea time entries, 

the Master must cross out the line containing the 

incorrect entry and enter the correct data on 

the line below as in example 1 below.  Errors 

found after additional sea time entries have 

been made below any incorrect ones can also 

be corrected as in example 1 but in this case 

the correct data needs to be added in the next 

available space below. 

 

 

Entries amended with correction fluid or 

overwritten will not be counted 

towards the time required to qualify for 

a DP Offshore certificate.  

 

NOTE TO ALL DPOS 

It is advised that you fully check all of the entries 

on the page are correct while both you and the 

Master are still on board the vessel so that any 

errors/omissions can be easily rectified before 

application. 

OFFSHORE DP SEA TIME RECORDS V1(cont’d) 

 

 
4 

5 

Example 1 
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PAGE LAYOUT 

The layout of the page will depend on the 

version of the logbook that you hold.  

Please make sure that you are checking that 

the picture on this page reflects the page that 

you have in your logbook. 

INSUFFICIENT SPACE 

Each page has enough space for 16 DP sea 

time entries. If you complete more DP days on a 

trip than the page allows, please continue on a 

separate page and write ‘continued’ at the top 

of the page.  Please note that all the details at 

the top of the page must be completed for the 

continuation page and the bottom of each 

page must also be completed and signed by 

the Master of the vessel. 

ACTIVE AND PASSIVE DP SEA TIME 

When converting from an Unclassed DP 

Certificate to a Limited/Unlimited DP Certificate, 

a maximum of 25% of the DP sea time days can 

be passive DP time. The rest must be active 

time. 

When converting from a Shuttle Tanker DP 

Certificate to an Offshore DP Certificate, the 

required 90 DP sea time days must be active DP 

time. 

 

 

1   VESSEL DETAILS 

The first table on the sea time record page is to 

record the ship details and DP equipment on 

board. All details must be fully and correctly 

completed. 

2   RANK 

This must include both your DP and non DP rank, 

and also the country you and the vessel were 

located in at the time the DP sea time was 

completed. 

3   PERIOD ON BOARD 

This is where the ‘Start’ and ‘End’ dates of your 

trip must be entered. 

DP sea time dates entered outside of the ‘from’ 

and ‘to’ dates will not be counted. Entries 

without ’from’ and ‘to’ dates will not be 

counted towards your application.  

 

 

 

 

 

OFFSHORE DP SEA TIME RECORDS V2(cont’d) 

 

 

 1 

2 

3 
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PAGE LAYOUT 

The layout of the page will depend on the 

version of the logbook that you hold.  

Please make sure that you are checking that 

the picture on this page reflects the page that 

you have in your logbook. 

4   DP SEA TIME TABLE 

This table is to enter your actual days on DP. 

Only DP sea time days can be entered here but 

they are able to be grouped into date ranges 

(e.g. 09/01/16—12/01/16).  

DP sea time entries without the Master’s 

signature will not be counted towards the time 

required to revalidate or convert a DP 

Certificate. 

Unused spaces should be crossed out by the 

Master.  

5   MASTER’S DETAILS 

The Master must only complete this section 

once all of the DP sea time for the trip has been 

completed and the unused space crossed out. 

This is so no additional entries can be added 

after the Master has already signed. 

 

 

 

CORRECTING ERRORS 

The use of correction fluid is not permitted. If a 

mistake is made recording DP sea time entries, 

the Master must cross out the line containing the 

incorrect entry and enter the correct data on 

the line below as in example 1 below.  Errors 

found after additional sea time entries have 

been made below any incorrect ones can also 

be corrected as in example 1 but in this case 

the correct data needs to be added in the next 

available space below. 

Entries amended with correction fluid or 

overwritten will not be counted towards the 

time required to qualify for a DP Offshore 

certificate.  

 

NOTE TO ALL DPOS 

It is advised that you fully check all of 

the entries on the page are correct 

while both you and the Master are still 

on board the vessel so that any errors/omissions 

can be easily rectified before application. 

 

 

 

 

OFFSHORE DP SEA TIME RECORDS V2(cont’d) 

 

 
4 

5 

Example 1 
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PAGE LAYOUT 

The guidance on this page is only for those 

holding the first version of the revalidation 

logbook which has room for shuttle tanker 

offshore loading operations.   

1   VESSEL DETAILS 

The first section on the sea time record is to 

record the ship details and DP equipment on 

board. All details must be fully and correctly 

completed. 

2   RANK 

This must include both your DP and non DP rank. 

3   SEA TIME DATES 

This is where the ‘Start’ and ‘End’ dates of your 

trip must be entered.  

Offshore Loading operation dates entered 

outside of the Date joined and Date left will not 

be counted. Entries without both a Date joined 

and a Date left will not be counted towards the 

application. 

 

 

 

 

  

4   OFFSHORE LOADING OPERATIONS TABLE 

This table is to enter details of your offshore 

loading operations.  The activity code, location 

and date must all be completed for each entry. 

