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AVIATION RADIOTELEPHONY BASE OPERATOR COMPETENCY COURSE

 

1. 1.        Radio Procedures and Phraseologies

 

1.1         From the moment you contact another radio operator, the effectiveness of your co-ordination will depend upon your competence in communications and your knowledge of radio procedures. 

 

1.2         Many people have no serious difficulty in learning basic radio procedures, but stumble through even the simplest radio communication.

 

1.3         Why should talking and listening to another radio operator pose any problems? The average person takes his speaking and listening habits for granted and has had no occasion to develop specialised skills associated with two-way radio communication. Studies of listening comprehension show that most people listen with low efficiency even when consciously attempting to remember what they hear. The poor listener is easily distracted. From habit he tolerates conditions unfavourable to concentration. His mind wanders when he hears anything unexpected or difficult to understand. He is inclined to be more concerned with what he is about to say than with what he should listen to. When in a confusing situation, he is more easily aroused emotionally and may have trouble comprehending what he hears. You should be prepared to listen and transmit in the brief and unmistakable clear terms vital to effective communication.

 

1.4         You attain proficiency in radiotelephony just as you do in developing any other skill. You should first recognise that radio communication, though not difficult, requires speaking and listening habits different from those you have been accustomed to. Skill in training and listening will come rapidly once you have studied and practised the basic terminology. You should use standard words and phrases to save time, reduce radio congestion and lessen the chances of misunderstanding and confusion. However, even the most competent radio operator will not “get through” to you under the best conditions unless you listen and understand.

 

1.5         Communication is a two-way effort, and all radio operators should strive to achieve a high level of competency.

 

1.6         It is necessary when transmitting to identify certain letters and/or groups of letters, to spell out difficult words, since certain sounds have low intelligibility when mixed with a background of other noises. The standard phonetic alphabet identifies each letter of the alphabet with a word that is easily understood. These words are pronounced to make the message clear when individual letters are transmitted, and are used to spell out words that are hard to understand on the air.

 

1.7         Numbers are usually of extreme importance in radio messages and are difficult to hear among other noises. The standard pronunciations used have been adopted because they have been found most intelligible. Numbers are transmitted by speaking each number separately. Aircraft identification numbers are spoken as individual letters or digits. Time is stated in four digits according to the 24-hour clock. Elevations are transmitted with each number spoken separately.

 

1.8         The words and phrases should be studied and practised until they are readily and easily used and clearly enunciated. To other radio operators and yourself, their meanings are very specific. Careless and incorrect use can cause both delay and confusion.

 

 

2             VOICE CONTROL

 

2.1         If you are experienced in the use of the microphone you will be surprised at the quality of your own transmissions when they are taped and played back.

 

2.2         Words quite clear when spoken directly to another person can be almost unreadable over the radio. Effective radiotelephone technique sounds self-conscious and unnatural when you practise it, both because the terminology is new and because you are habitually more concerned with what you are saying than how it sounds. Maximum readable radio transmissions depend on the following factors:

 

3             Volume

 

3.1         Clarity increases with volume to a level just short of shouting. Speaking loudly, without extreme effort or noticeably straining the voice, results in maximum readability. To be understood the spoken word sounds must be louder at the face of the microphone than the surrounding noises. Open the mouth so that the tone will carry to the microphone. A higher-pitch tone is easier to hear than a lower one. A distinct and easily readable side tone in your speaker is a reliable index of correct volume. 

 

4             Tempo

 

4.1         Effective rate of speech varies with the speaker, nature of the message and conditions of transmission and reception.

 

Note the following suggestions for improving your rate of transmission:-

 

a)
Talk slowly enough so that each word and phrase is spoken distinctly, particularly keywords and phrases.

 

b)
Talk slowly enough so that the listener will have time, not only to hear, but to absorb the meaning as well.

 

5             Pronunciation 

 

5.1         As you notice the difference in transmission of various radio operators, you can readily identify those with exceptional skills. They sound natural and unhurried. The words are grouped for easy readability. They pronounce every word clearly and distinctly without apparent effort, without unnecessary words and without “UMs” and “ERs”. They create the impression of competence that any expert conveys after enough study and practice.

 

NOTE:

“PRACTICE MAKES PERFECT”

 

 

6             Prior to Transmitting

 

6.1         Before you start to transmit you must make sure of the following factors:

 

i)
Ensure that your radio is switched on.

 

ii)
Ensure that you have selected the correct frequency.

 

iii)
Ensure that the volume is turned up and that no one else is transmitting.

 

iv)
Think of what you want to say and how you say it before you transmit.

 

v)
When you are not sure what was said to you, ask “Say Again”.

 

vi)
Make sure that you do not use a faulty radio.

