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1. Course opening and course administration
2. ATS staff recruitment : Selection criteria > Aptitude test
3. ATS manpower planning : Operational requirements > manpower
deployment
4. ATS training : ATC Courses > Assessment * Procedures &

Standards

(Z) 83 FI(T3)
1. ATS on-the-job training
2. ICAQO medical requirements : Class 3 medical assessments
3. Monitoring of performance and standards

4. OJT 1n operational unit

(=) 31= EN(T7/4)
1. ATC supervisor roles and duties
2. ICAO licensing for air traffic controllers : Legislation »

Standards > ATS training requirements

P4y BTPAEI(TIS)
1. Safety management in ATS : Safety policy and principles

2. ATS on-the-job training : Systematic approach to OJT

(3') E)Jf' E[(7/6)



1. Visit to Singapore Air Traffic Control Centre

2. Team OJT Presentation

(b)) 57 > = EIT9 0 10)
Performance management *
1. Role of supervisor in open appraisal and performance
management
2. Coaching » Counseling & Feedback skill

3. Most common errors in performance appraisals

() 2y I
Effective communication skills -
1. Key elements of communication
2. Communication styles and approaches

3. Active listening » Asking smart questions

(") BYI-EN(T712)
Interpersonal dynamics -
1. Motivating and persuading
2. Strategies for handling conflict
3. Providing constructive criticism s Adding impact to

communication

(=) 831 FI(7/13)
1. Presentation of team reports * Practical ATS resource management
exercise

2. Course critique & closing ceremony
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Number of ATCOs Available
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Other demands (training, special
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Changi Tower Manning

Position RC 1 RC 2 GC1 GC 2 GC3 GMP
Duty 1 1 1 1 1 1
ATCO

Relief

ATCO 2
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+ 5 In-Shift Relief
Controllers
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(ATC specialization 1n Singapore)

) FrvIvi ﬁbﬁﬁﬁlﬂiﬁ}@(ﬂmmng journey leading to 1st ATC Rating)
1. Completed Primary ATC Course (12 weeks)
=153 ERESER *Eﬁ“%ﬁ”r?g B N Fruwﬂmﬁugp S5 N
BRI ELET i A SRR (SAA) - AR 1235 -

2. Pre-Course Attachment at operational units (2 weeks)
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3. ATC Courses at Academy (13 to 16 weeks)
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4. QOIJT at operational units (16 weeks)
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[ Aty 1]
—L?iﬁm A 7\,Uiﬂﬂf5'é‘.§?ﬁjUElfJ$ﬂ~ i (Sector 3 of SATCC) » Ay Fhsgk ek
PR Tallon Il R TP - (RO T TR A R 1 2
([P retids » PIFRGRD | A2 BRI 5 R -

ATS SAFETY AUDIT REPORT
FINDINGS AND RECOMMENDATIONS

Operational Unit : SATCC Reference Number:

Audit Period: 1-3 December 2010 OP/ATC/A104.3

Document Reference: Audit Protocol Reference:

AREA ATSM ADMIN 1-3 Para 8.1 10f2

Type of Finding: [ .] Non-compliance of standards and procedures
[ Non-adherence of standards and procedures
[1 Observations

Findings: REPORTING RADAR FAULTS

AREA ATSM ADMIN 1-3 Para 8.1 states that the radar controller shall report to the Watch

Manager any fault in the equipment or any incident requiring investigation. He shall inform the SAPL
Fault Control in the first instance by telephone, then follow-up by issuing a fault docket.

During the interviews with controllers, it was found that there were numerous occasions of dropped
radar labels at Sector 3, usually at a location between 10 to 30 nm of PK, regardless of flight levels.
These occurrences were not recorded either in the Sector 3 or the watch Manager’s logbook. There
was also no record of fault dockets issued to Fault Reporting Centre.

Recommendations:
The application of the procedures as specified in AREA ATSM ADMIN 1-3 Para 8.1 should be
enforced to allow for a proper review of deficiencies that might have an adverse effect on safety.

