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Version Modification History
The version details of this endorsed Training Package are in the table below. The latest information is
at the top of the table.

Version Release Date Comments

2 April 2007 Category 2 change: Title and qualification requirement
changes to an existing Aviation qualification:

Licensed qualification

Change: TDA40203A Certificate IV in Transport & Distribution -
Aviation Flight Operations

To: TDA40107 Certificate IV in Aviation Operations
(Commercial Pilot Aeroplane Licence) and

TDA40207 Certificate IV in Aviation Operations (Commercial
Pilot Helicopter Licence)

Change title from 'Transport & Distribution' to 'Aviation
Operations' to more accurately reflect the Aviation industry.

Reduces the requirements for completion from twenty eight
(28) to fifteen (15) units. The fifteen (15) units are all placed at
level IV.

Removes the thirteen (13) Cert 1-Cert III level units from the
qualification which do not contribute to occupational outcomes
for commercial pilots.

Category 1 change:Code amendment to all Aviation
qualifications:

This involves deleting the redundant 'A' character at the end of
each qualification code to comply with the NTIS and DEST
requirements as outlined in the Training Package Development
Handbook .

1 March 2003 Primary Release

Forms control: All endorsed training packages will have a version number displayed on the
imprint page of every volume constituting that training package. Every training package will
display an up-to-date copy of this modification history form, to be placed immediately after the
contents page of the first volume of the training package. Comments on changes will only
show sufficient detail to enable a user to identify the nature and location of the change.
Changes to training packages will generally be batched at quarterly intervals. This
modification history form will be included within any displayed sample of that training package
and will constitute all detail available to identify changes.
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Qualifications Framework

The Australian Qualifications Framework

What is the Australian Qualifications Framework?

A brief overview of the Australian Qualifications Framework (AQF) follows. For a full
explanation of the AQF see the AQF Implementation Handbook, 3rd Edition 2002. You can
download it from the Australian Qualifications Advisory Board (AQFAB) website (
www.aqf.edu.au) or obtain a hard copy by contacting AQFAB on phone 03 9639 1606 or by
emailing AQFAB on aqfab@curriculum.edu.au

The AQF provides a comprehensive, nationally consistent framework for all qualifications in
post-compulsory education and training in Australia. In the vocational education and training
(VET) sector it assists national consistency for all trainees, learners, employers and providers
by enabling national recognition of qualifications and Statements of Attainment.

Training Package qualifications in the VET sector must comply with the titles and guidelines of
the AQF. Endorsed Training Packages provide a unique title for each AQF qualification which
must always be reproduced accurately.

Qualifications

Training Packages can incorporate the following eight AQF qualifications.

• Certificate I in ...
• Certificate II in ...
• Certificate III in ...
• Certificate IV in ...
• Diploma of ...
• Advanced Diploma of ...
• Vocational Graduate Certificate of ...
• Vocational Graduate Diploma of ...

On completion of the requirements defined in the Training Package, a Registered Training
Organisation (RTO) may issue a nationally recognised AQF qualification. Issuance of AQF
qualifications must comply with the advice provided in the AQF Implementation Handbook
and the Australian Quality Training Framework Standards for Registered Training
Organisations, particularly Standard 10.

Statement of Attainment

Where an AQF qualification is partially achieved through the achievement of one or more
endorsed units of competency, an RTO may issue a Statement of Attainment. Issuance of
Statements of Attainment must comply with the advice provided in the AQF Implementation
Handbook and the Australian Quality Training Framework Standards for Registered Training
Organisations, particularly Standard 10.

Under the Standards for Registered Training Organisations, RTOs must recognise the
achievement of competencies as recorded on a qualification or Statement of Attainment
issued by other RTOs. Given this, recognised competencies can progressively build towards
a full AQF qualification.

AQF Guidelines and Learning Outcomes

The AQF Implementation Handbook provides a comprehensive guideline for each AQF
qualification. A summary of the learning outcome characteristics and their distinguishing
features for each VET related AQF qualification is provided below.

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007
Qualifications Framework

Volume 4 of 4 Page 6 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007

http://www.aqf.edu.au


Certificate I

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and skills would prepare a person to perform a
defined range of activities most of which may be routine and predictable.

Applications may include a variety of employment related skills including preparatory access
and participation skills, broad-based induction skills and/or specific workplace skills. They
may also include participation in a team or work group.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate knowledge by recall in a narrow range of areas;
• demonstrate basic practical skills, such as the use of relevant tools;
• perform a sequence of routine tasks given clear direction
• receive and pass on messages/information.

Certificate II

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and skills would prepare a person to perform in
a range of varied activities or knowledge application where there is a clearly defined range of
contexts in which the choice of actions required is usually clear and there is limited
complexity in the range of operations to be applied.

Performance of a prescribed range of functions involving known routines and procedures
and some accountability for the quality of outcomes.

Applications may include some complex or non-routine activities involving individual
responsibility or autonomy and/or collaboration with others as part of a group or team.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate basic operational knowledge in a moderate range of areas;
• apply a defined range of skills;
• apply known solutions to a limited range of predictable problems;
• perform a range of tasks where choice between a limited range of options is required;
• assess and record information from varied sources;
• take limited responsibility for own outputs in work and learning.

Certificate III

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and competencies would cover selecting,
adapting and transferring skills and knowledge to new environments and providing technical
advice and some leadership in resolution of specified problems. This would be applied
across a range of roles in a variety of contexts with some complexity in the extent and choice
of options available.

Performance of a defined range of skilled operations, usually within a range of broader
related activities involving known routines, methods and procedures, where some discretion
and judgement is required in the section of equipment, services or contingency measures
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and within known time constraints.

Applications may involve some responsibility for others. Participation in teams including
group or team co-ordination may be involved.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate some relevant theoretical knowledge
• apply a range of well-developed skills
• apply known solutions to a variety of predictable problems
• perform processes that require a range of well-developed skills where some discretion

and judgement is required
• interpret available information, using discretion and judgement
• take responsibility for own outputs in work and learning
• take limited responsibility for the output of others.

Certificate IV

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and competencies would cover a broad range
of varied activities or application in a wider variety of contexts most of which are complex and
non-routine. Leadership and guidance are involved when organising activities of self and
others as well as contributing to technical solutions of a non-routine or contingency nature.

Performance of a broad range of skilled applications including the requirement to evaluate
and analyse current practices, develop new criteria and procedures for performing current
practices and provision of some leadership and guidance to others in the application and
planning of the skills. Applications involve responsibility for, and limited organisation of,
others.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate understanding of a broad knowledge base incorporating some theoretical
concepts

• apply solutions to a defined range of unpredictable problems
• identify and apply skill and knowledge areas to a wide variety of contexts, with depth in

some areas
• identify, analyse and evaluate information from a variety of sources
• take responsibility for own outputs in relation to specified quality standards
• take limited responsibility for the quantity and quality of the output of others.

Diploma

Characteristics of Learning Outcomes

Breadth, depth and complexity covering planning and initiation of alternative approaches to
skills or knowledge applications across a broad range of technical and/or management
requirements, evaluation and co-ordination.

The self directed application of knowledge and skills, with substantial depth in some areas
where judgement is required in planning and selecting appropriate equipment, services and
techniques for self and others.

Applications involve participation in development of strategic initiatives as well as personal
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responsibility and autonomy in performing complex technical operations or organising others.
It may include participation in teams including teams concerned with planning and evaluation
functions. Group or team co-ordination may be involved.

The degree of emphasis on breadth as against depth of knowledge and skills may vary
between qualifications granted at this level.

Distinguishing Features of Learning Outcomes

Do the competencies or learning outcomes enable an individual with this qualification to:

• demonstrate understanding of a broad knowledge base incorporating theoretical
concepts, with substantial depth in some areas

• analyse and plan approaches to technical problems or management requirements
• transfer and apply theoretical concepts and/or technical or creative skills to a range of

situations
• evaluate information, using it to forecast for planning or research purposes
• take responsibility for own outputs in relation to broad quantity and quality parameters
• take some responsibility for the achievement of group outcomes.

Advanced Diploma

Characteristics of Learning Outcomes

Breadth, depth and complexity involving analysis, design, planning, execution and evaluation
across a range of technical and/or management functions including development of new
criteria or applications or knowledge or procedures.

The application of a significant range of fundamental principles and complex techniques
across a wide and often unpredictable variety of contexts in relation to either varied or highly
specific functions. Contribution to the development of a broad plan, budget or strategy is
involved and accountability and responsibility for self and others in achieving the outcomes is
involved.

Applications involve significant judgement in planning, design, technical or
leadership/guidance functions related to products, services, operations or procedures.

The degree of emphasis on breadth as against depth of knowledge and skills may vary
between qualifications granted at this level.

Distinguishing Features of Learning Outcomes

Do the competencies or learning outcomes enable an individual with this qualification to:

• demonstrate understanding of specialised knowledge with depth in some areas
• analyse, diagnose, design and execute judgements across a broad range of technical

or management functions
• generate ideas through the analysis of information and concepts at an abstract level
• demonstrate a command of wide-ranging, highly specialised technical, creative or

conceptual skills
• demonstrate accountability for personal outputs within broad parameters
• demonstrate accountability for personal and group outcomes within broad parameters.

Vocational Graduate Certificate

Characteristics of competencies or learning outcomes

• The self-directed development and achievement of broad and specialised areas of
knowledge and skills, building on prior knowledge and skills.

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007
Qualifications Framework

Volume 4 of 4 Page 9 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



• Substantial breadth and complexity involving the initiation, analysis, design, planning,
execution and evaluation of technical and management functions in highly varied and
highly specialised contexts.

• Applications involve making significant, high-level, independent judgements in major
broad or planning, design, operational, technical and management functions in highly
varied and specialised contexts. They may include responsibility and broad ranging
accountability for the structure, management and output of the work or functions of
others.

• The degree of emphasis on breadth, as opposed to depth, of knowledge and skills may
vary between qualifications granted at this level.

Distinguishing features of learning outcomes

• Demonstrate the self-directed development and achievement of broad and specialised
areas of knowledge and skills, building on prior knowledge and skills.

• Initiate, analyse, design, plan, execute and evaluate major broad or technical and
management functions in highly varied and highly specialised contexts.

• Generate and evaluate ideas through the analysis of information and concepts at an
abstract level.

• Demonstrate a command of wide-ranging, highly specialised technical, creative or
conceptual skills in complex contexts.

• Demonstrate responsibility and broad-ranging accountability for the structure,
management and output of the work or functions of others.

Vocational Graduate Diploma

Characteristics of competencies or learning outcomes

• The self-directed development and achievement of broad and specialised areas of
knowledge and skills, building on prior knowledge and skills.

• Substantial breadth, depth and complexity involving the initiation, analysis, design,
planning, execution and evaluation of major functions, both broad and highly
specialised, in highly varied and highly specialised contexts.

• Further specialisation within a systematic and coherent body of knowledge.
• Applications involve making high-level, fully independent, complex judgements in broad

planning, design, operational, technical and management functions in highly varied and
highly specialised contexts. They may include full responsibility and accountability for
all aspects of work and functions of others, including planning, budgeting and strategy
development.

• The degree of emphasis on breadth, as opposed to depth, of knowledge and skills may
vary between qualifications granted at this level.

Distinguishing features of learning outcomes

• Demonstrate the self-directed development and achievement of broad and highly
specialised areas of knowledge and skills, building on prior knowledge and skills.

• Initiate, analyse, design, plan, execute and evaluate major functions, both broad and
within highly varied and highly specialised contexts.

• Generate and evaluate complex ideas through the analysis of information and concepts
at an abstract level.

• Demonstrate an expert command of wide-ranging, highly specialised, technical,
creative or conceptual skills in complex and highly specialised or varied contexts.

• Demonstrate full responsibility and accountability for personal outputs.
• Demonstrate full responsibility and accountability for all aspects of the work or functions

of others, including planning, budgeting and strategy.
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Australian qualifications framework

The Aviation Training Package provides significant flexibility to Registered Training
Organisations (RTOs), enterprises and individuals in packaging units of competency together
to lead to a qualification.

This level of flexibility reflects the multiple job roles, enterprise requirements and changing
technological nature of the industry. It is expected however that users of this Training
Package select units of competency, which packaged together, provide a coherent
qualification, inclusive of all the competencies necessary to fulfil occupation requirements.

Importantly, the flexibility of packaging available within the Qualifications Framework must be
considered within the responsibility of individuals, enterprises and/or RTOs to package units
of competency together to meet legislative requirements and industry codes of practice
necessary at an occupational level.

In packaging units of competency together to form a training program, users should be aware
of requirements set out in the aviation Assessment Guidelines, and the Australian Quality
Training Framework (AQTF). The Qualifications Framework within this manual provides the
units of competency available within each qualification and requirements for completion of a
qualification.

New apprenticeships

All Certificates I through IV within this Training Package are available for New
Apprenticeships.

Skill Sets

Definition

Skill sets are defined as single units of competency, or combinations of units of competency
from an endorsed Training Package, which link to a licence or regulatory requirement, or
defined industry need.

Wording on Statements of Attainment

Skill sets are a way of publicly identifying logical groupings of units of competency which meet
an identified need or industry outcome. Skill sets are not qualifications.

Where skill sets are identified in a Training Package, the Statement of Attainment can set out
the competencies a person has achieved in a way that is consistent and clear for employers
and others. This is done by including the wording 'these competencies meet [the relevant skill
set title or industry need is included]' on the Statement of Attainment. This wording applies
only to skill sets that are formally identified as such in the endorsed Training Package.

All Statements of Attainment must include the wording 'A Statement of Attainment is issued
by a Registered Training Organisation when an individual has completed one or more units of
competency from a nationally recognised qualification'. The following may also be used 'these
competencies form part of the [the relevant qualification(s) code and title are inserted]'.

This section below provides information on skill sets within this Training Package, with the
following important disclaimer: Readers should ensure that they have also read the part of
the Training Package that outlines licensing and regulatory requirements.

Skill Sets in this Training Package

Where this section is blank, nationally recognised skill sets have yet to be identified in this
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industry.
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Assessment Guidelines

Introduction

These Assessment Guidelines provide the endorsed framework for assessment of units of
competency in this Training Package. They are designed to ensure that assessment is
consistent with the Australian Quality Training Framework (AQTF) Standards for Registered
Training Organisations. Assessments against the units of competency in this Training
Package must be carried out in accordance with these Assessment Guidelines.

Assessment System Overview

This section provides an overview of the requirements for assessment when using this
Training Package, including a summary of the AQTF requirements; licensing/registration
requirements; and assessment pathways.

Benchmarks for Assessment

Assessment within the National Training Framework is the process of collecting evidence and
making judgements about whether competency has been achieved to confirm whether an
individual can perform to the standards expected in the workplace, as expressed in the
relevant endorsed unit of competency.

In the areas of work covered by this Training Package, the endorsed units of competency are
the benchmarks for assessment. As such, they provide the basis for nationally recognised
Australian Qualifications Framework (AQF) qualifications and Statements of Attainment
issued by Registered Training Organisations (RTOs).

Australian Quality Training Framework Assessment Requirements

Assessment leading to nationally recognised AQF qualifications and Statements of
Attainment in the vocational education and training sector must meet the requirements of the
AQTF as expressed in the Standards for Registered Training Organisations.

The Standards for Registered Training Organisations can be downloaded from the DEST
website at www.dest.gov.au or can be obtained in hard copy from DEST. The following points
summarise the assessment requirements under the AQTF.

Registration of Training Organisations

Assessment must be conducted by, or on behalf of, an RTO formally registered by a State or
Territory Registering/Course Accrediting Body in accordance with the Standards for
Registered Training Organisations. The RTO must have the specific units of competency
and/or AQF qualifications on its scope of registration. See Section 1 of the Standards for
Registered Training Organisations.

Quality Training and Assessment

Each RTO must have systems in place to plan for and provide quality training and
assessment across all its operations. See Standard 1 of the Standards for Registered
Training Organisations.

Assessor Competency Requirements

Each person involved in training, assessment or client service must be competent for the
functions they perform. See Standard 7 of the Standards for Registered Training
Organisations for assessor competency requirements. Standard 7 also specifies the
competencies that must be held by trainers.
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Assessment Requirements

The RTOs assessments must meet the requirements of the endorsed components of Training
Packages within its scope of registration. See Standard 8 of the Standards for Registered
Training Organisations.

Assessment Strategies

Each RTO must identify, negotiate, plan and implement appropriate learning and assessment
strategies to meet the needs of each of its clients. See Standard 9 of the Standards for
Registered Training Organisations.

Mutual Recognition

Each RTO must recognise the AQF qualifications and Statements of Attainment issued by
any other RTO. See Standard 5 of the Standards for Registered Training Organisations.

Access and Equity and Client Services

Each RTO must apply access and equity principles, provide timely and appropriate
information, advice and support services that assist clients to identify and achieve desired
outcomes. This may include reasonable adjustment in assessment. See Standard 6 of the
Standards for Registered Training Organisations.

Partnership Arrangements

RTOs must have, and comply with, written agreements with each organisation providing
training and/or assessment on its behalf. See Standard 1.6 of Standards for Registered
Training Organisations.

Recording Assessment Outcomes

Each RTO must have effective administration and records management procedures in place,
and must record AQF qualifications and Statements of Attainment issued. See Standards 4
and 10.2 of the Standards for Registered Training.

Issuing AQF Qualifications and Statement of Attainment

Each RTO must issue AQF qualifications and Statements of Attainment that meet the
requirements of the AQF Implementation Handbook and the endorsed Training Packages
within the scope of its registration. An AQF qualification is issued once the full requirements
for a qualification, as specified in the nationally endorsed Training Package are met. A
Statement of Attainment is issued where the individual is assessed as competent against
fewer units of competency than required for an AQF qualification. See Standard 10 and
Section 2 of the Standards for Registered Training Organisations.

Applicable regulatory requirements

The Aviation Industry is tightly regulated by a range of international, national and
state/territory conventions, codes and legislation. These regulations, licence arrangements
and codes of practice pertain to many different aspects of operations including safety, health,
hygiene, security, anti-discrimination, equal employment opportunity, quarantine, and customs
and immigration.

• Persons employed in the Aviation Industry need to fulfil competency and training
requirements as detailed in the regulations relevant to their occupation. Persons
assessed as complying with these requirements are usually provided with some form of
certification by the respective authorities. These are certificates required by the relevant
state/territory or Australian legislation or international code or convention before a
person can be allowed to work in the occupation covered under the legislation. These
certificates should not be confused with national educational qualifications that are
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issued by Registered Training Organisations.
• While in the Aviation Industry there is a close relationship between the regulatory

certificates and the National VET qualifications, they are issued by different
organisations under different legislative authority.

Reforms and regulatory requirements

• It should be noted that regulatory requirements are usually subject to ongoing review
and improvement. There are also many national initiatives to improve consistency and
cooperative arrangements across state/territory regulatory requirements. Given the
dynamic nature of these reforms and improvements, it is important that Registered
Training Organisations access and interpret current regulatory requirements from the
relevant regulatory authorities and adjust their training and assessment resources and
processes to suitably incorporate and accommodate any pertinent changes to
regulatory requirements. RTOs should check any regulatory changes with the Civil
Aviation Safety Authority (CASA), www.casa.gov.au .

Pathways

The competencies in this Training Package may be attained in a number of ways including
through:

• formal or informal education and training
• experiences in the workplace
• general life experience, and/or
• any combination of the above.

Assessment under this Training Package leading to an AQF qualification or Statement of
Attainment may follow a learning and assessment pathway, an assessment-only or
recognition pathway, or a combination of the two as illustrated in the following diagram.

Each of these assessment pathways leads to full recognition of competencies held - the
critical issue is that the candidate is competent, not how the competency was acquired.

Assessment, by any pathway, must comply with the assessment requirements set out in the
Standards for Registered Training Organisations.

Learning and Assessment Pathways

Usually, learning and assessment are integrated, with assessment evidence being collected
and feedback provided to the candidate at anytime throughout the learning and assessment
process.
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Learning and assessment pathways may include structured programs in a variety of contexts
using a range of strategies to meet different learner needs. Structured learning and
assessment programs could be: group-based, work-based, project-based, self-paced, action
learning-based; conducted by distance or e-learning; and/or involve practice and experience
in the workplace.

Learning and assessment pathways to suit New Apprenticeships have a mix of formal
structured training and structured workplace experience with formative assessment activities
through which candidates can acquire and demonstrate skills and knowledge from the
relevant units of competency.

Assessment-Only or Recognition of Prior Learning Pathway

Competencies already held by individuals can be formally assessed against the units of
competency in this Training Package, and should be recognised regardless of how, when or
where they were achieved.

In an assessment-only or Recognition of Prior Learning (RPL) pathway, the candidate
provides current, quality evidence of their competency against the relevant unit of
competency. This process may be directed by the candidate and verified by the assessor,
such as in the compilation of portfolios; or directed by the assessor, such as through
observation of workplace performance and skills application, and oral and/or written
assessment. Where the outcomes of this process indicate that the candidate is competent,
structured training is not required. The RPL requirements of Standard 8.2 of the Standards for
Registered Training Organisations must be met.

As with all assessment, the assessor must be confident that the evidence indicates that the
candidate is currently competent against the endorsed unit of competency. This evidence
may take a variety of forms and might include certification, references from past employers,
testimonials from clients, and work samples. The onus is on candidates to provide sufficient
evidence to satisfy assessors that they currently hold the relevant competencies. In judging
evidence, the assessor must ensure that the evidence of prior learning is:

• authentic (the candidates own work)
• valid (directly related to the current version of the relevant endorsed unit of competency)
• reliable (shows that the candidate consistently meets the endorsed unit of competency)
• current (reflects the candidates current capacity to perform the aspect of the work

covered by the endorsed unit of competency), and
• sufficient (covers the full range of elements in the relevant unit of competency and

addresses the four dimensions of competency, namely task skills, task management
skills, contingency management skills, and job/role environment skills).

The assessment only or recognition of prior learning pathway is likely to be most appropriate
in the following scenarios:

• candidates enrolling in qualifications who want recognition for prior learning or current
competencies

• existing workers
• individuals with overseas qualifications
• recent migrants with established work histories
• people returning to the workplace, and
• people with disabilities or injuries requiring a change in career.

Combination of Pathways

Where candidates for assessment have gained competencies through work and life
experience and gaps in their competence are identified, or where they require training in new
areas, a combination of pathways may be appropriate.
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In such situations, the candidate may undertake an initial assessment to determine their
current competency. Once current competency is identified, a structured learning and
assessment program ensures that the candidate acquires the required additional
competencies identified as gaps.

Assessor Requirements

This section identifies the mandatory competencies for assessors, and clarifies how others
may contribute to the assessment process where one person alone does not hold all the
required competencies.

Assessor Competencies

The Standards for Registered Training Organisations specify mandatory competency
requirements for assessors. For information, Standard 7.3 from the Standards for Registered
Training Organisations follows:

7.3 a The RTO must ensure that assessments are conducted by a person who has:

• the following competencies* from the Training Package for Assessment and
Workplace Training, or demonstrated equivalent competencies:
• TAAASS401A Plan and organise assessment;
• TAAASS402A Assess competence;
• TAAASS404A Participate in assessment validation;

• relevant vocational competencies, at least to the level being assessed.

b However, if a person does not have all of the competencies in Standards 7.3 a (i)
and the vocational competencies as defined in 7.3 a (ii), one person with the
competencies listed in Standard 7.3 a (i), and one or more persons who have the
competencies listed in Standard 7.3 a (ii) may work together to conduct
assessments.

* A person who holds the competencies BSZ401A Plan assessment, BSZ402A
Conduct assessment, and BSZ403A Review assessment from the Training
Package for Assessment and Workplace Training will be accepted for the purposes
of this standard. A person who has demonstrated equivalent competencies to
BSZ401A and BSZ402A and BSZ403A in the period up to 12 months following
publication of the Training and Assessment Training Package will also be accepted
for the purposes of this standard.

Designing Assessment Tools

This section provides an overview on the use and development of assessment tools.

Use of Assessment Tools

Assessment tools provide a means of collecting the evidence that assessors use in making
judgements about whether candidates have achieved competency.

There is no set format or process for the design, production or development of assessment
tools. Assessors may use prepared assessment tools, such as those specifically developed to
support this Training Package, or they may develop their own.

Using Prepared Assessment Tools

If using prepared assessment tools, assessors should ensure these are benchmarked, or
mapped, against the current version of the relevant unit of competency. This can be done by
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checking that the materials are listed on the National Training Information Service
(http://www.ntis.gov.au). Materials on the list have been noted by the National Training Quality
Council as meeting their quality criteria for Training Package support materials.

Developing Assessment Tools

When developing assessment tools, assessors must ensure that they:

• are benchmarked against the relevant unit or units of competency
• are reviewed as part of the validation of assessment strategies as required under 9.2 (i)

of the Standards for Registered Training Organisations
• meet the assessment requirements expressed in the Standards for Registered Training

Organisations, particularly Standards 8 and 9.

A key reference for assessors developing assessment tools is TAA04 Training and
Assessment Training Package and the unit of competency TAAASS403A Develop
assessment tools. There is no set format or process for the design, production or
development of assessment materials.

Conducting Assessment

This section details the mandatory assessment requirements and provides information on
equity in assessment including reasonable adjustment.

Mandatory Assessment Requirements

Assessments must meet the criteria set out in Standard 8 from the Standards for Registered
Training Organisations. For information, Standard 8 from the Standards for Registered
Training Organisations is reproduced below.

8 RTO Assessments

The RTOs assessments meet the requirements of the endorsed components of
Training Packages and the outcomes specified in accredited courses within the
scope of its registration.

8.1 The RTO must ensure that assessments (including RPL):

i. comply with the assessment guidelines included in the applicable nationally
endorsed Training Packages or the assessment requirements specified in
accredited courses;

ii. lead to the issuing of a statement of attainment or qualification under the AQF when
a person is assessed as competent against nationally endorsed unit(s) of
competency in the applicable Training Package or modules specified in the
applicable accredited course;

iii. are valid, reliable, fair and flexible;

iv. provide for applicants to be informed of the context and purpose of the assessment
and the assessment process;

v. where relevant, focus on the application of knowledge and skill to standard of
performance required in the workplace and cover all aspects workplace
performance, including task skills, task management skills, contingency
management skills and job role environment skills;

vi. involve the evaluation of sufficient evidence to enable judgements to be made
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about whether competency has been attained;

vii. provide for feedback to the applicant about the outcomes of the assessment
process and guidance on future options in relation to those outcomes;

viii. are equitable for all persons, taking account of individual needs relevant to the
assessment; and

ix. provide for reassessment on appeal.

8.2 a The RTO must ensure that RPL is offered to all applicants on enrolment

b The RTO must have an RPL process that:

i. is structured to minimise the time and cost to applicants; and

ii. provides adequate information, support and opportunities for participants to
engage in the RPL process.

Access and Equity

An individuals access to the assessment process should not be adversely affected by
restrictions placed on the location or context of assessment beyond the requirements
specified in this Training Package.

Reasonable adjustments can be made to ensure equity in assessment for people with
disabilities. Adjustments include any changes to the assessment process or context that meet
the individual needs of the person with a disability, but do not change competency outcomes.
Such adjustments are considered reasonable if they do not impose an unjustifiable hardship
on a training provider or employer. When assessing people with disabilities, assessors are
encouraged to apply good practice assessment methods with sensitivity and flexibility.

Further Sources of Information

The section provides a listing of useful contacts and resources to assist assessors in
planning, designing, conducting and reviewing of assessments against this Training Package.

Contacts

Australian Training Products Ltd

Level 25, 150 Lonsdale Street

MELBOURNE VIC 3000

PO Box 12211

A'Beckett Street Post Office

MELBOURNE VIC 8006

Telephone: (03) 9655 0600

Fax: (03) 9639 4684

Web: www.atpl.net.au

Email: sales@atpl.net.au

Innovation and Business Industry Skills Council

Building B, Level 2
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192 Burwood Road

Telephone: (03) 9815 7000

Fax: (03) 9815 7001

Email: virtual@ibsa.org.au

General Resources

Refer to http://antapubs.dest.gov.au/publications/search.asp to locate the following ANTA
publications.

AQF Implementation Handbook, third Edition. Australian Qualifications Framework Advisory
Board, 2002, aqf.edu.au

Australian Quality Training Framework (AQTF) - for general information go to:
www.dest.gov.au/sectors

Australian Quality Training Framework (AQTF) - for resources and information go to:
www.dest.gov.au

Australian Quality Training Framework Standards for Registered Training Organisations,
Australian National Training Authority, Melbourne, 2005. Available in hard copy from State
and Territory Training Authorities or can be downloaded from www.dest.gov.au

TAA04 Training and Assessment Training Package. This is available from the Innovation and
Business Skills Australia (IBSA) Industry Skills Council and can be viewed, and components
downloaded, from the National Training Information Service (NTIS). National Training
Information Service, an electronic database providing comprehensive information about
RTOs, Training Packages and accredited courses - www.ntis.gov.auStyle Guide for Training
Package Support Materials, Australian National Training Authority, Melbourne, 2003. Can be
downloaded from the ANTA page at www.dest.gov.au

Assessment Resources

Training Package Assessment Guides - a range of resources to assist RTOs in developing
Training Package assessment materials developed by DEST with funding from the
Department of Education, Training and Youth Affairs. It is made up of 10 separate titles, as
described at the ANTA publications page of www.dest.gov.au. Go to
www.resourcegenerator.gov.au/loadpage.asp?TPAG.htm

Printed and/or CD ROM versions of the Guides can be purchased from Australian Training
Products (ATP). The resource includes the following guides:

• Training Package Assessment Materials Kit
• Assessing Competencies in Higher Qualifications
• Recognition Resource
• Kit to Support Assessor Training
• Candidates Kit: Guide to Assessment in New Apprenticeships
• Assessment Approaches for Small Workplaces
• Assessment Using Partnership Arrangements
• Strategies for ensuring Consistency in Assessment
• Networking for Assessors
• Quality Assurance Guide for Assessment

An additional guide "Delivery and Assessment Strategies" has been developed to
complement these resources.

Assessment Tool Design and Conducting Assessment
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VETASSESS AND; Western Australian Department of Training and Employment 2000,
Designing Tests - Guidelines for designing knowledge based tests for Training Packages.
Vocational Education and Assessment Centre 1997, Designing Workplace Assessment Tools,
A self-directed learning program, NSW TAFE.

Manufacturing Learning Australia 2000, Assessment Solutions, Australian Training Products,
Melbourne.

Rumsey, David 1994, Assessment practical guide, Australian Government Publishing Service,
Canberra.

Assessor Training

Australian Committee on Training Curriculum (ACTRAC) 1994, Assessor training program -
learning materials, Australian Training Products, Melbourne.

Australian National Training Authority, A Guide for Professional Development, ANTA,
Brisbane.

Australian Training Products Ltd Assessment and Workplace Training, Training Package -
Toolbox, ATPL Melbourne.

Green, M, et al. 1997, Key competencies professional development Package, Department for
Education and Childrens Services, South Australia.

Victorian TAFE Association 2000, The professional development CD: A learning tool, VTA,
Melbourne.

Assessment System Design and Management

Office of Training and Further Education 1998, Demonstrating best practice in VET project -
assessment systems and processes, OTFE Victoria.

Toop, L., Gibb, J. and; Worsnop, P. Assessment system designs, Australian Government
Publishing Service, Canberra.

Western Australia Department of Training and VETASSESS 1998, Kit for Skills Recognition
Organisations, WADOT, Perth.
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TDAW1003A Operate baggage tug
Unit Descriptor This unit involves the skills and knowledge required to operate a

baggage tug, including conducting pre- and post-operational checks,
operating the tow baggage tug in accordance with license and
regulatory requirements, coupling/uncoupling baggage carts and other
relevant equipment, and parking and storing tug at end of operations.
Types of baggage tug may vary from airport to airport and generic
performance criteria provided in this unit may therefore need to be
adapted, as required, to accommodate the operating procedures
recommended by the manufacturers of the baggage tug concerned.

(Persons applying competence in this unit to ground crew operations at
a commercial airport will need to comply with the relevant licensing and
regulatory requirements)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Conduct pre-operational
checks on baggage tug

1.1 Pre-operational checks of baggage tug are conducted in
accordance with workplace procedures and
manufacturer's instructions

1.2 Where applicable, fluid levels are topped up where
required in accordance with workplace procedures

1.3 Faults and malfunctions are identified and appropriate
action is taken to rectify and/or report the fault/malfunction
in accordance with workplace procedures and regulatory
requirements

2. Operate baggage tug 2.1 Baggage tug is manoeuvred to required location in
preparation for haulage operations in accordance with
workplace procedures, local instructions and relevant
regulatory requirements

2.2 Baggage tug is coupled to baggage carts or other ramp
equipment as directed

2.3 Baggage tug is operated in accordance with workplace
procedures, OHS regulations and manufacturer's
instructions

2.4 Hazards associated with the operation of the baggage tug
are recognised and appropriate precautions are taken in
accordance with OHS regulations and workplace hazard
management strategies

2.5 Baggage cart or ramp equipment is hauled to required
location and uncoupled in accordance with workplace
procedures, local instructions and relevant regulatory
requirements

2.6 Instructions for the next operation are obtained and the
baggage tug driven to the required location in accordance
with workplace procedures, local instructions and
regulatory requirements
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3. Shut down, park and store
baggage tug

3.1 At the completion of all scheduled haulage activities, tug is
manoeuvred to and parked/stored in storage bay/area in
accordance with workplace procedures

3.2 Any faults and malfunctions are identified and appropriate
action is taken to rectify and/or report the fault/malfunction
in accordance with workplace procedures and regulatory
requirements

3.3 Post-operational checks of baggage tug are conducted in
accordance with workplace procedures and
manufacturer's instructions

3.4 Where applicable, baggage tug is refuelled and fluid levels
topped up in accordance with workplace procedures,
relevant regulatory requirements and manufacturer's
instructions

3.5 Where applicable, batteries (on an electric baggage tug)
are connected for recharge in accordance with workplace
procedures

3.6 Equipment log or other required documentation is
completed in accordance with workplace procedures, local
instructions and regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant regulatory requirements of
the Civil Aviation Authority and other relevant regulatory
authorities

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and safety regulations to the operation of baggage tugs at
relevant commercial airports across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Baggage tug operations may be carried out:
• in any allowable operating and weather conditions
• in accordance with regulatory and operational

requirements
• Performance may be demonstrated:

• in approved simulated baggage tug operational
situations, and/or

• during baggage tug operations at an airport
• Types of tow motor/push-out tug may include:

• diesel engine baggage tugs and/or
• electric battery operated baggage tugs

• Hazards that may exist when operating baggage tugs
may include but are not restricted to:
• other vehicles/aircraft in the vicinity
• personnel in the operational area
• obstacles in the operational area
• jet blast
• noise
• dust

• Personal protective equipment may include but is not
restricted to:
• hearing protection
• safety gloves
• safety footwear
• protective clothing

• Pre-operational checks may include:
• fluid levels (where applicable)
• battery charge (where applicable)
• fuel level where applicable
• visual inspection for faults or defects

• Persons consulted during baggage tug operation may
include:
• other members of the baggage handling and ramp

teams
• aircrew
• load controllers
• supervisors, team leaders and managers
• check-in staff
• ground support staff
• technical staff

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures (SOPs)
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Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders and local instructions relevant to
baggage tug operations

• OHS regulations
• workplace procedures and instructions and job

specification
• baggage tug operational checklists
• pre-and post-operational checklists
• equipment logs/records
• emergency procedures
• flight schedules and aircraft gate schedules
• manufacturer's specifications and instructions for the

baggage tug being operated
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• license requirements of the relevant licensing authority
• local instructions
• relevant OHS legislation
• relevant environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• conduct pre-operational checks on baggage tug
• operate baggage tug to complete workplace tasks
• shut down, park and store baggage tug
• maintain compliance with local instructions, OHS and

other license and regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental protection procedures
and regulations

• A knowledge of:
• principles of baggage tug operation
• features and differences in operating characteristics for

various types of baggage tugs in operation at
Australian airports

• workplace procedures for operating a baggage tug
• layout of airport and location of aircraft gates
• relevant local instructions pertaining to baggage tug

operation
• manufacturer's instructions for checking and operating

a baggage tug
• risks that exist when operating a baggage tug and

related risk control procedures and precautions
• problems that may occur when operating a baggage

tug and appropriate action that should be taken in each
case

• Ability to:
• apply the above knowledge when operating a baggage

tug
• read and interpret instructions, procedures and

information relevant to the operation of a baggage tug
• select and correctly use appropriate controls when

operating a baggage tug
• implement safety procedures and relevant regulations
• communicate effectively with others when operating a

baggage tug
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve problems associated with the operation of a

baggage tug
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to operate a baggage tug, and/or

• operate a baggage tug in an appropriate range of
operational workplace contexts

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAW1003A Operate baggage tug

Volume 4 of 4, Unit 1 of 37 Page 26 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Consistency in
performance

• Applies underpinning knowledge and skills when:
• conducting pre-operational checks on baggage tug
• operating baggage tug to complete workplace tasks
• shutting down and storing baggage tug
• maintaining compliance with local instructions, OHS

and other license and regulatory requirements
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders and tug license requirements
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of the tug

• Action is taken promptly to report and/or rectify incidents
and problems identified when operating a baggage tug in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
airport facilities or aircraft and their equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant
licensing/regulatory authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated workplace conditions, and/or
• during appropriate tug operations at an airport

• Competency should be assessed under operating
conditions, except where observation is unsafe,
insufficient or impractical. In these cases, approved
simulated workplace conditions may be used
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TDAW103A Manage pre- and post-flight actions
Unit Descriptor This unit involves the skills and knowledge required to obtain required

information and authority, ensure maintenance requirements are met
and perform required functions before and after flight and to ensure that
the aircraft meets maintenance and safety requirements prior to flight
and complete and certify a daily inspection. This includes compliance
with all relevant regulatory requirements.