 

 

 

7             Transmitting Techniques

 

7.1         The following transmitting techniques will assist in ensuring that transmitted speech is clearly and satisfactorily received:

 

a)
Before transmitting listen out on the frequency to be used to ensure that there will be no interference with a transmission from another station.

 

b)
Be familiar with good microphone operating techniques.

 

c)
Use a normal conversational tone, speak clearly and distinctly.

 

d)
Maintain an even rate of speech not exceeding 100 words per minute. When it is known that elements of the message will be written down by the recipient, speak at a slower rate.

 

e)
Maintain the speaking volume at a constant level.

 

f)
A slight pause before and after numbers will assist in making them easier to understand.

 

g)
Avoid using hesitation sounds such as “ER”.

 

h)
Depress the transmit switch fully before speaking and do not release it until the message is completed. This will ensure that the entire message is transmitted.

 

8             Transmission of Letters

 

8.1         To expedite communications, the use of phonetic spelling should be dispensed with if there is no risk of this affecting the correct reception and intelligibility of the message.

 

8.2         With the exception of the telephony designator and type of aircraft, each letter in the aircraft callsign shall be spoken separately using the phonetic spelling.

 

8.3         The words in the table below shall be used when using the phonetic spelling.

 

 

9             Phonetic Alphabet

 

Letter


Word



Pronunciation 

 

A


Alpha



AL FAH   

B


Bravo



BRAH VOH

C


Charlie



CHAR LEE 
D


Delta



DELL TAH

E


Echo



ECK OH

F


Foxtrot



FOKS TROT

G


Golf



GOLF

H


Hotel



HOH TELL

I


       India



IN DEE AH

J


Juliett



JEW LEE ETT

K


Kilo



KEY LOH

L


Lima



LEE MAH

M


Mike



MIKE

N


November


NO VEM BER

O


Oscar



OSS CAH

P


Papa



PAH PAH

Q


Quebec


KEY BECK
R


Romeo



ROW ME OH

S


Sierra



SEE AIR RAH

T


Tango



TANG GO

U


Uniform


YOU NEE FORM

V


Victor



VIK TAH

W


Whiskey


WISS KEY

X


X-ray



ECKS RAY

Y


Yankee


YANG KEY

Z


Zulu



ZOO LOO

 

NOTE:

Syllables to be emphasised are written in bold.

 

 

10          Transmission of Numbers.

 

10.1      When the English language is used, numbers shall be transmitted using the following pronunciation.

 

Number


Pronunciation

 

0



ZE-RO
1



WUN
2



TOO
3



TREE
4



FOW- er

5



FIFE
6



SIX
7



SEV - en

8



AIT
9



NIN - er

Decimal



DAY-SEE-MAL
Hundred



HUN - dred

Thousand


TOU - SAND

 

10.2      All numbers except whole hundreds, whole thousands and combinations of thousands and whole hundreds shall be transmitted by pronouncing each digit separately.  Whole thousands and whole hundreds shall be transmitted by pronouncing each digit in the number of hundreds or thousands followed by the word Hundred or Thousand as appropriate. Combinations of thousands and whole hundreds shall be transmitted by pronouncing each digit in the number of thousands followed by the word Thousand and the numbers of hundreds followed by the word Hundred.

 

Number
Transmitted as



Pronounced as
 

       10

ONE ZERO



WUN ZE-RO

       75

SEVEN FIVE



SEV-en FIFE

     100

ONE HUNDRED



WUN HUN-dred

     583

FIVE EIGHT THREE



FIFE AIT TREE

  2 500
TWO THOUSAND FIVE HUNDRED

TOO TOU-SAND FIFE HUN-dred

  5 000

FIFE THOUSAND



FIFE TOU-SAND

11 000

ONE ONE THOUSAND


WUN WUN TOU-SAND

25 000

TWO FIVE THOUSAND


TOO FIFE TOU-SAND

38 143

TREE EIGHT ONE FOUR THREE

TREE AIT WUN FOW-er TREE

 

10.3      Numbers containing a decimal point shall be transmitted with the decimal point in appropriate sequence being indicated by the word DECIMAL.

 

Number
Transmitted as


Pronounced as
 

118,1

One One Eight Decimal One

WUN WUN AIT DAY-SEE-MAL WUN

120,37

One Two Zero Decimal Three 
WUN TOO ZE-RO DAY-SEE-MAL TREE SEV- en.

 

10.4      When it is necessary to verify the accurate reception of numbers, the person transmitting the message shall request the person receiving the message to read back the numbers.

 

11          Transmission of Time

 

11.1      When transmitting time, only the minutes of the hour are normally required. However, the hour should be included if there is any possibility of confusion.