Lead Auditor: Auditee:

(#afy] 2]

A A &r&kiﬁfﬁg}g ﬁ‘[]p = g E VT 9 (ALC/Anticipatory
landing clearance) » At atr'#ab;%“.f%i@%fl@ﬁ?fr I £ 95207 ALC i
R AR R € e J’FE‘F%J’JF“L Y %?‘FE&#E [ b % {2 4B Alr traffic
services manual)f[ I > rii“ﬁ%’?‘/ = i ﬂnﬂ”“’?ﬁ“'t‘%.#ﬂ °
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S R QI T A B I S 2
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P B e |

SR VRIFOARL O PR R ] L R g B R
BRI TR LRL IR B e R 7 TR % Tag il i st
RLELETRIY - L P e 18 39y L pongag] o (Rl B e o8
s PR 2 2 2 (- AL RTREEY T TR0 RZRTE R pvaegd + 1
AR NPUPIRI 2 RURLSTE AR SRS O S T e Rt
o SR PRIRAER - TR PR R IR BRI - AR R
PO (B ST R FE 2 2P Ef%pjgngaﬁ Iﬁiﬂﬁ;ﬁﬁ rﬁjg,t [f'
[ELREESRE PRI 3 2 Y TP e ) 5 RV AR Tt R s
]S BRI > PHERIE IR o ST b IpAIGE > PEE e [ql R
TR A EPRAHIES ] o PRI R o e
ST Mg R | RaI -

(=) ]3P (The process of communication)

1. &P ¥(sender) @ FE TP El(encode message)

2. l(message) * JEFHH [pi[HF 5 H HEEUERR]  REES
3. *E‘fiﬁ(channel) EESSEAY SN AT

4. B I5H (receiver) * # U5 Ll (decode message)

&) T ‘?ﬁﬁi&[ﬁ il 7¢ =k (Three elements of spoken communication)

S R P PR, 5 (vocal code)
2. FEJ Tﬁ?* A g L A (verbal code)
(D n;ﬁﬁﬂ}ﬁ H FF"[ Zrf(tone of voice and pitch)

() PPV (rate of speech)

3) jF"[ £l (volume)

4) %uﬁﬁﬁ'g?%m(arﬁculaﬁon)

3. RN R R ﬁiﬁé‘;?—ﬁ?, (visual code)

_”Hll
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(D qﬁf I (facial expressions)

(2) PlfihE i (eye contact)

(3) = Ff(gesturesO

4) It 74P (appearance)

(5) =)< 5h(posture)

?%Zﬁg‘?fh(m Albert Mehrabian) » ~ 5 * I FAYSHEL iR » A5t H[JF,[ vz
053 » PR IR B - R T RO 1 i 5
Pt = PUESLRL g ORI DY 5 [N PEE ) P AR = [
R SRl PR PRI A T SR L

(=) 35 ,u%EIUD“If[ﬁ{EIﬁ(Four keys to active listening)
1. AR
2. RIHEE [HIT"‘
3. TEEATE AR
4. [plEEFEL
FOIREERf AL VSR ] > P =T ST R el o TERCH T SRS B
%5’%?,%@?% I BRI TR | ARV R R R 2
SRS P RS RR BTE A
ﬁ%ﬁﬁﬁwﬁﬁ"#%ﬁ$%§’ﬁ@ﬁ‘%ﬁ’%%%@aym%wﬂ
4'“%[’%’5’“45*%”& R SRR R R B AR Jppy
~PE YRR VR RO

() ~ R A2 (Ask smart questions)
Lo MRS iiZFnsp e TEYE L (u statements into questions)
l'?ﬂ/['}*-'}'“’\’?i@ il PR T A F\‘féﬁnf?@*ﬁ??fﬁ EJERR > TR
(I~ S0 1 % DRI S5 RURY > [0 oRLE B FalBUa 6 D -

2. —F]‘T”ﬂ JF’L IR =K F&fii’(use open questions to uncover



information) °

ﬁ'rﬁ"’ujr:‘]‘TUHJ i EEI(open question) > [RURLA ““ [l (closed question) »
AH 4 ~uﬂj;ﬁg¢ e FL J@r’r;ai”&?@@pub ﬂIFEFL E,Lﬁﬁ”‘ljl
Hro S Sy AV m;’ﬁ ° B0 T OIT pusgAdrlr > FH I 2 £
(P R > LA R SiEe it » BRLE A2, *\*‘H{?‘iﬁ LI —? e
(ORI R IO LR S SRR
OJT 3P > G i I IHR P F e TORERE o ) L (e S5
Fﬁi'ﬁ[ﬂ'@ °