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Complete pre-and
post-flight administration

1.1 Pre-flight planning and documentation is completed in
accordance with regulations and/or operations manual

1.2 Aircraft take-off and landing performance is calculated in
accordance with performance and weight and balance
charts

1.3 Pre- and post-flight maintenance release (Flight Technical
Log) and flight administration is completed in accordance
with regulations and/or operations manual

1.4 Aircraft serviceability is determined by daily inspection,
and certification of daily inspection in maintenance release
(Flight and Technical Log) is completed in accordance
with regulations

2. Perform pre-flight
inspection

2.1 Equipment and documentation as required by regulation is
identified and secured in the aircraft, and internal and
external checks are completed in accordance with
approved checklist

3. Perform and certify daily
inspection

3.1 A daily inspection of aircraft is performed in accordance
with aircraft system of maintenance approved by CASA
and certified in accordance with regulations

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
the management of pre- and post-flight actions as part of
commercial aircraft activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an operational
aircraft

• Types of aircraft include fixed wing aircraft, helicopters,
commercial balloons and other commercial aircraft which
require pre- and post- aircraft actions

• Pre- and post-flight administration may include:
• completion of flight briefing
• confirmation of pre-flight authorisation
• action to ensure compliance with conditions of

authorisation
• recording of prescribed flight details
• check of maintenance release to ensure aircraft

serviceability and currency of daily inspection
• determination of aircraft serviceability
• recording of aircraft unserviceabilities
• determination of number of flying hours before next

service
• recording of the total hours flown
• confirmation that flight authorisation encompasses

requirements of flight
• accessing/applying NOTAM, MET, air traffic control ,

aerodrome and airspace information
• interpreting and applying area and terminal

meteorology forecasts
• calculating aircraft weight and balance
• calculating take off and landing performance
• modifying flight activities to comply with applicable

information issued
• Pre-flight inspection may include confirmation that:

• Aircraft Flight manual/Pilot's Operating Handbook and
route charts are correctly secured in aircraft

• equipment carried is suitable for aircraft type and flight
circumstances

• aircraft equipment is serviceable
• situation awareness and accessibility of aircraft

position is determined
• tie downs are removed and secured
• covers are removed and secured
• external checks are completed in accordance with

approved checklist
• internal checks are completed in accordance with

approved checklist
• adjustments are made to harness, seat or rudder

pedals
• equipment is secured in accordance with requirements

• Daily inspection of aircraft may include:
• implementation of specified maintenance schedule or

system of maintenance procedures before the first
flight of each day

• identification of any defect or damage to the aircraft
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could compromise safety of aircraft operation
• confirmation that no maintenance will fall due during

proposed daily aircraft operations or flights
• maintenance of records of time in service in

maintenance release in accordance with the relevant
CAR/CASR

• endorsement and certification of maintenance release
(Flight Technical Log) (after completion of daily
inspection or approved maintenance in accordance
with regulations)

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• Flight manual/ Pilot's Operating Handbook (POH)
• maintenance Release
• Flight and Technical Log
• NOTAMs (Notices to Airmen)
• meteorological forecasts
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• charts
• operations manuals
• approved checklists
• A Pilot's Guide to Aircraft Maintenance (current edition)
• Pre-flight information systems including AVFAX (fax

service providing weather and NOTAM information to
pilots) and DECTALK (automated pre-recorded
telephone service providing pre-flight weather
information)

• ATIS (Automatic Terminal Information Service)
• relevant information provided by Air Services Australia

Briefing Offices
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAW103A Manage pre- and post-flight actions

Volume 4 of 4, Unit 2 of 37 Page 30 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• respond to changing circumstances
• access and apply relevant regulations, orders and

information to the performance of the required
planning, pre- and post-flight administrative functions

• understand and meet the obligations and restrictions
placed on a pilot with regard to daily inspections and
certification

• identify minimum equipment applicable to aircraft type

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• authorisation requirements and procedures
• relevant regulations and orders
• aircraft maintenance release requirements and

procedures
• checklist use and procedures
• safe equipment stowage
• take off and landing performance charts
• daily inspection procedures
• the purpose and procedures for accessing and using

the AVFAX, DECTALK and ATIS systems
• relevant NAIPS, and other Aeronautical Information

Publications
• Ability to:

• apply the above knowledge to the management of pre-
and post-flight actions

• read and interpret instructions, procedures and
information relevant knowledge to the management of
pre- and post-flight actions

• select and use relevant equipment required during the
management of pre- and post-flight actions

• apply air safety practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the management of

pre- and post-flight actions
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage pre- and post-flight actions,
and/or

• manage pre- and post-flight actions for an aircraft in a
range of operational workplace contexts and
environmental conditions
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• accessing and applying relevant regulations, orders

and information to the performance of the required
planning, pre- and post-flight administrative functions

• interpreting and communicating operational information
• maintaining relevant workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• OHS and environmental protection policies and

procedures
• procedures for calculating aircraft take-off and landing

performance in compliance with approved performance
chart

• operational procedures and work instructions
• relevant manufacturer's specifications relating to the

aircraft
• Action is taken promptly to report and/or rectify incidents

and problems identified when managing pre- and
post-flight actions in accordance with relevant regulations
and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate operational situation

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, approved flight simulators
may be used

• Evidence should demonstrate the ability to apply required
underpinning knowledge and skills to the management of
pre- and post-flight actions
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TDAW1103A Defuel aircraft
Unit Descriptor This unit involves the skills and knowledge required to defuel an aircraft

in accordance with workplace procedures and regulatory requirements,
including completing preliminary checks and operations, positioning the
fueller/dispenser vehicle, conducting required quality checks, and
carrying out defuelling operations. It also includes the knowledge and
skills to complete all required documentation and post-defuelling
operations.

(Persons applying competence in this unit to defuelling operations at a
commercial airport will need to comply with the relevant regulatory
requirements of the Civil Aviation Safety Authority and the IATA
Guidelines for Aviation Fuel Quality Control and Operating Procedures
for Joint Inter Plane Fuelling Services (JIG Guidelines)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Complete preliminary
checks and operations

1.1 Reason for defuelling and the quantity of fuel to be
defuelled is confirmed

1.2 Type of aircraft and requirement for overwing or
underwing operation is confirmed

1.3 Pre-operational checks on vehicle and auxiliary equipment
are made

1.4 Ullage in fueller/defuelling vehicle is checked

2. Position fueller/ dispenser
vehicle

2.1 Fueller vehicle is started and driven to aircraft in
accordance with workplace procedures, regulatory
requirements and local instructions

2.2 The aircraft is approached only after checks are made to
confirm that aircraft engines have stopped and aircraft
wheel chocks are in place

2.3 Vehicle is positioned and parked either underwing or
standoff depending on aircraft type in accordance with
workplace procedures, regulatory requirements and local
instructions

2.4 Appropriate precautions are taken to avoid risk of collision
with aircraft control surfaces and engines

2.5 Parking position of fueller vehicle provides easiest route
for evacuation in the event of an emergency

3. Conduct quality checks on
product

3.1 Required documentation is obtained from airline
engineer/representative

3.2 Sample of product on board aircraft is obtained and visual
quality checks are made in conjunction with in accordance
with workplace procedures

3.3 If quality checks are satisfactory, decision is made to
proceed with defuelling

3.4 If quality checks are unsatisfactory action is taken to
report situation to supervisor and if defuelling is to
continue, it is defuelled into either an empty tank or into a
drained fueller for delivery back to same airline if approved
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4. Defuel aircraft 4.1 Vehicle is grounded and the bonding lead is connected to
the aircraft in accordance with workplace procedures and
regulatory requirements

4.2 All required pre-defuelling safety precautions are taken in
accordance with workplace procedures and regulatory
requirements

4.3 Defuelling operations are commenced either using the
aircraft power unit (APU) or the ground power unit (GPU)
in accordance with workplace procedures and regulatory
requirements

4.4 At the completion of defuelling operations, quantity
defuelled is verified in accordance with workplace
procedures

5. Complete documentation 5.1 All required defuelling documentation is completed in
accordance with workplace procedures

6. Complete post-defuelling
operations

6.1 Hoses are disconnected, retracted and stowed in
accordance with workplace procedures

6.2 Defuelled fuel confirmed as acceptable for return to
storage is either discharged into designated segregated
storage tank or retained in fueller for delivery back to
airline concerned

6.3 Defuelled fuel found to be contaminated is disposed of in
accordance with workplace procedures and regulatory
requirements

6.4 Fueller used to transfer contaminated fuel is
de-contaminated in accordance with workplace
procedures and regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and relevant regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and regulatory requirements to the defuelling of aircraft
across a variety of operational contexts within the
Australian aviation industry
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Worksite environment • Defuelling operations may be carried out:
• for any aircraft types
• at major or minor airports
• in any allowable operating and weather conditions
• in accordance with regulatory and operational

requirements
• Performance may be demonstrated:

• in an approved simulated defuelling situations and/or
• during defuelling operations at an airport

• Pre-operational checks may include:
• serviceability of ladder or portable steps (cracks or

damage the would render them unsafe)
• fire extinguishers (correctly stowed and fully charged)
• personal protection equipment (PPE)
• sampling equipment and water detection capsules
• visual inspection for leaks, defects and obstructions
• sufficient fuel in fueller for planned refueling job (fueller

must be manually dipped prior to shift and measured
volume recorded and reported)

• radio check with base
• required documentation (printeyo moving
• check that brake interlock over ride switch seal is intact
• auxiliary equipment is functional
• brake test (after moving but before leaving depot)

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• hearing protection
• safety glasses
• mask or respirator
• safety vest
• high visibility clothing
• approved uniform

• Persons consulted during refuelling operations may
include:
• aircrew
• airline engineers or representatives
• other refuelling staff
• supervisors and managers
• ground support staff
• technical staff

• Hazards may include:
• hot engines, static electricity, sparks and other forms of

ignition
• contamination of, or from, materials being handled
• spill, leakages, ruptures
• fuel vapours
• other vehicles on tarmac
• jet blast
• rotating propellers
• hazardous or dangerous materials
• noise
• dust
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• other additives (e.g. water, methanol, icing inhibitors)
• Hazard management is consistent with the principle of

hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders relevant to defuelling operations
• IATA Guidelines for Aviation Fuel Quality Control and

Operating Procedures for Joint Inter Plane Fuelling
Services (JIG Guidelines)

• OHS and environmental protection regulations
• workplace procedures and instructions and job

specification
• fuelling operational checklists
• emergency procedures
• flight schedules
• manufacturer's specifications and instructions for the

fueller/dispenser vehicle and auxiliary equipment
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• IATA Guidelines for Aviation Fuel Quality Control and

Operating Procedures for Joint Inter Plane Fuelling
Services (JIG Guidelines)

• Australian Dangerous Goods Code (ADG Code)
• relevant OHS legislation
• environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• complete preliminary checks and operations
• position fueller/dispenser vehicle
• conduct quality checks on product
• defuel aircraft
• complete documentation
• complete post-defuelling operations
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders and other regulations pertaining to
the defuelling of aircraft

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aircraft defuelling
• differences in defuelling procedures for various types

of aircraft
• workplace procedures for defuelling aircraft
• manufacturer's instructions for fueller vehicle and

auxiliary equipment
• risks that exist when defuelling an aircraft and related

risk control procedures and precautions
• problems that may occur when defuelling an aircraft

and appropriate action that should be taken in each
case

• Ability to:
• apply the above knowledge when defuelling an aircraft
• read and interpret instructions, regulations, procedures

and other information relevant to the defuelling of an
aircraft

• complete documentary requirements (fuelling log,
dockets, etc.)

• select and correctly use appropriate equipment and
controls when defuelling an aircraft

• implement all safety precautions and procedures and
relevant regulatory requirements

• communicate effectively with others when defuelling an
aircraft

• modify activities dependent on differing workplace
contingencies, situations and environments

• solve problems associated with the defuelling of an
aircraft

• monitor and anticipate operational problems and
hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to defuel an aircraft, and/or

• defuel an aircraft in an appropriate range of operational
workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• completing preliminary checks and operations
• positioning fueller/dispenser vehicle
• conducting quality checks on product
• defuelling aircraft
• completing documentation
• completing post-defuelling operations

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• IATA Guidelines for Aviation Fuel Quality Control and

Operating Procedures for Joint Inter Plane Fuelling
Services (JIG Guidelines)

• OHS and environmental protection policies and
procedures

• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of a fueller/dispenser vehicle and its auxiliary
equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when defuelling an aircraft in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
the fueller or the aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in

appropriately simulated defuelling situations, and/or
• during defuelling operations at an airport
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TDAW1203A Manage air traffic service information
displays and ancillary information

Unit Descriptor This unit involves the skills and knowledge required to manage Air
Traffic Services information displays and ancillary information, including
maintaining an accurate overall display, effectively utilizing the display
features, demonstrating appropriate levels of flexibility in configuring
displays, clearing redundant information, recognising any display
malfunctions and taking appropriate action, and using and recording
both mandated and other ancillary Air Traffic Services information.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air Traffic Controllers)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Manage display 1.1 Display features are effectively utilised to ensure that all
operationally pertinent information is available

1.2 Appropriate flexibility is demonstrated in configuring
displays and clearing redundant information

2. Manage ancillary
information

2.1 Mandated ancillary information is used and recorded in
accordance with workplace procedures, local instructions
and other relevant regulatory requirements

2.2 Other ancillary information is used and recorded as
necessary

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• Ancillary information includes and is not limited to data or
observations recorded on 'scratch pads' or similar
recording facilities

• Manage Air traffic control Information Displays requires
the controller to ensure that all operationally pertinent
information is displayed at all times

• Manage Ancillary Air Traffic Service Information requires
the controller to conform with regulatory and/or workplace
procedures regarding written information when using and
recording mandated and other information

Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Performance may be demonstrated in:
• simulated situations, and/or
• an operational Air traffic control workplace

• Air traffic tontrol workplace may include:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Displays include:
• electronic displays
• manual/console type displays

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
• regulatory standards and recommended practices
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards
• Air Traffic Service provider's Operations Manual
• Air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• maintain an accurate overall display
• effectively utilize the display features
• demonstrate appropriate levels of flexibility in

configuring displays and clearing redundant
information

• maintain compliance with relevant regulatory
requirements

• 'Appropriate flexibility' means that display configuration
may not always be the most suitable or may not always
have cleared redundant information

• 'As necessary' means the use of supplementary aids to
assist in the management of important information not
already provided for in other facilities
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Interdependent
assessment of units

• This unit of competency must be assessed in conjunction
with other units that form part of a controller's job function

Required knowledge and
skills

• R elevant sections of Civil Aviation Safety Regulations
• Relevant OHS procedures and regulations
• Where relevant, a knowledge of:

• principles of effective air traffic control
• window manipulation and Local Instructions on screen

setup
• available windows and their functions
• available displays, and display systems and techniques
• Local Instructions regarding other display parameters
• MATS and Local Instructions regarding written

information
• responsibilities when managing displays
• area of responsibility
• relevant equipment/facilities when using and recording

ancillary Air Traffic Service information , its applications
and the procedures for its use

• procedures for using and recording ancillary Air Traffic
Service information

• relevant sections of the Air Traffic Services procedures
manual

• problems that may occur and appropriate action that
should be taken in each case

• Ability to:
• apply the above knowledge when managing displays

and ancillary information
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• respond appropriately to changing information display

needs
• maintain compliance with relevant regulatory

requirements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage information displays , and/or

• manage information displays in a range of operational
contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• maintaining an overall display
• utilizing display features
• demonstrating appropriate levels of flexibility in

configuring displays and clearing redundant
information

• using and recording mandated ancillary Air Traffic
Service information

• using and recording other ancillary Air Traffic Service
information

• maintaining compliance with relevant local instructions
and regulatory requirements

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards (MOS)
• operational procedures and work instructions

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail

Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service Provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
Air Traffic Service workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in simulated

air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used
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TDAW1303A Operate air traffic control workstation
Unit Descriptor This unit involves the skills and knowledge required to operate an Air

traffic control workstation, including managing flight data records, flight
plan databases, aeronautical information displays, and flight progress
strips and/or running sheets. It also includes the skills and knowledge to
use graphic facilities for route and display, operational facilities,
Controller-Pilot Datalink Communications (CPDLC) and Automatic
Dependent Surveillance (ADS), as well as to respond appropriately to
any alarms, facility failure or degradation.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air Traffic Controllers)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Where utilised, manage
flight data records

1.1 Accurate flight data records are maintained and the effect
of updates on other controllers is appropriately considered

1.2 Data is accessed or entered in a satisfactory manner and
data access/entry has no detrimental impact on
performance

1.3 Appropriately efficient methods for managing flight data
records are employed

1.4 State of flight data record is managed to achieve correct
HMI state in accordance with workplace procedures

2. Where utilised, manage
flight plan database

2.1 Interaction with the flight plan database is carried out in
accordance with workplace procedures

2.2 Information is retrieved from the flight plan database and,
where necessary, modified in a satisfactory timely manner
while maintaining control efficiency within workplace limits

3. Where utilised, manage
flight progress strips
and/or running sheets

3.1 When using flight progress strips, display complies with
regulatory requirements and workplace procedures; is
accurate, clear and generally up-to-date, with only minor
errors

3.2 When using flight progress strips, instructions to pilots are
based only on correctly displayed information

4. Manage aeronautical
information displays

4.1 Displays of aeronautical information are accurate and kept
up-to-date

4.2 Where provided, automated aeronautical information
display systems are correctly used and afforded
appropriate priority

5. Where provided, use
graphic facilities for route

5.1 Graphic facilities are used to assist in recognising conflict
situations and solving separation problems in accordance
with regulatory requirements and workplace procedures

5.2 Graphic facilities are used at appropriate levels of
efficiency
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6. Where provided, use
graphic or other facilities
for display

6.1 Graphic or other facilities are used to maintain an accurate
traffic picture

6.2 Graphic or other facilities are used at appropriate levels of
efficiency

7. Use operational facilities 7.1 Operational facilities are correctly used at a level which
does not compromise safety but which exploits an
appropriate range of the capabilities of the facilities

8. Where separately
provided, manage AFTN

8.1 AFTN messages are processed in accordance with
workplace procedures

8.2 Lost AFTN messages are obtained with appropriate
efficiency

8.3 Printer is operated in accordance with workplace
procedures and manufacturer's instructions

9. Where provided, use
CPDLC

9.1 CPDLC contracts are managed in accordance with
workplace procedures

9.2 Messages are formatted in accordance with regulatory
standards and workplace procedures

9.3 Messages are sent sufficiently in advance of the time the
recipient needs to take action

9.4 Free text is only used where a standard message is not
provide4.

9.5 Where free text messages are used, ambiguity is avoided,
and verbosity is maintained within acceptable levels.

10. Where provided, use ADS 10.1 ADS capability of aircraft are identified in accordance
with regulatory requirements and workplace procedures

10.2 ADS contract is managed and transferred in accordance
with workplace procedures

10.3 Appropriate levels of efficiency are applied when using
ADS without detrimental impact on Air traffic control
performance

11. Respond to facility failure/
degradation

11.1 Failure and/or degradation of facilities is correctly
identified

11.2 Appropriate action to ensure safe service delivery is
taken in response to facility failure/degradation

11.3 Facility failure/degradation is reported in accordance with
workplace processes

12. Respond to alarms 12.1 Cause of alarm is correctly identified
12.2 Response to alarm is correct and the necessary HMI

actions are taken in accordance with workplace
processes

13. Use mandated memory
prompts

13.1 Mandated memory prompts are used in accordance with
workplace procedures

13.2 Mandated memory prompts are used at an appropriate
level of efficiency
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 3

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• 'Operate air traffic control workstation' assesses a
controller's ability to interact with a workstation
human-machine interface (HMI) and to operate the
functions of the workstation which are critical to providing
safe and efficient Air Traffic Services
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Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Performance may be demonstrated in:
• simulated situations, and/or
• an operational air traffic control workplace

• Air traffic control workplace may be a workstation in:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Operational facilities may include:
• display equipment
• navigation systems
• communications and surveillance equipment
• lighting systems

• Mandated memory prompts may include:
• system prompts
• timers,
• designators for aerodrome works, auto-release,

runway-in-use
• paper or electronic flight progress strip manipulations

etc.
• Aeronautical information may include but is not

necessarily limited to:
• meteorological forecasts or reports
• NOTAM information
• aerodrome information

• Graphic facilities for route may include but are not
necessarily limited to:
• velocity vectors
• projected position indicators
• graphic re-routing functions

• Graphic facilities for display include but are not
necessarily limited to:
• varying display symbols
• use of colour
• use of filters
• flight progress strip presentations
• map presentations

• Facility failure may be total or partial
• Alarms may indicate either pilot emergency conditions or

a discrepancy between expected and observed system
conditions. They may be aural and/or visual

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
• regulatory standards and recommended practices
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards
• Air Traffic Service provider's Operations Manual
• air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills, where applicable, to:
• manage flight data records and the flight plan database
• manage flight progress strips and/or running sheets
• manage aeronautical information displays
• use graphic facilities for route
• use graphic and other facilities for display
• use mandated memory prompts
• use operational facilities
• use CPDLC and ADS
• respond appropriately to facility failure or degradation
• respond to and manage alarms
• maintain compliance with relevant regulatory

requirements
• The controller must demonstrate his/her ability to use all

HMI functions and console facilities
• In enroute and terminal control situations, special

attention should be paid to keeping the flight data record
up to date, distributing up to date aeronautical
information, managing alarms, and conforming with
workplace procedures regarding default/recommended
HMI settings

• In aerodrome control situations, special attention should
be paid to keeping the ATIS up to date, selecting the
most suitable runway, and observing and interpreting
weather conditions

• Satisfactory performance in data access/entry does not
depend on timely execution

• Appropriately efficient means that the most efficient
methods for undertaking the task may not have been
used

• Appropriately priority means that other tasks may have
been given higher priority unnecessarily, however
message queue information was retrieved in time to be
useful

Interdependent
assessment of units

• This unit of competency must be assessed in conjunction
with other units that form part of a controller's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations
• Relevant OHS and environmental procedures and

regulations
• A knowledge of:

• principles of effective air traffic control
• procedures for the operation of a workstation
• procedures for the use of flight progress strips and/or

running sheets, where applicable
• appropriate responses in the event of facility failures

and alarms, including knowledge of degraded modes
and types of facility failures (e.g. use of relevant
checklists)

• responsibilities when operating a workstation
• relevant facilities, HMI/workstation and equipment

used, their functions and applications
• relevant aspects of operational

communication/navigation facilities (e.g. voice switch
control systems, radar, CPDLC, ADS)

• underlying system architecture and processes
• relevant sections of the Air Traffic Services procedures

manual and local instructions relevant to facility use
• safety hazards and risks that exist when operating a

workstation and related risk control procedures and
precautions

• problems that may occur when operating a workstation
and appropriate action that should be taken in each
case

• Ability to:
• apply the above knowledge when operating a

workstation
• use required protocols, codes, abbreviations and

conventions in using a workstation
• select and use equipment and systems
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• respond appropriately to alarms, and facility

failure/degradation
• maintain compliance with relevant regulatory

requirements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to operate a workstation , and/or

• operate a workstation in an appropriate range of
operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• managing the flight data record and the flight plan

database
• managing flight progress strips and/or running sheets,

where applicable
• managing aeronautical information displays
• using graphic facilities for route
• using graphic and other facilities for display
• using mandated memory prompts
• using operational facilities
• using CPDLC, where applicable
• using ADS, where applicable
• responding appropriately to alarms and facility

failure/degradation
• Shows evidence of application of relevant workplace

procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards (MOS)
• OHS and environmental protection policies and

procedures
• hazard and risk control policies and procedures
• operational procedures and work instructions
• manufacturer's specifications relating to relevant

equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when operating a workstation in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail

Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
Air Traffic Service Workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in simulated

Air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAW1303A Operate air traffic control workstation

Volume 4 of 4, Unit 5 of 37 Page 55 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



TDAW203A Operate an aerobridge
Unit Descriptor This unit involves the skills and knowledge required to operate an

aerobridge, including pre-positioning the aerobridge, docking with an
aircraft on arrival and retracting the aerobridge upon departure. Types
of aerobridges may vary from airport to airport and generic performance
criteria provided in this unit may therefore need to be adapted, as
required, to accommodate the operating procedures recommended by
the manufacturers of the aerobridges concerned.

(Persons applying competence in this unit to ground crew operations at
a commercial airport will need to comply with the relevant regulatory
requirements of the Civil Aviation Safety Authority)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Pre-position aerobridge 1.1 Pre-operational checks of aerobridge are conducted in
accordance with workplace procedures

1.2 Key is turned to activate the aerobridge in accordance
with workplace procedures and manufacturer's
instructions

1.3 Appropriate checks are made to ensure roll-door is down
and apron is clear in accordance with workplace
procedures and regulatory requirements

1.4 Where required, floodlights are activated in accordance
with workplace procedures

1.5 The aerobridge is pre-positioned for aircraft type in
accordance with workplace procedures and
manufacturer's instructions

1.6 Roll-door is left in down position in readiness for aircraft
arrival in accordance with regulatory requirements

2. Dock with aircraft 2.1 Roll-door is opened in accordance with workplace
procedures and regulatory requirements in preparation for
aircraft arrival

2.2 Position is taken at aerobridge controls on arrival of the
aircraft

2.3 After engine shutdown, aerobridge is manoeuvred towards
the aircraft with the joystick in accordance with
manufacturer's instructions and workplace procedures for
the type of aircraft being docked

2.4 Position of aerobridge is monitored and once in contact
with aircraft, joystick is released

2.5 Canopy is lowered and locked into position in accordance
with workplace procedures

2.6 Aerobridge is placed on Auto level in accordance with
manufacturer's instructions

2.7 Aerobridge safety strap is retracted in accordance with
workplace procedures

2.8 Aircraft door is opened and safety shoe positioned in
accordance with workplace procedures and regulatory
requirements
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3. Retract from aircraft 3.1 Safety shoe is removed and relocated in accordance with
workplace procedures

3.2 Aerobridge safety strap is positioned in accordance with
regulatory requirements and workplace procedures

3.3 Aerobridge is turned on in accordance with manufacturer's
instructions

3.4 Canopy is retracted
3.5 Aerobridge is backed off aircraft at least 1800mm using

the joystick in accordance with manufacturer's instructions
and workplace procedures

3.6 Once aircraft has departed, the aerobridge's pre-position
function is selected and the aerobridge is returned to
PARK position

3.7 Roll-door is closed to down position in accordance with
regulatory requirements

3.8 The aerobridge is turned off and the key is removed in
accordance with manufacturer's instructions and
workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant regulatory requirements of
the Civil Aviation Authority and other relevant regulatory
authorities

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and safety regulations to the operation of aerobridges at
relevant commercial airports across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Aerobridge operation may be carried out:
• for aircraft types for which the aerobridge has been

programmed
• in any allowable operating and weather conditions
• in accordance with enterprise and operational

requirements
• Performance may be demonstrated on:

• an approved aerobridge simulator and/or
• an operational aerobridge at an airport

• Persons consulted during aerobridge operation may
include:
• cabin crew and flight crew members
• ground support staff
• technical staff

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders relevant to aerobridge operation
• OHS regulations
• workplace procedures and instructions and job

specification
• aerobridge operational checklists
• emergency procedures
• flight schedules
• manufacturer's specifications and instructions for the

aerobridge being operated
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant OHS legislation
• environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• carry out required pre-operational checks on

aerobridge
• pre-position an aerobridge in preparation for the arrival

of an aircraft
• dock an aerobridge with an aircraft
• retract an aerobridge from an aircraft
• follow instructions from aircraft crew and ground

support staff
• carry out required safety procedures when operating

an aerobridge

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerobridge operation
• features and differences in operating characteristics for

various types of aerobridges in operation at Australian
airports

• workplace procedures for operating an aerobridge
• manufacturer's instructions for checking and operating

an aerobridge
• risks that exist when operating an aerobridge and

related risk control procedures and precautions
• problems that may occur when operating an

aerobridge and appropriate action that should be taken
in each case

• Ability to:
• apply the above knowledge when operating an

aerobridge
• read and interpret instructions, procedures and

information relevant to the operation of an aerobridge
• select and correctly use appropriate controls when

operating an aerobridge
• implement safety procedures and relevant regulations
• communicate effectively with others when operating an

aerobridge
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve problems associated with the operation of an

aerobridge
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to operate an aerobridge, and/or

• operate an aerobridge in an appropriate range of
operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• carrying out required pre-operational checks on

aerobridge
• pre-positioning an aerobridge in preparation for the

arrival of an aircraft
• docking an aerobridge with an aircraft
• retracting an aerobridge from an aircraft
• carrying out required safety procedures when

operating an aerobridge
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of an aerobridge

• Action is taken promptly to report and/or rectify incidents
and problems identified when operating an aerobridge in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
the aerobridge or the aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved simulator or in appropriate simulated
customer service conditions, and/or

• during an appropriate flight
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TDAW303A Operate aircraft embarkation and
disembarkation equipment

Unit Descriptor This unit involves the skills and knowledge required to operate aircraft
embarkation/ disembarkation equipment, including pre- and
post-operational checks of the equipment, pre-positioning the
equipment prior to the arrival of the aircraft, positioning the equipment
against the aircraft on arrival, and retracting the equipment prior to
departure. Types of embarkation/disembarkation equipment may vary
from airport to airport and may include both manually-operated and
motorised equipment. The generic performance criteria provided in this
unit may therefore need to be adapted, as required, to accommodate
the operating procedures recommended by the manufacturers of the
embarkation/disembarkation equipment concerned.

(Persons applying competence in this unit to ground crew operations at
a commercial airport will need to comply with the relevant license and
regulatory requirements)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Conduct pre-operational
checks

1.1 Pre-operational checks of the embarkation/disembarkation
equipment are conducted in accordance with workplace
procedures and manufacturer's instructions

1.2 Fluid levels are topped up where required in accordance
with workplace procedures

1.3 Faults and malfunctions are identified and appropriate
action is taken to rectify and/or report the fault/malfunction
in accordance with workplace procedures and regulatory
requirements

2. Operate embarkation/
disembarkation equipment

2.1 Embarkation/disembarkation equipment is pre-positioned
to the assigned location in preparation for the arrival of the
aircraft in accordance with workplace procedures, local
instructions and relevant regulatory requirements

2.2 Embarkation/disembarkation equipment is manoeuvred to
aircraft and positioned against the fuselage in preparation
for passenger embarkation/disembarkation in accordance
with workplace procedures, local instructions and relevant
regulatory requirements

2.3 Embarkation/disembarkation equipment is operated in
accordance with workplace procedures, OHS regulations
and manufacturer's instructions

2.4 Hazards associated with the operation of the
embarkation/disembarkation equipment are recognised
and appropriate precautions are taken in accordance with
OHS regulations and workplace hazard management
strategies
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3. Retract and store
embarkation/
disembarkation equipment

3.1 At the completion of passenger
embarkation/disembarkation activities, equipment is
withdrawn from aircraft and manoeuvred to assigned
storage bay/area in accordance with workplace
procedures

3.2 Post-operational checks of embarkation/disembarkation
equipment are conducted in accordance with workplace
procedures and manufacturer's instructions

3.3 Any faults and malfunctions are identified and appropriate
action is taken to rectify and/or report the fault/malfunction
in accordance with workplace procedures and regulatory
requirements

3.4 Where applicable, embarkation/disembarkation equipment
is refuelled and fluid levels topped up in accordance with
workplace procedures, relevant regulatory requirements
and manufacturer's instructions

3.5 Equipment log or other required documentation is
completed in accordance with workplace procedures, local
instructions and regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant licensing and regulatory
requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and applicable licensing and regulatory requirements to
the operation and positioning of manually-operated and
motorised embarkation/disembarkation equipment across
a variety of operational contexts within the Australian
aviation industry
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Worksite environment • Operation of the embarkation/disembarkation equipment
may be carried out:
• in any allowable operating and weather conditions
• in accordance with local instructions and regulatory

and operational requirements
• Performance may be demonstrated:

• in an appropriately simulated
embarkation/disembarkation equipment workplace
situation, and/or

• on operational embarkation/disembarkation equipment
at an airport

• Embarkation/disembarkation equipment may include:
• manually operated mobile stairs
• motorised mobile stairs
• other types of embarkation/disembarkation equipment

• Hazards that may exist when operation of in-hold aircraft
baggage systems may include but are not restricted to:
• other vehicles in the vicinity of the aircraft
• personnel in the vicinity of the aircraft
• jet blast
• noise
• dust

• Personal protective equipment may include but is not
restricted to:
• hearing protection
• safety gloves
• safety footwear
• protective clothing

• Pre- and post-operational checks may include:
• fluid levels (where applicable)
• battery charge (where applicable)
• fuel level (where applicable)
• visual inspection for faults or defects

• Persons consulted during embarkation/disembarkation
equipment operation may include:
• other members of the baggage handling and ramp

teams
• aircrew
• load controllers
• supervisors, team leaders and managers
• check-in staff
• ground support staff
• technical staff

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures (SOPs)
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Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders and licensing requirements relevant to
the operation of embarkation/disembarkation
equipment

• OHS regulations
• workplace procedures and instructions and job

specification
• embarkation/disembarkation equipment operational

checklists
• pre- and post-operational checklists
• equipment log/operational record
• emergency procedures
• flight schedules
• manufacturer's specifications and instructions for the

embarkation/disembarkation equipment being operated
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• license requirements of the relevant licensing authority

(where applicable)
• relevant OHS legislation
• environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• carry out required pre- and post-operational checks on

embarkation/disembarkation equipment
• pre-position embarkation/disembarkation equipment in

preparation for the arrival of an aircraft
• safely position embarkation/disembarkation equipment

against an aircraft
• retract embarkation/disembarkation equipment from an

aircraft
• follow instructions from aircraft crew and ground

support staff
• carry out required safety procedures when operating

an embarkation/disembarkation equipment
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of operation of embarkation/disembarkation

equipment
• features and differences in operating requirements for

various types of embarkation/disembarkation
equipment in operation at Australian airports

• workplace procedures for operating
embarkation/disembarkation equipment

• layout of airport and location of aircraft gates
• relevant local instructions pertaining to the operation of

embarkation/disembarkation equipment
• manufacturer's instructions for checking and operating

embarkation/disembarkation equipment
• risks that exist when operating

embarkation/disembarkation equipment and related
risk control procedures and precautions

• problems that may occur when operating
embarkation/disembarkation equipment and
appropriate action that should be taken in each case

• Ability to:
• apply the above knowledge when operating

embarkation/disembarkation equipment
• read and interpret instructions, procedures and

information relevant to the operation of
embarkation/disembarkation equipment

• select and correctly use appropriate controls when
operating embarkation/disembarkation equipment

• implement safety procedures and relevant regulations
• communicate effectively with others when operating

embarkation/disembarkation equipment
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve problems associated with the operation of

embarkation/ disembarkation equipment
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to operate embarkation/disembarkation
equipment , and/or

• operate embarkation/disembarkation equipment in an
appropriate range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• carrying out required pre-and post-operational checks

on embarkation/disembarkation equipment
• pre-positioning embarkation/disembarkation equipment

in preparation for the arrival of an aircraft
• positioning embarkation/disembarkation equipment

against an aircraft
• retracting embarkation/disembarkation equipment from

an aircraft
• following instructions from aircraft crew and ground

support staff
• carrying out required safety procedures when

operating embarkation/disembarkation equipment
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders and licensing requirements
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of embarkation/disembarkation equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when operating
embarkation/disembarkation equipment in accordance
with relevant regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
the embarkation/ disembarkation equipment or the aircraft
and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant
licensing/regulatory authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated workplace conditions, and/or
• during appropriate ramp equipment operations at an

airport
• Competency should be assessed under operating

conditions, except where observation is unsafe,
insufficient or impractical. In these cases, approved
simulated workplace conditions may be used
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TDAW403A Operate ramp equipment
Unit Descriptor This unit involves the skills and knowledge required to operate ramp

equipment at a commercial airport, including conducting pre- and
post-operational checks, positioning and adjusting the equipment
against the aircraft and safely operating the equipment to assist the
ramp team to load/unload baggage. Types of ramp equipment may vary
from airport to airport and generic performance criteria provided in this
unit may therefore need to be adapted, as required, to accommodate
the operating procedures recommended by the manufacturers of the
ramp equipment concerned.