 

Time

Transmitted as 

Pronounced as  

 

0803

Zero Three or


ZE-RO TREE or 


Zero Eight Zero Three

ZE-RO AIT ZE-RO TREE
1300

One Three Zero Zero

WUN TREE ZE-RO ZE-RO

2057

Five Seven or


FIFE SEV-en or TOO ZE-RO FIFE


Two Zero Five Seven

SEV -en

 

11.2      Time used in aviation is UTC (Universal Time Constant) or Co-ordinated Universal Time.

 

 

12          Standard Words and Phrases

 

12.1      The following words and phrases shall be used in radio telephony communications as appropriate and shall have the following meaning given below:

 

Word/Phrase


Meaning
 

Acknowledge

Let me know that you have received and understood the message.

 

Affirm


Yes.

 

Approved

Permission for proposed action granted.

 

Break


I hereby indicate the separation between portions of the message.  

(To be used where there is no clear distinction between the instruction and other portion of the message).

 

Break Break

I hereby indicate the separation between messages   transmitted to different aircraft in a very busy environment.

 

Cancel


Annul the previous transmitted clearance.

 

Check


Examine a system or procedure.

 

Cleared


Authorised to proceed under the conditions specified.

 

Confirm


Have I correctly received the following........? or Did you correctly receive this message?

 

Contact


Establish radio contact with..........

 

Correct


That is correct.

 

Correction

An error has been made in the transmission . The correct 

version is...

 

Disregard

Consider the transmission as not sent.

 

Expedite

Hurry up/ Increase you speed while driving until you vacate the runway/ taxiway

 

Go Ahead

Proceed with your message (only used for aircraft as per ICAO)

 

How do you read

What is the readability of my transmission.

 

I say again

I repeat for clarity or emphasis

 

Monitor


Listen out on ( frequency).

 

Negative

No, or permission not granted, or that is not correct.

 

Read Back

Repeat all, or the specific part, of this message to me exactly  as received.

 

Recleared

A change has been made to you last clearance and this new  

clearance supersedes your previous clearance or part thereof.

 

Report


Pass me the following information.

 

Request


I should like to know......, or I wish to obtain......

 

Say Again

Repeat all, or the following part, of your last 
transmission.

 

Speak Slower

Reduce your rate of speech.

 

Standby


Wait and I will call you back.

 

 

13          Callsigns for Aeronautical Stations

 

13.1      Personnel operating may speak to one or more of the following units or services. The callsign of the unit will be followed by a suffix, which will indicate the type of service provided.

 

 

 

Unit or Service



Callsign suffix
 

Aerodrome Control



Tower

 

Ground Movement Control


Ground

 

Example:
Johannesburg Tower


Cape Town Ground
 

13.2      When satisfactory communication has been established, and provided that it will not be confusing, the name of the location or the callsign suffix may be omitted.

 

 

14          Aircraft callsigns

 

14.1      An aircraft callsign shall be one of the following types:

 


Type







Example
 

a)
The characters corresponding to the registration marking


ZS-ABC, or
of the aircraft; or






Cessna ZS-ABC,









G-ABCD 

 

b)
The telephony designator of the aircraft operating agency,


COMAIR SSBN
followed by the last four characters of the registration 

marking of the aircraft.

 

c)
The telephony designator of the aircraft operating agency,


COMAIR 508 

followed by the flight identification.

 

14.2      After satisfactory communication has been established, and provided that no confusion is likely to occur, aircraft callsigns specified in previous paragraph may be abbreviated as follows:

 


Type








Example
 

a)
The first and at least the last two characters of the aircraft



G-CD or 


callsign in the case of foreign aircraft; or




Cessna G-CD
 

b)
The last three characters of the aircraft callsign in the case of


ABC 


local aircraft; or

 

c)
The telephony designator of the operating agency followed



COMAIR BN

by at least the last two characters of the aircraft registration; 

 

d)
The telephony designator of the aircraft operating agency,



- - - - -


followed by the flight identification can not be abbreviated.

 

14.3      The abbreviated callsigns shall only be used after the aeronautical station has abbreviated the callsign, but if there is a possibility of confusion the full callsign should be used immediately.

 

 

15          Test Procedures

 

15.1      The test transmission should take the following form:

 

a)
The identification of the aeronautical station being called;

b)
The aircraft callsign;

c)
The words “RADIO CHECK”;

d)
The frequency being used.

 

15.2      Replies to test transmissions should be as follows:

 

a)
The identification of the station calling;

b)
The identification of station replying;

c)
The information regarding the readability of the transmission.

 

 

15.3      The readability of the transmission should be classified in accordance with the following readability scale:

 

1.
Unreadable

2.
Readable now and then

3.
Readable, but with difficulty

4.
Readable

5.
Perfectly Readable

 

15.4      When it is necessary for a ground station to make test signals, either for the adjustment of a transmitter before making a call or for the adjustment of a receiver, such signals shall not continue for more than 10 seconds and shall be composed of spoken numbers ( ONE, TWO, THREE, etc.) followed by the radio callsign of the station transmitting the test signal. 

 