’L NARRLS ST T (beware of Why questions)
’gl[*&%ur H ~ Hﬁ&guﬁéﬂg{’ = r~r§7 arfﬁjﬁéjfg‘ukﬁz@ﬁﬁ%’lfjgﬁii?j , IAJ x 'lﬁ
A A 0 ISR HEJT AL E SRS F”Fﬁ

*y]i" 7 EL(Convey information clearly)

. [EEF A= Hi(get the attention of the listener)

o [REEFRAR AR IR ’fh’f ]Hﬂ” e e T S TS

Efﬁﬁ@ e I ES U i L SRR SPETRRE e @%ﬁﬁﬁ %S?é?ﬁ{
& A f{ 7y TR AR P g o

RS AR EER R (organize your information logically)

FREVR f B0 3SR S~ HA0 SRR O B
(1) 5 [T = £l chronological)

2) [AEAAEEE](priority)

(3) (R TIIE Ykl AP l(spatial)

(4) F#IPFIPE2 R (cause and effect)

(5) I, FHIRE Il [Fj 2 41 = (problem and solution)

(6) 1= (advantages and disadvantages)
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(7) M=% Bl (comparison and contrast)

3. FEF Jﬂ‘mﬁli? i[5 i#4(check understanding)
Jﬁxp&.—iﬁ ERNEIRS PE@J[H fL VR E PR IRGE F”j\'jl , t«%ﬁj\ﬁ
“‘ng?;!” T ESRPVFVEL > Pi— PRI (MO E AU s o

(+) Brfr==Ri(motivate and persuade)
AUIRHI S el AT 4 EE“PJZ@T‘JE Rt J A PR

EICE gp aﬂ\f&b IR éj 195 ,Jp[ = r,i%pxjr? %E%l H‘fﬂgﬁ

Fzg[ﬂﬁ VEIRIE [Eli@ﬂg%ﬁ%ﬁj[ E%L}%Hl T O i E"[ﬂj RS

29 FRHLEUIR A O] Jg:‘]‘ A S A 0 ’FE‘ fas ’*"TE el
TR PSS R 2R 00 5 5 g j’ﬁﬁlb%%%ﬁﬁﬂfﬁ VERE -
FUIRHI S FOYERIII (persuasive principals)

L PARE Py %’Tﬁ‘(know needs)

2. *ﬁ“f S P (fulfill expectations)

3. APHERHERISES (picture rewards)

4, HERY P G (establish common ground)

w5 MV (ERUR - Fhfele 2 M RS RPEERTERE - FE R
A+ VI ETSER T FARE] DR IS ] R ] - SRS e -
IRy (s CPEAR LR TIRE - TR ?iﬁﬂﬁ R [ gl
o EVBVRIEL e R R G UL R SRR - IR
INSEEERE NPy 5 IRYIRIEY o S HSREEY - S = e AR
7%’%‘5—?& » GG, gjﬁ-lﬁgj largyﬁ . %g@gﬁﬁgfggg,«aﬁ@ » PR
PR SFYF PRI - #] [ALRLT # OR EES
SRR ee R I N G e SR N AU el (A N
R > [ RSP e B A T (R 1R 2 R
B R RS R T O AR AT - TR
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o ORI T (RS o T Elfji%(r'gﬁ(motivate through positive feedback) EIJFA'[ :

1.
2.
3.