(Persons applying competence in this unit to ground crew operations at
a commercial airport will need to comply with the relevant licensing and
regulatory requirements)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Conduct pre-operational
checks

1.1 Pre-operational checks of ramp equipment are conducted
in accordance with workplace procedures and
manufacturer's instructions

1.2 Fluid levels are topped up where required in accordance
with workplace procedures

1.3 Faults and malfunctions are identified and appropriate
action is taken to rectify and/or report the fault/malfunction
in accordance with workplace procedures and regulatory
requirements

2. Operate ramp equipment
as part of baggage
loading/ unloading
operations

2.1 Ramp equipment is manoeuvred to aircraft and positioned
in preparation for baggage loading/unloading operations in
accordance with workplace procedures, local instructions
and relevant regulatory requirements

2.2 Height of ramp equipment is adjusted to align with
baggage hold doorway and baggage carts in accordance
with workplace procedures and manufacturer's
instructions

2.3 Ramp equipment is operated in accordance with
workplace procedures, OHS regulations and
manufacturer's instructions

2.4 Hazards associated with the operation of the ramp
equipment are recognised and appropriate precautions
are taken in accordance with OHS regulations and
workplace hazard management strategies

2.5 Correct manual handling techniques are applied when
handling baggage as part of ramp operation activities in
accordance with OHS regulations and workplace
procedures

2.6 Loading/unloading of baggage is completed in
collaboration with other members of the ramp team in
accordance with team leader's/ supervisor's directions,
loading/trim sheets, workplace procedures and regulatory
requirements
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3. Retract and store ramp
equipment

3.1 At the completion of ramp activities, equipment is
retracted and manoeuvred to storage bay/area in
accordance with workplace procedures

3.2 Any faults and malfunctions are identified and appropriate
action is taken to rectify and/or report the fault/malfunction
in accordance with workplace procedures and regulatory
requirements

3.3 Post-operational checks of ramp equipment are conducted
in accordance with workplace procedures and
manufacturer's instructions

3.4 Where applicable, ramp equipment is refuelled and fluid
levels topped up in accordance with workplace
procedures, relevant regulatory requirements and
manufacturer's instructions

3.5 Equipment log or other required documentation is
completed in accordance with workplace procedures, local
instructions and regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 3

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 3

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant regulatory requirements of
the Civil Aviation Authority and other relevant regulatory
authorities

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and safety regulations to the operation of ramp equipment
at relevant commercial airports across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Ramp operations may be carried out:
• in any allowable operating and weather conditions
• in accordance with regulatory and operational

requirements
• Performance may be demonstrated:

• in appropriately simulated ramp equipment situations
and/or

• on operational ramp equipment at an airport
• Types of ramp equipment may include:

• belt loader
• up-down pallet loader
• baggage carts

• Hazards that may exist when operation of in-hold aircraft
baggage systems may include but are not restricted to:
• other vehicles in the vicinity of the aircraft
• personnel in the vicinity of the aircraft
• jet blast
• noise
• dust

• Personal protective equipment may include but is not
restricted to:
• hearing protection
• safety gloves
• safety footwear
• protective clothing

• Pre-operational checks may include:
• fluid levels (where applicable)
• battery charge level (where applicable)
• fuel level where applicable
• visual inspection for faults or defects

• Persons consulted during ramp equipment operations
may include:
• other members of the baggage handling and ramp

teams
• aircrew
• load controllers
• supervisors, team leaders and managers
• ground support staff
• technical staff

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures (SOPs)
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Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders and license requirements pertaining to
ramp equipment operation

• OHS regulations
• workplace procedures and instructions and job

specification
• ramp equipment operational checklists
• emergency procedures
• flight schedules
• pre- and post-operational checklists
• equipment logs/records
• manufacturer's specifications and instructions for the

ramp equipment being operated
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• license requirements of the relevant licensing authority
• local instructions
• relevant OHS legislation
• environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• carry out required pre-operational checks on ramp

equipment
• pre-position ramp equipment in preparation for the

arrival of an aircraft
• adjust height of ramp equipment
• position ramp equipment against an aircraft
• operate ramp equipment as part of baggage

loading/unloading operations
• retract ramp equipment from an aircraft and store as

required
• follow instructions from aircraft crew and ground

support staff
• carry out required safety procedures when operating

ramp equipment
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of ramp equipment operation
• features and differences in operating characteristics for

various types of ramp equipment in operation at
Australian airports

• workplace procedures for operating ramp equipment
• layout of airport and location of aircraft gates
• relevant local instructions pertaining to ramp

equipment operation
• manufacturer's instructions for checking and operating

ramp equipment
• risks that exist when operating ramp equipment and

related risk control procedures and precautions
• problems that may occur when operating ramp

equipment and appropriate action that should be taken
in each case

• Ability to:
• apply the above knowledge when operating ramp

equipment
• read and interpret instructions, procedures and

information relevant to the operation of ramp
equipment

• select and correctly use appropriate controls when
operating ramp equipment

• implement safety procedures and relevant regulations
• communicate effectively with others when operating

ramp equipment
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve problems associated with the operation of ramp

equipment
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to operate ramp equipment, and/or

• operate ramp equipment in an appropriate range of
operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• carrying out required pre-operational checks on ramp

equipment
• pre-positioning ramp equipment in preparation for the

arrival of an aircraft
• adjusting height of ramp equipment
• positioning ramp equipment against an aircraft
• operating ramp equipment as part of baggage

loading/unloading operations
• retracting ramp equipment from an aircraft and storing

it as required
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of ramp equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when operating ramp equipment
in accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
the ramp equipment or the aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant
licensing/regulatory authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated workplace conditions, and/or
• during appropriate ramp equipment operations at an

airport
• Competency should be assessed under operating

conditions, except where observation is unsafe,
insufficient or impractical. In these cases, approved
simulated workplace conditions may be used
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TDAW503A Operate aircraft push-out tug
Unit Descriptor This unit involves the skills and knowledge required to operate an

aircraft push-out tug at a commercial airport, including conducting pre-
and post-operational checks, positioning the tug and coupling it to the
aircraft and safely operating the tug to assist the manouevring of the
aircraft. Types of aircraft push-out tug and related terminology may vary
from airport to airport and generic performance criteria provided in this
unit may therefore need to be adapted, as required, to accommodate
the operating procedures recommended by the manufacturers of the
aircraft push-out tug concerned.

(Persons applying competence in this unit to ground crew operations at
a commercial airport will need to comply with the relevant licensing and
regulatory requirements)

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Conduct pre-operational
checks on the tug

1.1 Pre-operational checks of the tug are conducted in
accordance with workplace procedures and
manufacturer's instructions

1.2 Fluid levels are topped up where required in accordance
with workplace procedures

1.3 Faults and malfunctions are identified and appropriate
action is taken to rectify and/or report the fault/malfunction
in accordance with workplace procedures and regulatory
requirements

2. Operate tug 2.1 Tug is manoeuvred to aircraft and positioned in
preparation for aircraft ground manoeuvres and/or
push-out operations in accordance with workplace
procedures, local instructions and relevant regulatory
requirements

2.2 Tug is coupled to the aircraft in accordance with
workplace procedures and regulatory requirements

2.3 Tug is operated in accordance with workplace procedures,
OHS regulations and manufacturer's instructions

2.4 Hazards associated with the operation of the tug are
recognised and appropriate precautions are taken in
accordance with OHS regulations and workplace hazard
management strategies

2.5 Aircraft ground manouevres and/or push-out of aircraft are
conducted in accordance with directions of the ground
engineer and aircrew in accordance with workplace
procedures, local instructions and regulatory requirements

2.6 At completion of required operations, tug is uncoupled
from aircraft in accordance workplace procedures and
regulatory requirements

2.7 Instructions for the next operation are obtained and the
tug is driven to the next scheduled location in accordance
with workplace procedures, local instructions and
regulatory requirements
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3. Shut down and store tug 3.1 At the completion of all scheduled activities, tug is
manoeuvred to and parked in storage bay/area in
accordance with workplace procedures

3.2 Any faults and malfunctions are identified and appropriate
action is taken to rectify and/or report the fault/malfunction
in accordance with workplace procedures and regulatory
requirements

3.3 Post-operational checks of tug are conducted in
accordance with workplace procedures and
manufacturer's instructions

3.4 Where applicable, tug is refuelled and fluid levels topped
up in accordance with workplace procedures, relevant
regulatory requirements and manufacturer's instructions

3.5 Equipment log or other required documentation is
completed in accordance with workplace procedures, local
instructions and regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 3

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 3

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant regulatory requirements of
the Civil Aviation Authority and other relevant regulatory
authorities

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and safety regulations to the operation of aircraft push-out
tugs at relevant commercial airports across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Aircraft push-out operations may be carried out:
• in any allowable operating and weather conditions
• in accordance with regulatory and operational

requirements
• Performance may be demonstrated in:

• appropriately simulated push-out operations
• actual push-out operations at an airport

• Types of aircraft push-out tug may include:
• diesel engine tugs
• electric battery-operated tugs

• Dependent of the type of organisation concerned and the
local terminology used, aircraft push-out tugs may be
referred to by a variety of terms, including but not
restricted to:
• aircraft push-back tug
• tow tug (aircraft)
• aircraft tow motor
• aircraft tow tractor
• tow motor (aircraft)

• Aircraft towing manouevres may include but are not
restricted to:
• the push-out of an aircraft from a gate
• transport of an aircraft to/from a hanger
• movement of an aircraft around an airport
• movement of a defective aircraft

• Hazards that may exist when operating an aircraft
push-out tug may include but are not restricted to:
• other vehicles in the vicinity of the aircraft
• personnel in the vicinity of the aircraft
• jet blast
• noise
• dust

• Personal protective equipment may include but is not
restricted to:
• hearing protection
• safety gloves
• safety footwear
• protective clothing

• Pre-operational checks may include:
• fluid levels (where applicable)
• battery charge (where applicable)
• fuel level where applicable
• visual inspection for faults or defects

• Persons consulted during tug operations may include:
• other members of the baggage handling and ramp

teams
• aircrew
• aircraft schedulers
• supervisors, team leaders and managers
• ground support staff
• technical staff

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may be
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referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures (SOPs)

Sources of information/
documents

• Information/documents may include:
• license requirements of relevant regulatory authorities
• local instructions relevant to aircraft tug operations
• OHS and environmental protection regulations
• workplace procedures and instructions and job

specification
• tug operational checklists
• pre- and post-operation checklists
• tug logs/records
• emergency procedures
• flight schedules and gate allocations
• manufacturer's specifications and instructions for the

tug being operated
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant license requirements of the pertinent licensing

authority
• local instructions
• relevant OHS legislation
• relevant environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• conduct pre-operational checks on a tug
• operate tug to complete workplace tasks
• shut down, park and store tug
• maintain compliance with relevant local instructions,

OHS and other license and regulatory requirements
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of tug operation
• features and differences in operating characteristics for

various types of aircraft push-out tugs in operation at
Australian airports

• workplace procedures for operating an aircraft
push-out tug

• layout of airport and location of aircraft gates
• relevant local instructions pertaining to tug operation
• manufacturer's instructions for checking and operating

the tug concerned
• risks that exist when operating a tug and related risk

control procedures and precautions
• problems that may occur when operating a tug and

appropriate action that should be taken in each case
• Ability to:

• apply the above knowledge when operating a tug
• read and interpret instructions, procedures and

information relevant to the operation of a tug
• select and correctly use appropriate controls when

operating a tug
• implement OHS procedures and relevant regulations
• communicate effectively with others when operating a

tug
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve problems associated with the operation of a tug
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to operate an aircraft push-out tug, and/or

• operate an aircraft push-out tug in an appropriate
range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• conducting pre-operational checks on a tug
• operating tug to complete workplace tasks
• shutting down and store tug
• maintaining compliance with local instructions, OHS

and other license and regulatory requirements
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of a tug

• Action is taken promptly to report and/or rectify incidents
and problems identified when operating an aircraft
push-out tug in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
the tug or the aircraft and its equipment

• Recognises and adapts appropriately to cultural language
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant
licensing/regulatory authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated workplace conditions, and/or
• during appropriate tug operations at an airport

• Competency should be assessed under operating
conditions, except where observation is unsafe,
insufficient or impractical. In these cases, approved
simulated workplace conditions may be used
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TDAW603A Refuel aircraft
Unit Descriptor This unit involves the skills and knowledge required to refuel an aircraft

in accordance with workplace procedures and regulatory requirements,
including conducting required pre-operational checks on
fueller/dispenser vehicle and equipment, loading the fueller, correctly
positioning the fueller/dispenser vehicle and carrying out the required
refuelling operations. It also includes the skills and knowledge to
complete all post-refuelling operations and required refuelling
documentation.

(Persons applying competence in this unit to refuelling operations at a
commercial airport will need to comply with the relevant regulatory
requirements of the Civil Aviation Safety Authority and the IATA
Guidelines for Aviation Fuel Quality Control and Operating Procedures
for Joint Inter Plane Fuelling Services (JIG Guidelines))

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Conduct pre-operational
checks on
fueller/dispenser vehicle
and equipment

1.1 Pre-operational checks of fueller/dispenser vehicle and
auxiliary equipment are conducted in accordance with
workplace procedures

1.2 Problems and/or defects identified during pre-operational
checks are reported/rectified in accordance with
workplace procedures

1.3 Outcomes of pre-operational checks are recorded in
accordance with workplace procedures and regulatory
requirements

2. Load fueller 2.1 Vehicle is positioned at the loading bay and all
pre-cautionary and reporting requirements are carried out
in accordance with workplace procedures

2.2 Vehicle is grounded and the loading bay bonding lead is
connected to the fueller in accordance with workplace
procedures and regulatory requirements

2.3 Fueller is dipped and ullage determined
2.4 Loading operations and quality control checks are

completed in accordance with operational instructions,
workplace procedures and regulatory requirements
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3. Position fueller/dispenser
vehicle

3.1 Fueller/dispenser vehicle is started and driven to aircraft in
accordance with workplace procedures, regulatory
requirements and local instructions

3.2 The aircraft is approached only after checks are made to
confirm that aircraft engines have stopped and aircraft
wheel chocks are in place

3.3 Vehicle is positioned and parked either underwing or
standoff depending on aircraft type in accordance with
workplace procedures, regulatory requirements and local
instructions

3.4 Appropriate precautions are taken to avoid risk of collision
with aircraft control surfaces and engines

3.5 Parking position of fueller/dispenser vehicle provides
easiest route for evacuation in the event of an emergency

4. Carry out refuelling
operations

4.1 Vehicle is grounded and the bonding lead is connected to
the aircraft in accordance with workplace procedures and
regulatory requirements

4.2 In the case of pressure fuellers, auxiliary equipment is
positioned and hose is connected in accordance with
workplace procedures, regulatory requirements and local
instructions

4.3 Care is taken that dust caps are not placed inside wing
panels

4.4 In the case of hydrant dispensers, delivery hoses and
couplings are connected to the aircraft and intake hose is
connected to the inlet coupler in accordance with
workplace procedures, regulatory requirements and local
instructions

4.5 Aircraft is fuelled in accordance with the workplace fuelling
checklist and procedures, airline instructions and
regulatory requirements/local instructions

5. Complete post-refuelling
operations

5.1 Fuelling completion operations are conducted in
accordance with workplace procedures, regulatory
requirements and local instructions

5.2 Fuel sample is taken from the filter sump/inlet and visual
check is made prior to aircraft departure in accordance
with workplace procedures, regulatory requirements and
local instructions

5.3 Hoses, couplings and auxiliary equipment are
disconnected and stowed in accordance with workplace
procedures

5.4 In the case of hydrant dispensers, lanyard is disconnected
and pit valve dust cover and hydrant pit lid are replaced in
accordance with workplace procedures, regulatory
requirements and local instructions

5.5 Reel hoses are rewound
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6. Complete documentation 6.1 In case of hard copy documentation, all required
paperwork is completed and the airline representative's
signature is obtained in accordance with workplace
procedures

6.2 In case of computerised systems, touch PC functions are
completed, the airline representative's signature is
obtained and fuel delivery docket is printed in accordance
with workplace procedures

6.3 Fueller/dispenser vehicle is driven either to the depot or to
the next aircraft in accordance with workplace procedures,
regulatory requirements and local instructions

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 3

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and relevant regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and regulatory requirements to the refuelling of aircraft
across a variety of operational contexts within the
Australian aviation industry

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAW603A Refuel aircraft

Volume 4 of 4, Unit 10 of 37 Page 84 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Worksite environment • Refuelling operations may be carried out:
• for any aircraft types
• at major or minor airports
• in any allowable operating and weather conditions
• in accordance with regulatory and operational

requirements
• Performance may be demonstrated:

• in an approved simulated refuelling situation
• during refuelling operations at an airport

• Pre-operational checks may include:
• serviceability of ladder or portable steps (cracks or

damage the would render them unsafe)
• fire extinguishers (correctly stowed and fully charged)
• personal protection equipment (PPE)
• sampling equipment and water detection capsules
• visual inspection for leaks, defects and obstructions
• sufficient fuel in fueller for planned refueling job (fueller

must be manually dipped prior to shift and measured
volume recorded and reported)

• radio check with base
• required documentation (printer paper, log sheet forms,

etc.)
• air-pressure after start up prior to moving
• check that brake interlock over ride switch seal is intact
• auxiliary equipment is functional
• brake test (after moving but before leaving depot)

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• hearing protection
• safety glasses
• mask or respirator
• safety vest
• high visibility clothing
• approved uniform

• Persons consulted during refuelling operations may
include:
• aircrew
• airline engineers or representatives
• other refuelling staff
• supervisors and managers
• ground support staff
• technical staff

• Hazards may include:
• hot engines, static electricity, sparks and other forms of

ignition
• contamination of, or from, materials being handled
• spill, leakages, ruptures
• fuel vapours
• other vehicles on tarmac
• jet blast
• rotating propellers
• hazardous or dangerous materials

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAW603A Refuel aircraft

Volume 4 of 4, Unit 10 of 37 Page 85 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



• noise
• dust
• other additives (e.g. water, methanol, icing inhibitors)

• Hazard management is consistent with the principle of
hierarchy of control with elimination, substitution, isolation
and engineering control measures being selected before
safe working practices and personal protective equipment

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders relevant to refuelling operations
• IATA Guidelines for Aviation Fuel Quality Control and

Operating Procedures for Joint Inter Plane Fuelling
Services (JIG Guidelines)

• OHS and environmental protection regulations
• workplace procedures and instructions and job

specification
• airport airside drivers handbook
• loading and fuelling operational checklists
• emergency procedures
• flight schedules
• manufacturer's specifications and instructions for the

fueller/dispenser vehicle and auxiliary equipment
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• IATA Guidelines for Aviation Fuel Quality Control and

Operating Procedures for Joint Inter Plane Fuelling
Services (JIG Guidelines)

• Australian Dangerous Goods Code (ADG Code)
• relevant OHS legislation
• environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• conduct pre-operational checks on fueller/dispenser

vehicle and equipment
• load a fueller
• position a fueller/dispenser vehicle at an aircraft
• carry out refuelling operations
• complete post-refuelling operations
• complete documentation
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders and other regulations pertaining to
the refuelling of aircraft

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles and processes of aircraft refuelling
• differences in refuelling procedures for various types of

aircraft
• workplace procedures for loading a fueller and

refuelling aircraft
• manufacturer's instructions for fueller vehicle and

auxiliary equipment
• risks that exist when refuelling an aircraft and related

risk control procedures and precautions
• problems that may occur when refuelling an aircraft

and appropriate action that should be taken in each
case

• Ability to:
• apply the above knowledge when refuelling an aircraft
• read and interpret instructions, regulations, procedures

and other information relevant to the refuelling of an
aircraft

• complete documentary requirements (fuelling log,
dockets, etc.)

• select and correctly use appropriate equipment and
controls when refuelling an aircraft

• implement all safety precautions and procedures and
relevant regulatory requirements

• communicate effectively with others when refuelling an
aircraft

• modify activities dependent on differing workplace
contingencies, situations and environments

• solve problems associated with the refuelling of an
aircraft

• monitor and anticipate operational problems and
hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to refuel an aircraft, and/or

• refuel an aircraft in an appropriate range of operational
workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• conducting pre-operational checks on fueller/dispenser

vehicle and equipment
• loading a fueller
• positioning fueller/dispenser vehicle
• carrying out refuelling operations
• completing post-refuelling operations
• completing documentation

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• IATA Guidelines for Aviation Fuel Quality Control and

Operating Procedures for Joint Inter Plane Fuelling
Services (JIG Guidelines)

• OHS and environmental protection policies and
procedures

• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of a fueller/dispenser vehicle and its auxiliary
equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when refuelling an aircraft in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
the fueller or the aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in

appropriately simulated refuelling situations, and/or
• during refuelling operations at an airport
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TDAW803A Conduct baggage handling operations
Unit Descriptor This unit involves the skills and knowledge required to conduct

baggage handling operations in accordance with OHS and other
regulatory requirements, including handlind the baggage using correct
manual handling techniques, and identifying unusual or abnormal
baggage and taking appropriate action to deal with it and/or report it in
accordance with workplace procedures and relevant regulatory
requirements.

Unit Sector Carrying Out Operations on Equipment and Systems

ELEMENT PERFORMANCE CRITERIA

1. Handle baggage 1.1 Baggage handling is conducted in accordance with
operational priorities and requirements and directions from
supervisor/team leader

1.2 Correct manual handling principles and techniques are
applied at all times when handling various types, weight
and shape of baggage

1.3 Baggage tags are checked to identify if bag is marked
heavy or fragile

1.4 Baggage is lifted and manoeuvred in accordance with
OHS and workplace procedures relevant to the tag
indications on the baggage

1.5 Baggage with unusual shape or perceived hazard is
identified and appropriate assistance sought from other
team members to lift and move the baggage concerned

1.6 Baggage is stacked on or in the cart/ belt/container in
accordance with OHS and other relevant regulatory
requirements and workplace procedures

1.7 Late baggage is collected, handled and delivered to
aircraft in accordance with workplace procedures
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2. Deal with abnormal
baggage handling
situations

2.1 Baggage identified as heavy, fragile or having other
unusual characteristics is handled in accordance with the
workplace procedures and regulatory requirements
specified for the type of baggage concerned

2.2 Baggage with an unintelligible or missing tag is identified
and processed/reported in accordance with the
procedures for the baggage handling system concerned

2.3 Baggage which have been damaged is identified and
reported/processed in accordance with workplace
procedures

2.4 Baggage found to be leaking suspicious or potentially
dangerous substances is isolated and reported in
accordance with workplace procedures and regulatory
requirements

2.5 Baggage suspected of being a security risk is immediately
isolated/reported in accordance with workplace
procedures and regulatory requirements

2.6 Problems that may occur during baggage handling
operations are identified and appropriate action is taken to
rectify and/or report the problem in accordance with the
workplace procedures and regulatory requirements

2.7 Safety hazards in the baggage handling work area are
identified and appropriate action is taken to
minimise/eliminate the risk in accordance with OHS
procedures and workplace hazard control strategies

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures and the relevant OHS and other relevant
regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the application of operational procedures
and OHS and other relevant regulations during baggage
handling operations at commercial airports across a
variety of operational contexts within the Australian
aviation industry
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Worksite environment • Baggage handling operations may be carried out:
• in any allowable operating and weather conditions
• at both major airports and regional airports
• within a fully manual process or in conjunction with

automated baggage handling/management equipment
• in relation to any aircraft types in service in Australia
• in accordance with enterprise and operational

requirements
• Performance may be demonstrated on:

• appropriately simulated baggage handling situations
• an operational baggage handling situation at an airport

• Persons consulted during baggage handling operations
may include:
• other members of the baggage handling team(s)
• supervisors and managers
• check-in staff
• aircrew
• technical staff

• Baggage may include:
• passengers' baggage
• containers/cans loaded with passengers'

baggage/freight
• freight

• Hazards that may exist when carrying out baggage
handling operations may include, but are not restricted to:
• use of incorrect lifting techniques for the baggage

concerned
• heavy baggage
• overweight baggage
• baggage of unusual shape or physical size
• incorrectly labelled baggage
• baggage containing illegal substances
• baggage found to be a security risk
• moving belts and automated baggage equipment
• moving airport vehicles and tugs in the vicinity of

baggage handling areas
• jet blast
• noise
• dust

• Required personal protective equipment may include, but
is not restricted to:
• hearing protection
• safety gloves
• safety footwear
• protective clothing

• Equipment involved in baggage handling operations may
include:
• baggage cart
• barrow
• baggage belts
• baggage containers or cans
• automated baggage handling systems

• Dependent of the type of organisation concerned and the
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local terminology used, workplace procedures may be
referred to as:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders relevant to baggage handling
operations

• OHS regulations
• workplace procedures and instructions and job

specification
• baggage handling checklists
• emergency procedures
• flight schedules
• local instructions
• manufacturer's specifications and instructions relevant

to baggage handling equipment
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to baggage handling
operations

• relevant Australian Civil Aviation Safety Regulations
and Civil Aviation Orders pertaining to baggage
handling operations

• Civil Aviation Act
• local instructions
• relevant OHS legislation
• environmental protection legislation
• relevant security regulations
• relevant Australian Standards
• industrial relations and workplace compensation

legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• carry out required baggage handling operations
• identify damaged or dangerous baggage and take

appropriate action
• use correct manual handling techniques in accordance

with OHS regulations
• use appropriate techniques to handle heavy or

awkwardly shaped baggage
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• the principles of safe and effective baggage handling
• features and differences in various types of baggage

handling equipment used at Australian airports
• workplace procedures for baggage handling operations
• manufacturer's instructions for relevant equipment

used during baggage handling operations
• risks that exist when carrying out baggage handling

operations and related risk control procedures and
precautions

• problems that may occur when carrying out baggage
handling operations and appropriate action that should
be taken in each case

• Ability to:
• apply the above knowledge when carrying out baggage

handling operations
• read and interpret instructions, procedures and

information relevant to baggage handling operations
• implement OHS procedures and relevant regulations
• communicate effectively with others when carrying out

baggage handling operations
• modify activities dependent on differing workplace

contingencies, situations and environments
• solve/report problems associated with baggage

handling operations
• monitor and anticipate operational problems and

hazards and take appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to carry out baggage handling operations ,
and/or

• carry out baggage handling operations in an
appropriate range of operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• carrying out required baggage handling operations
• identifying damaged or dangerous baggage and taking

appropriate action
• using correct manual handling techniques in

accordance with OHS regulations
• using appropriate techniques to handle heavy or

awkwardly shaped baggage
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• manufacturer's specifications relating to the operation
of relevant equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when carrying out baggage
handling operations in accordance with relevant
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
airport facilities or the aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated baggage handling situations, and/or
• during baggage handling operations at an airport
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TDAR103A Service customer airline contracts
Unit Descriptor This unit involves the skills and knowledge required to service customer

airline contracts in accordance with contract specifications and
standards, regulatory requirements and workplace procedures,
including interpreting customer contract requirements, coordinating the
provision of contracted services, handling problems and issues and
completing all required documentation.

(Persons applying competence in this unit to the provision of contracted
services to a customer airline will need to comply with any relevant
licensing and regulatory requirements)

Unit Sector Contract and Procurement

ELEMENT PERFORMANCE CRITERIA

1. Interpret customer airline
contract requirements

1.1 Details of customer airline contract services and
provisions are obtained and accurately interpreted

1.2 Appropriate action is taken to prepare for and organise the
provision of contracted services to the customer airline

1.3 Team work is used to maximise efficiency and
effectiveness

2. Coordinate the provision
of customer airline
contract services

2.1 Provision of customer airline contract services is
coordinated in accordance with contract specifications and
standards, precision timing schedules, regulatory
requirements and workplace procedures

2.2 Appropriate liaison is maintained with customer airline
representatives concerning pertinent issues of service
delivery in accordance with workplace procedures and
contract arrangements

2.3 Correct and safe use of required equipment and materials
is monitored in accordance with regulatory requirements
and workplace procedures

2.4 Appropriate action is taken to ensure that correct manual
handling techniques used are In accordance with OHS
requirements

2.5 Compliance with safety and security requirements is
monitored and implemented throughout the service period

2.6 Available opportunities are identified to enhance service
delivery and appropriate action is taken to suggest and/or
implement the identified opportunities in accordance with
workplace procedures

3. Handle problems and
issues

3.1 Problems and issues with customer airline contracts are
identified and processed/reported In accordance with
customer airline contract provisions

3.2 Identified problems and irregularities in service delivery
are resolved in consultation with customer airline
representatives in accordance with workplace procedures
and contract arrangements
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4. Complete documentation 4.1 Documentation concerning the servicing of customer
airline contracts is completed and processed in
accordance with workplace procedures, contract
specifications and relevant regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
procedures, contracted service specifications and
relevant regulatory requirements

• Work is performed under some supervision usually within
a team environment

• Work involves the interpretation and application of
operational procedures, contract requirements and
regulatory requirements when coordinating the provision
of contracted services to customer airlines across a
variety of operational contexts within the Australian
aviation industry
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Worksite environment • Contracted services may be provided:
• in relation to both international and/or domestic airline

operations
• in accordance with regulatory and contract

requirements
• in any allowable operating and weather conditions

• Performance may be demonstrated:
• in appropriately simulated situations and/or
• in actual contracted service provision at an airport

• Types of customer airline contract services may include:
• loading/unloading aircraft
• loading/unloading baggage
• cabin cleaning/fleet presentation

• Types of aircraft may Include:
• commercial passenger aircraft
• freighter aircraft
• commercial charter aircraft

• Problems and irregularities that may occur during the
provision of services to customer airlines may include:
• supply of materials
• aircraft mechanisms
• aircraft configurations

• Persons consulted during ramp equipment operations
may include:
• members of the contract support teams
• supervisors, team leaders and managers
• representatives of the customer airline contracting the

services
• technical staff

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures (SOPs)
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Sources of information/
documents

• Information/documents may include:
• sections of Civil Aviation Safety Regulations and Civil

Aviation Orders and other regulatory requirements
pertaining to the contracted services concerned

• relevant OHS and environmental regulations
• customer contract specifications, standards and

instructions
• workplace procedures and instructions and job

specification
• relevant operational checklists
• emergency procedures
• relevant equipment logs/records
• manufacturer's specifications and instructions for the

equipment/materials used when delivering contracted
services

• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• license requirements of the relevant licensing authority
• local instructions
• relevant OHS legislation
• environmental protection legislation
• relevant Australian Standards
• industrial relations and workplace compensation

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• interpret customer contract requirements
• coordinate the provision of contracted services to a

customer airline
• handle problems and issues that may arise in the

provision of contracted services
• complete required documentation related to the

provision of contracted services to a customer airline
• maintain compliance with relevant regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations, including manual handling procedures

• A knowledge of:
• different airline types and the variations in their

requirements
• customer contract specifications, standards and

instructions
• workplace procedures for contracted services involved
• relevant operating and safety procedures pertaining to

the safe handling and use of equipment/materials
• customer airline terminal layout and in operations area

and facilities
• safety and security requirements of the customer

airline
• risks that exist when providing the contracted services

and related risk control procedures and precautions
• problems and issues that may occur when providing of

contracted services to customer airlines and
appropriate action that should be taken in each case

• Ability to:
• apply the above knowledge when coordinating the

provision of contracted services to customer airlines
• read and interpret instructions, customer contract

specifications, workplace procedures and other
information relevant to the coordinating the provision of
contracted services to customer airlines

• monitor the implementation of safety procedures and
relevant regulations when using required equipment
and materials

• communicate effectively with others when coordinating
the provision of contracted services to customer
airlines

• modify activities dependent on differing workplace
contingencies, situations and environments

• solve problems associated with the provision of
contracted services

• monitor and anticipate operational problems and
hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to service customer airline contracts, and/or

• to service customer airline contracts in an appropriate
range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• interpreting customer contract requirements
• coordinating the provision of contracted services to a

customer airline
• handling problems and issues that may arise in the

provision of contracted services to a customer airline
• completing required documentation
• maintaining compliance with relevant regulatory

requirements
• Shows evidence of application of relevant workplace

procedures including:
• relevant regulatory requirements
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• workplace operational procedures and work

instructions (including security and housekeeping
procedures)

• customer contract specifications, standards and
instructions

• manufacturer's specifications relating to the relevant
equipment and materials

• Action is taken promptly to report and/or rectify incidents
and problems identified when providing contracted
services to a customer airline in accordance with relevant
regulations, contract requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff, passengers and
others

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAR103A Service customer airline contracts

Volume 4 of 4, Unit 1 of 37 Page 102 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Context for assessment • Assessment of competence must comply with the
assessment requirements of the relevant
licensing/regulatory authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in approved

simulated workplace conditions, and/or
• during actual contracted service provision at an

airport
• Competency should be assessed under operating

conditions, except where observation is unsafe,
insufficient or impractical. In these cases, approved
simulated workplace conditions may be used
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TDAY103A Control aeroplane on the ground
Unit Descriptor This unit involves the skills and knowledge required to control an

aeroplane on the ground including starting and stopping an aeroplane
engine, fulfilling all required safety requirements, performing pre-taxi
functions and manoeuvring the aeroplane on the ground without
incident. Required performance includes compliance with all relevant
regulatory requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Start and stop engine 1.1 Pre-start and after start checks are completed in
accordance with Flight manual/Pilot's Operating Handbook
(POH)

1.2 Engine is started and shut down in accordance with Flight
manual/POH

1.3 Emergencies are managed in accordance with Flight
manual/POH and regulatory requirements

1.4 Pre-and after shutdown checks are completed in
accordance with Flight manual/POH

1.5 Engine is operated within manufacturers limitations
1.6 Manual starting of aeroplane is carried out in compliance

with required safety procedures
1.7 Aeroplane is positioned with a view to safety and propeller

care when starting engine

2. Taxi aeroplane 2.1 Taxi clearance is obtained and aeroplane is taxied in
accordance with prevailing aerodrome conditions

2.2 Effects of prevailing conditions are anticipated and
appropriate allowance is made in accordance with
established aviation practice

2.3 Engine handling on the ground is in accordance with Flight
manual/POH and propeller care is exercised

2.4 Approved marshalling signals are utilised
2.5 Lookout is maintained using a systematic scan technique

at a rate determined by traffic density, visibility or terrain
2.6 Surface traffic conditions are recognised and

accommodated
2.7 Different aeroplane types are recognised
2.8 Adverse effect of propeller slipstream on other

aeroplanes, aerodrome facilities and personnel is avoided
2.9 Inspection of taxi path is carried out when surface

conditions are obscured
2.10 Compliance is maintained with right of way procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
control an aeroplane on the ground as part of commercial
aircraft activities across a variety of operational contexts
within the Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control brakes
• (if propeller-driven) a constant speed propeller
• a cruise speed of at least 120 kts TAS at cruise power
• a suitable means of simulating instrument flight

conditions
• Limitations may be imposed by local noise abatement

requirements and curfews
• Classes of airspace are those designated by the Civil

Aviation Safety Authority
• Runways may include:

• sealed
• gravel
• grass

• Engine start/stop procedures may include:
• ensuring that aeroplane is clear of obstructions,

buildings and aircraft
• completing pre-start checks in accordance with

approved checklist
• clearing the propeller
• priming the engine in accordance with Flight

manual/POH procedures
• starting the engine in accordance with approved

checklist for cold or hot start (as applicable)
• hand-starting the engine where applicable
• completing after start checks in accordance with

approved checklist
• operating the engine within prescribed limits
• managing a flooded carburettor or over primed fuel

injection
• managing an induction or engine fire in accordance

with approved checklist
• completing pre-shutdown checks in accordance with

approved checklist
• completing an ignition switch safety check
• stopping the engine in accordance with approved

checklist
• completing after shut-down checks in accordance with

approved checklist
• Taxiing procedures may include:

• obtaining clearance according to local air traffic
procedures

• complying with Air traffic control (ATC) instructions
• performing brake checks in accordance with approved

checklist
• performing flight instrument checks
• executing turns in confined spaces without incident
• holding nose wheel within 1.5 metres of centre line
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• yawing aeroplane nose to maintain forward visibility
(tail wheel aeroplane)

• maintaining a tail wheel aeroplane within the taxiway
limits when applicable

• using tail skid and ailerons to turn aeroplane when
applicable

• using slipstream effect on to assist turns when
applicable

• steering aeroplane using differential braking when
applicable

• using brakes and power to maintain taxi speed and
ensuring that they are not used in opposition

• compensating for wind direction and speed
• adjusting taxi speed to suit aeroplane type, surface

conditions, congestion, maintenance of control and to
avoid collision with obstacles or other aircraft

• anticipating and countering any effect of ground slope
• using ailerons to prevent wings from rising under

crosswind conditions
• using elevator to compensate for head or tail wind
• using up elevator at high power (tail wheel aeroplane)
• using minimum power to maintain taxi speed
• monitoring and reacting to engine instrument

indications
• using filtered air when available and required
• ensuring that ram air or carburettor heat are not used

in dusty conditions
• using carburettor heat to control icing
• avoiding potentially damaging objects
• minimum power is used to avoid propeller damage
• compliance is maintained with correct marshalling

signals
• recognizing and ignoring incorrect marshalling signals
• ensuring that aeroplane speed and distance from

obstacles is appropriate to avoid collision in the event
of brake failure

• managing any steering failure through the use of
speed, distance, brakes or reverse thrust

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Note1 :When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.
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Note2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the control of
aircraft on the ground including Day Visual Flight Rules
(Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• operations manuals
• local air traffic control instructions
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• control the aeroplane on the ground in accordance with

Flight manual/POH
• control emergencies associated with engine

management
• manoeuvre aeroplane on ground without incident
• perform various on-ground control functions

simultaneously as required
• maintain compliance with regulatory requirements and

local air traffic control instructions

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• relevant aircraft/equipment characteristics including:

• starter motor limitations
• fuel system including cause and effect of fuel

vaporisation
• aeroplane braking and steering systems

• on-ground control procedures including:
• pre-start checks
• clearing of propellers
• use of filtered air
• hot and cold engine start
• after start checks
• pre-shutdown checks
• actions in the event of brake or tyre failure
• engine fire management
• engine hand-start procedures where applicable

• aerodrome markings and light and marshalling signals
• relevant sections of the Flight manual/POH
• local air traffic control procedures

• Ability to:
• apply the above knowledge to the control of an

aeroplane on the ground
• read and interpret instructions, procedures and

information relevant the control of an aeroplane on the
ground

• select and use relevant equipment, including throttle,
steering and brakes

• use instruments to monitor aeroplane performance
• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the control of an

aeroplane on the ground
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to control an aeroplane on the ground,
and/or

• control an aeroplane on the ground in an appropriate
range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• controlling the aeroplane on the ground in accordance

with Flight manual/POH
• controlling emergencies associated with engine

management
• manoeuvring aeroplane on ground without incident
• performing various on-ground functions simultaneously

as required
• complying with regulatory requirements and local air

traffic control instructions
• interpreting and communicating operational information
• working effectively with others

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of aeroplane and its ancillary equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when controlling an aeroplane in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate operational situation

• Assessment should verify that control of the aeroplane or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, approved flight simulators
may be used

• Evidence should demonstrate the ability to apply required
underpinning knowledge and relevant legislation to the
control of an aeroplane on the ground
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TDAY1103A Control helicopter on the ground
Unit Descriptor This unit involves the skills and knowledge required to control an

helicopter on the ground, including starting and stopping an helicopter
engine, engaging the rotor and controlling the main rotor disc and
anti-torque system. Required performance includes compliance with all
relevant regulatory requirements and Day Visual Flight Rules (Day
VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of helicopter and flight
conditions prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Start and stop engine 1.1 Start/stop checklists are followed in accordance with
workplace procedures and regulatory requirements

1.2 Helicopter is positioned with a view to safety and rotor
clearance when starting engine

1.3 Engine is started/stopped in accordance with
manufacturer's instruction, workplace procedures,
regulatory requirements and flight manual/Pilot's
Operating Handbook (POH)

1.4 Pre-start and after-start checks are completed in
accordance with flight manual/POH

1.5 Emergencies are managed in accordance with flight
manual/POH, emergency procedures and regulatory
requirements

1.6 Pre-and after shutdown checks are completed in
accordance with approved checklist and flight
manual/POH

1.7 Engine is operated within manufacturer's limitations
1.8 Compliance is maintained with local and published noise

abatement requirements and curfews
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2. Engage and stop rotor 2.1 Rotor brake is used in accordance with flight manual/POH
procedures

2.2 Engine RPM is set within limits before rotor engagement
2.3 Wind conditions are assessed and appropriate allowance

is made in accordance with manufacturer's instructions
and workplace procedures

2.4 Rotor is engaged and stopped in accordance with
manufacturer's instructions, workplace procedures and
flight manual/POH

2.5 Engine RPM is maintained within limits during rotor
engagement in accordance with manufacturer's
instructions

2.6 Disc position is maintained within operating limits both as
RPM increases and during rotor stopping operations

2.7 Transmission, hydraulic system and engine indications are
monitored and appropriate responses are made if
necessary

3. Control main rotor disc
and anti-torque system

3.1 Collective and cyclic pitch controls are set to maintain
main rotor disc parallel to the landing surface at flat pitch
and at idle RPM