Activity codes can be found on page 6 of your 

DP Revalidation logbook.  

Incomplete or unused lines must be crossed out 

by the Master so that no additional entries can 

be added. 

5   MASTER DETAILS 

The Master must only complete this section 

once all of the sea time and offshore loading 

operations for the trip has been completed. 

Sea time entries without the Master’s signature 

and vessel stamp will not be counted towards 

the time required to gain a Restricted Shuttle 

Tanker DP certificate or revalidate. 

6   SHIP  STAMP 

This is where the ship stamp should be placed. 

SHUTTLE TANKER OFFSHORE LOADINGS 

 
 

 1 

2 
3 

5 6 

4 
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PAGE LAYOUT 

The guidance on this page is only for those 

holding the first version of the revalidation 

logbook which contained a section for 

conversion FMEA or annual trials.   

1   TRIAL DETAILS 

Please tick to confirm if the record is for an FMEA 

or an annual trial. 

2   VESSEL AND ASSESSOR DETAILS 

The vessel, assessor and date joined and left 

details should be completed here.  

3   FMEA/ANNUAL TRIAL DETAILS 

The FMEA or annual trial details need to be 

added so that the record shows the location 

and dates commenced and completed. Any 

other details can also be added here.  

 

 

 

 

 

 

 

4   MASTER AND VESSEL DETAILS 

The Master must only complete this section 

once the annual trial or FMEA has been 

completed. 

Sea time entries without the Master’s signature 

and vessel stamp will not be counted towards 

the time required to gain a Restricted Shuttle 

Tanker DP certificate or revalidate. 

5   ADDITONAL RECORD SPACE 

There is room for a second Annual Trial, or FMEA 

on the bottom half of the page. 

 

SHUTTLE TANKER FMEA/ANNUAL TRIALS 

 

 

 
1 

2 

3 

5 

4 

Nautiwave 1 1234567 

DP1 Kongsberg SDP11 Second Officer 

The Nautical Institute 

15/08/2016 11/09/2016 

North Sea 

26/08/2016        27/08/2016 

G Gripen 

123789/00001 11/09/2016 
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The Statement of Suitability is very important and 

one of the main reasons why applications for DP 

certificates are rejected due to forms being 

incorrectly filled in or not completed at all. 

The Statement of Suitability must be signed off 

and stamped by the Master of the last vessel 

recorded in your logbook before applying to 

The Nautical Institute to convert a DP 

Certificate. You must also provide a 

confirmation letter that verifies this DP entry. 

Please ensure that the form is only completed 

by the Master after you have taken all of the 

courses and acquired ALL of the DP sea time 

required to convert to the type of DP Certificate 

you wish to obtain. Only DP sea time dated on 

or before the date of your Statement of 

Suitability can be used towards your required 

time needed for a DP Certificate. If you wish to 

include additional DP sea time in your 

application that is dated after your Statement 

of Suitability you will need to have a new form 

completed that complies with the requirements. 

1 AND 3   MASTER’S DETAILS 

The Master must write their name clearly in 

BLOCK CAPITALS at the top of the form and 

sign, date and add their CoC/DP certificate 

number details lower down in the spaces 

provided.  

If the Master is the converting DPO a separate 

certificated DPO  on board must complete and 

sign the form in the spaces indicated where the 

Master of the vessel should sign. 

The converting DPO/Master must then sign and 

complete the form in the spaces provided for 

the logbook holder’s details. 

2   LOGBOOK HOLDER’S NAME 

Your name must be written here. 

4   COUNTERSIGNATURE OF SENIOR DPO 

If the Master signing the Statement of Suitability 

does not hold a valid DP certificate, the form 

must be countersigned and dated by the 

certified DPO in charge. The DPO should also 

write their DP certificate number in the space 

provided and write their name in BLOCK 

CAPITALS on the same line as their signature. 

5   LOGBOOK HOLDER’S DETAILS 

Your signature, current CoC number and the 

country the CoC was issued in must be 

completed here. Please ensure that your 

signature here matches the one on your PDF 

and CoC. 

6   SHIP  STAMP 

This is where the ship stamp should be placed. 

STATEMENT OF SUITABILITY 

 

 

 1 

2 

3 

5 
6 

4 
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This page can be used to take note of any 

courses or training that has been done. It allows 

you to keep a record of training together with 

the dates that they were completed. 

ADDITIONAL TRAINING 

15/01/2017 
The Nautical 

122112 A Williams DP Simulator Course 
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This page can be used to take note of any DP 

Manoeuvres that are completed. It allows you 

to keep a record of manoeuvres together with 

the dates that they were completed. 

ADDITIONAL TRAINING (CONT’D) 

28/01/2017 Y 122112 A Williams Entry to 500m zone 

08/02/2017 Y 122112 A Williams FMEA 