Tﬂ—fﬁ/ﬁﬁ\’g’ﬁ(oﬁer encouragement)

B ESET AVAEH (reassure people in their progress)
ﬁﬁjﬁ ‘E?iﬁ’?‘}ﬁiﬁfi "2 (provide a feeling of victory)

FIE) A ?Fﬁiﬁﬁﬁ(be enthusiastic)

SR ] LT B (be grateful for all effort)
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G-
o g F[F ?ﬁt E15] ‘J;“FL(stlreeuning)ﬁj”ng :

(=) PSRRI FAO R - g APl O B T =<
BTN > R EIEE o I 2T PTE RIS
FATI I (P Tl 3 i3y A P AT = 5 4 s~ E ot
W PR o R ST U E - SR AT o B S
PPV ITE - FRABEPHE RIS 2 PHRERS 55 A -

=) ﬁﬁ?’F'fj’%‘FﬁEUF—UJ%ﬁU@f& CUHRERY » (g1 ’?‘/Fs‘fﬁj@ A

xR SR U TR B s b e R Bl
LFE[ e ORI E pﬁﬁi«ﬂ T B0 ] E\ﬂjﬁm R
FRIRAVAT S o5 SRR RS - JREGZ R IR - T B e pugig
SRR SRR I - 2P R T PRERY T - B RN
fHJ?%%EU@%‘E— EHE > FREETIE - IR YR T R R
TR i A S i i E L (SRAURES R

'j It F,lﬁﬁ%ll A P2 3595

T T TR

%Jp%aﬁﬁf\rﬂj M apS ek R rﬂjﬁbﬁ £ Fl[ﬁfﬁp ff;{gfﬂﬁ"m J[[HI i
?Elﬁﬁ{’ﬁi[ﬂj LR r%l]‘ E,'l FJ."\— Y ] 50%sRAY - F Py [ﬂ‘E‘H’ Rl
e C R TR A TR waﬂjf“ﬁwﬂw @;{ e
Z(Ipv kg 7k 5% [ft%;fyﬁ F[JF B o & ﬁpu THJTEJ [0 B P W PHE TR ij 2l

PR » JESEHPFRAS o N T TR E - :;ajaia*,tfjn‘_ 25 (P
b RLI RS > B B AR é@?{ﬁ&'piﬁ,ﬁi%jiiylﬁﬂ%ﬂ Jfis
)

S AN
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Prpble VARa | VRS R BRI Pl A BRIl PRI i
PR ST SRS TR {0 E RIS > R R
RORLTFFF B (E T [AFTBIRL » 25 ROk » Mgl T RLad
[ i it R SRR ““éé“‘f'ﬁEflrEEJFé—LF'%%FU?EE!ﬁ

D“I ' T_IIS?%'IEFI@T\ [r[ 57&3«%[51[ k F'[")f‘ Jl:[

1H JTE TSI FRRIRl (RS PR SRR WA o P S
S I]E‘ 2 TR PRESTREY B R BBOE T i
SPGB AT e o Ay > Wi ik BRI SUE S fol
LIRS R It o T e SR VR S e b
(9~ EVI 2 D 5 SPRREE ) S ppp A REAR IE'E‘IjJ‘:”ﬁ%‘n R}
T 2 B R PHEZE R R SN ESOEHRBRIF EPAIT S HR
(5 e it A SRS Rt iP’E‘nﬂn ROHL | - USSR SRR R PSR
b PR RO QIR  prEp Ea -
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- ISR

YO, T ALY KeSQUrce Management Ana 1raining ywaorksnop
02 Jul 2002 1o 13 Jul 2002
S Covniry Name fhrganization Sponsor
I Ghana Edward Asare Baah Ghana Civil Aviation Authorty Govt
ATS Safety Audit Manager
2 Hong Kong Ms Fung Ying Civil Aviation Departrient Ciowt
SAR Assisant Operations Cificer (Training)
3 Hong Kong  Ms Law Sau Kwan Civil Aviation Departrient Govi
SAR Assisiant Operations Cfficer (Technical
Administration)
4 Homg Kong  Ms Mable Wong Civil Aviation Departrient Gov
SAE Air Traffic Flight Services Officer |
5 lsrael Ashiri Daniel Moshe lsrae] Airport Authonity Ciowi
AlS System Manager, Bricfing Officer
6 Mongolia Erdenehat Yondon Civil Aviation Authority of Gowt
Specialist of Air Trafiic Managzment Muongolia
7 Oman Khalaf Saud Mohammed Alzdi Royal Air Force OF Oman Giowl
ATC Instructer
£ Onun Khalifa Saif Nassir Almamari Roval Air Force OF Oman Giowl
OC Controlling & Reporting Cenire
9 Seyehells Mancienne Louis Raosul Seychelles Civil Aviation Authority Giowt
Senior Air Traffic Control Officer For
Standards
18 Taiwan Ms Tai Lili Civil Aeronautics Administration Ciowt
Air Traffic Controller
I United Arab - Benny Urdal Hansen Abu Dhabi Airports Company Pre
Emirates Manuger Adr Traffic Services
It Uniled Arab  Esmaeil Mohamed Hassan Fujairah Imemational Airport Ciowt
Emirates Morad/Esmaeil Mohamed Albulooshi
Adr Traffic Controller
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SINGAPORE AVIATION ACADEMY