3.2 Anti-torque pedals are set to compensate for main rotor
torque

3.3 Rotor disc and RPM are controlled while performing any
other required tasks or actions

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
control a helicopter on the ground as part of commercial
aircraft activities across a variety of operational contexts
within the Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an helicopter with:
• fully functioning dual controls
• an electronic intercom system
• dual control wheel brakes (where brakes are fitted)

• Limitations may be imposed by local noise abatement
requirements and curfews

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Ground operations may be made at:
• a prepared or unprepared aerodrome
• an approved helicopter landing site (HLS)

• Operational hazards during helicopter ground operations
may include:
• variable surface conditions
• loose objects
• personnel
• animals
• birds
• propeller/tail rotor/rotor wash and jet blast

• Engine start/stop procedures may include:
• untying and clearing rotor blades
• setting rotor blade in start position clear of jet exhaust if

applicable
• clearing helicopter of obstructions, buildings and

aircraft
• completing pre-start checks in accordance with

approved checklist/flight manual/POH
• priming engine in accordance with flight manual/POH

procedures
• completing start sequence in accordance with flight

manual procedures
• maintaining compliance with pre-start wind limitations
• maintaining compliance with engine starter limitations
• starting a cold engine in accordance with approved

checklist
• starting a hot engine in accordance with approved

checklist
• controlling blade sailing by appropriate positioning of

helicopter and use of cyclic pitch
• maintaining compliance with limitations on maximum

engine temperature and minimum voltage
• completing after-start checks in accordance with

approved checklist
• operating engine within prescribed limits
• managing a flooded carburettor or over primed fuel

injection system
• managing an induction or engine fire in accordance

with approved checklist
• completing pre-shutdown checks in accordance with

approved checklist
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• stopping engine in accordance with approved checklist
• maintaining rotor disc within limits during rotor run

down
• managing blade sailing by appropriate position of

helicopter and use of cyclic pitch
• using the rotor brake in accordance with Flight manual

or Operations Manual procedures
• completing after shut-down checks in accordance with

approved checklist
• Procedures for engaging the rotor may include:

• using rotor brake in accordance with flight manual/POH
procedures

• setting engine RPM within limits before rotor
engagement

• allowing for the effect of wind
• engaging rotor in accordance with flight manual/POH

procedures
• maintaining engine RPM within limits during rotor

engagement
• maintaining disc position within operating limits as

RPM increases
• complying with RPM limitations
• monitoring transmission, hydraulic system and engine

indications and reacting as required
• Procedures for the control of the main rotor disc and

anti-torque system may include:
• setting the collective and cyclic pitch controls to

maintain rotor disc parallel to the landing surface at flat
pitch

• setting the throttle at idle RPM in accordance with flight
manual/POH

• setting the anti-torque pedals to the neutral position for
the helicopter

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Note 1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note: 2 Any competency units involving the control of aircraft;
include appropriate information on the control procedures to be
used
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the control of
aircraft on the ground including Day Visual Flight Rules
(Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• operations manuals
• local air traffic control instructions
• approved checklists
• workplace procedures and instructions and job

specification
• helicopter and equipment manufacturer's specifications

and instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• manage the operation of the helicopter in accordance

with flight manual/POH
• exercise rotor care and awareness
• manage control friction and locks
• maintain control of the engine and operate within

published limits
• control emergencies associated with engine and rotor

management
• maintain control of the helicopter and rotors on the

ground with engine running
• perform various helicopter control functions

simultaneously as required
• maintain compliance with regulatory requirements and

local air traffic control instructions

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• relevant helicopter/equipment characteristics including:

• aircraft operational limitations
• helicopter starter motor limitations
• fuel system including cause and effect of fuel

vaporisation
• rotor engagement system
• fitted fire fighting equipment and its applications
• effect of wind on engines and rotor blades
• dynamic roll over
• ground resonance
• helicopter braking and steering systems

• on-ground helicopter control procedures including:
• pre-start checks
• clearing of rotor blades
• rotor engagement
• use of filtered air
• hot and cold engine start
• after-start checks
• shutdown checks
• actions in the event of brake or tyre failure
• fire management

• aerodrome landing area markings and light and
marshalling signals

• relevant sections of the flight manual/POH
• local air traffic control procedures

• Ability to:
• apply the above knowledge to the control of a

helicopter on the ground
• read and interpret instructions, procedures and

information relevant the control of an helicopter on the
ground

• select and use relevant controls/equipment, including
throttle, rotor controls, anti-torque pedals and collective
and cyclic pitch controls

• use instruments to monitor helicopter performance
• apply civil aviation safety practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the control of an

helicopter on the ground
• monitor and anticipate operational problems and

hazards and take appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to control a helicopter on the ground, and/or

• control a helicopter on the ground in an appropriate
range of operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• managing the operation of the helicopter
• exercising rotor care and awareness
• managing control friction and locks
• maintaining control of the engine and operating it within

published limits
• controlling emergencies associated with engine and

rotor management
• maintaining control of the helicopter and rotors on the

ground with the engine running
• performing various helicopter control functions

simultaneously
• maintaining compliance with regulatory requirements

and local air traffic control instructions
• Shows evidence of application of relevant workplace

procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of helicopter and its ancillary equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when controlling a helicopter in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
helicopter and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate operational situation

• Assessment should confirm that control of the helicopter
or situation is maintained at all times and in such a
manner that the successful outcome of a procedure or
manoeuvre is not in doubt

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, approved flight simulators
may be used

• Evidence should demonstrate the ability to apply required
underpinning knowledge and relevant legislation to the
control of a helicopter on the ground
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TDAY1203A Control helicopter in hovering flight
Unit Descriptor This unit involves the skills and knowledge required to control a

helicopter in hovering flight, including lifting off, hovering a helicopter,
performing hovering checks, hovering a helicopter in cross and tail
winds, performing spot/pedal turns, conducting turns around nose and
tail, and performing sidewards and backwards flight. It also includes
landing from the hover, managing a mislanding and the aborting of a lift
off. Required performance includes compliance with all relevant air
traffic control requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of helicopter and flight
conditions prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Lift off, hover helicopter
and perform hover checks

1.1 Pre-take-off checks are performed in accordance with
workplace procedures, approved checklist and regulatory
requirements

1.2 Helicopter is established in hovering flight over a hover
point

1.3 Hover checks are performed in accordance with
workplace procedures, approved checklist and regulatory
requirements

1.4 Helicopter is maintained in flight and kept over a
nominated hover point at a nominated height and heading

1.5 Helicopter remains clear of the 'avoid' area of the
manufacturer's height-velocity diagram where possible

1.6 Coordinated corrective action used to counter the effects
of wind gusts. Lookout is maintained using a systematic
scan technique at a rate determined by traffic density,
visibility or terrain

1.7 Implications of unfavourable weather are assessed and
appropriate compensation made

1.8 Helicopter is maintained clear of obstructions
1.9 Adverse effect of rotor wash is avoided

2. Hover helicopter in cross
and tail winds

2.1 Helicopter is maintained in flight remaining over a
nominated hover point at a nominated height and heading
in cross and tail winds

2.2 Coordinated corrective action is used to control the effects
of wind gusts
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3. Perform spot/pedal turns 3.1 Helicopter is turned around the mast while maintaining a
constant height and specified rate of turn over the hover
point

3.2 Controlled corrective action is used to control the effects
of wind gusts.

3.3 Helicopter is maintained clear of obstructions/ground
3.4 Lookout is maintained using a systematic scan technique

at a rate determined by traffic density, visibility,
obstructions and terrain

4. Perform turns around
nose and tail

4.1 Helicopter is turned around a nominated point on or
forward of the nose or on or aft of the tail of the helicopter
while maintaining a constant height and specified rate of
movement around the point

4.2 Controlled corrective action is taken to counter the effects
of wind gusts

4.3 Helicopter is maintained clear of obstructions/ground
during turning manoeuvres

4.4 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility,
obstructions and terrain

5. Perform sidewards and
backwards flight

5.1 Helicopter is transitioned from static hover to sideways
and rearward flight in accordance with workplace
procedures, approved checklist and regulatory
requirements

5.2 Transition from static hover to sideways and rearward
flight is terminated over a nominated hover point

5.3 Lookout is maintained in direction of flight using a
systematic scan technique at a rate determined by traffic
density, visibility, obstructions and terrain

5.4 Helicopter is maintained clear of obstructions/ground
during sidewards and backwards flight manoeuvres

5.5 Rearward movement is only conducted after visually
checking behind helicopter and height is adjusted as
required

6. Land from the hover 6.1 Helicopter is lowered on to a nominated point from
hovering flight without longitudinal, lateral, yawing or
rolling movements and without harshness

6.2 Confirmation is made that the helicopter is securely on the
ground prior to lowering collective fully

6.3 After-landing checks are performed in accordance with
workplace procedures, approved checklist and regulatory
requirements

7. Manage a mislanding 7.1 Appropriate action is taken to identify when an adverse
landing situation has developed

7.2 A decision to achieve a stabilised is implemented
7.3 Situation is re-evaluated and the landing is continued if

appropriate
7.4 In situations where its is considered inappropriate to

continue the landing, the helicopter is lifted off and
re-positioned for landing
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8. Abort a lift off 8.1 Should circumstances require, a timely decision is made
to discontinue a vertical lift off

8.2 Helicopter is appropriately controlled to ensure that the
undercarriage is safely lowered onto the ground

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
control a helicopter in hovering flight as part of
commercial aircraft activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control wheel brakes (where brakes are fitted)

• Limitations may be imposed by local noise abatement
requirements and curfews

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Hovering procedures may be performed at:
• an aerodrome
• an approved helicopter landing site (HLS)

• Operational hazards during hovering manoeuvres may
include:
• variable surface conditions
• loose objects
• personnel
• animals
• birds
• propeller/tail rotor/rotor wash and jet blast

• Procedural steps for lifting off, hovering helicopter and
performing hover checks are:
• power required to hover is calculated using

performance charts
• pre take off checks are completed in accordance with

flight manual/POH
• collective pitch (power) is increased until helicopter is

light on the skids or wheels
• RPM is maintained within limits during hover

operations
• heading is controlled using anti-torque pedals
• position is maintained steady using cyclic pitch control
• collective pitch is further increased to lift helicopter off

the surface
• wind effect is allowed for by adjusting collective and

cyclic pitch and anti-torque pedals to maintain position
over hover point

• heading is controlled using anti-torque pedals
(specified heading + or - 5 degrees)

• helicopter is maintained over hover point using
controlled corrective action and visual references

• maintain forward or sideward movement within 0.5
metres of the hover point and no aft movement

• collective pitch (power) is adjusted to maintain
nominated hover height.

• remains clear of the manufacturer's height velocity
diagram when possible

• hovering height is maintained at + or - 25% of
nominated height below 10 ft (or + or - 5ft when above
10ft) with heading + or - 5 degrees

• hover checks are performed to ensure RPM, engine
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instruments/warning lights, centre of gravity are within
limits, power margin calculated and controls operating
normally

• coordinated corrective action used to counter the
effects of wind gusts

• engine and airframe limitations not exceeded
• helicopter is trimmed when applicable

• Procedural steps for hovering a helicopter in a cross or
tail wind are:
• cyclic pitch control is used to prevent sideways,

backwards or forward movement
• direction is maintained using anti-torque pedals (5)
• nominated height is maintained using collective pitch

control (power)
• RPM is maintained within limits during hover

operations
• avoids cross wind conditions that lead to loss of tail

rotor/anti-torque effectiveness
• coordinated corrective action is used to control the

effects of wind gusts
• helicopter is trimmed where applicable

• Procedural steps for performing spot/pedal turns are:
• hover point is nominated
• anti-torque pedal is applied in direction of desired turn
• constant rate of turn is maintained using anti-torque

pedals
• cyclic pitch is adjusted to maintain helicopter over the

hover point
• nominated height is maintained using collective pitch

control (power)
• turn is stopped on required heading using anti-torque

(+ or - 5 degrees)
• helicopter is maintained over pivot turn point (+ or - 0.5

metre)
• RPM is maintained within limits during the turn
• controlled corrective action is used to control the

effects of wind gusts
• helicopter is maintained clear of obstructions/ground
• lookout is maintained using a systematic scan

technique at a rate determined by traffic density,
visibility, obstructions and terrain

• Procedural steps for performing turns around nose and
tail are:
• turning point is nominated
• cyclic control is used to initiate rate of movement in the

specified direction
• desired ground track is maintained
• anti-torque pedal is applied to ensure the helicopter is

pointed at the nominated turning point (+ or - 5
degrees)

• nominated height is maintained using collective pitch
control (power) (+ or - 25% of nominated height below
10 ft or + or - 5ft when above 10ft)
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• RPM is maintained within limits during the turn
• controlled corrective action is used to maintain a

constant rate of turn
• turn is stopped on required heading using cyclic control

(5)
• controlled corrective action is taken to counter the

effects of wind gusts
• helicopter is maintained clear of obstructions/ground

• Procedural steps for performing sidewards and
backwards flight are:
• direction of travel is clear of obstructions
• cyclic pitch control is positioned in direction of desired

travel
• direction is maintained using anti-torque pedals
• height is maintained by adjusting collective pitch

(power) ( 25% of nominated height below 10 ft or 5ft
when above 10ft)

• RPM is maintained within limits
• rate of movement of helicopter is maintained at a safe

speed using cyclic control
• lookout is maintained in direction of travel
• sideways or rearwards movement is terminated at

desired hover point using cyclic control
• collective pitch (power) is adjusted to maintain altitude
• direction is maintained using anti-torque pedals
• helicopter is maintained clear of obstructions/ground

• Procedural steps for landing from the hover including are:
• touchdown point is nominated
• collective pitch (power) is reduced and a controlled rate

of descent is established
• heading is maintained using anti-torque pedals (5)
• helicopter is maintained over hover point using cyclic

pitch control
• touchdown is achieved without harshness, yaw, roll,

pitch, sideways, fore or aft movement
• ensure the helicopter is securely on the ground prior to

lowering collective fully
• collective pitch control (power) is set to flat pitch and

RPM is maintained in accordance with flight
manual/POH

• yaw is prevented during reduction of collective pitch
(power)

• after-landing checks are completed in accordance with
flight manual/POH/approved checklist

• Procedural steps for conducting a mislanding
• recognise that the landing standard cannot be

achieved
• decision to discontinue a landing back to the hover is

made
• collective pitch (power) is increased to re-establish a

stabilised hover
• cyclic to maintain rotor disc in hover attitude

• Procedural steps for discontinuing a lift off:
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• recognise that the take-off cannot be achieved
• decision to discontinue a take-off is made
• collective pitch (power) is decreased to establish the

helicopter securely on the ground
• Dependent of the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Note 1:When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled corrective
action is in progress as those tolerances are exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to controlling a
helicopter in hovering flight, including Day Visual Flight
Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA) or

equivalent
• take-off reference charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• helicopter and equipment manufacturer's specifications

and instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• maintain the helicopter over a hover point at a constant

height and heading in a variety of conditions
• compensate for the secondary effects of controls
• perform various functions simultaneously as required
• interpret windsock and natural wind velocity indications
• comply with air traffic instructions
• maintain awareness of the circuit traffic situation
• manage emergencies that may occur during hovering

manoeuvres

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• relevant helicopter/equipment characteristics including:

• aircraft operational limitations
• aerodrome and helicopter landing sSite markings
• light and marshalling signals
• helicopter braking and steering systems
• application of the height/velocity graph
• effects of rotor wash
• hazards and risks when controlling a helicopter in

hovering flight and precautions for controlling the
risks

• relevant sections of the flight manual/POH
• local air traffic control procedures

• Helicopter hovering procedures including:
• pre-take-off checks
• hover checks
• maintaining hovering flight in a range of operational

conditions
• turning a helicopter around the mast
• making a transition from static hover to sideways

and rearward flight
• landing the helicopter
• managing a mislanding

• Ability to:
• apply the above knowledge to the control of a

helicopter in hovering flight
• read and interpret instructions, procedures and

information relevant to the control of a helicopter in
hovering flight

• select and use relevant equipment, including throttle,
rotor controls, anti-torque pedals and collective and
cyclic pitch controls

• use instruments to monitor helicopter performance
• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve any problems when controlling a helicopter in

hovering flight
• monitor and anticipate operational problems and

hazards and take appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to control a helicopter in hovering flight,
and/or

• control a helicopter in hovering flight in an appropriate
range of operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• maintaining the helicopter over a hover point at a

constant height and heading
• compensating for the secondary effects of controls
• performing various functions simultaneously as

required
• interpreting windsock and natural wind velocity

indications
• maintaining awareness of the circuit traffic situation
• managing emergencies that may occur during hovering

manoeuvres
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the control of a
helicopter during hovering flight

• OHS and environmental protection policies and
procedures

• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of helicopter
• Action is taken promptly to report and/or rectify incidents

and problems identified when controlling a helicopter in
hovering flight in accordance with relevant regulations
and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the helicopter
or situation is maintained at all times and in such a
manner that the successful outcome of a procedure or
manoeuvre is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the helicopter type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to control an helicopter in hovering flight
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TDAY1303A Taxi helicopter
Unit Descriptor This unit involves the skills and knowledge required to taxi a helicopter,

including ground taxiing manoeuvres, air taxiing manoeuvres and the
conducting of air transiting manoeuvres. Required performance
includes compliance with all relevant air traffic control and regulatory
requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of helicopter and flight
conditions prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Perform ground taxiing
manoeuvres

1.1 Taxi clearance is obtained and compliance is maintained
with clearance conditions and requirements, if applicable

1.2 Helicopter is manoeuvred on the ground over a prescribed
track with due allowance for prevailing conditions

1.3 Speed is adjusted to suit helicopter type, surface
conditions, congestion, maintenance of control and to
avoid collision with obstacles or other aircraft

1.4 Turns in confined spaces are executed without incident
1.5 Adverse effects of rotor wash on personnel, aircraft,

structures and trees are avoided
1.6 Compliance is maintained with workplace procedures,

approved marshalling signals, and regulatory
requirements throughout ground taxiing manoeuvres

2. Perform air taxiing
manoeuvres

2.1 Taxi clearance is obtained and compliance is maintained
with clearance conditions and requirements, if applicable

2.2 With allowance for prevailing conditions, the helicopter is
manoeuvred on the ground over a prescribed track at
constant height associated with ground effect and
maintaining a ground speed that allows the safe transit of
a helicopter

2.3 Helicopter is maintained within the taxiway limits
2.4 Turns in confined spaces are executed without incident
2.5 Speed is adjusted to suit helicopter type, surface

conditions, congestion, maintenance of control and to
avoid collision with obstacles or other aircraft

2.6 Adverse effects of rotor wash on personnel, aircraft,
structures and trees are avoided

2.7 The use of ram air or carburettor heat during air taxiing
manoeuvres is avoided in dusty conditions

2.1 Compliance is maintained with workplace procedures,
approved marshalling signals, and regulatory
requirements throughout air taxiing manoeuvres

2.2 Throughout taxiing manoeuvres, helicopter operation is
kept outside of the 'avoid area' of the manufacturer's
height-velocity diagram where possible
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3. Perform air transiting
manoeuvres

3.1 Transit clearance is obtained and compliance is
maintained with clearance conditions and requirements, if
applicable

3.2 With allowance for prevailing conditions, the helicopter is
manoeuvred at a height not above 100 feet over a
prescribed track within the aerodrome boundaries that is
clear of obstacles, and at air speeds greater than those
used for air taxiing

3.3 Throughout air transit manoeuvres, due awareness is
maintained of helicopter operation relative to the
manufacturer's height-velocity diagram, power
required/power available margin, loss of tail rotor
effectiveness, traffic movements at the aerodrome and air
traffic control requirements

3.4 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility and terrain

3.5 Surface traffic conditions are recognised and
accommodated

3.6 Different aircraft types are identified and appropriate
adjustments made to transiting operations to
accommodate the situation of the identified aircraft

3.7 Minimum clearance of half rotor diameter is maintained
from obstacles

3.8 Adverse effect of rotor wash on other aircraft, facilities and
personnel is avoided

3.9 Compliance is maintained with right of way procedures
3.10 Compliance is maintained with light signals, if applicable
3.11 Compliance is maintained with workplace procedures,

approved marshalling signals, and regulatory
requirements throughout air transit manoeuvres

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
taxi a helicopter as part of commercial aircraft activities
across a variety of operational contexts within the
Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL, including head, tail
and cross wind

• Performance may be demonstrated on a helicopter with:
• fully functioning dual controls
• an electronic intercom system
• dual control wheel brakes (where brakes are fitted)

• Limitations may be imposed by local noise abatement
requirements and curfews

• Helicopter operations may include single pilot and
multi-pilot operations

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Taxiing procedures may be performed at:
• a prepared or unprepared aerodrome
• an approved helicopter landing site (HLS)

• Operational hazards during hovering manoeuvres may
include:
• variable surface conditions
• loose objects
• personnel
• animals
• birds
• propeller/tail rotor/rotor wash and jet blast

• Guidance during take off and approach operations may
be provided by:
• air traffic control instructions
• light signals
• aerodrome markings

• Procedural steps for carrying out ground taxiing
manoeuvres are:
• clearance is obtained according to local air traffic

procedures
• compliance is maintained with air traffic control

instructions
• brake checks are performed in accordance with

approved checklist, if applicable
• flight instrument checks are performed while taxiing
• turns in confined spaces are executed without incident
• adverse effects of rotor wash on personnel, aircraft,

structures and trees are avoided
• track is maintained within 1.0 metre
• helicopter is maintained within the taxiway limits
• helicopter is stopped within 0.5 metre of nominated

point
• landing gear is maintained in contact with taxi surface
• helicopter is steered using anti-torque pedals and

differential braking, when applicable
• nose/tail wheel is locked and unlocked as required to

facilitate maintenance of track
• cyclic control is applied in turns when applicable
• coordination of minimum required collective/throttle
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and cyclic pitch, and minimum brakes is used to control
taxi speed

• taxi speed is adjusted to suit helicopter type, surface
conditions, congestion, maintenance of control and to
avoid collision with obstacles or other aircraft

• collective and cyclic pitch are not used in opposition to
brakes

• rotor RPM is maintained within normal operating limits
• mast operating limits are not exceeded
• wind direction and speed is monitored and appropriate

compensation is made
• effect of ground slope is anticipated and countered
• engine instruments are monitored and appropriate

reactions made
• ram air or carburettor heat is not used in dusty

conditions
• carburettor heat is used to control icing
• potentially damaging obstructions are avoided
• compliance is maintained with correct marshalling

signals
• incorrect marshalling signals are recognised and

ignored
• helicopter speed and distance from obstacles are

adjusted to enable avoidance of collision in the event
of brake failure

• Procedural steps for carrying out air taxiing manoeuvres
are:
• clearance is obtained according to local air traffic

procedures
• compliance is maintained with air traffic control

instructions
• collective pitch is used to maintain taxi height (+ or -

25% of nominated height)
• cyclic control is used to control direction and speed of

movement
• specified ground track is maintained (+ or - 50% of

transit height)
• anti torque pedals are used to maintain landing gear in

alignment with direction of travel
• RPM is maintained within operating limits
• taxi speed is adjusted to suit helicopter type, surface

conditions, congestion, maintenance of control and to
avoid collision with obstacles or other aircraft

• wind direction and speed is monitored and appropriate
compensation is made

• effect of ground slope is anticipated and countered
• engine instruments are monitored and appropriate

reactions made
• ram air or carburettor heat are not used in dusty

conditions
• carburettor heat is used to control icing
• potentially damaging obstructions are avoided
• conditions that lead to loss of tail rotor or anti-torque
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effectiveness are avoided
• compliance is maintained with correct marshalling

signals
• incorrect marshalling signals are recognised and

ignored
• helicopter speed and distance from obstacles are

adjusted to enable avoidance of collision
• Procedural steps for carrying out air transit manoeuvres

are:
• clearance is obtained according to local air traffic

procedures
• compliance is maintained with air traffic control

instructions
• collective pitch is manipulated to maintain height (25%

of nominated height below 10 ft or 5ft when above 10ft)
• manipulation of any instrument, switch or device

requiring the release of the collective pitch lever while
airborne, is completed without change to height,
heading, speed or attitude, or exceeding RPM or
power limits

• conditions that lead to loss of tail rotor or anti torque
effectiveness are avoided

• specified track is maintained
• balance of helicopter is maintained
• effect of ground slope is anticipated and countered
• air transit ground speed is adjusted to suit helicopter

type, traffic conditions, congestion, maintenance of
control and to avoid collision with obstacles or other
aircraft

• airspeed and height parameters are maintained
outside of the 'avoid area' of the manufacturer's
height-velocity diagram

• collective/throttle, cyclic pitch and anti-torque pedals
are adjusted to compensate for changes in wind
velocity

• rotor RPM is maintained within normal operating limits
• engine instruments are monitored and appropriate

reactions made
• 'airspace cleared' procedure is performed before all

turns
• helicopter is maintained clear of active movement

areas unless entry is approved
• carburettor heat is used to control icing

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Note 1: When manipulating flight controls during the process of
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correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the taxiing of
helicopters, including Day Visual Flight Rules (Day
VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• approved charts
• operations manuals
• approved checklists
• local air traffic control instructions
• workplace procedures and instructions and job

specification
• helicopter and equipment manufacturer's specifications

and instructions, including the helicopter's
height-velocity diagram/graph

• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• manage the taxiing manoeuvres of a helicopter in

accordance with flight manual/POH
• exercise rotor and engine care during taxiing

manoeuvres
• maintain situation awareness of air traffic control, traffic

aerodrome markers and loose objects during taxiing
manoeuvres

• control emergencies associated with engine
management

• manoeuvre the helicopter on ground and in the air
without incident

• perform various functions simultaneously, as required
• maintain situation awareness of tail rotor effectiveness

during air transit manoeuvres
• comply with air traffic instructions and regulatory

requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• basic principles of aerodynamics
• purpose and functions of helicopter systems
• functions and effects of all helicopter controls
• aerodrome and helicopter lLanding site markings and

their meanings
• light and marshalling signals relevant to helicopter

operations
• helicopter braking and steering systems
• application of the height/velocity diagram/graph
• causes and effects of ground resonance and related

action that should be taken
• causes and effects of loss of tail rotor effectiveness

and related action that should be taken
• effects of rotor wash and related precautions that

should be taken
• local air traffic control procedures and instructions
• hazards and risks when taxiing a helicopter and

precautions for controlling the risks
• problems that may occur when taxiing a helicopter and

appropriate action that should be taken in each case
• Ability to:

• apply the above knowledge to the taxiing of a
helicopter

• read and interpret instructions, procedures and
information relevant the taxiing of a helicopter

• interpret and apply air traffic control instructions
• select and use equipment relevant to the taxiing of a

helicopter
• interpret/use a helicopter manufacturer's

height-velocity diagram/graph
• use instruments to monitor helicopter performance
• apply air safety practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the taxiing of a

helicopter
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to taxi a helicopter, and/or

• taxi a helicopter in an appropriate range of operational
workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• managing the helicopter in accordance with Flight

manual/POH
• exercising rotor and engine care
• maintaining situation awareness of air traffic control,

traffic aerodrome markers and loose objects
• controlling emergencies associated with engine

management
• manoeuvring the helicopter on ground and in the air
• performing various functions simultaneously
• maintaining situation awareness of power

required/power available, tail rotor effectiveness and
height velocity graph

• complying with air traffic instructions and regulatory
requirements

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the taxiing of
helicopters

• OHS and environmental protection policies and
procedures

• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of helicopters, including height/velocity diagram/graphs
• Action is taken promptly to report and/or rectify incidents

and problems identified when taxiing a helicopter in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the helicopter
or situation is maintained at all times and in such a
manner that the successful outcome of a procedure or
manoeuvre is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the helicopter type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the taxiing of a helicopter
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TDAY1403A Take off helicopter and approach to hover
Unit Descriptor This unit involves the skills and knowledge required to take-off a

helicopter and control its approach to hover at a termination point,
including carrying out pre-take-off checks, taking off the helicopter,
approaching to hover prior to landing, and performing the go-around
procedure. Required performance includes compliance with all relevant
airspace control and regulatory requirements and Day Visual Flight
Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of helicopter and flight
conditions prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Carry out pre-take-off
checks

1.1 Pre-take-off checks are completed in accordance with
approved checklist, workplace procedures and regulatory
requirements

1.2 Helicopter is lined up in the take off direction
1.3 Helicopter is positioned at the optimum position within the

helicopter landing site (HLS)
1.4 Line-up checks are performed in accordance with

approved checklist, when appropriate

2. Take-off helicopter 2.1 Required air traffic control clearances are obtained and
compliance is maintained with clearance conditions and
requirements

2.2 Helicopter is moved from a stationary position in a
specified direction passing through translational lift
remaining clear of obstructions and establishing a climb

2.3 After-take-off checks are completed in accordance with
approved checklist

2.4 Local and published noise abatement requirements and
curfews are observed

2.5 Awareness of circuit traffic is maintained and conflict
avoided

2.6 Situation awareness is maintained in accordance with
workplace procedures and regulatory requirements
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3. Approach to hover 3.1 Pre-landing checks are completed in accordance with
approved checklist, workplace procedures and regulatory
requirements

3.2 Helicopter is descended to the hover at the termination
point at a reducing closure rate and along a specified track
on an approach angle appropriate to the helicopter type
and conditions

3.3 During the descent to the termination point, helicopter
operation is maintained within all specified limitations in
accordance with workplace procedures, manufacturer's
instructions and regulatory requirements

3.4 Appropriate approach angle and track is intercepted and
approach manoeuvres are conducted in accordance with
workplace procedures, air traffic control instructions and
regulatory requirements

3.5 Approach is terminated at the hover over the termination
point

4. Perform go-around
procedure

4.1 Critical situations are recognised and timely decisions are
made to go-around in circumstances that require
discontinuation of a circuit or approach

4.2 Climb is initiated from any position in the circuit pattern
4.3 Obstructions and traffic are appropriately avoided during

the climb following a decision to go-around
4.4 Lookout is maintained using a systematic scan technique

at a rate determined by traffic density, visibility or terrain
4.5 Appropriate decisions affecting safety are implemented in

the time available
4.6 Awareness of all circuit traffic is maintained and conflict

avoided
4.7 Different aircraft types are identified and appropriate

adjustments made to flight operations to accommodate
the situation of the identified aircraft

4.8 Radiotelephone (R/T) listening watch is maintained and
compliance with requirements observed

4.9 Local and published noise abatement requirements and
curfews are observed

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
take off helicopter and control its approach to hover at the
designated termination point as part of commercial
aircraft activities across a variety of operational contexts
within the Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL, including head, tail
and cross wind

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control wheel brakes (where brakes are fitted)

• Limitations may be imposed by local noise abatement
requirements and curfews

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Hovering procedures may be performed at:
• an aerodrome
• an approved helicopter landing site (HLS)

• Operational hazards during hovering manoeuvres may
include:
• variable surface conditions
• loose objects
• personnel
• animals
• birds
• propeller/tail rotor/rotor wash and jet blast

• Guidance during take off and approach operations may
be provided by:
• air traffic control instructions
• light signals
• aerodrome markings

• Procedural steps for carrying out pre-take-off checks are:
• pre-take-off checks are completed in accordance with

approved checklist
• Air Traffic Service requirements are complied with, if

applicable
• helicopter is aligned in take off direction
• helicopter is positioned at the optimum position within

the HLS
• line up checks are performed in accordance with

approved checklist when appropriate
• Procedural steps for taking off helicopter in both normal

and cross-wind conditions are:
• cyclic pitch is adjusted to accelerate helicopter in take

off direction and nominated track is maintained
• collective pitch (power) is smoothly applied to prevent

the helicopter from losing height
• climb power is set, attitude is adjusted to maintain

climb speed (+ or - 5 kts) appropriate to obstacle
clearance requirements and helicopter landing gear is
kept aligned with the planned take-off direction until the
point at which balanced flight is achieved

• track is maintained
• achievement of translational lift is recognised and

controlled
• helicopter airspeed and height are maintained outside
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of the 'avoid area' of the manufacturer's height-velocity
diagram

• climb power and RPM are maintained
• at a safe height and airspeed, undercarriage is

retracted (if applicable)
• helicopter is trimmed (if applicable)
• after-take-off checks are completed in accordance with

approved checklist
• Procedural steps for approaching a helicopter to hover at

the termination point are:
• appropriate termination point is identified
• all checklist actions are completed in accordance with

approved checklist
• appropriate approach angle and track is intercepted
• power and attitude are adjusted to achieve a controlled

decreasing closure rate to the termination point
• track is maintained
• balance of the helicopter maintained until the point at

which the landing gear is aligned with the planned
approach direction

• loss of translational lift is recognised and controlled
• RPM is maintained within limits
• approach is terminated at the hover over the

termination point (+ or - 0.5 metres of nominated point,
hovering height + or - 25% of nominated height below
10 ft or + or - 5ft when above 10ft, specified heading +
or - 5 degrees)

• Procedural steps for performing a go-around are:
• adverse situation requiring a go-around is identified
• go-around is initiated in the time available
• climb power and speed is achieved
• control of helicopter is maintained
• obstructions are avoided
• helicopter landing gear aligned with the planned

take-off direction until the point at which balanced flight
is achieved

• after-take-off checks are performed in accordance with
approved checklist

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Note 1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.
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Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the taking off of
a helicopter and approaching to hover at a termination
point, including Day Visual Flight Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• Civil Aviation Advisory Publications (CAAPs)
• take-off reference charts
• operations manuals
• approved checklists
• helicopter and equipment manufacturer's specifications

and instructions, including the helicopter's
height-velocity diagram/graph

• workplace procedures and instructions and job
specification

• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable legislation and regulations may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• compensate for the secondary effects of helicopter

controls
• achieve and maintain take-off profile appropriate to

helicopter type and prevailing conditions
• recognise and achieve the appropriate approach angle

for the helicopter type and prevailing conditions
• perform various functions simultaneously as required
• interpret windsock and natural wind velocity indications
• comply with air traffic instructions
• maintain awareness of the circuit traffic situation
• manage emergencies
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• basic principles of aerodynamics
• purpose and functions of helicopter systems
• functions and effects of all helicopter controls
• aerodynamic factors affecting helicopter flight

performance including:
• ground effect
• flapback
• inflow roll
• translational lift
• settling with power
• overpitching
• loss of tail rotor effectiveness
• weight and balance

• all pre- and after-take-off and pre- and after-landing
checks

• air traffic requirements
• factors affecting take-off and climb performance
• procedures for the use of performance charts
• application of the height/velocity diagram/graph
• local air traffic control procedures and instructions
• hazards and risks when taking-off a helicopter and

controlling its approach to hover and precautions for
controlling the risks

• problems that may occur when taking-off a helicopter
and controlling its approach to hover and appropriate
action that should be taken in each case

• Ability to:
• apply the above knowledge to the taking-off of a

helicopter and controlling its approach to hover at a
termination point

• read and interpret instructions, procedures and
information relevant the taking-off of a helicopter and
controlling its approach to hover

• interpret and apply air traffic control instructions
• select and use equipment relevant to the taking off of a

helicopter and controlling its approach to hover
• interpret/use a helicopter manufacturer's

height-velocity diagram/graph
• use instruments to monitor helicopter performance
• apply air safety practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the taking off of a

helicopter and controlling its approach to hover
• monitor and anticipate operational problems and

hazards and take appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to take off a helicopter and control its
approach to hover at a termination point, and/or

• take off a helicopter and control its approach to hover
at a termination point in an appropriate range of
operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• compensating for the secondary effects of helicopter

controls
• achieving and maintaining take-off profile appropriate

to helicopter type and prevailing conditions
• recognising and achieving the appropriate approach

angle for the helicopter type and prevailing conditions
• performing various functions simultaneously as

required
• interpreting windsock and natural wind velocity

indications
• complying with air traffic instructions
• maintaining awareness of the circuit traffic situation
• managing emergencies

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the taking off of
a helicopter and controlling its approach to hover at a
termination point

• OHS and environmental protection policies and
procedures

• operational procedures and work instructions
• emergency procedures
• manufacturer's specifications relating to the operation

of the helicopter and its equipment and instrumentation
including the helicopter's height-velocity diagram/graph

• Action is taken promptly to report and/or rectify incidents
and problems identified when taking off a helicopter and
controlling its approach to hover in accordance with
relevant regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the helicopter
or situation is maintained at all times and in such a
manner that the successful outcome of a procedure or
manoeuvre is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the helicopter type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to take-off a helicopter and control its approach
to hover at a termination point
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TDAY1503A Control helicopter in normal flight
Unit Descriptor This unit involves the skills and knowledge required to control a

helicopter in normal flight, including climbing a helicopter, maintaining
straight and level flight, descending a helicopter, turning a helicopter,
controlling a helicopter at any speed and performing circuits and
approaches. Required performance includes compliance with all
relevant airspace control requirements and Day Visual Flight Rules
(Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of helicopter and flight
conditions prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Climb helicopter 1.1 Attitude and power are adjusted to enter and maintain a
climb at normal, maximum rate (Vy), maximum angle (Vx)
and cruise climb flight configurations from straight flight
and turns

1.2 Helicopter is maintained in balanced flight during
adjustments to attitude and power

1.3 Helicopter is levelled off from climb at nominated altitude
1.4 Lookout is maintained during climb using a systematic

scan technique at a rate determined by traffic density,
visibility and terrain

1.5 Situation awareness is maintained

2. Maintain straight and level
flight

2.1 Attitude and power are adjusted to achieve a constant
height, heading and speed while remaining in balanced
flight

2.2 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility or terrain

2.3 Natural horizon is used as primary attitude reference
2.4 Altitude is maintained within allocated height band

3. Descend helicopter 3.1 Attitude and power are adjusted to enter and maintain a
descent from straight flight and turns whilst maintaining
balanced flight

3.2 Helicopter is levelled from a descent at a nominated
altitude

3.3 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility or terrain

3.4 Clearance ahead and below is maintained
3.5 Air traffic control altitude restrictions are observed
3.6 Helicopter does not exceed design limits during descent
3.7 Situation awareness is maintained at all times during

helicopter descent
3.8 Appropriate precautions are taken to avoid carburettor

icing
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4. Turn helicopter 4.1 'Airspace cleared' procedure is carried out
4.2 Attitude and power are adjusted to enter and maintain

turns at varying rates from level, climbing and descending
flight to achieve nominated tracks

4.3 Helicopter is rolled out from the turn to achieve a
nominated heading or geographical feature

4.4 Lookout is maintained in direction of turn and above or
below using a systematic scan technique at a rate
determined by, traffic density, visibility and terrain

