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MODULE 5: Necessary Paperwork 
 
o Human resource documentation. 

o Equipment inventory. 

o BCD maintenance log. 

o Regulator maintenance log. 

o High-pressure cylinders maintenance log and inspection/test documentation. 

o Compressor maintenance log. 

o Clients’ check-in form. 

o Beginners vs. certified divers. 

o Minors & persons with special needs. 

o Medical history statement. 

o Liability release. 

o Courses student record file. 

o Participants boat list or shore activities list. 

o Dive log sheet. 

o Emergency plan. 

o Incident/Accident report. 

Human resources documentation. 
      

Documentation  

The service provider shall maintain the following documentation on all staff delivering 
services:  

A) name, address and date of birth;  

B) training/qualification, experience and medical screening;  

C) Duties assigned to the individual staff member.  

D) Military service status for Egyptians, work permit for foreigners. 
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The service provider shall have documentary evidence that all staff members hold relevant 
and current qualifications for their duties. Proof of qualifications shall be made available to 
the clients upon request. 
 
 

Equipment inventory. 

 
 
 
 
 
 



69                                                   Recreational Diving Operator Technical Manager Basic Training 

             Necessary Paperwork 

 

V. 02:  2 July 2019  
 

 
 

BCD maintenance log 
 

  
Each BCD has maintenance paper this paper must include: 

 

- Serial 

- Dive center serial number 

- BCD brand 

- BCD size 

- Date of last maintenance    
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Regulator maintenance log. 

 
Each Regulator has maintenance paper this paper must include: 

- Serial 

- Dive center serial number 

- Brand 

- P.Gauges 

- Depth Gauges 

- Date of last maintenance  
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High-pressure cylinders maintenance log and inspection/test 
documentation. 

 
Each Cylinder has maintenance paper this paper must include: 

- Serial 

- Dive center serial 

- Brand 

- Type 

- Date of production 

- Last Hydro. Test 

- Last Visual Test 

- Notes 
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Compressor maintenance log 

Each Compressor maintenance must be logged in private book, include: 

- Compressor brand and model                             

- Compressor serial number              

- Compressor last air lab test 

- Regular filter and oil changes according to manual 

- Log book include: ( date, cylinder fill, hour working, technician name ) 

 

 Clients’ check-in form 

 
Check-in form is one of the important papers in diving operation client or guest date is one 

of the contact data for any farther contact or promoting. 

Check-in form must include: 

- Client or guest name                            

- Arrival & departure date                         

- Hotel & room number 

- Administration papers "if applicable” 

- Level of certification and organization 

- Number of dives                                         

- Date of last dive 

- Nationality 

 



73                                                   Recreational Diving Operator Technical Manager Basic Training 

             Necessary Paperwork 

 

V. 02:  2 July 2019  
 

Beginners vs. certified divers 
 

  Beginner:  

• At the beginning of the program the participant must review, complete and sign a 

medical form and a liability release form. 

• In case of any health contraindication, a written clearance to dive from a physician 

(as a prerequisite to in-water activities) is required. 

 

Intro diver (non- certified): must singe administration papers before start diving activity: 

- Medical statement                                  

- Liability release                                 

- Entry level Course: (start one of the certified diving levels): must singe 

administration papers before start diving activity: 

- Medical statement                                   

- Liability Release                                

-  Safety of diving 

- Requirement student file  

 
  Certified Divers: 
 Person who is holding diving certification from Organization. 
It is highly recommended that certified divers sign administration papers before start the 
diving activity this paper is: 
 

- Medical statement                                  

-  Liability release                                  

-  Safety of diving 
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Beginners who do not have any info about medical conditions and undertaken risk,  have 

to be informed of such risk  while  certified divers  already have the level of certification 

which is a proof that they are aware of this info. 

Minors & persons with special needs 
 

Minors 
In the case of service provision to minors or vulnerable persons, providers shall be aware 

of the additional responsibilities this entails. The service provider shall implement policies 

and procedures designed to provide reasonable protection and precautions against abuse 

occurring during the service provider’s activities. 

Documented parental or legal guardian consent shall be obtained when the client is a 

minor. 

NOTE the age of a minor is defined by local legislation. 

 
Persons with special needs: 

Additional equipment requirements 

- Medical clearance from Doctor 

- Assistant  

- Easy dive site 

- Reduce the ratio 
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Medical history statement 
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Liability release 
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Courses student record file 
 

Record keeping 

The service provider shall ensure that appropriate student records are maintained as 
follows: 

a) Name, address and date of birth of the client; 

c) Any previous training/qualification and experience required for the envisaged activity; 

d) Records of checking the competence of clients; 

e) The progress of the student during a course. 

The service provider shall ensure that student records of training and qualifications are 
kept for at least 7 years. 
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 Example of Participants boat list or shore activities list 
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Boat list should include: 
 

- Diving Center name & logo                  

- Date                                                         

- Boat Name 

- Hotel & room number                      

- Guest name & Family Name 

- Box number                                              

- Certificate & diving experience       

- Activity  

- First Dive (depth & Time)                     

- Second Dive (depth & time)              

- Extra dive (depth & time) 

- Guest signature                                       

-  Next Day Diving                                   

-  Notes 

- Number of (guest, tanks, boxes & Weights)       

- Medical Box & Spare Box                 

- Pressure of oxygen Tank     
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Dive log sheet 

 
Log sheet: is kind of reference guest activity & dives including (site name, depth & time) 
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Emergency plan 
 

 
 
Plan for the procedures which must get taken in case of accident, this plan must include: 

- Roll call                                              
- Evacuation plan 
- Start with EFR                                 
- Phone number of rescue boat                       
- Phone number diving center 
- Phone number of hyper chamber or Nearest Hospital                                        
-  Emergency accident report     
-  
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Incident/Accident report 
 
What is the different between accident and incident? 
- Indicate ‘a happening or an event that takes place and which attracts the attention of 

people’. As a matter of fact, an incident does not involve the loss of human life or any 

casualty. 

- Accident is used to express ‘a happening or an event that takes place all of a sudden’. 

Unlike an incident, an accident usually involves the loss of human life or casualty.  
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