No 10 ATS Resource Management and Training Workshop

MODULE 1 (2 -6 July 2012)

0830 - 1000 1030 - 1200 1300 - 1500 1530 - 1700
ATS STAFF RECRUITMENT ATS MANPOWER PLANNING ATS TRAINING
MONDAY COURSE OPENING AND Selection Criteria Operational Requirements ATC Courses, Assessment
2 July 2012 COURSE ADMINISTRATION Aptitude Test Manpower Deployment Procedures & Standards
Chen Guan Han Peter Neo Thomas Yeo
ATS ON-THE-JOB-TRAINING ICAO MEDICAL REQUIREMENTS L
o et : AND STANDARDS T IN OPERATIONAL UNIT
sTsJElsgg‘lYZ Systematic Approach to OJT Class 3 Medical Assessments Operational Standards, o ° ° v
uly Hamsa Ramli Dr Chong Chun Hon Performance Monitoring, Tay Chin Heng
Tay Siah Heng
ICAQ LICENSING FOR AIR 5
ATC SUPERVISOR TRAFFIC CONTROLLERS : P PRt El
WEDNESDAY Roles and Duties Legislation, Standards, ATS
4 July 2012 . Training Requirements Participants work in syndicates to
Prasad Nair T B fas complete Team Presentations
SAFETY MANAGEMENT IN ATS | 75 N THE-JOB-TRAINING ATS ON-THE-JOB-TRAINING TEAM OJT PRESENTATION
THURSDAY Safety Policy Systematic Approach to OJT Systematic Approach to OJT PREPARATION
5 July 2012 Salety Principles : ’ CotirsE TBbaTS BroBaration
Dhter Noa Hamsa Ramli Hamsa Ramii ourse memoers preparaliol
FRIDAY VISIT TO
6 July 2012 Singapore Air Traffic Control Centre (SATCC) Friday Activity Team OJT Presentation
uly & SAA ATC Simulators
SINGAPORE AVIATION ACADEMY
No 10 ATS Resource Management and Training Workshop
MODULE 2 (9 - 13 July 2012)
0830 - 1200 1300 - 1700
MONDAY PERFORMANCE MANAGEMENT PERFORMANCE MANAGEMENT
9 July 2012 Koh Sing Ming Koh Sing Ming
TUESDAY PERFORMANCE MANAGEMENT PERFORMANCE MANAGEMENT
10 July 2012 Koh Sing Ming Koh Sing Ming
EFFECTIVE COMMUNICATION SKILLS EFFECTIVE COMMUNICATION SKILLS
WEDNESDAY Key Elements of Communication Active Listening, Asking Smart Questions,
11 July 2012 Communication Styles and Approaches Getting Your Message Across Clearly
Dr Carmel Heah Dr Carmel Heah
INTERPERSONAL DYNAMICS INTERPERSONAL DYNAMICS
THURSDAY Mativating and Persuading Providing Constructive Criticism
12 July 2012 Strategies for Handling Conflict : Managing Difficult Trainees Adding Impact to Communication
Dr Carmel Heah Dr Carmel Heah
FRIDAY PRESENTATION OF TEAM REPORTS COU&HSCE_ gSFméQUE
13 July 2012 Practical ATS Resource Management Exercise CEREMONY

29




R ;é?ﬁpﬂ'?‘fﬁjugj&;a 7 AE A

. WEEK:
OJT Training Report
Dated
Previous Accumulated hours clocked at various positions Number of OJT
(to be filled in by Trainee) Fomas
FLOW APPROACH ARRIVAL COORDINATOR