4.5 Engine operating limits are not exceeded

5. Control helicopter at any
speed

5.1 Attitude and power are adjusted to, accelerated or
decelerated, to manoeuvre the helicopter at any specified
airspeed within the flight envelope while maintaining
balanced flight

5.2 Height awareness is maintained at all times and
appropriate adjustments made as required

5.3 Wind conditions are monitored and appropriate allowance
is made

5.4 Helicopter is suitably controlled to ensure that it is
operated within its design limits

6. Perform circuits and
approaches

6.1 Traffic patterns are conducted in accordance with AIP or
local procedures at normal and low altitude appropriate to
the helicopter type

6.2 When conducting traffic patterns due allowance is made
for the wind and all, checklists are completed

6.3 Radiotelephone procedures are followed during circuits in
accordance with workplace procedures and regulatory
requirements

6.4 The approach path applicable to the helicopter type is
intercepted and maintained whilst remaining clear of other
traffic

6.5 Lookout is maintained during circuits and approaches
using a systematic scan technique at a rate determined
by, traffic density, visibility and terrain

6.6 Conflicting traffic is recognised and appropriate responses
are made

6.7 Right of way rules are applied and compliance with the
rules is maintained

6.8 Radio listening watch is maintained in accordance with
workplace procedures and regulatory requirements

6.9 Weather conditions are monitored and appropriate
responses are made

6.10 Fuel status is monitored and appropriate responses are
made

7. Comply with airspace
requirements

7.1 Helicopter is maintained within a specified area and/or
track while complying with air traffic requirements,
controlled or restricted airspace conditions or limitations
and reacting to factors that affected the safe progress of a
flight
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and helicopter rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of helicopter control principles,

regulations, safety codes, protocols and procedures to
control a helicopter in normal flight as part of commercial
aircraft activities across a variety of operational contexts
within the Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL, including head, tail
and cross wind

• Performance may be demonstrated on a helicopter with:
• fully functioning dual controls
• an electronic intercom system
• dual control wheel brakes (where brakes are fitted)

• Limitations may be imposed by local noise abatement
requirements and curfews

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Hovering procedures may be performed at:
• a prepared or unprepared aerodrome
• an approved helicopter landing site (HLS)

• Operational hazards during hovering manoeuvres may
include:
• variable surface conditions
• other aircraft
• loose objects
• personnel
• animals
• birds
• propeller/tail rotor/rotor wash and jet blast

• Guidance during take off and approach operations may
be provided by:
• air traffic control instructions
• light signals
• aerodrome markings

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Procedural steps for climbing a helicopter:
• airspace above is cleared
• climb attitude is selected (+ or - 5 knots)
• climb power (collective) is set
• heading is maintained (+ or -5 degrees)
• helicopter is balanced
• helicopter is trimmed when IAS is stabilised (if

applicable)
• instruments are used to confirm performance
• power is maintained as altitude is increased
• IAS for maximum rate of climb is maintained (+ or - 5

knots)
• IAS for maximum angle of climb is maintained (+5 -0

knots)
• IAS for cruise climb is maintained (+ or - 5 knots)
• all temperatures and pressures are monitored and
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appropriate responses are made
• level off altitude is anticipated
• attitude is adjusted to achieve cruise speed
• helicopter is balanced
• helicopter is accelerated to cruise speed while

maintaining altitude (+ or - 100 feet)
• collective pitch (power) is adjusted to level off and

maintain level flight
• altitude is maintained (+ or - 100 feet)
• heading is maintained (+ or -5 degrees)
• helicopter is trimmed if applicable
• helicopter is balanced

• Procedural steps for the maintenance of straight and level
flight:
• straight and level attitude is established to maintain

nominated IAS
• collective pitch (power) is set to maintain straight and

level flight at nominated IAS
• nominated altitude is maintained (+ or - 100 feet)
• heading is maintained
• helicopter is balanced
• helicopter is trimmed if applicable
• straight and level nose attitude is maintained at cruise

power (+ or - 100 feet, + or -5 knots of nominated
speed)

• straight and level flight is maintained at various
nominated IAS (+ or - 100 feet)

• helicopter is balanced at varying power and speed
• cyclic position is re-trimmed for varying power and

speed if applicable
• performance is confirmed by reference to instruments
• straight and level flight is maintained with

undercarriage selected down if applicable
• cyclic position is trimmed for each configuration if

applicable
• performance is confirmed by use of instruments

• Procedural steps for descending helicopter are:
• carburettor heat is applied as required
• airspace below is cleared
• attitude is selected to maintain nominated descent IAS

(+ or -5 knots)
• collective pitch (power) is set to nominated descent

power
• helicopter is balanced
• heading is maintained (+ or - 5 degrees)
• instruments are used to confirm performance
• all temperatures and pressures are monitored and

reacted to
• carburettor heat is used as required if applicable
• attitude is selected to maintain cruise descent IAS (+ or

-5 knots)
• cruise descent power (collective pitch) is set
• attitude and power is selected to maintain cruise
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descent IAS and nominated rate of descent (+ or - 5
knots + or -100 feet/min of nominated rate of descent)

• heading is maintained (+ or - 5 degrees)
• helicopter is balanced
• cyclic is trimmed if applicable
• instruments are used to confirm performance

• Procedural steps for the 'turning of a helicopter' are:
• general steps:

• 'airspace cleared procedure' is carried out before all
turns

• bank angle is increased to achieve desired track
• attitude and collective (power) are adjusted to

maintain IAS and altitude (+ or - 5 kts)
• helicopter is balanced
• altitude is maintained (+ or - 100 feet)
• constant angle of bank is maintained
• turn onto nominated heading or geographical feature

is achieved (+ or -5 degrees)
• steps for performing a climbing turn:

• climbing turn IAS is maintained (+ or - 5 knots)
• steps for performing a descending turn:

• descending turn IAS is maintained (+ or -5 knots)
• helicopter is balanced
• turn onto nominated heading or geographical feature

is achieved (+ or -5 degrees)
• steps for maintaining a ground track while turning:

• nominated track over the ground is maintained by
varying turn rate

• helicopter is balanced
• Procedural steps for controlling a helicopter at any speed:

• steps for decelerating helicopter:
• attitude for nominated speed is selected (+ or -5 kts)
• collective pitch (power) is adjusted to control height
• altitude is maintained (+ or -100 feet)
• helicopter is balanced
• nominated performance is achieved by controlled

corrective action
• helicopter is trimmed if applicable

• steps for manoeuvring a helicopter at a nominated
speed:
• straight and level flight is maintained (+ or - 100 feet

+ or -5 kts + or -5 degrees)
• helicopter is balanced
• airspace cleared procedure is performed
• level turns are performed (+ or - 100 feet + or -5 kts)
• turn on to nominated heading or geographical

feature is achieved (+ or -5 degrees)
• nominated performance is achieved by controlled

corrective action
• steps for accelerating a helicopter:

• attitude for cruise speed is selected (+ or -5 kts)
• collective pitch (power) is selected to maintain

altitude (+ or -100 feet)
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• helicopter is balanced
• cyclic pitch is adjusted to counter flapback
• nominated performance is achieved by controlled

corrective action
• cyclic is trimmed if required

• Procedural steps for circuits and approaches:
• nominated departure track is maintained (+ or -5 kts)
• climb is established (+ or -100 feet)
• climbing turn onto cross wind leg is performed
• helicopter is established on cross wind leg
• allowance is made for drift

• helicopter is levelled off at circuit height (+ or - 100 feet)
• applied judgment is used to turn helicopter onto

downwind leg (+ or - 5 degrees)
• adjustment is made to circuit to ensure spacing with

preceding traffic
• correct distance from HLS is maintained
• altitude on downwind leg is maintained (+ or - 100 feet)
• pre-landing checks are performed in accordance with

approved checklist
• radio used to report position and intentions
• applied judgment is used to turn on to base leg to

intercept nominated approach angle
• allowance is made for drift
• approach path is established
• approach path on base leg is maintained
• applied judgment is used to turn onto final approach

leg
• approach angle and closure rate are maintained to the

termination point
• helicopter is aligned with and tracking to the

termination point
• termination point is confirmed and clear
• allowance is made for wind gusts and turbulence
• final approach checks are completed in accordance

with approved checklist
• approach is completed at the termination point

• Procedures for maintaining compliance with air space
requirements are:
• geographical limits of the flight area is demonstrated

on a chart
• prominent geographical features are identified using a

chart
• the limits of the flight area are identified on the ground
• the position of controlled airspace is determined using

a chart and geographical features
• restricted areas are identified using a chart and

geographical features
• departure from the circuit area and transition to the

flight area is completed without incident
• departure from the flight area and transition to the

circuit area is completed without incident
• Helicopter manoeuvres are normally performed to and
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within the following specifications and tolerances (Note
that the specifications and tolerances may be exceeded
in appropriate situations e.g. to maintain safety):
• power is maintained within 5% of torque or 1" MAP

while maintaining rotor RPM
• constant direction flight at a fixed altitude (straight and

level) within the following tolerances: + or -5 degrees of
heading, nominated altitudes + or -100 feet

• nominated speeds (+ or -5 kts)
• level out at nominated altitude (+ or - 100 feet') after

descent
• level turn (30 degrees bank + or -5 degrees)
• rate one level turn (+ or - 100 feet)
• climbs within the following tolerances: + or -5% of

torque or 1" MAP and RPM maintained + or -5 kts
nominated IAS, climbing turn (+ or -5 kts + or - 5
degrees through minimum of 180 degrees)

• descending turn through min. 180 degrees (30 degrees
bank + or -5 degrees, + or -5 kts)

• descents are entered with helicopter balanced and on
track and at nominated rate (+ or -100 feet/min) within
the following tolerances: + or -5 degrees, + or -5 kts
nominated IAS

• descending turn (30 degrees bank + or - 100 feet'/min)
• turn on to nominated heading or geographical feature

(+ or -5 degrees)
• nominated approach speed (+ or -5 kts)

Note 1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders including Day Visual Flight
Rules (Day VFR)

• Manual of Standards-Pilot Licensing (MOS-PL)
• Flight manual/Pilot's Operating Handbook (POH)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA) or

equivalent
• charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• apply the techniques of straight and level, climbing and

descending flight to achieve a consistent traffic pattern
and approach to landing

• compensate for the secondary effects of controls
• perform various functions simultaneously as required
• maintain separation between aircraft
• remain within a designated area whilst complying with

airspace and air traffic requirements
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerodynamics
• functions and effects of all helicopter controls
• procedures for setting power in normally aspirated,

turbocharger, supercharged or turbine engines as
applicable

• forces and moments acting on a helicopter and
precautions to manage their effects:
• in straight and level flight
• in a climb
• in a turn
• during descent

• rotational and induced airflow
• application of heading and track
• theory and application of best rate and angle of climb
• use of instruments to monitor helicopter performance

and significance of colour coding
• application of the height/velocity diagram/graph
• procedures for the use of trim controls if appropriate
• cause and effects of retreating blade stall
• conditions leading to loss of tail rotor/anti torque control
• recognition and avoidance of settling with power/vortex

ring state
• the circumstances and procedures for the use of

carburettor heat
• circuit patterns and procedures
• the dangers of wind shear, turbulence and wake

turbulence
• the effect of turning and acceleration on magnetic

compass accuracy
• hazards and risks when controlling a helicopter in

normal flight and precautions for controlling the risks
• problems that may occur when controlling a helicopter

in normal flight and appropriate action that should be
taken in each case

• Ability to:
• apply the above knowledge when controlling a

helicopter in normal flight
• read and interpret instructions, procedures and

information relevant the control of a helicopter in
normal flight

• select and use relevant controls, including throttle,
rotor controls, anti-torque pedals and collective and
cyclic pitch controls

• use instruments to monitor helicopter performance
• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
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• solve any problems when controlling a helicopter in
normal flight

• monitor and anticipate operational problems and
hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to control helicopter in normal flight, and/or

• control helicopter in normal flight in an appropriate
range of operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• applying the techniques of straight and level, climbing

and descending flight
• compensating for the secondary effects of controls
• performing various functions simultaneously as

required
• maintaining separation between aircraft
• remaining within a designated area whilst complying

with airspace and air traffic requirements
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• operational procedures and work instructions (including

security and housekeeping procedures)
• manufacturer's specifications relating to the operation

of helicopter and its ancillary equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when controlling a helicopter in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
helicopter and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the helicopter
or situation is maintained at all times and in such a
manner that the successful outcome of a procedure or
manoeuvre is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the helicopter type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is insufficient
or impractical. In these cases, approved flight simulators
may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the control of helicopter in normal flight
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TDAY1703A Execute advanced helicopter manoeuvres
and procedures

Unit Descriptor This unit involves the skills and knowledge required to control the
helicopter in a range of situations by the application of advanced
manoeuvres and procedures, including turning a helicopter steeply,
performing autorotative flight and executing limited power take-offs,
approaches and landings. The situations may also include take-offs and
landings on sloping ground or at a pinnacle or ridge line, and take-offs,
landings and manoeuvres in confined areas. Required performance
includes compliance with all relevant airspace control and other
regulatory requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of helicopter and flight
conditions prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Turn helicopter steeply 1.1 Air space cleared procedure is carried out
1.2 Turn helicopter in balanced flight at a nominated bank

angle between 45 degrees and 60 degrees while
maintaining a nominated altitude in forward flight

1.3 A balanced descending turn of nominated bank angle
between 45 degrees and 60 degrees is achieved to a
nominated heading or geographical feature through a
minimum of 500 ft descent

1.4 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility or terrain

1.5 Roll rate and angle of bank is controlled to ensure
compliance with helicopter limitations and in accordance
with manufacturer's instructions and specifications
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2. Perform autorotative flight 2.1 An appropriate action plan is formulated that ensures the
safe completion of autorotative manoeuvres

2.2 Priorities are set to ensure the safe completion of
autorotative manoeuvres

2.3 Autorotative flight is entered and maintained at a
nominated speed and heading in balanced flight

2.4 Heading is altered through 360 degrees using 45 degrees
of bank in balanced flight at a nominated speed

2.5 Helicopter is transitioned from autorotative flight to a climb
at nominated heading and speed

2.6 Autorotative landing is performed into the wind in
accordance with flight manual/POH, workplace
procedures and regulatory requirements

2.7 Helicopter is terminated to the hover from autorotative
flight, using appropriate power

2.8 Autorotative flight is performed at the optimum range and
minimum descent rate speeds

2.9 Lookout is maintained using a systematic scan technique
at a rate determined by, traffic density, visibility and terrain

2.10 Situation awareness is maintained at all times during
autorotative flight

3. Lift off and land on sloping
ground

3.1 Surface conditions are confirmed to be suitable for the
helicopter type

3.2 Stake holders are briefed to ensure safe operations in the
vicinity of helicopter

3.3 Helicopter is lifted off from sloping ground to a hover in
accordance with flight manual/POH, workplace
procedures and regulatory requirements

3.4 Helicopter is landed from the hover onto sloping ground in
accordance with flight manual/POH, workplace
procedures and regulatory requirements

3.5 Recognise any abnormal situations and implement
appropriate controlled corrective action

3.6 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility or terrain

3.7 Situation awareness is maintained at all times during
lift-offs and landings on sloping ground
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4. Land, take off and
manoeuvre in a confined
area

4.1 Confined area is assessed, an action plan formulated and
a decision made to operate in the area

4.2 Awareness is demonstrated of pilot's own capabilities and
limitations and decisions to take off or land are adjusted
accordingly

4.3 Helicopter is safely landed in a confined area in
accordance with flight manual/POH, workplace
procedures and regulatory requirements

4.4 Helicopter is safely taken off from a confined area in
accordance with flight manual/POH, workplace
procedures and regulatory requirements

4.5 Helicopter is manoeuvred in a confined area while
remaining clear of obstructions

4.6 Situation awareness is maintained at all times during
manoeuvres in a confined area

4.7 Appropriate allowance is made for the effects of wind
during manoeuvres in a confined area

5. Execute limited power
take off, approach and
landing

5.1 Need for limited power manoeuvres is established
5.2 A decision to conduct limited power manoeuvres is

implemented and an appropriate action plan is formulated
to conduct limited power operations

5.3 An appropriate area for a safe take-off and landing
suitable for the limited power available is selected in
accordance with flight manual/POH, workplace
procedures and regulatory requirements

5.4 Awareness is demonstrated of pilot's own capabilities and
limitations and decisions to take-off, approach or land are
adjusted accordingly

5.5 Situation awareness is maintained at all times during
limited power manoeuvres

5.6 Appropriate allowance is made for the effects of wind
during limited power manoeuvres

6. Take off and land at a
pinnacle or ridge line

6.1 Select and assess a suitable pinnacle or ridge line,
formulate a plan and make a decision to operate onto the
area

6.2 Awareness is demonstrated of pilot's own capabilities and
limitations and decisions to take-off or land are adjusted
accordingly

6.3 Helicopter is safely landed on a pinnacle or ridgeline in
accordance with flight manual/POH, workplace
procedures and regulatory requirements

6.4 Helicopter is safely lifted and taken off from a pinnacle or
ridgeline in accordance with flight manual/POH, workplace
procedures and regulatory requirements

6.5 Situation awareness is maintained at all times during
take-offs, approaches and landings at a pinnacle or ridge
line

6.6 Appropriate allowance is made for the effects of wind
during take-off, approach and landing at a pinnacle or
ridge line
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and helicopter rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• Work involves the application of helicopter control

principles, regulations, safety codes, protocols and
procedures to execute advanced helicopter manoeuvres
and procedures as part of commercial helicopter activities
across a variety of operational contexts within the
Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMS and with cross, head
or tailwinds within the limits of the helicopter type

• Advanced procedures may include:
• turning a helicopter steeply
• performing autorotative flight
• executing limited power take-offs, approaches and

landings
• take-offs, landings and manoeuvres in confined areas
• take-offs and landings on sloping ground
• take-offs and landings at a pinnacle or ridge line

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system

• Limitations may be imposed by local noise abatement
requirements and curfews

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Helicopter take-offs and landings may be performed at:
• a prepared or unprepared aerodrome
• an appropriate helicopter landing site (HLS)

• Guidance during advanced manoeuvres may be provided
by:
• air traffic control instructions
• light signals
• aerodrome markings

• Operational hazards during hovering manoeuvres may
include:
• variable surface conditions
• other aircraft
• loose objects
• personnel
• animals
• birds
• variable flight conditions due to terrain and localised

weather effects
• Procedural steps for the turning a helicopter steeply are:

• steps for initiating a steep turn
• 'airspace cleared' procedure is performed
• bank is increased to at least 45 degrees (+ or - 10

degrees)
• cyclic pitch is used to control airspeed (attitude)
• collective pitch (power) is used to adjust height
• controlled corrective action is used to control altitude

(+ or - 150 feet) and IAS
• helicopter is balanced
• obstructions are avoided

• steps for terminating a steep turn:
• roll out heading or nominated geographical feature

is anticipated
• bank is reduced until straight flight is achieved
• nominated heading or geographical feature is
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achieved (+ or - 15 degrees initially then + or - 5
degrees)

• helicopter is balanced
• cyclic pitch is used to control attitude (airspeed)
• collective pitch (power) is used to adjust height
• controlled corrective action is used to control altitude

(+ or - 150 feet) and IAS
• Procedural steps for performing autorotative flight are:

• steps for entering autorotative flight:
• controlled corrective action is applied to establish

autorotative flight
• attitude is adjusted to achieve nominated airspeed

(+ or - 5 kts)
• heading is maintained (+ or - 5 degrees)
• helicopter is balanced
• rotor RPM is maintained within rotor limitations

• steps for performing a steep turn during autorotative
flight:
• airspace cleared procedure is performed
• controlled corrective action is used to increase angle

of bank to 45 degrees (+ or - 10 degrees)
• attitude is adjusted to achieve nominated airspeed

(+ or - 5 kts)
• helicopter is balanced
• rotor RPM is maintained within limitations
• nominated roll-out heading or geographical feature

is achieved (+ or - 15 degrees then + or - 5 degrees)
• steps for making a transition to a climb:

• minimum descent altitude is anticipated and not
descended below (+ or - 100 feet)

• engine RPM is increased to match rotor RPM
('rejoin the needles')

• collective pitch (power) is increased to set climb
power

• yaw is prevented using anti torque pedals (+ or - 5
degrees)

• attitude is adjusted to achieve nominated climb
speed (+ or - 5 kts)

• helicopter is balanced
• rotor RPM is maintained within limitations
• cyclic control is trimmed if applicable

• steps for performing an autorotative landing:
• helicopter is balanced and manoeuvred in

autorotation
• touchdown point is selected
• prior to flare, fuselage is parallel to direction of

landing and there is no drift
• flare is commenced at appropriate height AGL
• attitude is adjusted to achieve a controlled

decreasing closure rate and reducung rate of
descent to the termination point

• collective pitch is used to control descent as cyclic is
used to return the helicopter to hover attitude at the

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAY1703A Execute advanced helicopter manoeuvres and procedures

Volume 4 of 4, Unit 7 of 37 Page 170 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



appropriate height AGL
• helicopter is maintained at the hover attitude without

lateral or rearwards movement
• collective pitch is used to control touchdown rate
• anti-torque pedals are used to prevent yaw
• rotor disc attitude is maintained to prevent

acceleration and drift
• helicopter is landed + or - 25 metres of nominated

touchdown point
• after-touchdown collective pitch (power) is lowered

at a rate that maintains ground contact and adjusted
to ensure deceleration of the helicopter without
adverse longitudinal pitching

• steps for performing autorotative flight at best range
and endurance speeds:
• controlled corrective action is applied to establish

autorotative flight at best range or endurance speed
• attitude is adjusted to achieve nominated airspeed

(+ or - 5 kts)
• heading is maintained (+ or - 5 degrees)
• helicopter is balanced
• rotor RPM is maintained within rotor limitations

• Procedural steps for lifting-off and landing on sloping
ground are:
• steps for lifting-off a helicopter from sloping surface:

• determine slope surface does not exceed helicopter
limitations under the prevailing conditions

• cyclic pitch control is positioned to ensure that as
collective pitch (power) is applied the down slope
skid raised from the surface until the skids are level
and the rotor disc is level

• heading and position are controlled
• collective pitch (power) is increased to lift off

vertically to the hover
• steps for landing a helicopter on sloping surface from

the hover:
• determine slope surface does not exceed helicopter

limitations under the prevailing conditions
• collective pitch (power) is adjusted to lower the

helicopter upslope skid to the surface
• heading and position are controlled
• collective pitch is readjusted to lower the helicopters

down slope skid to the surface
• cyclic pitch control maintains helicopter position on

the slope
• heading and position are controlled
• collective pitch (power) is reduced
• cyclic pitch is positioned to ensure security of the

helicopter on the sloping surface
• steps for recognising abnormal situations and

implementing appropriate corrective action:
• control limits are recognised
• corrective action is implemented before the limits
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are exceeded
• Dependent of the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Note 1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft;
include appropriate information on the control procedures to be
used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders including Day Visual Flight
Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA) or

equivalent
• performance charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• recognise flight situations which may require advanced

manoeuvres and procedures, and apply the necessary
techniques

• exercise sound judgement sufficient to perform landing
and take off procedures

• compensate for the secondary effects of controls
• recognise and respond to conditions leading to a

go-around or mislanding
• determine take off and landing performance
• determine the suitability of the HLS and helicopter

performance
• perform various functions simultaneously as required
• recognise and avoid the flight situations which may

lead to abnormal conditions
• apply appropriate techniques to control or recover from

the identified abnormal condition
• perform an autorotative touchdown to within 25 metres

of a nominated point
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• basic principles of aerodynamics
• purpose and functions of helicopter systems
• functions and effects of all helicopter controls
• aerodynamic factors affecting helicopter flight

performance, including:
• aerodynamic forces
• dynamic rollover
• settling with power
• recirculation
• loss of tail rotor (anti-torque) effectiveness

• all applicable checklist items
• the cross wind loss of rotor control limits for the

helicopter type flown
• power required and power available curves
• pressure altitude and density considerations
• wind and terrain effects
• procedures for the use of performance charts
• application of the height/velocity diagram/graph
• local air traffic control procedures and instructions
• emergency radio procedures
• actions to be conducted following a forced landing
• hazards and risks when executing advanced helicopter

manoeuvres and procedures and precautions for
controlling the risks

• problems that may occur when executing advanced
helicopter manoeuvres and procedures and
appropriate action that should be taken in each case

• Ability to:
• apply the above knowledge to the execution of

advanced helicopter manoeuvres and procedures
• read and interpret instructions, procedures and

information relevant to the execution of advanced
helicopter manoeuvres and procedures

• select and use relevant equipment during the
execution of advanced helicopter manoeuvres and
procedures

• use instruments to monitor helicopter performance
• communicate effectively with others during advanced

helicopter manoeuvres and procedures
• follow air traffic control procedures and instructions
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the execution of

advanced helicopter manoeuvres and procedures
• monitor and anticipate operational problems and

hazards and take appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge for advanced helicopter manoeuvres and
procedures, and/or

• execute advanced helicopter manoeuvres and
procedures in an appropriate range of operational
situations

Consistency in
performance

• Applies underpinning knowledge and skills when:
• recognising flight situations which may require

advanced manoeuvres and procedures, and apply the
necessary techniques

• compensating for the secondary effects of controls
• recognising and responding to conditions leading to a

go-around or mislanding
• recognising and avoiding the flight situations which

may lead to abnormal conditions
• performing an autorotative touchdown

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to advanced
manoeuvres and procedures

• OHS and environmental protection policies and
procedures

• helicopter operating procedures and work instructions
• manufacturer's specifications relating to the operation

of helicopter
• Action is taken promptly to report and/or rectify incidents

and problems identified when executing advanced
manoeuvres and procedures in accordance with relevant
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
helicopter and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the helicopter
or situation is maintained at all times and in such a
manner that the successful outcome of a procedure or
manoeuvre is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the helicopter type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and regulations to
advanced helicopter manoeuvres
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TDAY1803A Manage abnormal and emergency helicopter
flight situations

Unit Descriptor This unit involves the skills and knowledge required to correctly
manage abnormal situations that may occur during a helicopter flight.
Abnormal situations may include a forced landing from level flight, after
take off or on approach, or an engine failure at the hover or during taxi.
Abnormal situations also include a tail rotor malfunction, jammed flight
control system, adverse aerodynamic conditions or a malfunction of
one of the helicopter's operating systems. Required performance
includes compliance with airspace control and regulatory requirements
and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of helicopter and flight
conditions prescribed)

Note:Where an abnormal situation might potentially cause damage to
the helicopter and/or be harmful to personnel, evidence for assessment
purposes should be obtained from other than observation of
performance in an actual abnormal operational situation (e.g. through
using an appropriate simulator and/or structured questioning, or
termination of a simulated forced landing at a point where the
assessment of an outcome can be made).

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Manage a forced landing
from level flight, after take
off or on approach

1.1 Emergency situation requiring a forced landing is correctly
identified

1.2 Autorotative flight is entered and established at nominated
speed and heading in balanced flight

1.3 Immediate actions are performed in accordance with flight
manual/ Pilot's Operating Handbook (POH)

1.4 A landing area within autorotative distance is selected and
an appropriate action plan is formulated to ensure safety
of helicopter

1.5 Priorities are allocated to all actions to ensure the safety of
helicopter and its passengers

1.6 Emergency procedures are performed in accordance with
flight manual/POH and established action plan

1.7 Emergency radio transmissions are executed in
accordance with workplace procedures, flight
manual/POH and regulatory requirements

1.8 Helicopter is landed into wind with as slow as practical
ground speed while maintaining control of helicopter
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2. Manage an engine failure
at the hover or during taxi

2.1 Hover and taxi surfaces are suitably selected to maximise
options in the event of an engine failure

2.2 Emergency situation involving an engine failure is
correctly identified

2.3 Immediate actions are performed in accordance with flight
manual/POH

2.4 A landing area within autorotative distance is selected and
an appropriate pre-determined action plan is implemented
to ensure safety of helicopter

2.5 Actions comply with established procedures
2.6 Priorities are allocated to all actions to ensure safety of

helicopter
2.7 Emergency procedures are performed in accordance with

flight manual/POH and established action plan
2.8 Air Traffic Service and other traffic are advised of

intentions
2.9 Helicopter is operated outside the height/velocity diagram

avoid area
2.10 Situation awareness is maintained at all times during

helicopter manoeuvres

3. Manage a tail rotor
malfunction

3.1 Hover heights and surfaces are selected to maximise
options in the event of tail rotor malfunction

3.2 A tail rotor malfunction is correctly identified in accordance
with workplace procedures and manufacturer's
instructions

3.3 In the event of a tail rotor malfunction, immediate actions
are performed in accordance with flight manual/POH

3.4 In a tail rotor emergency during the hover or taxi, the
helicopter is landed in accordance with flight manual/POH,
workplace procedures and regulatory requirements

3.5 In a tail rotor emergency during flight, control of the
helicopter is established and a suitable landing area
selected

3.6 All emergency checks are performed in accordance with
the flight manual/POH and a plan is formulated to achieve
an approach and landing

3.7 Emergency radio messages of intentions are transmitted
3.8 A controlled emergency landing with a malfunctioning tail

rotor is performed in accordance with flight manual/POH,
workplace procedures and regulatory requirements
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4. Manage a jammed flight
control system

4.1 The jammed flight control malfunction is correctly
identified in accordance with workplace procedures and
manufacturer's instructions

4.2 Control of helicopter is maintained
4.3 All emergency checks are performed in accordance with

the flight manual/POH
4.4 An appropriate plan is formulated to achieve an approach

and landing
4.5 Emergency radiotelephone procedures are correctly

followed
4.6 A controlled landing with a jammed flight control is in

accordance with flight manual/POH, workplace
procedures and regulatory requirements

4.7 Situation awareness is maintained at all times during
helicopter manoeuvres

5. Manage adverse
aerodynamic conditions

5.1 Adverse aerodynamic conditions affecting the helicopter
are correctly identified

5.2 Control of the helicopter is regained in accordance with
flight manual/POH, workplace procedures and
manufacturer's instructions

5.3 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility or terrain

5.4 Situation awareness is maintained at all times during
helicopter manoeuvres

6. Manage a malfunction of a
helicopter operating
system

6.1 Abnormal situations involving a helicopter systems
malfunction are correctly identified

6.2 Appropriate emergency procedures are conducted in
accordance with flight manual/POH and published
procedures while maintaining control of the helicopter

6.3 Approved flight manual/POH and published procedures
are consistently applied when managing systems
malfunctions

6.4 Situation awareness is maintained at all times during a
system malfunction

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and helicopter rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of helicopter control principles,

regulations, safety codes, protocols and procedures to
manage abnormal and emergency helicopter flight
situations that could potentially occur during commercial
helicopter activities across a variety of operational
contexts within the Australian aviation industry

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAY1803A Manage abnormal and emergency helicopter flight situations

Volume 4 of 4, Unit 8 of 37 Page 180 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL and with cross, head
or tailwinds within the limits of the helicopter type

• Performance may be demonstrated on a helicopter with:
• fully functioning dual controls
• an electronic intercom system
• dual control wheel brakes (where brakes are fitted)

Note: Where an abnormal flight situation might
potentially cause damage to the helicopter and/or be
harmful to personnel, evidence for assessment
purposes should be obtained from other than
observation of performance in an actual abnormal
operational situation (e.g. through using an appropriate
simulator and/or structured questioning, or termination
of a simulated forced landing at a point where the
assessment of an outcome can be made).

• Limitations may be imposed by local noise abatement
requirements and curfews

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Abnormal conditions may include:
• a forced landing from level flight, after take off or on

approach
• an engine failure at the hover or during taxi
• a tail rotor malfunction
• a jammed flight control system
• adverse aerodynamic conditions
• a malfunction of one of the helicopter's operating

systems
• Helicopter take-offs and landings may be performed at:

• a prepared or unprepared aerodrome
• an approved helicopter landing site (HLS)

• Guidance in abnormal or emergency situations may be
provided by:
• air traffic control instructions
• light signals
• aerodrome markings

• Adverse aerodynamic conditions affecting the helicopter
may include:
• vortex ring state
• overpitching
• retreating blade stall
• loss of tail rotor effectiveness
• ground resonance
• mast bumping
• dynamic roll over

• Systems malfunctions may include:
• fuel
• electrical
• helicopter airframe
• flight instrument
• flight control, engine or radio/navigation aid systems
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• fire
• smoke and fumes

• Operational hazards may include:
• variable surface conditions
• other aircraft
• loose objects
• personnel
• animals
• birds
• fire
• topography effects on local weather

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Procedural steps to manage forced landing from level
flight, after take-off or on approach are:
• engine failure is identified
• yaw is controlled with antitorque pedals
• controlled corrective action is used to establish and

maintain the helicopter in autorotative flight (nominated
speed + or - 5 kts, + or - 5 degrees heading)

• helicopter is balanced
• suitable landing area is identified
• plan is formulated to ensure the safety of the helicopter
• helicopter is positioned to land into wind
• Air Traffic Service and other traffic are advised of

intentions
• all emergency checks are performed in accordance

with flight manual/POH or approved checklist
• passengers are briefed about the situation, bracing

positions and harness security
• helicopter IAS is stabilised not below minimum rate of

descent speed by 100 feet AGL
• Procedural steps to manage engine failure at the hover or

during taxi are:
• engine failure is identified
• yaw is controlled with anti torque pedals
• lateral movement by cyclic is stopped
• skids are aligned parallel to the landing run without

lateral or rearwards movement
• collective pitch is used to control touchdown rate
• after touchdown collective pitch is fully lowered and

rotor disc maintained parallel to the surface
• Air Traffic Service and other traffic are advised of

situation when appropriate
• helicopter is shut down in accordance with flight

manual/POH or approved checklist
• Procedural steps to manage tail rotor malfunctions are:

• tail rotor malfunction is identified
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• control of helicopter is maintained in accordance with
flight manual/POH or approved checklist

• helicopter is landed
• Procedural steps to manage jammed flight control system

are:
• jammed control is identified
• any objects jamming controls are identified and

removed
• formulate a plan to maintain control of the helicopter

and rectify the malfunction if appropriate
• manage control malfunction in accordance with flight

manual/POH or approved checklist
• advise Air Traffic Service and other traffic of intentions
• helicopter is landed

• Procedural steps to manage adverse aerodynamic
conditions are:
• adverse aerodynamic flight condition is recognised and

identified
• situation is managed in accordance with flight

manual/POH or approved checklist
• helicopter is recovered to controlled flight

• Procedural steps to manage helicopter system
malfunctions are:
• system malfunction is identified and confirmed
• control of helicopter is maintained
• emergency procedures are conducted in accordance

with flight manual/POH
• any applicable published emergency procedures are

conducted
• Air Traffic Service and other stations are advised of

present situation, intentions and assistance required
when appropriate

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Note 1:When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the various
abnormal helicopter flight situations including Day
Visual Flight Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA) or

equivalent
• performance charts
• operations manuals
• approved checklists
• emergency procedures
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• manage abnormal and emergency helicopter flight

situations
• make effective plans, implement timely decisions and

remain in control
• operate the helicopter within its limitations, achieving

optimum performance
• compensate for the secondary and tertiary effects of

helicopter controls
• demonstrate awareness of appropriate forced landing

areas
• recognise situations which may require a precautionary

landing
• perform various functions simultaneously as required
• manage passengers during an abnormal and

emergency helicopter flight situation
• ensure compliance with emergency procedures and

regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders pertaining to abnormal flight
situations

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• basic principles of aerodynamics
• purpose and functions of helicopter systems
• functions and effects of all helicopter controls
• aerodynamic factors affecting helicopter flight

performance
• low level weather and topography effects
• emergency procedures
• all applicable checklist items
• practical action plans for use in the event of an engine

failure
• procedures for the use of performance charts
• application of the height/velocity diagram/graph
• local air traffic control procedures and instructions
• emergency radio procedures
• actions to be conducted following a forced landing
• hazards and risks when managing a helicopter in

abnormal and emergency flight situations and
precautions for controlling the risks

• problems that may occur when managing a helicopter
in abnormal and emergency flight situations and
appropriate action that should be taken in each case

• Ability to:
• apply the above knowledge to the management of a

helicopter in abnormal and emergency flight situations
• read and interpret instructions, procedures and

information relevant to the management of a helicopter
in abnormal and emergency flight situations

• interpret and apply air traffic control instructions
• select and use equipment relevant to the management

of a helicopter in abnormal and emergency flight
situations

• interpret/use a helicopter manufacturer's
height-velocity diagram/graph

• use instruments to monitor helicopter performance in
abnormal and emergency flight situations

• apply air safety practices and regulations
• communicate effectively with others when managing a

helicopter in an abnormal and emergency flight
situation

• modify activities dependent on differing workplace
contingencies, risk situations and environments

• solve problems associated with the management of a
helicopter in abnormal and emergency flight situations

• monitor and anticipate abnormal and emergency
situations and related hazards and take appropriate
action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage a helicopter in abnormal and
emergency flight situations, and/or

• manage a helicopter in an appropriate range of real or
simulated abnormal and emergency flight situations
(where the safety of the helicopter and personnel is not
compromised)

Consistency in
performance

• Applies underpinning knowledge and skills when:
• managing abnormal and emergency situations
• operating an helicopter within its limitations to achieve

optimum performance
• compensating for the secondary and tertiary effects of

controls
• demonstrating awareness of appropriate forced landing

areas
• recognising situations which may require a

precautionary landing
• managing passengers during an abnormal and

emergency helicopter flight situation
• Shows evidence of application of relevant workplace

procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders pertaining to abnormal and emergency
flight situations

• OHS and environmental protection policies and
procedures

• hazard control policies and emergency procedures
• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of helicopter
• Action is taken promptly to report and/or rectify incidents

and problems identified when managing an helicopter in
an abnormal or emergency situation in accordance with
relevant regulations and workplace procedures

• Decisions to force land are taken immediately the need
becomes apparent and the choice of landing area must
be justifiable

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
helicopter and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Competency should be assessed under operating
conditions, except where observation is insufficient,
unsafe, impractical and/or may cause damage to the
helicopter. Where an abnormal situation involves a
situation that might cause damage to the helicopter
and/or be potentially harmful to personnel, evidence for
assessment purposes should be obtained from other than
observation of performance in an actual abnormal
operational situation (e.g. through using an appropriate
simulator and/or structured questioning)

• Assessment should confirm that control of the helicopter
or situation is maintained at all times and in such a
manner that the successful outcome of a procedure or
manoeuvre is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the helicopter type can be demonstrated

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the control of an helicopter in abnormal and
emergency flight situations
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TDAY1903A Operate helicopter at low level
Unit Descriptor This unit involves the skills and knowledge required to operate a

helicopter at low level, including planning low level operations,
manoeuvring a helicopter at low level, performing quick stop
manoeuvres, executing reversal turns, and executing a forced landing
from below 200 feet AGL. Required performance includes compliance
with all relevant airspace control and other regulatory requirements and
Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of helicopter and flight
conditions prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Plan low level operations 1.1 The requirement to operate at low level is identified and
justified in accordance with workplace procedures and
regulatory requirements

1.2 The risks in the low level operations are analysed and an
appropriate decision is made concerning the safe conduct
of these operations

1.3 An action plan for the operations is formulated that
ensures the safe and effective operation of the helicopter
at low level

1.4 Unplanned manoeuvres are avoided
1.5 Compliance is maintained with air traffic control

instructions, regulatory and reporting requirements
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2. Manoeuvre helicopter at
low level

2.1 All low level flight manoeuvres are performed safely using
pre-planned manoeuvres at altitudes between 1 foot and
500 feet AGL

2.2 Effects of wind velocity, false horizons, rising ground and
mountainous terrain are managed and control of the
helicopter is correctly maintained

2.3 Pilot's visual attention is focused outside the cockpit
2.4 Lookout is maintained using a systematic scan technique

at a rate determined by traffic density, visibility and/or
terrain

2.5 Natural horizon is used as primary attitude reference
2.6 Nose of aircraft is cleared to ensure forward visibility when

appropriate
2.7 Situation awareness is maintained at all times during the

low level manoeuvres
2.8 Helicopter is safely manoeuvred adjacent to power lines

and wires
2.9 All obstacles are identified and are appropriately and

safely avoided
2.1 Personnel, animals, vehicles and buildings are identified

and are appropriately and safely avoided
2.2 Height is maintained by visual reference to the earth's

surface when below 500 AGL
2.3 Weather conditions are monitored and appropriate

responses are made
2.4 Fuel status is monitored and appropriate responses are

made
2.5 Local and published noise abatement requirements and

curfews are observed

3. Perform quick stop
manoeuvre

3.1 Deceleration of the helicopter from forward flight is
initiated while either into wind or down wind to terminate to
the hover into wind at a nominated hover point

3.2 Deceleration manoeuvre is conducted within the time and
distance limitations specified whilst maintaining a constant
height above the surface

3.3 Wind velocity is estimated and is appropriately taken into
account in manoeuvres

3.4 Helicopter inertia is anticipated and appropriate allowance
is made in manoeuvres

3.5 Situation awareness is maintained at all times during a
quick stop manoeuvre

3.6 Obstructions are identified and are appropriately and
safely avoided

4. Execute reversal turn 4.1 Adverse conditions requiring reversal turn are recognised
and manoeuvre is commenced without delay

4.2 Helicopter is turned steeply through 180 degrees
manoeuvring in the horizontal and vertical planes, without
exceeding 30 degrees pitch

4.3 Straight and level flight is resumed at entry height
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5. Execute forced landing
from below 200 feet AGL

5.1 Emergency situation requiring a forced landing is identified
5.2 Immediate actions are performed in accordance with flight

manual/POH
5.3 A landing area within autorotative distance is selected and

an appropriate action plan is formulated
5.4 Emergency procedures are performed in accordance with

flight manual/POH and the established action plan
5.5 Air Traffic Service and other traffic are advised of

intentions during the emergency
5.6 Helicopter is landed in accordance with the flight

manual/POH and the established action plan

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
operate a helicopter at low level as part of commercial
aircraft activities across a variety of operational contexts
within the Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL and with cross, head
or tailwinds within the limits of the helicopter type

• Performance may be demonstrated on a helicopter with:
• fully functioning dual controls
• an electronic intercom system
• dual control wheel brakes (where brakes are fitted)

• Limitations may be imposed by local noise abatement
requirements and curfews

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Helicopter take-offs and landings may be performed at:
• a prepared or unprepared aerodrome
• an approved helicopter landing site (HLS)

• Guidance in abnormal or emergency situations may be
provided by:
• air traffic control instructions
• light signals
• aerodrome markings

• Operational hazards during low level manoeuvres may
include:
• variable surface conditions
• other aircraft
• loose objects
• personnel
• animals
• birds
• propeller/tail rotor/rotor wash and jet blast
• low level obstructions
• terrain effects on local weather
• negative 'g' in teetering rotor systems

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Procedural steps for planning low level operations are:
• steps when making a decision to carry out low level

manoeuvres:
• identify and justify the requirement to operate a

helicopter at low level
• ensure the legality of the operation
• identify, analyse and evaluate risks to make and

determine an appropriate decision concerning low
level helicopter operations

• steps for planning low level helicopter operations:
• complete consultation with all stake holders involved

in the low level operation to confirm task
requirements

• ensure aircraft type and performance is appropriate
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for the task to be completed
• the effects of fatigue and physical health on pilot

performance is assessed and allowed for
• actual and forecast weather conditions are analysed

and applied to low level operations
• awareness of wind velocity is established and

conditions continually monitored
• area of operations is positively identified using chart

and geographical features
• geographical characteristics of the area of

operations are assessed and flying operations are
designed to ensure safe completion of the task

• all obstructions are identified by published
information, reference to charts and visual
inspection of terrain, and flying operations are
planned to avoid obstructions

• controls to minimise the adverse effects on visibility
caused by low sun position are implemented

• identify and avoid buildings, personnel, vehicles,
animals and nuisance areas

• contingency plans for abnormal operations are
reviewed and adapted to terrain and operating
conditions

• Procedural steps for manoeuvre helicopter at low level
are:
• general:

• safely manoeuvre helicopter in straight and level,
climbing, descending, turning flight as described in
the Australian National Competency Standards for
Private and Commercial Helicopter Pilots, below 500
feet AGL

• steps for managing wind effect, mountainous terrain
and illusions:
• awareness of wind velocity is maintained at all times

when operating at low level
• the adverse effects of wind caused by terrain and

obstructions are recognised, and managed
• the upwind and lee effects of wind and terrain are

recognised and allowed for
• the illusion of increasing or decreasing TAS when

changing direction in windy conditions are
recognised and controlled

• the effects of wind and down draughts associated
with lenticular and roll clouds are recognised and
avoided

• awareness of the effects of mechanical turbulence is
demonstrated and control of the aircraft ensures
maintenance of desired track

• awareness of the effect of gradient wind is
demonstrated and control of the aircraft ensures
maintenance of desired performance and track

• increased aircraft inertia caused by increasing
gradient wind is recognised and controlled to ensure
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maintenance of desired track
• the illusions of slipping or skidding during turns in

windy conditions are recognised and controlled
• the effect of rising terrain on aircraft performance is

recognised and managed
• airspeed is controlled when flight over descending

terrain is performed
• illusion of false horizons are recognised and

managed
• a constant altitude is maintained over featureless

terrain or water
• steps for operating adjacent to power lines and wires:

• the requirement to operate in the vicinity of power
lines and wires is identified and risk assessed

• a decision to operate in the vicinity of power lines
and wires is implemented

• all power lines and wires are identified and avoided
• poles, cross trees, wires and insulators are identified

and used to assist power line and wire location
• pole stay wires are identified and avoided
• power lines (wires) are identified and avoided when

crossed overhead by an aircraft
• Procedural steps for performing quick stop manoeuvres

are:
• steps for performing quick stop manoeuvres 'into the

wind':
• termination point is identified
• lower collective pitch (power) and position cyclic

pitch using controlled corrective action to decelerate
helicopter

• direction is maintained
• height is maintained
• helicopter airspeed and height are maintained

outside of the 'avoid area' of the manufacturer's
height-velocity diagram

• controlled corrective action coordinating collective
pitch (power), cyclic pitch and anti torque pedals to
hover over the termination point

• steps for performing quick stop manoeuvres 'from
down wind':
• termination point is identified
• turn helicopter into wind and initiate deceleration
• lower collective pitch (power) and position cyclic

pitch using controlled corrective action to decelerate
helicopter

• balance is maintained in turn
• height is maintained
• helicopter airspeed and height are maintained

outside of the 'avoid area' of the manufacturer's
height-velocity diagram

• controlled corrective action coordinating collective
pitch (power), cyclic pitch and anti torque pedals to
hover over the termination point
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• Procedural steps for executing a reversal turn are:
• airspace cleared procedure is performed
• pitch attitude is increased to a maximum of 30 degrees
• a coordinated turn through 180 degrees is achieved by

controlled corrective action
• helicopter is balanced
• helicopter is recovered to straight and level flight at

commencement height and speed
• Procedural steps for executing a forced landing from

below 200 feet AGL are:
• autorotation is entered
• plan is formulated to ensure the safety of the helicopter
• helicopter is positioned to land into wind
• helicopter is balanced
• Air Traffic Service and other traffic is advised of

intentions
• trouble checks are performed in accordance with flight

manual/POH or approved checklist
• autotative landing is performed

Note 1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders including Day Visual Flight
Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• performance charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• make decisions concerning low level helicopter

manoeuvres
• apply the techniques of low level helicopter flight
• perform various functions simultaneously as required
• conduct wind assessment and apply outcomes to low

level operations
• determine power required and power available in

prevailing conditions
• maintain focus of visual attention outside helicopter;
• determine effects of inertia and apply outcomes to low

level operations
• maintain compliance with regulatory requirements
• manage rotor RPM and engine response

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAY1903A Operate helicopter at low level

Volume 4 of 4, Unit 9 of 37 Page 196 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• critical operational conditions, including retreating

blade stall, vortex ring, overpitching, loss of anti-torque
effectiveness, negative 'g' effects

• purpose and functions of helicopter systems
• functions and effects of all helicopter controls, including

rotor RPM management (governors) and engine
acceleration response

• meteorological factors affecting helicopter flight
performance during low level flight

• terrain following techniques
• air traffic requirements
• safety hazards and risks of low level helicopter

operations and precautions for controlling the risks
• procedures for the use of performance charts
• application of the height/velocity diagram/graph
• local air traffic control procedures and instructions
• hazards and risks when taking-off a helicopter and

controlling its approach to hover and precautions for
controlling the risks

• problems that may occur when operating a helicopter
at low level and appropriate action that should be taken
in each case

• Ability to:
• apply the above knowledge to the operation of a

helicopter at low level
• read and interpret instructions, procedures and

information relevant to the operation of a helicopter at
low level

• identify and justify a decision to operate a helicopter at
low level

• use instruments to monitor helicopter performance
during the operation of a helicopter at low level

• monitor and anticipate operational problems, risks and
hazards and take appropriate action

• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the operation of a

helicopter at low level
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to operate a helicopter at low level, and/or

• operate a helicopter at low level in an appropriate
range of operational contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• making decisions concerning low level helicopter

manoeuvres
• carrying out low level helicopter manoeuvres
• performing various functions simultaneously
• conducting wind assessments and applying outcomes

to low level operations
• determining power required and power available in

prevailing conditions
• determining effects of inertia and apply outcomes to

low level operations
• maintaining compliance with regulatory requirements

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• local air traffic control procedures and instructions
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of helicopter and its ancillary equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when operating a helicopter at
low level in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
helicopter and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the helicopter
or situation is maintained at all times and in such a
manner that the successful outcome of a procedure or
manoeuvre is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the helicopter type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is insufficient,
unsafe or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the operation of a helicopter at low level
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TDAY2003A Provide airspace-specific services
Unit Descriptor This unit involves the skills and knowledge required to provide

airspace-specific services, including providing ancillary air services and
implementing local instructions.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air Traffic Controllers)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Provide ancillary air traffic
services

1.1 Minimum relevant ancillary services are correctly applied

2. Implement local
instructions

2.1 Local procedures are correctly applied
2.2 A satisfactory solution is achieved in applying local

procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• The Air Traffic Service services described in Element 1
include those services that have not been assessed in the
unit 'Manage Traffic', such as the range of responsibilities
detailed in CASA's Manual of Standards, for example
Radar Advisory Service, revision of ATIS, assessment
and provision of Significant Weather Information, etc.

• Performance should be assessed on the actual services
that are provided in the position being assessed, and is
therefore dependent upon the specific requirements of
the local airspace/aerodrome

Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Performance may be demonstrated in:
• simulated situations, and/or
• an operational air traffic control workplace

• Air traffic control workplace may include:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
• regulatory standards and recommended practices
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards
• Air Traffic Service Provider's Operations Manual
• air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• provide ancillary services
• implement local procedures

• Local Procedures include such items as Standard
Instrument Departures (SIDs), Standard Arrival Routes
(STARs), noise abatement procedures, low visibility
operations, security (runway incursions), etc. Additionally,
local procedures may be detailed in:
• local operating instructions
• Letters of Agreement
• local work instructions

• The standard for judging whether a solution is satisfactory
is made with reference to the specific situation in which
the separation standards are being applied or traffic
advice given, and, apart from safety, represents an
outcome with a minimum acceptable level of efficiency

Interdependent
assessment of units

• This unit of competency must be assessed in conjunction
with other units that form part of a controller's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations
• Relevant OHS and environmental procedures and

regulations
• A knowledge of:

• principles of effective air traffic control
• procedures for the provision of airspace-specific

services
• responsibilities of air traffic controllers when managing

air traffic
• area of radar coverage
• airspace geography and topography
• classification and special use of airspace
• relevant sections of the air traffic services procedures

manual and local instructions
• relevant equipment used when providing

airspace-specific services, its applications and the
procedures for its use

• safety hazards and risks that exist when providing
airspace-specific services and related risk control
procedures and precautions

• problems that may occur when providing
airspace-specific services and appropriate action that
should be taken in each case

• Ability to:
• apply the above knowledge in the provision of

airspace-specific services
• use required protocols, codes, abbreviations and

conventions when providing airspace-specific services
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• maintain compliance with relevant regulatory

requirements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge required to provide airspace-specific
services, and/or

• provide airspace-specific services in an appropriate
range of operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• providing ancillary services
• implementing local procedures

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards (MOS)
• OHS and environmental protection policies and

procedures
• operational procedures and work instructions
• manufacturer's specifications relating to equipment

used in the provision of airspace-specific services
• Action is taken promptly to report and/or rectify incidents

and problems identified when providing airspace-specific
services in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail

Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service Provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
Air Traffic Service workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in approved

simulated Air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used
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TDAY203A Take-off aeroplane
Unit Descriptor This unit involves the skills and knowledge required to take off an

aeroplane including completing pre-take-off checks, completing take-off
procedures and performing after take-off checks. Required
performance includes compliance with all relevant airspace control
requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Carry out pre-take-off
procedures

1.1 Pre take-off checks are completed in accordance with
approved checklist

1.2 Aeroplane is lined up in the centre of the runway in
take-off direction and line up checks are carried out in
accordance with approved checklist

2. Take-off aeroplane 2.1 Take-off power is applied, aeroplane is maintained aligned
with centre of runway with wings maintained level and
rotated at manufacturers recommended speed to achieve
planned climb performance

2.2 Aeroplane is configured for nominated climb profile and
tracking on centreline of runway is maintained

2.3 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility or terrain

2.4 Awareness of all circuit traffic is maintained
2.5 Different aeroplane types are recognised
2.6 Radiotelephone listening watch is maintained
2.7 Local and published noise abatement requirements and

curfews are observed

3. Carry out after take-off
procedures

3.1 After take-off checks are performed from memory in
accordance with approved checklist

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
take off an aeroplane in normal flight as part of
commercial aircraft activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control brakes
• (if propeller-driven) a constant speed propeller
• a cruise speed of at least 120 kts TAS at cruise power
• a suitable means of simulating instrument flight

conditions
• Limitations may be imposed by local noise abatement

requirements and curfews
• Classes of airspace are those designated by the Civil

Aviation Safety Authority
• Runways may include:

• sealed
• gravel
• grass

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Procedural steps for carrying out pre-take-off procedures
are:
• safety briefing is performed
• pre take-off checks are completed in accordance with

approved checklist
• Air traffic Service instructions are implemented
• aeroplane is aligned with centre line in take off

direction
• aeroplane is positioned as close to the start of the

runway as possible
• line up checks are performed in accordance with

approved checklist
• Procedural steps for taking-off an aeroplane are:

• brakes are released where fitted
• take off power is smoothly and fully applied
• aeroplane direction is maintained on runway
• excessive pressure on nose wheel is avoided
• yaw is controlled
• flight and engine instruments are checked and reacted

to during take off roll
• aeroplane is rotated at recommended speed (+ 5 -0

kts)
• at a safe height undercarriage is retracted (if

applicable)
• aeroplane is accelerated to nominated climb speed

appropriate to obstacle clearance requirements
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• flaps are retracted at safe height if applicable
• climb is established at nominated speed ( + or - 5

knots)
• climb power is set ( + or - 50 rpm, + or - 0.5" MAP)
• heading is adjusted to maintain track along extended

runway centre line
• perform crosswind take-off
• applicable checks are performed in accordance with

aeroplane checklist
• aeroplane is lined up on centre line of runway
• aeroplane is positioned as close to runway threshold

as possible
• into wind aileron is raised
• line up checks are performed
• brakes are released
• take off power is smoothly applied
• aeroplane direction is maintained on runway
• light pressure is maintained on nose wheel
• wings are maintained level with aileron as speed

increases
• yaw is controlled
• flight and engine instruments are checked and reacted

to on take off roll
• aeroplane is rotated at recommended speed (+5 -0 kts)
• drift is countered by adjusting heading and aeroplane

is tracked along runway centre line
• aeroplane is balanced
• undercarriage and flaps are retracted at a safe height if

applicable
• aeroplane is accelerated to nominated climb speed ( +

or - 5 kts) appropriate to obstacle clearance
requirements

• climb power is set ( + or - 50 rpm + or - 0.5" MAP)
• after take off checks are completed at a safe altitude in

accordance with approved checklist

Note1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to taking off an
aeroplane including Day Visual Flight Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• take-off reference charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• apply take off procedures in accordance with

regulatory requirements
• compensate for the secondary effects of controls
• perform various functions simultaneously as required
• interpret windsock indications
• comply with air traffic instructions and regulatory

requirements
• maintain awareness of the circuit traffic situation
• manage take-off emergencies

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerodynamics
• purpose and functions of aeroplane systems
• functions and effects of all aeroplane controls
• all pre-take-off and after take-off checks
• air traffic requirements
• factors affecting take-off distance and initial climb

performance
• procedures for the use of take-off performance charts
• factors affecting directional control of the aeroplane
• problems that may occur when taking-off an aeroplane

and appropriate action that should be taken in each
case

• Ability to:
• apply the above knowledge to the taking-off of an

aeroplane
• read and interpret instructions, procedures and

information relevant the taking-off of an aeroplane
• select and use equipment relevant to the taking-off of

an aeroplane
• use instruments to monitor aeroplane performance
• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the taking-off of an

aeroplane
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to take-off an aeroplane, and/or

• take-off an aeroplane in an appropriate range of
operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• taking off an aeroplane
• interpreting windsock indications
• maintaining awareness of the circuit traffic situation
• managing take-off emergencies

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the taking-off of
an aeroplane

• OHS and environmental protection policies and
procedures

• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of aeroplane
• Action is taken promptly to report and/or rectify incidents

and problems identified when taking-off an aeroplane in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the aeroplane type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to take-off an aeroplane
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TDAY2103A Maintain separation
Unit Descriptor This unit involves the skills and knowledge required to maintain

separation, including applying separation standards and providing
traffic information.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air Traffic Controllers)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Apply separation
standards

1.1 Separation standards are accurately applied
1.2 Satisfactory separation solutions are selected and

implemented to achieve separation assurance

2. Provide traffic information 2.1 Adequate traffic information is provided

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 3

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• Applying separation standards assesses the controller's
ability to apply the full range of separation standards or
provide traffic advice in situations involving medium to
high levels of traffic volume and complexity and in
adverse weather
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Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Performance may be demonstrated in:
• simulated situations, and/or
• an operational air traffic control workplace

• Air traffic control workplace may include:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Separation Standards may be:
• vertical
• lateral
• longitudinal

• Separation may be established with reference to:
• time
• distance
• visual observation (pilot or controller)
• reduced military standards

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
• regulatory standards and recommended practices

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards
• Air Traffic Service Provider's Operations Manual
• Air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• respond appropriately to traffic separation problems
• apply separation standards
• provide traffic information

Note:occasionally excessive and/or superfluous traffic
information advice is acceptable.

• maintain compliance with relevant regulatory
requirements

• The standard for judging whether a solution is satisfactory
is made with reference to the specific situation in which
the separation standards are being applied or traffic
advice given, and, apart from safety, represents an
outcome with a minimum acceptable level of efficiency

• Traffic information may be considered excessive and/or
superfluous when it is either given in circumstances in
which it is not required, or the degree of detail provided is
beyond what is required in the particular circumstance

Interdependent
assessment of units

• This unit of competency must be assessed in conjunction
with other units that form part of a controller's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations
• Relevant OHS and environmental procedures and

regulations
• A knowledge of:

• principles of effective air traffic control
• separation standards
• procedures for the maintenance of traffic separation

and the provision of traffic information
• relevant control zone, airspace/route structure and

traffic patterns
• sector/traffic hot spots
• responsibilities of air traffic controllers when

maintaining traffic separation and providing traffic
information

• area of radar coverage
• airspace geography and topography
• classification and special use airspace
• weather phenomena affecting flight operations and

safety
• aircraft performance characteristics
• relevant equipment used when maintaining traffic

separation and providing traffic information, its
applications and procedures for its use

• relevant sections of the air traffic services procedures
manual and local instructions

• safety hazards and risks that exist when maintaining
traffic separation and providing traffic information, and
related risk control procedures and precautions

• problems that may occur when maintaining traffic
separation and providing traffic information, and
appropriate action that should be taken

• Ability to:
• apply the above knowledge in the maintenance of

traffic separation and provision of traffic information
• use required protocols, codes, abbreviations and

conventions in the maintenance of traffic separation
and provision of traffic information

• modify activities dependent on differing workplace
contingencies, risk situations and environments

• maintain compliance with relevant regulatory
requirements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge required to maintain traffic separation and
provide traffic information, and/or

• maintain traffic separation and provide traffic
information in an appropriate range of operational
contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying and responding to traffic separation

problems
• applying separation standards
• providing traffic information
• maintaining compliance with relevant regulatory

requirements
• Shows evidence of application of relevant workplace

procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards (MOS)
• OHS and environmental protection policies and

procedures
• operational procedures and work instructions
• manufacturer's specifications relating to equipment

used when maintaining traffic separation and providing
traffic information

• Action is taken promptly to report and/or rectify incidents
and problems identified when maintaining traffic
separation and providing traffic information in accordance
with relevant regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail

Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service Provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
Air Traffic Service workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in simulated

air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used
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TDAY2203A Manage traffic
Unit Descriptor This unit involves the skills and knowledge required to manage traffic

as part of air traffic control operations including conducting traffic
sequencing, regulating air traffic flow, appropriately regulating workload
and appropriately responding to changing conditions.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air Traffic Controllers)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Conduct traffic
sequencing

1.1 Satisfactory traffic sequences and/or time, distance and
level requirements are achieved

2. Regulate traffic flow 2.1 Instructions issued to regulate traffic flow always maintain
safety

2.2 Acceptable traffic flow for the given situation is achieved

3. Regulate workload 3.1 Work tasks are selected or deferred to appropriately
manage the workload

3.2 Defensive techniques are applied, when needed
3.3 Assistance is sought prior to work situation being beyond

individual capabilities

4. Respond to changing
conditions

4.1 Action in response to changing conditions always
maintains safety

4.2 Action to respond to changing conditions is completed in a
satisfactory timeframe

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 3

Solving problems 3

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• The controller must demonstrate an ability to establish
traffic sequences, regulate traffic flow, and regulate
workload in situations involving medium to high levels of
traffic volume and complexity, and in adverse weather

Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Performance may be demonstrated in:
• simulated situations
• an operational air traffic control workplace

• Air traffic control workplace may include:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
• regulatory standards and recommended practices

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards
• Air Traffic Service provider's Operations Manual
• Air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• conduct traffic sequencing
• regulate air traffic flow
• regulate workload appropriately
• respond appropriately to changing conditions
• maintain compliance with relevant regulatory

requirements
• Defensive techniques are those which allow the controller

to operate with increasing levels of traffic without
compromising safety standards. These techniques may
include:
• delay or deferral of clearances
• more restrictive or interim solutions than may be used

in less busy circumstances
• imposition of increased separation standards

• The importance of some elements in Manage Traffic will
vary depending on the sector/airspace involved. For
example, element 1 will be of more importance for
Terminal Area Control or Aerodrome Control than for
Enroute Control

• The standard for judging whether a solution is satisfactory
is made with reference to the specific situation in which
sequencing is being conducted, and traffic flow and
workload are being regulated, and, apart from safety,
represents an outcome with a minimum acceptable level
of efficiency

Interdependent
assessment of units

• This unit of competency must be assessed in conjunction
with other units that form part of a controller's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations
• Relevant OHS and environmental procedures and

regulations
• A knowledge of:

• principles of air traffic control
• separation standards and procedures for the provision

of traffic information
• sequencing procedures
• relevant control zone, airspace/route structure and

traffic patterns
• sector/traffic hot spots
• responsibilities of air traffic controllers when managing

air traffic
• area of radar coverage
• airspace geography and topography
• classification and special use airspace
• weather
• aircraft performance characteristics
• relevant equipment used when managing air traffic, its

applications and the procedures for its use
• relevant sections of the air traffic services procedures

manual and local instructions
• safety hazards and risks that exist when managing air

traffic and related risk control procedures and
precautions

• problems that may occur when managing air traffic and
appropriate action that should be taken in each case

• Ability to:
• apply the above knowledge in the management of air

traffic
• use required protocols, codes, abbreviations and

conventions in the management of air traffic
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• maintain compliance with relevant regulatory

requirements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage air traffic, and/or

• manage air traffic in an appropriate range of
operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• conducting traffic sequencing
• regulating air traffic flow
• regulating operational workload
• responding to changing operational conditions

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards (MOS)
• OHS and environmental protection policies and

procedures
• operational procedures and work instructions
• manufacturer's specifications relating to equipment

used in the management of air traffic
• Action is taken promptly to report and/or rectify incidents

and problems identified when managing air traffic in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail

Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
air Traffic Service workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in simulated

Air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used
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TDAY303A Control aeroplane in normal flight
Unit Descriptor This unit involves the skills and knowledge required to control an

aeroplane in normal flight, including climbing an aeroplane, maintaining
straight and level flight, descending an aeroplane, turning an aeroplane,
controlling an aeroplane at slow speed, and performing circuits and
approaches. Required performance includes compliance with all
relevant airspace control requirements and Day Visual Flight Rules
(Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Climb aeroplane 1.1 Adjustments are made to attitude and power to achieve an
increase of altitude at normal, maximum rate (Vy),
maximum angle (Vx) and cruise conditions of flight during
straight and turning manoeuvres

1.2 Aeroplane is maintained in balanced flight during
adjustments to attitude and power

1.3 Aeroplane is levelled off from climb at nominated altitude
using standard aeroplane procedures

1.4 Nose of aeroplane is cleared to ensure forward visibility
1.5 Situation awareness is maintained at all times

2. Maintain straight and level
flight

2.1 Adjustments are made to attitude and power to achieve a
constant height, heading and speed using standard
aeroplane procedures at nominated speeds and
aeroplane configurations

2.2 Aeroplane is maintained in balanced flight during
adjustments to attitude and power

2.3 Natural horizon is used as primary attitude reference
2.4 Height is maintained within allocated height band

3. Descend aeroplane 3.1 Adjustments are made to attitude and power during both
straight and turning flight manoeuvres to achieve a
decrease in altitude for glide and power assisted flight at a
nominated speed or rate of descent whilst in different
aeroplane configurations

3.2 Aeroplane is maintained in balanced flight during
adjustments to attitude and power

3.3 Aeroplane is levelled from a descent at a nominated
altitude

3.4 Clearance ahead and below is maintained
3.5 Air traffic control altitude restrictions are observed
3.6 Aeroplane does not exceed design limits during maximum

rate descent
3.7 Situation awareness is maintained
3.8 Effects of undercarriage and flaps are managed
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4. Turn aeroplane 4.1 'Airspace cleared' procedure is carried out
4.2 Heading is altered in balanced flight during level, climbing,

descending and gliding manoeuvres and turns are
performed at varying rates to achieve specified tracks

4.3 Turn on to nominated heading or geographical feature is
achieved

4.4 Situation awareness is maintained throughout turning
manoeuvre

4.5 Airspeed is maintained within airframe limitations
4.6 Engine operating limits are not exceeded
4.7 Carburettor icing is avoided

5. Control aeroplane at slow
speed

5.1 Pre-manoeuvre checks are completed in accordance with
workplace procedures

5.2 Aeroplane is flown at minimum clean approach speed and
at minimum landing configuration approach speed as
specified in Flight manual/POH in balanced flight

5.3 Full power is applied and attitude and balance adjusted to
achieve nominated speed in excess of 1.5 Vs, whilst
maintaining height

5.4 Situation awareness is maintained throughout slow speed
operation

5.5 Height awareness is maintained during slow speed flight

6. Perform circuits and
approaches

6.1 Traffic patterns are conducted in accordance with AIP
procedures appropriate to the aeroplane type with
allowance for wind velocity on all legs of the circuit

6.2 All checklists are completed and radiotelephone
procedures followed

6.3 The approach path is appropriately intercepted and
maintained in a manner applicable to the aeroplane type,
whilst remaining clear of other traffic

6.4 Traffic conflict or adverse flight conditions are recognised
when they arise and a go around is performed from any
position in the traffic pattern

6.5 Situation awareness is maintained at all times during
circuits and approaches

6.6 Right of way rules are applied and complied with
6.7 Radio listening watch is maintained in accordance with

established procedures
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7. Comply with airspace
requirements

7.1 While aeroplane is maintained within a specified area,
compliance is maintained with air traffic requirements and
controlled or restricted airspace conditions or limitations

7.2 Appropriate reactions are made to factors which may
affect the safe progress of the flight

7.3 Awareness of aeroplane position is maintained using
charts and geographical features

7.4 Lookout is maintained throughout flight using a systematic
scan technique at a rate determined by traffic density,
visibility or terrain

7.5 Radio listening watch is maintained and information
received is acted upon

7.6 Weather conditions are monitored and a appropriate
action is taken

7.7 Fuel status is monitored throughout flight and reacted to
appropriately

7.8 Orientation by geographical features is maintained
7.9 Local and published noise abatement requirements and

curfews are observed

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
control of an aeroplane in normal flight as part of
commercial aircraft activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL and with cross, head
or tailwinds within the limits of the aeroplane type

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control brakes
• (if propeller-driven) a constant speed propeller
• a cruise speed of at least 120 kts TAS at cruise power
• a suitable means of simulating instrument flight

conditions
• Limitations may be imposed by local noise abatement

requirements and curfews
• Classes of airspace are those designated by the Civil

Aviation Safety Authority
• Runways may include:

• sealed
• gravel
• grass

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Procedural steps for climbing an aeroplane:
• climb power is set (+ or - 50 rpm, + or - 0.5 " MAP)
• climb nose attitude is selected
• wings are parallel to the horizon
• aeroplane is balanced
• aeroplane is trimmed when IAS is stabilised
• direction is maintained
• instruments are used to confirm performance
• manifold pressure is maintained as altitude is

increased
• IAS for maximum rate of climb is maintained (+5 -0

knots)
• IAS for maximum angle of climb is maintained (+5 -0

knots)
• IAS for cruise climb is maintained (+ or - 5 knots)
• forward visibility is maintained
• engine temperature is monitored and reacted to
• level off altitude is anticipated
• nose attitude is adjusted to terminate climb
• aeroplane is accelerated to cruise speed while

maintaining altitude ((+ or - 100 feet)
• straight and level nose attitude is selected when IAS

stabilises
• direction is maintained (+ or -10 degrees)
• cruise power is set ((+ or - 50 RPM (+ or - 0.5" MAP)
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• aeroplane is balanced
• aeroplane is trimmed

• Procedural steps for the maintenance of straight and level
flight:
• straight and level nose attitude is established at

nominated power at determined altitude
• wings are parallel to the horizon
• aeroplane is trimmed
• aeroplane is balanced
• straight and level nose attitude is maintained at cruise

power ((+ or - 100 feet, (+ or - 10 knots of nominated
speed) ((+ or - 50 RPM (+ or - 0.5" MAP)

• wings are kept parallel to the horizon to maintain
direction ((+ or - 10 degrees)

• aeroplane is trimmed
• performance is confirmed by use of instruments
• aeroplane natural stability is demonstrated
• aeroplane is balanced by use of rudder
• rudder is trimmed if applicable to aeroplane type
• straight and level flight is maintained at various power

settings
• aeroplane is balanced at varying power and speed
• aeroplane is re-trimmed for varying power and speed
• performance is confirmed by use of instruments
• straight and level flight is maintained with flap selected
• straight and level flight is maintained with

undercarriage selected down
• aeroplane is trimmed for each configuration
• performance is confirmed by use of instruments
• aeroplane is balanced when power is altered
• pitch is controlled when power is changed

• Procedural steps descending an aeroplane are:
• steps for performing a 'glide descent':

• carburettor heat is applied as required
• idle power is selected for glide descent
• aeroplane is balanced
• nose attitude is selected to maintain descent IAS ((+

or - 5 knots)
• aeroplane is trimmed
• direction is maintained ((+ or - 10 degrees)
• instruments are used for precision
• engine temperature is monitored and controlled
• engine is operated to minimise spark plug fouling
• sparking plugs are de fouled as required
• carburettor heat is used as required

• steps for performing a 'cruise descent':
• cruise descent power is selected ((+ or - 50 RPM,

0.5" MAP)
• aeroplane is balanced
• nose attitude and power is selected to maintain

cruise descent IAS ((+ or - 5 knots (+ or - 100 ft/min
of nominated rate of descent)

• aeroplane is trimmed
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• direction is maintained
• instruments are used for precision
• level of altitude is anticipated and achieved ((+ or -

100 ft)
• glide and powered descents are performed with flap

and undercarriage selected down
• Procedural steps for 'turning of an aeroplane' are:

• general:
• 'airspace cleared procedure' is carried out before all

turns
• bank angle is increased to 30 degrees for level turn
• nose attitude is adjusted to maintain altitude
• aeroplane is balanced
• altitude is maintained ((+ or - 100 feet)
• constant angle of bank is maintained

• steps for performing a climbing turn:
• angle of bank does not exceed 20 in climbing turn
• climbing turn IAS is maintained ((+ or - 5 knots)

• steps for performing a descending turn:
• descending turn IAS is maintained (+ or - 10 knots)
• 30 degree angle of bank is maintained
• aeroplane is balanced
• rudder is used to counter yaw
• gliding turn through 180? heading change is

performed and height loss is observed
• roll out from turn on a specified direction or heading

is anticipated
• wings are rolled level
• nose attitude is adjusted to maintain IAS
• 10.3.9. aeroplane is balanced

• Procedural steps for circuits and approaches:
• drift is controlled by adjusting heading and aeroplane is

tracked along extended runway centre line
• climb is established
• climbing turn onto cross wind leg is performed ( + or -

15 degrees + or - 5 degrees bank)
• aeroplane is established on cross wind leg
• allowance is made for drift
• aeroplane is levelled off at circuit height (+ or - 100

feet)
• applied judgment is used to turn aeroplane onto

downwind leg
• adjustment is made to circuit to ensure safe spacing

with preceding traffic
• correct distance from runway centre line is maintained
• altitude on downwind leg is maintained (+ or - 100 feet)
• pre landing checks are performed in accordance with

checklist
• radio is used to report position and intentions
• applied judgment is used to turn on to base leg to

intercept acceptable approach path
• allowance is made for drift
• acceptable approach path is established
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• approach speed is maintained (+5 -0 knots)
• acceptable approach path on base leg is maintained
• applied judgment is used to turn onto final approach

leg
• aeroplane is aligned with and tracking runway centre

line
• aiming point is identified and selected
• applicable approach path angle is established
• designated approach air speed is maintained (+5-0

knots)
• track along extended runway centre line is maintained
• coordinated use of power and nose attitude are applied

to control approach path angle and speed
• allowance is made for wind gusts and turbulence
• normal approach is completed
• glide approach is performed
• flapless approach is managed and performed
• final approach checks are completed in accordance

with approved checklist
• go around from base leg is initiated
• take-off power is applied
• climb is established

• flaps and undercarriage are retracted if selected down, in
the correct sequence
• radio is used to advise air traffic control of position and

circuit status
• after take-off checks are performed
• aeroplane is turned on to final leg and another circuit

completed
• go around from final approach leg is initiated
• take-off power is applied
• climb is established
• flaps and undercarriage are retracted in the correct

sequence, if selected down
• radio is used to advise air traffic control of position and

circuit status
• after take-off checks are performed

• Procedures maintaining compliance with air space
requirements are:
• geographical limits of the flight area is demonstrated

on a chart
• prominent geographical features are identified using a

chart
• the limits of the flight area are identified on the ground
• the position of controlled airspace is determined using

a chart and geographical features
• restricted areas are identified using a chart and

geographical features
• departure from the circuit area and transition to the

flight area is completed without incident
• departure from the flight area and transition to the

circuit area is completed without incident
• Aeroplane manoeuvres are normally performed to and
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within the following specifications and tolerances (Note
that the specifications and tolerances may be exceeded
in appropriate situations e.g. to maintain safety):
• power is maintained within + or -50 RPM and + or -0.5"

MAP of that necessary to maintain required speed and
attitude

• constant direction flight at a fixed altitude (straight and
level) within the following tolerances: + or -10 degrees
of heading, 50 RPM + or -0.5" MAP

• nominated altitudes + or -100 ft.
• nominated speeds (+ or -10 kts)
• level out at nominated altitude (+ or - 100 ft') after

descent
• level turn (30 degrees bank + or -5 degrees)
• rate one level turn (+ or - 100 ft)

• climbs within the following tolerances: + or -50 RPM + or
-0.5" MAP, + or -10 degrees, + or -5 kts nominated IAS
climbing turn (+ or -5 kts through min. 180 degrees)
• gliding turn through min. 180 degrees (30 degrees

bank + or -5 degrees, + or -10 kts)
• descents are entered with aeroplane balanced and on

heading or track and at nominated rate (+ or - 100
ft/min) within the following tolerances: + or -10
degrees, 50RPM + or -0.5" MAP, + or -10 kts
nominated IAS

• descending turn (30 degrees bank + or - 100 ft'/min)
• turn on to nominated heading or geographical feature +

or -10 degrees
• nominated approach speed (+10 -0 knots)
• minimum clean approach speed is within the range