Accumulated hours

ASSESSMENT OF PERFORMANCE A B C D E
SEPARATION STANDARDS AND PROCEDURES ] ] O O ]
JUDGMENT AND CONTROL TECHNIQUES ] L] L] Ul L]
TRAFFIC ANALYSIS AND PLANNING ] ] ] ] ]
TRANSFER OF CONTROL ] ] O | O U
COMPOSURE AND TERPERAMENT O] ] ] O ]
RTF PHRASEOLOGY U [l ] | O
COORDINATION ] ] L] ] L]
EQUIPMENT HANDLING ] ] L] ] L]
STRIP MARKING O ] ] U] L]
HANDOVER BRIEF ] [] L] ] L]
EMERGENCY HANDLING O O ] ] L]

OVERALL GRADE
A B € D E

Far exceed basic
requirements

Exceed basic
requirements

Meet basic requirements

Below basic requirements
(Need improvement)

Unable to meet basic
requirements

90%+

89% -77%

76% - 70%

69% - 60%

59%-

Name and Signature of OJT Instructor

Name and Signature of Watch Manager / Watch
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COORDINATOR POSITION

OJT Instructor’s Observation Log

Date:

WSSS

PLA APP (WSSL / WSAP)

MATC

CAB(E)

WMKIJ

TANJUNG PINANG APP
(WIDD / WIDN)

EMERGENCY

OTHERS

Name of OJT Instructor

Signature

Time

Density

Complexity

Grade

uTcC

uTC

uTc
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OJT Instructor’s Observation Log

FLOW/APPROACH POSITION Date:

DEPARTURES

ARRIVALS

WMKJ,WSSL, WSAP

WIDD / WIDN

MILITARY

OTHERS

Name of OJT Instructor Signature Time Density Complexity  Grade

uTC

uTC

uTC
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ARRIVAL POSITION

OJT Instructor’s Observation Log

DATE :

Callsign

WTC

RWY

In-Trail
spacing

Observation / Remarks
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OJT — INSTRUCTION (OJT-1) C -" 4 S
EVALUATION FORM

Civil Aviation Authority of Singapore

UNIT: WATCH:

NAME OF OJT — INSTRUCTOR:

NAME OF TRAINEE:

SIGNATURE: DATE:

Rating Scale

1 (Unsatisfactory) — 5 (Excellent)

ASPECTS 2 3 4

1. OJT-I has adequate knowledge and experience

2. OJT-I has adequate coaching abilities

3. OIJT-lis able to communication effectively

4. OJT-l encourages questions

5. OJT-I displays a positive attitude

6. OJT-I displays patience

7. OIJT-lis able to provide adequate guidance and
encouragement

8. OIJT-lis aware of trainee’s limitations

9. OIT-I provides a thorough de-brief

1 T A I A T
M O S
el B S E BRSBTS
C B0 B EL S B S E | B
DiOga(g ad|bajga|a|n|«

10. Overall rating of OJT-I

20 April 10
(Controlled by SATCC)]
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Please provide any other comments or feedback regarding conduct of OJT

THANK YOU

20 April 10
(Controlled by SATCC)]
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Trainee(s)’ Performance Evaluation Checklist

Stages Expected actions Yes | No Not
applicable

1. Determine test | - Interpreted and applied pass or fail criteria?

- Interpreted and applied model answer and score key?

results
- Recorded test results in the registry form?
- Analyzed result of the tests?
- Analyzed and interpreted trainee’s opinion
2. Determine questionnaire / end-of-course evaluation?
individuals - Analyzed and interpreted the registry form of the
problem trainee?

- Defined and planned corrective actions?

- Recorded defined plan and corrective actions in the

trainee’s registry form?

- Summarized tests results of the class?

- Summarized opinion questionnaires?
3. Determine class

- Analyzed overall results of the tests and summary of
problem o _ _
opinion questionnaires?

Defined and planned corrective actions?

Conducted individual meeting for problem

discussion?

4. Apply corrective Conducted discussion sessions with the class and

actions to the looked for solutions?

class/individual

Determined or confirmed if new tests are required?
problems

Provided counseling and assistance to the trainees?

Recorded results of the solution of the

class/individual problem?
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