+5-0 kts and minimum landing configuration approach
speed +5 -0 kts

Note 1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders including Day Visual Flight
Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• apply the techniques of straight and level, climbing and

descending flight to achieve a consistent traffic pattern
and approach to landing

• compensate for the secondary effects of controls
• perform various functions simultaneously as required
• maintain separation between aircraft
• remain within a designated area whilst complying with

airspace and air traffic requirements
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerodynamics
• functions and effects of all aeroplane controls
• procedures for setting power in normally aspirated,

turbocharged or supercharged engines as applicable
• forces and moments in straight and level flight
• forces in a climb
• theory and application of best rate and angle of climb
• use of instruments to monitor aeroplane performance
• relationship of attitude and power to trim
• use of trim controls
• effects of flap
• use of flap
• forces acting on an aeroplane during descent
• the effects of excessive cooling on engine performance
• the use of carburettor heat
• the requirements and procedures for maximum rate

descent
• hazards during maximum rate descent
• forces acting on an aeroplane in a turn
• the effect of turning and acceleration on magnetic

compass accuracy
• the tendency to underbank in descending turn and

overbank in a climbing turn
• cause of and compensation for aileron drag
• the effect of angle of bank and load factor on stall

speeds
• factors which affect stall speed
• circuit patterns and procedures
• coefficient of drag curve
• the effect of induced drag
• the dangers of turbulence and wake turbulence when

flying at low speed
• the effect of turning and acceleration on magnetic

compass accuracy
• Day VFR criteria

• Ability to:
• apply the above knowledge to the control of an

aeroplane in flight
• read and interpret instructions, procedures and

information relevant the control of an aeroplane in flight
• select and use relevant equipment, including trim

controls, flaps, and carburettor heat
• use instruments to monitor aeroplane performance
• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
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• solve problems associated with the control of an
aeroplane in flight

• read and interpret instructions, procedures and
information relevant to the visual examination of a
stationary train

• monitor and anticipate operational problems and
hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to control an aeroplane in normal flight,
and/or

• control an aeroplane in normal flight in an appropriate
range of operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• applying the techniques of straight and level, climbing

and descending flight
• compensating for the secondary effects of controls
• performing various functions simultaneously as

required
• maintaining separation between aircraft
• remaining within a designated area whilst complying

with airspace and air traffic requirements
• Shows evidence of application of relevant workplace

procedures including:
• Relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• operational procedures and work instructions (including

security and housekeeping procedures)
• manufacturer's specifications relating to the operation

of aeroplane and its ancillary equipment

• Action is taken promptly to report and/or rectify incidents
and problems identified when controlling an aeroplane in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the aeroplane type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is insufficient
or impractical. In these cases, approved flight simulators
may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the control of an aeroplane in normal flight
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TDAY403A Land aeroplane
Unit Descriptor This unit involves the skills and knowledge required to land an

aeroplane, including controlling the rate of descent, aligning the plane
with runway centreline, maintaining directional control, minimising
ballooning and bouncing, and stopping the aeroplane within the
available runway length. It also includes completion of after-landing
checks and the performance of a mislanding when required. Required
performance includes compliance with all relevant regulatory
requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Land aeroplane 1.1 Aeroplane is landed in accordance with established
aviation practice and regulatory requirements, i.e. a
controlled rate of descent, alignment with and above the
runway centreline, within a specified area, without drift,
with directional control maintained, and stopping within the
available runway length

1.2 Ballooning and bouncing are minimised and controlled in
accordance with established aviation practice

1.3 After landing checks are performed in accordance with
approved checklist

1.4 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility or terrain

1.5 Awareness of conflicting air traffic is maintained
1.6 Conflict is avoided with aircraft using into wind runway
1.7 Runway is vacated when practicable
1.8 Situation awareness is maintained

2. Perform correct procedure
in event of a mislanding

2.1 Decision to perform mislanding is made when landing
standards cannot be achieved

2.2 Control of aeroplane is maintained and circuit is performed
in accordance with established aviation practice and
regulatory requirements

2.3 Windsock and other indicators are used to determine wind
velocity

2.4 Allowance for wind velocity is made during landing
2.5 Runway is unobstructed
2.6 Go-around is initiated on mislanding
2.7 Radio listening watch is maintained
2.8 Weather conditions are monitored
2.9 Wake turbulence is avoided
2.10 Situation awareness is maintained
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
land an aeroplane as part of commercial aircraft activities
across a variety of operational contexts within the
Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control brakes
• (if propeller-driven) a constant speed propeller
• a cruise speed of at least 120 kts TAS at cruise power
• a suitable means of simulating instrument flight

conditions
• Limitations may be imposed by local noise abatement

requirements and curfews
• Classes of airspace are those designated by the Civil

Aviation Safety Authority
• Runways may include:

• sealed
• gravel
• grass

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Procedural steps for the 'landing of an aeroplane' are:
• steps for landing an aeroplane in normal head wind:

• aiming point is selected and identified
• rate of descent is reduced at a height above runway

suitable for the aeroplane type
• power is reduced to idle prior to touchdown
• directional control is maintained during roundout

with use of rudder
• lateral control is maintained during roundout using

ailerons
• ballooning is recognised and controlled prior to

touchdown
• bouncing is recognised and controlled after touch

down
• touchdown is achieved within 200 feet (60 metres)

beyond a nominated touchdown point
• aeroplane is landed on main wheels with nose

wheel clear of ground (nose wheel aeroplane)
• aeroplane is landed simultaneously on main wheels

and tail wheel (tail wheel aeroplane)
• controlled rate of descent at touchdown is achieved
• aeroplane is landed on and aligned with runway

centre line (nose or tail wheel within 2 metres of
centreline)

• aeroplane direction on ground is controlled
• nose wheel contact with runway is controlled
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• aeroplane brakes are used to slow aeroplane
• aeroplane is stopped within runway length
• after landing checklist is completed
• wheel landing in tail wheel aeroplane is performed

• steps for landing an aeroplane in a cross wind:
• applicable flap is selected for crosswind conditions
• aeroplane is tracked along runway centre line
• rate of descent is arrested at the height above

runway applicable to aeroplane type
• power is reduced to idle
• direction is controlled using rudder
• lateral control is maintained using ailerons
• ballooning is recognised and controlled prior to

touchdown
• crabbing approach technique-nose is aligned with

centre line before touchdown on main wheels,
ensuring aeroplane is not drifting

• wing down technique-aeroplane is landed on the
into wind main wheel, ensuring aeroplane is not
drifting

• touchdown is achieved within 200 feet (60 metres)
beyond the nominated touchdown point

• controlled rate of descent on touchdown is achieved
• bouncing is recognised and controlled after touch

down
• aeroplane is landed on and aligned with runway

centre line (nose or tail wheel within 2 metres of
centreline)

• ailerons are used to prevent wing rise
• aeroplane direction on ground is controlled
• nose wheel contact with runway is controlled
• brakes are used without lockup to slow aeroplane
• aeroplane is stopped within runway length
• after landing checklist is completed

• Procedural steps for the 'performing of a mislanding' are:
• aeroplane is controlled
• take off power is applied
• aeroplane direction is controlled on ground
• aeroplane lift off from runway is at lift-off IAS (+5 -0 kts)
• runway direction is maintained
• climb is established
• flaps and undercarriage are retracted in the correct

sequence, if selected down
• radio is used to advise air traffic control of pilot's

intentions
• after take off checks are performed

Note 1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.
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Note 2 : Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the landing of an
aeroplane

• Flight manual/ Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• Landing Performance Charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• exercise sound judgement sufficient to perform landing

procedures
• compensate for the secondary effects of controls
• recognise and respond to conditions leading to a

mislanding
• carry out correct procedures in the event of a

mislanding
• calculate landing performance
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerodynamics
• circuit and landing procedures
• all required checklist items
• the causes of loss of directional control during landing
• the aerodynamic forces involved during the flare
• the effect of wind on landing performance
• the cross wind limits for the aeroplane type flown
• the techniques used to land an aeroplane in a cross

wind
• how to calculate a cross wind component
• the causes of aquaplaning and procedures to avoid

aquaplaning
• aeroplane performance calculation
• air traffic procedures

• Ability to:
• apply the above knowledge to the landing of an

aeroplane
• read and interpret instructions, procedures and

information relevant the landing of an aeroplane
• select and use relevant equipment, including trim

controls, flaps, and carburettor heat
• use instruments to monitor aeroplane performance
• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the landing of an

aeroplane
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to land an aeroplane, and

• land an aeroplane in an appropriate range of
operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• performing landing procedures
• compensating for the secondary effects of controls
• recognising and responding to conditions leading to a

mislanding
• carrying out mislanding procedures
• calculating landing performance

• Shows evidence of application of relevant workplace
procedures including:
• Relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the landing of an
aeroplane

• OHS and environmental protection policies and
procedures

• hazard control policies and procedures
• operational procedures and work instructions (including

security and housekeeping procedures)
• manufacturer's specifications relating to the operation

of aeroplane and its ancillary equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when landing of an aeroplane in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Ballooning during roundout and bouncing after touchdown
are controlled when adjustment of attitude without the
application of power is used to achieve a landing

• Touchdown is consistently achieved within 200 ft (60
metres) beyond a nominated point

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation
• Assessment should confirm that control of the

aircraft or situation is maintained at all times and in
such a manner that the successful outcome of a
procedure or manoeuvre is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the aeroplane type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the landing of an aeroplane
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TDAY503A Execute advanced aircraft manoeuvres and
procedures

Unit Descriptor This unit involves the skills and knowledge required to control the
aeroplane in a range of situations by the application of advanced
manoeuvres and procedures, including turning an aeroplane steeply,
sideslipping the aeroplane and executing short take-offs and landings.
Required performance includes compliance with all relevant airspace
control requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Turn aeroplane steeply 1.1 'Air space cleared' procedure is carried out in accordance
with regulatory requirements

1.2 Level turn of nominated bank angle is achieved without
altitude change

1.3 Descending turn of nominated bank angle is achieved to a
nominated heading or geographical feature through a
minimum of 500 feet height loss

1.4 Recovery is made from spiral dive in accordance with
established aviation practice

1.5 Lookout is maintained using a systematic scan technique
in direction of turn and below

1.6 Awareness of higher stall speed in turns is demonstrated
1.7 Collision with terrain is avoided
1.8 Aeroplane 'g' limits are not exceeded

2. Sideslip aeroplane 2.1 Pre-manoeuvre checks are performed in accordance with
regulatory requirements and manufacturer's procedures

2.2 Yaw is induced to achieve increased rate of descent while
maintaining track and airspeed

2.3 A turn is executed through minimum track change of 90 at
constant airspeed using sideslip in accordance with
established aviation practice

2.4 Recovery from sideslip is achieved and aeroplane is
returned to balanced flight

2.5 Lookout is maintained using a systematic scan technique
at a rate determined by traffic density, visibility or terrain

2.6 Glide speed is maintained
2.7 Functions of fuel system are monitored
2.8 Situation awareness is maintained
2.9 Aeroplane limitations are known and not exceeded
2.10 Local and published noise abatement requirements and

curfews are observed
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3. Execute short take-off 3.1 Take-off performance is calculated in accordance with
performance chart

3.2 Pre-take-off checks are performed in accordance with
approved checklist and regulatory requirements

3.3 Aeroplane is lined up to enable use of maximum runway
length

3.4 Line up checks are performed in accordance with
approved checklist

3.5 Take-off power is achieved before brakes (where fitted)
are released and aeroplane is rotated at recommended
speed, and nominated climb speed appropriate to
obstacle clearance requirements is achieved

3.6 After-take-off checks are performed from memory in
accordance with approved checklist

3.7 Windsock and other indicators are used to determine wind
velocity

3.8 Situation awareness is maintained
3.9 Lookout is maintained using a systematic scan technique

at a rate determined by traffic density, visibility or terrain
3.10 Appropriate allowance is made for surface conditions

4. Execute short landing 4.1 Landing performance is calculated in accordance with
performance chart

4.2 Aeroplane is landed at nominated touch down point +200
ft (60 metres) at minimum speed and maximum braking is
applied

4.3 Ballooning and bouncing are controlled in accordance with
established aviation practice and regulatory requirements

4.4 After-landing checks are performed in accordance with
approved checklist and regulatory requirements

4.5 Windsock and other indicators are used to determine wind
velocity

4.6 Allowance for wind velocity and turbulence is made during
approach and landing

4.7 Situation awareness is maintained
4.8 Lookout is maintained using a systematic scan technique

at a rate determined by traffic density, visibility or terrain
4.9 Appropriate allowance is made for surface conditions
4.10 Runway is vacated as soon as practicable

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
execute advanced aircraft manoeuvres and procedures
as part of commercial aircraft activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMS and with cross, head
or tailwinds within the limits of the aeroplane type

• Advanced procedures may include :
• turning an aeroplane steeply
• sideslipping the aeroplane
• executing short take-offs
• executing short landings

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control brakes
• (if propeller-driven) a constant speed propeller
• a cruise speed of at least 120 kts TAS at cruise power
• a suitable means of simulating instrument flight

conditions
• Limitations may be imposed by local noise abatement

requirements and curfews
• Classes of airspace are those designated by the Civil

Aviation Safety Authority
• Runways may include:

• sealed
• gravel
• grass

• Procedural steps for the 'turning of an aeroplane steeply'
are:
• steps for entering and maintaining a level steep turn:

• airspace cleared procedure is followed
• angle of bank is increased to 45 or 60 degrees (+ or

- 10)
• nose attitude is adjusted to maintain altitude (100

feet)
• aircraft is balanced
• power is increased to maintain IAS (+ or - 10 knots)
• angle of bank and nose attitude are coordinated to

maintain altitude
• awareness of increased stalling speed is

demonstrated
• steps for entering and maintaining a descending steep

turn:
• airspace ahead and below is cleared
• from a descent, angle of bank is increased to 45 or

60 degrees (+ or - 10)
• nose attitude is adjusted to maintain descent IAS (+

or - 10 knots)
• aircraft is balanced
• angle of bank and nose attitude are coordinated to

maintain descent IAS
• engine and carburettor temperature are monitored

and managed
• awareness of increased stalling speed is

demonstrated
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• steps for recovering from level steep turn:
• heading or geographical roll out feature is

anticipated
• wings are rolled parallel to horizon
• nose attitude is adjusted to maintain altitude
• aircraft is balanced
• power is reduced to maintain IAS

• steps for recovering from descending steep turn:
• heading or geographical roll out feature is

anticipated
• wings are rolled parallel to horizon
• nose attitude is adjusted to maintain descent IAS
• aircraft is balanced
• engine temperature is monitored and managed

• Procedural steps for the 'sideslipping of an aeroplane'
are:
• steps for sideslipping aeroplane

• airspace is cleared ahead and below
• wing is lowered during a glide
• opposite rudder is applied to prevent turn
• elevators are used to adjust nose attitude to

maintain glide IAS (+10 -5 knots)
• ailerons are used to maintain bank angle
• rate of descent is adjusted by coordinating angle of

bank and applied rudder
• flight instruments are monitored
• carburettor air and engine temperatures are

monitored
• steps for recovering from sideslip:

• recovery height is anticipated
• wings are rolled parallel to horizon using ailerons
• yaw is controlled with rudder
• nose altitude is adjusted to maintain glide IAS

• steps for performing side slipping turn and recovering:
• airspace is cleared around and below
• whilst in a gliding turn opposite rudder is applied to

cause the aeroplane to sideslip
• turn and descent rates are controlled by

coordinating angle of bank and use of rudder
• IAS is controlled with elevator
• engine temperature is monitored
• roll out feature or heading, and height is anticipated
• wings are rolled parallel to horizon
• yaw is controlled with rudder
• nose attitude is adjusted with control column to

maintain glide speed
• Procedural steps for short take-offs and landings are:

• general
• take-off and landing performance is calculated using

authorised charts
• pre-take-off checks are performed in accordance

with approved checklist
• suitable flap for minimum ground roll take-off is
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selected
• aeroplane is lined up utilising maximum runway

length available
• line up checks are performed in accordance with

approved checklist
• steps for performing short take-off:

• brakes are applied
• stick is held full back (tail wheel aeroplane)
• take-off power is applied
• brakes are released
• direction on runway is maintained
• aeroplane is lifted off at recommended speed (+5 -0

knots)
• steps for performing short take-off from soft surface:

• brakes are applied
• control column is held fully back
• take-off power is applied
• brakes are released
• direction on runway is maintained
• aeroplane is lifted off at minimum possible IAS (+5

-0 knots)
• aeroplane is allowed to accelerate
• aeroplane is climbed at best angle or rate of climb

as appropriate for obstacle clearance requirements
• after take-off checks are performed

• steps for performing short landing:
• aiming point is selected
• approach speed is maintained (+5 -0 kts) (calculated

from take-off and landing chart)
• approach path is maintained
• rate of descent is reduced at height above runway

suitable for aeroplane type
• power is reduced to idle
• touchdown is achieved at minimum speed without

drift, ballooning or bouncing within 100 feet (30
metres) beyond a nominated touchdown point

• touchdown is achieved on main wheels (tricycle
undercarriage)

• touchdown is achieved on main wheels and tail
wheel (tail wheel aeroplane)

• aeroplane is landed on and aligned with runway
centre line(nose or tail wheel within 2 metres of
centreline)

• aeroplane direction on ground is controlled
• maximum rate braking is applied
• aeroplane is stopped within calculated runway

length
• Aeroplane manoeuvres are normally performed to and

within the following specifications and tolerances (Note
that the specifications and tolerances may be exceeded
in appropriate situations e.g. to maintain safety):
• power is maintained within + or -50 RPM and + or -0.5"

MAP of that necessary to maintain required speed and
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attitude
• constant direction flight at a fixed altitude (straight and

level) within the following tolerances: + or -10 degrees
of heading, 50 RPM + or -0.5" MAP

• nominated altitudes + or -100 ft
• turn on to nominated heading or geographical feature +

or -10 degrees
• nominated approach speed (+10 -0 knots)
• minimum clean approach speed (short landing only) is

within the range +5-0 kts and minimum landing
configuration approach speed +5 -0 kts

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Note 1:When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders including Day Visual Flight
Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards
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Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• recognise flight situations which may require advanced

manoeuvres and procedures, and apply the necessary
techniques

• compensate for the secondary effects of controls
• conduct a steep turn
• sideslip an aeroplane
• complete short take-offs and landings
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerodynamics
• functions and effects of all aeroplane controls
• procedures for turning an aeroplane steeply
• procedures for side-slipping an aeroplane
• procedures for short takeoffs and landings
• the increased stalling speed in a steep turn
• the increased induced drag during a steep turn
• the effects of a side slip on aeroplane performance
• the effects of side slipping on aeroplane on fuel, pitot

and flap systems
• take-off and landing performance chart calculations
• ground hazards associated with minimum ground roll

operations
• the effects of "g" forces
• the effects of maximum rate and minimum radius turns

• Ability to:
• apply the above knowledge to the execution of

advanced aircraft manoeuvres and procedures
• read and interpret instructions, procedures and

information relevant to the execution of advanced
aircraft manoeuvres and procedures

• select and use relevant equipment during the
execution of advanced aircraft manoeuvres and
procedures

• use instruments to monitor aeroplane performance
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the execution of

advanced aircraft manoeuvres and procedures
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge for advanced aircraft manoeuvres and
procedures, and/or

• execute advanced aircraft manoeuvres and procedures
in an appropriate range of operational situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• recognising flight situations which may require

advanced manoeuvres and procedures, and applying
the necessary techniques

• compensating for the secondary effects of controls
• conducting a steep turn, sideslipping an aeroplane,

and completing short take-offs and landings
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to advanced
manoeuvres and procedures

• OHS and environmental protection policies and
procedures

• aircraft operating procedures and work instructions
• manufacturer's specifications relating to the operation

of aeroplane
• Action is taken promptly to report and/or rectify incidents

and problems identified when executing advanced
manoeuvres and procedures in accordance with relevant
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the aeroplane type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and regulations to
advanced aircraft manoeuvres
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TDAY603A Manage abnormal aeroplane flight situations
Unit Descriptor This unit involves the skills and knowledge required to accurately

assess an abnormal situation and perform immediate actions, configure
the aeroplane, select an emergency landing area and land with no
injury to personnel or damage to the aeroplane or property. Abnormal
situations may include engine failure at takeoff or during flight, a stall,
an incipient or full spin, a forced landing or other abnormal operational
situations involving equipment, instruments, control, airframe, fire or
other onboard emergencies. Required performance includes
compliance with all relevant airspace control requirements and Day
Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Note:Where an abnormal situation might potentially cause damage to
the aircraft and/or be harmful to personnel, evidence for assessment
purposes should be obtained from other than observation of
performance in an actual abnormal operational situation (e.g. through
using an appropriate simulator and/or structured questioning, or
termination of a simulated forced landing at a point where the
assessment of an outcome can be made).

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Manage engine failure
after take-off

1.1 Immediate actions are performed in accordance with
Pilot's Operating Handbook (POH)

1.2 A landing area within gliding distance is selected,
emergency procedures are performed in accordance with
Flight manual/POH and the aeroplane is landed

2. Manage engine failure
elsewhere in circuit

2.1 Immediate actions are performed in accordance with
Flight manual/POH

2.2 A landing area within gliding distance, on the aerodrome
or elsewhere, is selected

2.3 Emergency procedures are performed in accordance with
Flight manual/POH and the aeroplane is landed if the
engine cannot be restarted

3. Recover from stall 3.1 (In simulated conditions) pre-manoeuvre checks are
completed in accordance with regulatory requirements
and manufacturer's procedures

3.2 Aeroplane attitude and power settings are adjusted to
resume normal balanced flight on advent of stall in
accordance with established aviation practice

3.3 Height loss is consistent with aeroplane type
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4. Recover from an incipient
spin

4.1 (In simulated conditions) pre manoeuvre checks are
completed in accordance with regulatory requirements
and manufacturer's procedures

4.2 Recovery at incipient spin stage (stall with wing drop) is
performed and controlled flight is resumed in accordance
with established aviation practice

4.3 Recovery at incipient spin stage during a turn is performed
and controlled flight is resumed

5. Recover from a full spin 5.1 (In simulated conditions) pre manoeuvre checks are
completed in accordance with regulatory requirements
and manufacturer's procedures

5.2 Direction of spin is identified and yaw is eliminated in
accordance with established aviation practice

5.3 Aeroplane is unstalled and balanced flight resumed in
accordance with established aviation practice

5.4 Note: Recovery from a full spin is a flight sequence
that can only be completed in an aircraft certified to
perform spin manoeuvres

6. Perform a forced landing 6.1 Immediate actions are performed in accordance with
Flight manual/POH

6.2 Landing area within gliding distance is selected, all
emergency checks are performed in accordance with the
Flight manual/POH, and if an engine restart is not
achieved a controlled landing is performed

7. Conduct precautionary
search and landing

7.1 Air Traffic Services are advised of intentions if possible
7.2 Landing area is selected and inspected for approach,

landing distance and surface, and overshoot clearance
and aeroplane is landed

8. Manage on-board
abnormal and emergency
situations

8.1 On-board abnormal situations are identified and managed
in accordance with relevant workplace and emergency
procedures and regulatory requirements

8.2 Appropriate emergency procedures are followed in
accordance with Flight manual/POH and published
procedures while maintaining control of the aeroplane

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAY603A Manage abnormal aeroplane flight situations

Volume 4 of 4, Unit 17 of 37 Page 256 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
manage abnormal flight situations that could potentially
occur during commercial aircraft activities across a variety
of operational contexts within the Australian aviation
industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL and with cross, head
or tailwinds within the limits of the aeroplane type

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control brakes
• (if propeller-driven) a constant speed propeller
• a cruise speed of at least 120 kts TAS at cruise power
• a suitable means of simulating instrument flight

conditions
• Abnormal conditions may include:

• engine failure at take-off
• engine failure during flight
• a stall,
• an incipient spin
• a full spin
• a forced landing
• onboard abnormal operational situations involving

equipment, instruments, control, airframe, fire or other
on-board emergency Note: Where an abnormal flight
situation might potentially cause damage to the aircraft
and/or be harmful to personnel, evidence for
assessment purposes should be obtained from other
than observation of performance in an actual abnormal
operational situation (e.g. through using an appropriate
simulator and/or structured questioning).

• Limitations may be imposed by local noise abatement
requirements and curfews

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Runways may include:
• sealed
• gravel
• grass

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Procedural steps for the management of an engine failure
after take-off are:
• nose is immediately lowered to maintain best gliding

speed (+10 -0 kts)
• aeroplane is balanced
• suitable landing area is selected
• turns are minimised
• undercarriage and flaps are lowered as required
• emergency procedures are conducted in accordance
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with approved checklist
• radio is used to advise of emergency
• passengers are briefed about situation, brace position

and harness security
• engine shutdown checks are completed in accordance

with approved checklist
• aeroplane is landed and the safest outcome is

achieved
• Procedural steps for the management of an engine failure

in circuit are:
• glide attitude is immediately selected (+10 -0 knots)
• aeroplane is balanced
• aeroplane is trimmed
• suitable landing area is selected
• wind strength is considered when selecting landing

area
• a landing area is selected on the aerodrome from any

leg of the circuit if height is sufficient
• immediate actions are completed
• radio is used to advise of emergency and pilot's

intentions
• passengers are briefed about situation and bracing

position
• trouble checks are conducted in accordance with

approved checklist procedures
• engine restart is attempted if height is sufficient
• undercarriage and flaps are lowered when landing is

assured
• shutdown checks are performed in accordance with

approved checklist procedures
• aeroplane is landed and the safest outcome is

achieved
• aeroplane is vacated expeditiously
• air traffic control /other aircraft are advised of situation

• Procedural steps for the management of forced landing
are:
• excess speed is used to maintain height
• perform immediate actions
• glide attitude is selected
• aeroplane is balanced
• aeroplane is trimmed
• surface wind direction and strength is established
• suitable landing area is selected
• plan is formulated
• approach path is controlled to ensure the safest

outcome is achieved in the nominated landing area
• forced landing pattern is executed and modified as

required
• trouble checks are performed in accordance with

aeroplane check list
• emergency is declared to air traffic control/Air Traffic

Service/other aeroplanes detailing position and
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intentions and emergency transponder code is
selected

• emergency transponder code is selected
• engine restart is attempted if the possibility of a

successful start is evident
• if engine will not start, shutdown checks are performed

in accordance with approved checklist
• passenger are briefed about the situation, brace

position and harness is secure
• plan is modified to adapt to changed conditions
• flaps and undercarriage are lowered as required
• aeroplane is vacated expeditiously after landing

• Procedural steps for the conduct of a precautionary
search and landing are:
• decision to conduct precautionary landing is made

before conditions deteriorate to an unsafe stage
• pre-descent checks are performed
• air traffic control is advised using an 'URGENCY' call

(PAN)
• aeroplane is set up in bad visibility configuration if

applicable
• suitable landing area is selected
• wind direction and strength is observed
• length of landing area is confirmed by visual assessment

or timing
• circuit is conducted at 500 feet or 100 feet below cloud
• turning points for circuit are selected in bad visibility
• landing strip is flown over at 100 feet and to the right or

directly over the landing strip depending on forward
visibility from the aircraft type

• power is reduced to idle
• aeroplane is balanced
• altitude is maintained as ias decreases
• control column is moved rearwards
• increasing nose attitude is observed
• effect of airframe buffet is observed and felt through

control column
• instrument indications are monitored
• decreased effectiveness of controls is observed
• the ineffectiveness or reversal effect of ailerons is

demonstrated
• visual or aural stall warning indicators are observed
• at the stall, speed is noted and stick/control column

position is observed
• at the point of stall departure from intended flight path

is observed
• recovery is made from stall using power:

• stall is recognised when aeroplane departs from
intended flight path

• wing drop is prevented by using rudders to control
yaw

• recovery is achieved by unstalling the wings using
the elevators, and simultaneously applying full
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power
• wings are maintained parallel to horizon using

ailerons
• height loss is observed

• recovery is made from stall without using power:
• stall is recognised when aeroplane departs from

intended flight path
• recovery is achieved by unstalling the wings using

the elevators
• nose attitude is adjusted to achieve best gliding

speed
• height loss is observed
• recovery is made from stall during a turn:

• stall is recognised when aeroplane departs from
intended flight path

• recovery from stall during turn is achieved by
unstalling the wings using the elevators and
simultaneously applying full power

• aeroplane is balanced when unstalled, ailerons are
used to control angle of bank

• Aeroplane manoeuvres are normally performed to and
within the following specifications and tolerances (Note
that the specifications and tolerances may be exceeded
in appropriate situations e.g. to maintain safety):
• power is maintained within + or -50 RPM and + or -0.5"

MAP of that necessary to maintain required speed and
attitude

• constant direction flight at a fixed altitude (straight and
level) within the following tolerances: + or -10 degrees
of heading, 50 RPM + or -0.5" MAP

• nominated altitudes + or -100 ft.
• nominated speeds (+ or -10 kts)
• level out at nominated altitude (+ or - 100 ft') after

descent
• level turn (30 degrees bank + or -5 degrees)
• rate one level turn (+ or - 100 ft)
• climbs within the following tolerances: + or -50 RPM +

or -0.5" MAP, + or -10 degrees, + or -5 kts nominated
IAS climbing turn (+ or -5 kts through min. 180
degrees)

• gliding turn through min. 180 degrees (30 degrees
bank + or -5 degrees, + or -10 kts)

• descents are entered with aeroplane balanced and on
heading or track and at nominated rate (+ or - 100
ft/min) within the following tolerances: + or -10
degrees, 50RPM + or -0.5" MAP, + or -10 kts
nominated IAS

• descending turn (30 degrees bank + or - 100 ft'/min)
• turn on to nominated heading or geographical feature +

or -10 degrees
• nominated approach speed (+10 -0 knots)
• minimum clean approach speed is within the range
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+5-0 kts and minimum landing configuration approach
speed +5 -0 kts

• Note 1: When manipulating flight controls during the
process of correcting errors, specified flight tolerances
may temporarily be exceeded (except for design
limitations) if controlled corrective action is in progress
as those tolerances are exceeded.

• Note 2 : Any competency units involving the control of
aircraft; include appropriate information on the control
procedures to be used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the various
abnormal flight situations including Day Visual Flight
Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• charts
• operations manuals
• approved checklists
• emergency procedures
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• manage abnormal flight situations
• operate the aeroplane within its limitations, achieving

optimum performance
• compensate for the secondary effects of controls
• demonstrate awareness of appropriate forced landing

areas in the aerodrome environs
• identify symptoms of incipient and developed stalls
• recognise situations which may require a precautionary

landing
• perform various functions simultaneously as required
• ensure compliance with relevant emergency

procedures and regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders pertaining to abnormal flight
situations

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerodynamics
• functions and effects of all aeroplane controls
• engine failure emergency procedures
• practical action plans for use in the event of an engine

failure after take off
• a plan of action to be used in the event of an engine

failure in flight, other than after take off
• factors affecting a stall
• symptoms of the approach to the stall and the stall
• causes of stalling
• recovery techniques
• the potential dangers of unbalanced flight at slow

speed
• actions required to recover from an incipient spin (wing

drop at point of stall)
• action required to recover from a stall during a turn
• spin entry and recovery techniques
• the difference between a spin and spiral dive
• symmetrical and rolling 'g' limitations
• procedures to be followed to recover from a stall
• procedures to be followed to recover from an incipient

spin
• procedures to be followed to recover from a full spin

and spiral dive
• height loss during a 180 degree gliding turn
• action planning processes
• all applicable checklist items
• emergency radio procedures
• actions to be conducted following a forced landing
• bad visibility configuration
• hazards associated with flying operations at low level

• Ability to:
• apply the above knowledge to the management of an

aeroplane in abnormal flight situations
• read and interpret instructions, procedures and

information relevant the management of an aeroplane
in abnormal flight situations

• select and use relevant equipment in abnormal flight
situations

• use instruments to monitor aeroplane performance
• apply air safety practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the management of an

aeroplane in abnormal flight situations
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• monitor and anticipate operational problems and
hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage an aeroplane in abnormal flight
situations, and/or

• manage an aeroplane in an appropriate range of
abnormal flight situations (where the safety of the
plane and personnel is not compromised)

Consistency in
performance

• Applies underpinning knowledge and skills when:
• managing abnormal situations
• operating an aeroplane within its limitations to achieve

optimum performance
• compensating for the secondary effects of controls
• demonstrating awareness of appropriate forced landing

areas
• recognising situations which may require a

precautionary landing
• Shows evidence of application of relevant workplace

procedures including:
• Relevant Civil Aviation Safety Regulations and Civil

Aviation Orders pertaining to abnormal flight situations
• OHS and environmental protection policies and

procedures
• hazard control policies and emergency procedures
• operational procedures and work instructions (including

security and housekeeping procedures)
• manufacturer's specifications relating to the operation

of aeroplane

• Action is taken promptly to report and/or rectify incidents
and problems identified when managing an aeroplane in
an abnormal situation in accordance with relevant
regulations and workplace procedures

• Decisions to force land are taken immediately the need
becomes apparent and the choice of landing area must
be justifiable

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Competency should be assessed under operating
conditions, except where observation is insufficient,
unsafe, impractical and/or may cause damage to the
aircraft. Where an abnormal situation involves a situation
that might cause damage to the aircraft and/or be
potentially harmful to personnel, evidence for assessment
purposes should be obtained from other than observation
of performance in an actual abnormal operational
situation (e.g. through using an appropriate simulator
and/or structured questioning)

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the aeroplane type can be demonstrated

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the control of an aeroplane in abnormal flight
situations
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TDAY703A Manage aircraft fuel
Unit Descriptor This unit involves the skills and knowledge required to manage aircraft

fuel, including determining aircraft fuel requirements and performing the
necessary calculations, refuelling the aircraft and ensuring the fuel
system is configured and operated for maximum safety and efficiency in
the prevailing flight conditions. It also includes calculating requirements,
configuring the fuel system and making adjustments to achieve best
range and best endurance within prescribed safety parameters.
Required performance includes compliance with all relevant regulatory
requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Plan fuel requirements 1.1 Duration of flight is determined
1.2 Fuel reserve requirement is determined in accordance

with regulatory requirements
1.3 Total fuel requirement is determined in accordance with

regulatory requirements
1.4 Contingencies are anticipated
1.5 Correct grade of fuel is used
1.6 Situation awareness is maintained

2. Manage fuel system 2.1 Fuel system is operated in accordance with Flight
manual/Pilot's Operating Handbook (POH)

2.2 Fuel requirements are revised as circumstances change
2.3 Aircraft is configured to achieve best range
2.4 Aircraft is configured to achieve best endurance
2.5 Fuel contents are visually inspected and quantities

confirmed before flight.
2.6 Fire hazard precautions are observed when carrying out

fuel management procedures
2.7 OHS procedures are followed at all times when carrying

out fuel management procedures
2.8 Potential hazards are anticipated and minimised
2.9 Appropriate precautions are taken to ensure personnel

and property safety

3. Refuel aircraft 3.1 Aircraft is refuelled in accordance with Flight manual/POH,
OHS and regulatory requirements and workplace
procedures

3.2 Appropriate precautions are taken to ensure the safety
personnel and property during refuelling operations
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
manage aircraft fuel as part of commercial aircraft
activities across a variety of operational contexts within
the Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
conditions in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an:
• an operational aircraft (aeroplane or helicopter)
• an appropriate aircraft simulator

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Equipment for fuel transfer will be as appropriate for the
type of aircraft and the fuel source being used

• Fuel source may include:
• fuel bowser
• fuel tanker
• drummed fuel

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Procedural steps for planning the fuel requirements of an
aircraft are:
• fuel required for duration of flight is calculated (+5 -0

minutes)
• fuel load at intermediate stops is adjusted to maximise

payload requirements (when applicable)
• mandatory fuel reserve is calculated
• fuel allowance is made for icing conditions
• fuel allowance is made for diversion to an alternate

aerodrome when forecast meteorological conditions
are below alternate minima

• fuel allowance is made for holding or diversions during
periods of 'intermittent' (INTER) or 'temporary'
(TEMPO) deterioration of weather conditions below
alternate minima

• fuel allowance is made for Air Traffic Service routing,
departure and arrival procedures which are anticipated

• fuel allowance is made for pressurisation failure if
applicable

• fuel log is prepared for navigation
• any necessary additional fuel reserves are calculated
• total fuel required for flight and all reserves is

calculated
• fuel planning is revised as flight circumstances change

before or during flight

• Procedural steps for managing an aircraft's fuel system
are:
• general:

• fuel system configuration is identified and controlled
according to Flight manual/POH
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• fuel tank selection is applicable to the phase of flight
• fuel selector switch is positioned to ensure delivery

of fuel to engine
• fuel boost/auxiliary pumps are used on take-off,

landing and as required in Flight manual/POH
• mixture control is used for economic and efficient

flight
• carburettor heat is used only when required
• fuel cross feed is used to balance aeroplane if

applicable
• fuel contents and flow are monitored
• hfuel usage is recorded
• fuel caps are securely fastened after refuelling
• fuel drain cocks are confirmed closed

• steps for configuring an aircraft to achieve best range:
• total fuel remaining is recorded
• revised range is calculated
• most appropriate altitude is selected to achieve best

range
• power setting to achieve best range is established

(+ or - 50 RPM + or - 0.5? MAP for aeroplanes)
• best range speed is established
• mixture is leaned to optimum setting
• carburettor heat set to prevent icing

• steps for configuring an aircraft to achieve best
endurance:
• total fuel remaining is recorded
• revised endurance is calculated
• most appropriate altitude is selected to achieve best

endurance
• power setting to achieve best endurance is

established (+ or - 50 RPM + or - 0.5" MAP for
aeroplanes)

• best endurance speed is achieved within tolerances
allowable within CASA regulations and control of
aeroplane maintained

• mixture is leaned to optimum setting
• carburettor heat set to prevent icing

• Procedural steps for refuelling an aircraft are:
• refuelling procedures and safety precautions are

identified
• compliance is maintain ed with minimum safety

distance requirements between aircraft and buildings,
refuelling and electrical equipment

• fire hazards are removed
• appropriate fire extinguisher is confirmed as being

available
• fuel contamination and water checks are completed
• correct grade of fuel is used
• grounding procedures are followed
• fuel caps are securely fastened after refuelling
• fuel drain cocks are confirmed closed

• Note 1: When manipulating flight controls during the
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process of correcting errors, specified flight tolerances
may temporarily be exceeded (except for aircraft design
limitations) if controlled corrective action is in progress
as those tolerances are exceeded.

• Note 2: Any competency units involving the control of
aircraft include appropriate information on the control
procedures to be used

Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders including Day Visual Flight
Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA) or

equivalent
• charts
• operations manuals
• approved checklists
• fuel log
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• plan aircraft fuel requirements
• refuel an aircraft
• manage the operation of an aircraft fuel system
• implement safety precautions during aircraft refuelling
• maintain compliance with regulatory requirements
• maintain workplace records relevant to aircraft fuel

management
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aircraft fuel systems
• the fuel consumption of the aeroplane at varying power

settings
• factors affecting fuel consumption
• calculation of conversion between imperial, United

States and metric measures
• the dangers of using the incorrect grade of fuel
• mixture leaning technique
• the fuel reserve requirement for aircraft
• regulations and procedures for refuelling aeroplanes
• methods of identifying applicable grade of fuel for

aeroplane type
• the operation of the aeroplane fuel system
• procedures for the calculation of Equi Time Point (ETP)

and Point of No Return (PNR)
• aerodynamic, engine and airframe requirements (for

aeroplanes) and rotor rpm requirements (for
helicopters) to achieve best range and endurance

• hazards that exist when refuelling aircraft and related
hazard control procedures and precaution

• problems that may occur when managing aircraft fuel
and appropriate action that should be taken in each
case

• Ability to:
• apply the above knowledge to the management of

aircraft fuel
• read and interpret instructions, procedures and

information relevant the management of aircraft fuel
• calculate Equi Time Point (ETP) and Point of No

Return (PNR)
• identify applicable grade of fuel for aircraft type
• apply air safety practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the management of

aircraft fuel
• monitor and anticipate operational problems and

hazards and take appropriate action
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage aircraft fuel, and/or

• manage aircraft fuel in an appropriate range of
operational workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• planning aircraft fuel requirements
• refuelling an aircraft
• managing the operation of an aircraft fuel system
• implementing safety precautions during aircraft

refuelling
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• OHS and environmental protection policies and

procedures
• hazard control policies and procedures
• operational procedures and work instructions (including

emergency and hazard control procedures)
• manufacturer's specifications relating to the operation

of aircraft and its fuel system
• Action is taken promptly to report and/or rectify incidents

and problems identified when managing an aircraft's fuel
system in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of relevant controls
applicable to the aircraft type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of fuel management principles and applicable
legislation to the management of aircraft fuel systems
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TDAY803A Control aeroplane solely by reference to full
instrument panel

Unit Descriptor This unit involves the skills and knowledge required to perform all
normal flight manoeuvres solely using the full instrument panel,
including maintenance of straight and level flight, climbing and
descending aeroplane, performing a rate one turn, recovering from
unusual attitudes, and re-establishing VFR conditions. Required
performance includes compliance with all relevant airspace control
requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Perform manoeuvres
using the full instrument
panel

1.1 Straight and level flight is maintained solely by reference
to the full instrument panel

1.2 Aeroplane is climbed and descended solely by reference
to the full instrument panel

1.3 A rate one turn is performed solely by reference to the full
instrument panel

1.4 Recovery from unusual attitudes is executed solely by
reference to the full instrument panel

1.5 Adverse physiological sensations are accepted but
ignored in accordance with established aviation practice

1.6 Corrective control movements are smooth and excessive
muscular force avoided

1.7 Instrument power sources are checked for serviceability
and monitored in flight

1.8 Heading instruments are synchronised before take-off and
every 10 minutes in flight

2. Re-establish VFR
conditions using the full
instrument panel

2.1 Controlled flight is resumed solely by reference to the full
instrument panel

2.2 VFR conditions are re-established in accordance with
regulatory requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
control of an aeroplane solely by reference to the full
instrument panel as part of commercial aircraft activities
across a variety of operational contexts within the
Australian aviation industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control brakes
• (if propeller-driven) a constant speed propeller
• a cruise speed of at least 120 kts TAS at cruise power
• a suitable means of simulating instrument flight

conditions
• Limitations may be imposed by local noise abatement

requirements and curfews
• Classes of airspace are those designated by the Civil

Aviation Safety Authority
• Runways may include:

• sealed
• gravel
• grass

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

• Procedural steps before instrument flight are:
• pitot/static systems are checked for serviceability and

condition
• flight instruments are checked for condition and

serviceability
• instrument power sources are checked
• the attitude indicator pitch datum is set to the inflight

straight and level attitude appropriate for the aircraft
type

• turn, heading and attitude indicators are functionally
checked while taxiing

• Procedural steps during instrument flight are:
• attitude indicator is used as primary control instrument

for pitch and roll
• performance instruments are used with selective radial

scan to confirm attitude
• other instruments and indicators are interrogated and

appropriate responses made
• applicable scan technique for straight and level stage

of flight is used
• lag in performance instruments is anticipated and

appropriate allowance is made
• aeroplane is balanced
• timely instrument interrogation rate is practiced
• engine instruments are monitored and reacted to
• power and attitude are used to achieve performance (
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+ or - 50 RPM + or - 05" MAP)
• straight and level flight is achieved at changing

airspeed (+ or - 10 knots + or - 10 degrees, + or - 150
ft)

• straight and level flight is achieved in different flight
configurations

• the change-check-hold-adjust-trim technique of
instrument flying is utilised

• Critical steps while climbing and descending during
instrument flight:
• climb is achieved at nominated speed (+ or - 5 knots)
• descent is performed at 500 feet per minute (+ or - 150

ft/min) at a nominated speed (+ or - 10 kts)
• level off altitudes are anticipated

• Critical steps while performing turns during instrument
flight:
• applicable selective radial scan technique for turns

during level, climbing and descending stages of flight is
used

• rate one turns onto specific headings are completed (+
or - 10? + or - 150 ft)

• turning and acceleration errors are compensated for
when using magnetic compass

• Critical steps while simulating establishment of VFR after
unintentional entry into cloud:
• straight and level flight is maintained on the full

instrument panel
• present heading is observed and reciprocal heading

calculated
• 'rate one' turn onto reciprocal heading is performed
• when on reciprocal heading, wings are maintained

level and time is allowed to exit cloud
• compliance with VFR is re-established

• Critical while recovering from unusual attitudes:
• low or decreasing airspeed attitudes are compensated

for by application of power and lowering of nose to
horizon

• high or increasing airspeed is corrected by reducing
power, levelling wings parallel to horizon and raising
nose to horizon

• attitude indicator is used as primary control instrument
• bank angle is corrected by paralleling wings to horizon

using attitude indicator
• straight and level attitude is achieved without

excessive oscillations at the horizon (+ or - 200 ft of
height at which aircraft nose first passed through
horizon)

• performance instruments are used to confirm attitudes
• Aeroplane manoeuvres are normally performed to and

within the following specifications and tolerances (Note
that the specifications and tolerances may be exceeded
in appropriate situations e.g. to maintain safety):
• power is maintained within + or -50 RPM and + or -0.5"
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MAP of that necessary to maintain required speed and
attitude

• constant direction flight at a fixed altitude (straight and
level) within the following tolerances: + or -10 degrees
of heading, 50 RPM + or -0.5" MAP

• nominated altitudes + or -150 ft.
• nominated speeds (+ or -10 kts)
• level out at nominated altitude (+ or - 150 ft') after

descent
• level turn (30 degrees bank + or -5 degrees)
• rate one level turn (+ or - 150 ft)
• climbs within the following tolerances: + or -50 RPM +

or -0.5" MAP, + or -10 degrees, + or -5 kts nominated
IAS climbing turn (+ or -5 kts through min. 180
degrees)

• gliding turn through min. 180 degrees (30 degrees
bank + or -5 degrees, + or -10 kts)

• descents are entered with aeroplane balanced and on
heading or track and at nominated rate (+ or - 150
ft/min) within the following tolerances: + or -10
degrees, 50RPM + or -0.5" MAP, + or -10 kts
nominated IAS

• descending turn (30 degrees bank + or - 150 ft'/min)
• turn on to nominated heading or geographical feature +

or -10 degrees
• nominated approach speed (+10 -0 knots)
• minimum clean approach speed is within the range

+5-0 kts and minimum landing configuration approach
speed +5 -0 kts

Note 1:When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note: 2 Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders including Day Visual Flight
Rules (Day VFR)

• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• perform manoeuvres and procedures solely by use of

the full instrument panel
• use instrument scan techniques applicable to the

condition of flight
• compensate for the secondary effects of controls
• maintain orientation under instrument flight conditions
• control the aeroplane by reference to the artificial

horizon and gyro compass
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerodynamics
• functions and effects of all aeroplane controls
• the function and limitations of flight instruments
• pitot, airframe and carburettor icing and

prevention/removal procedures
• instrument failure warning flags and indications
• the physiological factors which may affect pilots

instrument flight
• the attitude and power requirements for respective

conditions of flight
• instrument scan technique
• hazards that exist when controlling an aeroplane by

reference to the full instrument panel and related
hazard control procedures and precaution

• problems that may occur when controlling an
aeroplane by reference to the full instrument panel and
action that should be taken in each case

• Ability to:
• apply the above knowledge to the control of an

aeroplane by reference to the full instrument panel
• read and interpret instructions, procedures and

information relevant the control of an aeroplane by
reference to the full instrument panel

• use instruments to monitor aeroplane performance
• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the control of an

aeroplane by reference to the full instrument panel
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to control an aeroplane solely by reference
to the full instrument panel, and/or

• control an aeroplane solely by reference to the full
instrument panel in an appropriate range of operational
workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• using instrument scan techniques applicable to the

condition of flight
• compensating for the secondary effects of controls
• maintaining orientation under instrument flight

conditions
• controlling the aeroplane by reference to the artificial

horizon and gyro compass
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the control of
aeroplane solely by reference to the full instrument
panel

• OHS and environmental protection policies and
procedures

• hazard control policies and procedures
• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of aeroplane and its ancillary equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when controlling an aeroplane
solely by reference to the full instrument panel in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the aeroplane type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved
synthetic training devices may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the control of an aeroplane solely by
reference to the full instrument panel
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TDAY903A Control aeroplane solely by reference to
limited instrument panel

Unit Descriptor This unit involves the skills and knowledge required to perform all
normal flight manoeuvres using the limited instrument panel, including
maintenance of straight and level flight, climbing and descending
aeroplane, performing a rate one turn, recovering from unusual
attitudes, and re-establishing VFR conditions. Limited instrumentation
means without the availability of an artificial horizon, attitude indicator
or gyro compass. Required performance includes compliance with all
relevant airspace control requirements and Day Visual Flight Rules
(Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Control Aircraft and Traffic Management

ELEMENT PERFORMANCE CRITERIA

1. Perform manoeuvres
using limited instrument
panel

1.1 Straight and level flight is maintained solely by reference
to the limited instrument panel

1.2 Aeroplane is climbed and descended solely by reference
to the limited instrument panel

1.3 A 'rate one' turn is performed solely by reference to limited
instrument panel

1.4 Recovery from unusual attitudes is executed solely by
reference to limited instrument panel

1.5 Adverse physiological sensations are recognised and
ignored where appropriate in accordance with established
aviation practice

1.6 Corrective control movements are smooth and excessive
muscular force is avoided

1.7 Time is allowed for performance instruments to stabilise

2. Re-establish VFR
conditions using the
limited instrument panel

2.1 Controlled flight is resumed solely by reference to the
limited instrument panel

2.2 VFR conditions are re-established in accordance with
regulatory requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
control of an aeroplane in normal flight as part of
commercial aircraft activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Performance may be demonstrated on an aeroplane with:
• fully functioning dual controls
• an electronic intercom system
• dual control brakes
• (if propeller-driven) a constant speed propeller
• a cruise speed of at least 120 kts TAS at cruise power
• a suitable means of simulating instrument flight

conditions
• Limitations may be imposed by local noise abatement

requirements and curfews
• Classes of airspace are those designated by the Civil

Aviation Safety Authority
• Runways may include:

• sealed
• gravel
• grass

• Dependent of the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Procedural steps for the performance of manoeuvres
using the limited instrument panel:
• General:

• suction gauges and instrument power sources are
checked and appropriate responses made

• failure of the attitude indicator and gyro compass or
directional gyro (DG) is recognised by warning
indicators or conflict between attitude indicator and
performance instruments

• after a primary attitude and compass or DG
instrument failure the requirement to use the limited
panel instrument technique is accepted

• the airspeed indicator, VSI and altimeter are used to
confirm pitch attitude

• the turn needle/coordinator is used as the primary
bank indicating instrument

• lag in performance instruments is anticipated and
allowed for

• aeroplane is balanced
• the applicable scan technique for each stage of flight

is used
• timely instrument interrogation rate is used
• the change-check-hold-adjust-trim technique of

instrument flying is used to perform attitude changes
• aircraft is trimmed
• smooth adjustments are made when changing

attitude and bank
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• Critical steps while flying straight and level using the
limited instrument panel:
• the VSI, and altimeter are used in a selective radial

scan to confirm level flight attitude (+ or - 200 feet +
or - 10 kts)

• the turn needle/coordinator is used as the primary
control instrument to maintain straight flight

• the compass is used to determine headings
• all other performance and engine instruments (+ or -

0.5" MAP + or - 50 RPM) are included in radial scan
• Critical steps while climbing and descending during the

limited panel instrument flight are:
• the ASI is used as the primary instrument to confirm

pitch attitude
• the altimeter is used as the primary performance

instrument when levelling from a climb or descent
• climb/descent power is set (+ or - 0.5" MAP + or - 50

RPM)
• Critical steps while performing turns during the limited

panel instrument flight:
• altimeter is used as primary performance instrument

to maintain height (+ or - 200 ft)
• 'rate one' turns are used to turn on to heading
• during climbing and descending turns the ASI is

used as the primary pitch attitude indicating
performance instrument during selective radial scan
(+ or - 15 knots)

• turning and acceleration errors are compensated for
• Critical steps while simulating establishment of VFR

after unintentional entry into cloud are:
• straight and level flight is maintained using the

limited panel instrument technique
• present heading is observed and reciprocal heading

calculated
• a 'rate one' turn is made onto reciprocal heading

using timing or ONUS technique
• during the turn, 'g' load is maintained as close to

plus one as possible
• when established on reciprocal heading time is

allowed to exit cloud
• compliance with VFR is re-established

• Critical steps while recovering from unusual attitudes
are:
• low or decreasing IAS is controlled by application of

power and lowering nose until IAS starts to increase
or stops reducing

• altimeter is used to confirm level attitude
• straight and level attitude is achieved without

excessive oscillations at the horizon (+ or - 250 ft of
height at which aircraft nose first passed through
horizon)

• high or increasing airspeed is controlled by ensuring
1 'g' flight, reducing power if required, levelling wings
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using turn needle/coordinator and raising nose until
IAS starts to decrease or stops increasing

• Aeroplane manoeuvres are normally performed to and
within the following specifications and tolerances (Note
that the specifications and tolerances may be exceeded
in appropriate situations e.g. to maintain safety):
• power is maintained within + or -50 RPM and + or -0.5"

MAP of that necessary to maintain required speed and
attitude

• constant direction flight at a fixed altitude (straight and
level) within the following tolerances: + or -10 degrees
of heading, 50 RPM + or -0.5" MAP

• nominated altitudes + or -150 ft
• nominated speeds (+ or -10 kts)
• level out at nominated altitude (+ or - 150 ft') after

descent
• level turn (30 degrees bank + or -5 degrees)
• rate one level turn (+ or - 150 ft)
• climbs within the following tolerances: + or -50 RPM +

or -0.5" MAP, + or -10 degrees, + or -5 kts nominated
IAS climbing turn (+ or -5 kts through min. 180
degrees)

• gliding turn through min. 180 degrees (30 degrees
bank + or -5 degrees, + or -10 kts)

• descents are entered with aeroplane balanced and on
heading or track and at nominated rate (+ or - 150
ft/min) within the following tolerances: + or -10
degrees, 50RPM + or -0.5" MAP, + or -10 kts
nominated IAS

• descending turn (30 degrees bank + or - 150 ft'/min)
• turn on to nominated heading or geographical feature +

or -10 degrees
• nominated approach speed (+10 -0 knots)
• minimum clean approach speed is within the range

+5-0 kts and minimum landing configuration approach
speed +5 -0 kts

Note 1: When manipulating flight controls during the process of
correcting errors, specified flight tolerances may temporarily be
exceeded (except for design limitations) if controlled
corrective action is in progress as those tolerances are
exceeded.

Note 2: Any competency units involving the control of aircraft
include appropriate information on the control procedures to be
used
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders
• Flight manual/Pilot's Operating Handbook (POH)
• Manual of Standards-Pilot Licensing (MOS-PL)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• perform manoeuvres and procedures solely by use of

the limited instrument panel
• use instrument scan techniques applicable to the

condition of flight
• anticipate and allow for normal adverse physiological

reaction to blind flight
• compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• principles of aerodynamics
• functions and effects of all aeroplane controls
• the need for flying using the limited instrument panel
• the function and limitations of limited panel flight

instruments
• the interpretation of the limited panel instrument

indications
• the physiological factors which may affect pilots during

instrument flight
• limited panel instrument scan techniques
• hazards that exist when controlling an aeroplane by

reference to the limited instrument panel and related
hazard control procedures and precaution

• problems that may occur when controlling an
aeroplane by reference to the limited instrument panel
and appropriate action that should be taken in each
case

• Ability to:
• apply the above knowledge to the control of an

aeroplane by reference to the limited instrument panel
• read and interpret instructions, procedures and

information relevant the control of an aeroplane by
reference to the limited instrument panel

• use limited instruments to monitor aeroplane
performance

• apply safeworking practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve problems associated with the control of an

aeroplane by reference to the limited instrument panel
• monitor and anticipate operational problems and

hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to control an aeroplane by reference to the
limited instrument panel, and/or

• control an aeroplane by reference to the limited
instrument panel in an appropriate range of operational
workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• performing manoeuvres and procedures solely by use

of the limited instrument panel
• using instrument scan techniques applicable to the

condition of flight
• anticipating and allowing for normal adverse reaction to

blind flight
• Shows evidence of application of relevant workplace

procedures including:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the control of
aeroplane solely by reference to the limited instrument
panel

• OHS and environmental protection policies and
procedures

• hazard control policies and procedures
• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of aeroplane and its ancillary equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when controlling an aeroplane
solely by reference to the limited instrument panel in
accordance with relevant regulations and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aeroplane and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that the successful outcome of a procedure or manoeuvre
is not in doubt

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the aeroplane type can be demonstrated

• Competency should be assessed under operating
conditions, except where flight observation is unsafe,
insufficient or impractical. In these cases, approved flight
simulators may be used

• Evidence should demonstrate the ability to apply required
knowledge of aeronautical principles and applicable
legislation to the control an aeroplane by reference to the
limited instrument panel
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TDAZ103A Manage situation awareness in aircraft flight
Unit Descriptor This unit involves the skills, knowledge and attitudes required to

manage situation awareness in aircraft flight, including maintaining and
managing aircraft's situation both alone and in conjunction with others,
assessing situations and making appropriate decisions, setting priorities
and managing tasks, and maintaining all necessary communications.
Required performance includes compliance with all relevant regulatory
requirements and Day Visual Flight Rules (Day VFR).

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant license and rating requirements of the Civil
Aviation Safety Authority for the type(s) of aircraft and flight conditions
prescribed)

Unit Sector Situation Awareness

ELEMENT PERFORMANCE CRITERIA

1. Maintain situation
awareness

1.1 Continuous monitoring is demonstrated of all critical
factors relevant to the safe progress of a flight

1.2 All relevant indications of a trend to an unsafe situation
are recognised and appropriate corrective action is
employed in accordance with workplace procedures and
regulatory requirements

1.3 Inaccurate situation awareness is identified by the
recognition of unexplainable discrepancies or events,
timing errors, unexpected results, communication
mismatches or disturbing intuitive feelings

1.4 Breakdown in situation awareness is rectified by
maintaining control of the aircraft or situation and
identifying and achieving a goal that will ensure immediate
safety

1.5 Following a breakdown in situation awareness,
appropriate information is gathered to enable an
appropriate analysis of the present situation and the
implementation of a new plan that results in ongoing
safety and re-establishment and maintenance of situation
awareness
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2. Assess situations and
make decisions

2.1 Factors that may adversely affect the safe outcome of a
flight or manoeuvre are identified

2.2 Relevant information concerning the safe outcome of a
flight or manoeuvre is analysed and appropriate decisions
formulated in the time available that will ensure safe flight

2.3 Appropriate and timely decisions are implemented in
accordance with workplace procedures

2.4 Risks associated with a flight or manoeuvre are identified,
analysed, assessed and managed in accordance with
workplace procedures and regulatory requirements

2.5 Factors that may affect a decision are identified and
analysed to determine risks, and actions are managed to
ensure safe flight

2.6 The progress of the flight or manoeuvre is monitored and
evaluated and earlier decisions are appropriately
reassessed based on the evaluation

2.7 Earlier decisions are appropriately amended where there
are identified changes to the factors that adversely affect
the outcomes of the original decision

2.8 Changes to operating environment and related risks are
monitored and managed to ensure a safe outcome to a
flight or manoeuvre

2.9 A safe alternative plan of action is formulated and
implemented where necessary as a result of changed
circumstances and risks

3. Set priorities and manage
tasks

3.1 Priorities are set and workload is organised to ensure
completion of all tasks relevant to the safety of the flight

3.2 Appropriate tasks are prioritised and implemented to
maintain ongoing control of aircraft and flight situation

3.3 Appropriate tasks are prioritised and implemented to
achieve navigational objectives

3.4 Appropriate communication tasks are prioritised and
performed to ensure the safe conduct of the flight

3.5 Relevant information is accessed and used to ensure the
safe outcome of operational tasks

3.6 Tasks critically essential for the safety of a flight are given
priority over less important activities

3.7 Technology is appropriately used to reduce workload and
improve ability to perform mental and manipulative
activities

3.8 Situation awareness and effective performance of mental
and manipulative skills are maintained throughout a flight

3.9 All tasks critically essential for the safety of a flight are
completed in accordance with workplace procedures,
checklists and regulatory requirements

3.10 Fixation on single actions/functions is avoided
3.11 Symptoms of fatigue are recognised and appropriate

action is taken to reduce its effects
3.12 Critical events and tasks are anticipated and completed in

the time available
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4. Work with others in the
management of situation
awareness

4.1 A level of assertiveness is demonstrated which ensures
the safe completion of a flight in accordance with
workplace procedures and requirements

4.2 Communication with relevant personnel is completed in an
effective and efficient manner to achieve situation
awareness and all requirements for safe flight

4.3 Passengers and crew members are encouraged to
participate in and contribute to the safe outcome of a flight

4.4 Effective interpersonal skills are used when working with
others to maintain awareness and control of the aircraft's
situation

4.5 Appropriate action is taken in conjunction with others to
cooperatively correct any identified unsafe situations
which may develop during an aircraft flight

5. Maintain communications
relevant to situation
awareness

5.1 Critical information concerning the situation of the aircraft
is sent and received in accordance with workplace
procedures and regulatory requirements

5.2 Standard phraseology is used during radio
communications

5.3 Appropriate analyses and responses are made to
incoming radiotelephone and oral transmissions as
required

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
license and aircraft rating requirements of the Civil
Aviation Safety Authority

• Work is performed under limited supervision
• It involves the application of aircraft control principles,

regulations, safety codes, protocols and procedures to
manage situation awareness in aircraft flight as part of
commercial aircraft activities across a variety of
operational contexts within the Australian aviation
industry
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Worksite environment • Operations are conducted by day in variable weather
condition in accordance with Day Visual Flight Rules
operations below 10,000 feet AMSL

• Aircraft may include fixed wing aircraft, helicopters,
commercial balloons and other relevant commercial flying
craft

• Performance may be demonstrated on:
• an approved flight simulator and/or
• an operational aircraft

• Performance may be demonstrated in:
• variable air traffic conditions
• variable flight situations
• single pilot or multi pilot operations
• abnormal situations
• classes of airspace as designated by the Civil Aviation

Safety Authority
• Limitations may be imposed by:

• local noise abatement requirements and curfews
• airspace endorsements

• Classes of airspace are those designated by the Civil
Aviation Safety Authority

• Factors that may adversely affect the safe outcome of a
flight or manoeuvre may include:
• changes in the wind and weather conditions en route
• changes in the wind and weather conditions at the

destination
• engine or equipment malfunction or failure
• instrument malfunction or failure
• air traffic in the vicinity of the aircraft
• running out of fuel
• errors in navigation
• becoming lost
• security threat on board aircraft
• exceeding nominated operating parameters and

tolerances for the aircraft
• Dependent of the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations

and Civil Aviation Orders pertaining to the
management of situation awareness during an aircraft
flight

• Manual of Standards-Pilot Licensing (MOS-PL)
• flight manual/Pilot's Operating Handbook (POH)
• the Aeronautical Information Publication (AIP)
• the Enroute Supplement Australia (ERSA)
• relevant sections of the Civil Aviation Advisory

Publications (CAAP)
• performance charts
• operations manuals
• approved checklists
• workplace procedures and instructions and job

specification
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• maintain and manage an aircraft's situation both alone

and in conjunction with others
• assess situations and make appropriate decisions
• set priorities and manage tasks
• maintain all necessary communications
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations and
Civil Aviation Orders

• Relevant OHS and environmental procedures and
regulations

• A knowledge of:
• the principles of aircraft flight
• procedures for maintaining situation awareness
• use of the navigational computer
• aircraft fuel usage rates
• traffic rules and procedures
• air navigation techniques
• aircraft communication procedures and protocols
• standard radiotelephony phraseology as detailed in the

FROL syllabus and the Aeronautical Information
Publication (AIP)

• problems that may occur when managing situation
awareness and action that can be taken to overcome
them

• operational hazards that may be identified when
managing situation awareness and ways of controlling
those hazards and associated risks

• Ability to:
• apply the above knowledge to the management of

situation awareness during aircraft flight
• read and interpret instructions, procedures and

information relevant the management of situation
awareness

• select & use appropriate instruments communications
equipment and aids

• source and interpret aviation weather forecast products
appropriate to flight planning and navigation
procedures

• apply air safety practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• identify and solve problems associated with the

management of situation awareness during aircraft
flight and make appropriate decisions based on
available information

• monitor and anticipate operational problems and
hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage situation awareness, and/or

• manage situation awareness in an appropriate range of
operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• maintaining and managing an aircraft's situation both

alone and in conjunction with others
• assessing situations and making appropriate decisions
• setting priorities and managing tasks
• maintaining necessary communications

• Shows evidence of application of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and Civil

Aviation Orders
• OHS and environmental protection policies and

procedures
• operational procedures and work instructions
• manufacturer's specifications relating to the operation

of aircraft and its equipment
• Action is taken promptly to report and/or rectify incidents

and problems identified when managing situation
awareness in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others or damage to
aircraft and its equipment

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation on an

approved flight simulator, and/or
• during an appropriate flight situation

• Assessment should confirm that control of the aircraft or
situation is maintained at all times and in such a manner
that if the successful outcome of a procedure or
manoeuvre is in doubt, appropriate corrective action is
taken

• Competency should be assessed in such a manner that
comprehension of the effects of all controls applicable to
the aircraft type can be demonstrated

• Evidence should include direct observation of
performance. Where flight observation is unsafe,
insufficient or impractical, approved simulators may be
used in accordance with regulatory requirements

• Evidence should demonstrate the ability to apply required
knowledge of principles and applicable legislation to the
management of situation awareness
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TDAZ203A Perceive traffic and environment information
Unit Descriptor This unit involves the skills and knowledge required to perceive the

traffic and environment picture, including scanning the traffic and
environment, monitoring communications and effectively managing
information overload.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air traffic controllers)

Unit Sector Situation Awareness

ELEMENT PERFORMANCE CRITERIA

1. Scan traffic and
environment

1.1 Appropriate scanning techniques are used to gather the
traffic and environment information

1.2 Critical information is always identified
1.3 Able to recover safely from any occasional failure to adjust

the rate of scanning to accommodate workload
1.4 Able to recover safely from any occasional situation in

which information overload may have occurred

2. Monitor communications 2.1 All active communications channels are appropriately
monitored

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 3
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• Perceiving traffic and environment information refers to
the perception of the stimuli in the environment and takes
into account the controller's visual scan and also other
information they extract from the environment including
communications

• Critical Information is information, which if not considered
and/or acted upon, could adversely affect the provision of
safe and efficient air traffic services

Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Performance may be demonstrated in:
• simulated situations, and/or
• an operational air traffic control workplace

• Air traffic control workplace may include:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
• regulatory standards and recommended practices
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards
• Air Traffic Service provider's Operations Manual
• Air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• scan the traffic and environment effectively and

efficiently
• identify critical information
• effectively manage potential information overload
• maintain compliance with relevant regulatory

requirements
• monitor communications channels

• Appropriately monitoring means gathering all relevant
information by attentively listening or observing
non-verbal communications displays

Interdependent
assessment of units

• This unit of competency must be assessed in conjunction
with other units that form part of a controller's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations
• Relevant OHS and environmental protection procedures

and regulations
• A knowledge of:

• principles of effective air traffic control
• procedures for perceiving the traffic and environment

picture
• sector hot spots
• airspace and traffic hotspots
• relevant control zone, sector/airspace route structure

and traffic patterns
• area of responsibility
• sector/control zone geography and topography
• classification and special use of airspace
• relevant equipment/facilities when perceiving the traffic

and environment picture, its applications and the
procedures for its use

• safety hazards and risks that exist when perceiving the
traffic and environment picture and related risk control
procedures and precautions

• problems that may occur when perceiving the traffic
and environment picture and appropriate action that
should be taken in each case

• Ability to:
• apply the above knowledge when perceiving the traffic

and environment picture
• read and interpret instructions, procedures, regulations

and information relevant to perceiving the traffic and
environment picture

• select and use equipment needed when perceiving the
traffic and environment picture

• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve perception problems that might arise when

perceiving the traffic and environment picture
• monitor and anticipate operational problems and risks
• maintain compliance with relevant regulatory

requirements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to perceive the traffic and environment
picture, and/or

• perceive the traffic and environment picture in an
appropriate range of operational workplace contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• scanning the traffic and environment
• identifying critical information
• effectively managing potential information overload

• Shows evidence of understanding relevant (from a
scanning perspective) workplace procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards (MOS)
• OHS and environmental protection policies and

procedures
• operational procedures and work instructions
• manufacturer's specifications relating to equipment

used when perceiving the traffic and environment
picture

• Action is taken promptly to report and/or rectify problems
identified when perceiving the traffic and environment
picture in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail

Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
Air Traffic Service workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in simulated

air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is, insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used

• Methods and techniques for gathering evidence may
include the controller's:
• use of available display and traffic presentation

facilities
• use of graphic facilities
• use of presentation aids, such as graphic facilities

and/or physical memory prompts
• use of or positioning of, a workstation pointing device

(e.g. mouse)
• selection of an appropriate workstation setup
• use of aircraft position report techniques
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TDAZ303A Interpret and evaluate traffic and environment
Unit Descriptor This unit involves the skills and knowledge required to interpret and

evaluate traffic events and the operational environment in which such
traffic events are occurring, including monitoring separation standards
and/or traffic information requirements, recognising conflicts, and
evaluating sequencing and traffic configurations.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air traffic controllers)

Unit Sector Situation Awareness

ELEMENT PERFORMANCE CRITERIA

1. Monitor separation
standards and/or traffic
information requirements,
and demonstrate
awareness of alternatives

1.1 Separation standards and/or traffic information
requirements are consistently monitored

1.2 The separation standard(s) or traffic information
requirements required to assure separation are
consistently identified

1.3 In situations where alternative separation standards or
traffic information requirements exist, they are correctly
identified

2. Recognise conflicts 2.1 All potential conflicts are recognised
2.2 Conflicts are recognised in sufficient time to be able to

assure separation

3. Evaluate sequencing 3.1 Evaluation of potential traffic sequences is generally
accurate

3.2 Evaluation of potential traffic sequences is made in
sufficient time to establish traffic sequences

4. Evaluate traffic
configurations

4.1 All critical implications of aircraft routes, levels and
requests on the efficiency and safety of overall traffic flow
and controller workload are identified

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 3

Solving problems 3

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• Interpreting and evaluating traffic and environment events
includes both being aware of the separation standards
and the traffic information requirements that exist
between aircraft, and monitoring the situation to ensure
that compliance with the standards and requirements is
maintained

• Interpreting and evaluating traffic and environment events
differs from scanning in that the former involves
interpreting the relationships between aircraft as opposed
to the presence of these aircraft. For example, what is the
separation between the aircraft or what traffic information
requirement exists?

Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Performance may be demonstrated in:
• simulated situations
• an operational air traffic control workplace

• Air traffic control workplace may include:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Separation standards may be:
• vertical
• lateral
• longitudinal

• Separation may be established with reference to:
• altitude
• time
• distance
• visual observation (pilot or controller)
• reduced military standards

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
• regulatory standards and recommended practices
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Air Traffic Service provider's Operations Manual
• air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• monitor separation standards and/or traffic information

requirements, and demonstrate awareness of
alternatives

• Recognise conflicts

Note:Sufficient time means that separation was maintained at
all times. It does not necessarily mean that there was no
disruption to pilots.

Interdependent
assessment of units

• This unit of competency must be assessed in conjunction
with other units that form part of a controller's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations
• Relevant OHS and environmental protection procedures

and regulations
• A knowledge of:

• principles of effective air traffic control
• procedures for providing traffic information and

sequencing traffic
• relevant separation standards and traffic requirements

and conditions for their use
• radar coverage
• sector, airspace and traffic hotspots
• relevant control zone, sector/airspace route structure

and traffic patterns
• area of responsibility
• sector/control zone geography and topography
• classification and special use of airspace
• aircraft performance characteristics
• relevant sections of the air traffic services procedures

manual
• relevant equipment/facilities required when interpreting

and evaluating air traffic and environment events, their
application and the procedures for their use

• safety hazards and risks that exist when interpreting
and evaluating air traffic and environment events and
related risk control procedures and precautions

• problems that may occur when interpreting and
evaluating air traffic and environment events and
appropriate action that should be taken in each case

• Ability to:
• apply the above knowledge when interpreting and

evaluating air traffic and environment events
• read and interpret instructions, procedures, regulations

and information relevant to the interpretation and
evaluation of air traffic and environment events
communication with air traffic

• select and use equipment needed to communicate with
air traffic

• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• solve perception problems that might arise when

interpreting and evaluating air traffic and environment
events

• monitor and anticipate operational problems and risks
• maintain compliance with relevant regulatory

requirements
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge required to interpret and evaluate air traffic
and environment events, and/or

• interpret and evaluate air traffic and environment
events in an appropriate range of operational
workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• monitoring separation standards and/or traffic

information requirements, and demonstrating
awareness of alternatives

• recognising conflicts
• evaluating sequencing
• evaluating traffic configurations

• Shows evidence of understanding of relevant workplace
procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards (MOS)
• OHS and environmental protection policies and

procedures
• operational procedures and work instructions

• Action is taken promptly to report and/or rectify incidents
and problems identified when interpreting and evaluating
air traffic and environment events in accordance with
relevant regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
Air Traffic Service workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in simulated

air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used

• Methods and techniques for gathering evidence may
include the controller's:
• use of available display and traffic presentation

facilities
• use of graphic facilities
• application of particular separation standards and

timing of their use
• provision of traffic information and timing of its

provision
• use of presentation aids, such as graphic facilities

and/or physical memory prompts
• use of or positioning of, a workstation pointing device

(e.g. mouse)
• use of and choice of, speed control or delay (or

vectoring, where appropriate)
• interaction with adjoining sectors/agencies (e.g. flow

control) regarding traffic management (where
possible); and/or interaction with traffic management
facilities (e.g. traffic management window)

• early sighting of aircraft (where appropriate)
• recognition of different aircraft performance
• request to combine/de-combine positions
• scan of appropriate windows on a workstation, and/or

traffic display and traffic disposition
• selection of an appropriate workstation setup
• use of creative solutions which enhance the flow of

traffic or optimise workload (e.g. direct routing where
applicable)

• use of runway configurations
• use of separation assurance techniques
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TDAZ403A Prioritise, project and plan tasks and events
Unit Descriptor This unit involves the skills and knowledge required to correctly

prioritise tasks as well as to project the traffic and environment events
forward and make appropriate plans based on these projections.

(Persons applying competence in this unit will need to fulfil the relevant
regulatory requirements of the Civil Aviation Safety Authority pertaining
to Air traffic controllers)

Unit Sector Situation Awareness

ELEMENT PERFORMANCE CRITERIA

1. Prioritise tasks 1.1 Required tasks are identified
1.2 Correct priorities are applied to tasks to ensure workload

remained within individual capabilities identified

2. Project traffic and
environment events and
plan activities

2.1 Short-term projection of traffic and environment events is
accurate

2.2 Plans are developed based on predictions which are
sufficient to accommodate current and anticipated events,
with sufficient scope and flexibility

2.3 Developed plans are sufficient to achieve separation
assurance with acceptable levels of efficiency

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDAZ403A Prioritise, project and plan tasks and events

Volume 4 of 4, Unit 4 of 37 Page 312 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
air traffic control regulatory requirements of the Civil
Aviation Safety Authority

• Work is performed under various levels of supervision,
dependent on workplace context, and may be in a team
environment

• Prioritising of tasks involves the determination of the
importance of each task and the order in which tasks
should be carried out

• Projecting refers to a controllers ability to determine the
future status of air traffic including where aircraft will be a
given time, and the future effects of environmental factors
such as weather

• Planning refers to a controller's ability to formulate a
strategy for managing air traffic

Worksite environment • Operations may be conducted by day or night in variable
weather condition s

• Performance may be demonstrated in:
• an simulated situations
• an operational air traffic control workplace

• Air traffic control workplace may include:
• Enroute Control
• Terminal Area Control
• Aerodrome Control

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures
• regulatory standards and recommended practices
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Sources of information/
documents

• Information/documents may include:
• relevant sections of Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Air Traffic Service provider's Operations Manual
• Air traffic control Local Instructions (LI) and Temporary

Local Instructions (TLI)
• Aeronautical Information Publication (AIP)
• ICAO Document 4444, ATM/501, Procedures for Air

Navigation Services, Air Traffic Management
• workplace procedures and instructions and job

specification
• equipment manufacturer's specifications and

instructions
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

• public and aviation weather forecasts, current
observational data and climatological data from the
Bureau of Meteorology

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to air traffic control
operations

• relevant Australian Civil Aviation Safety Regulations
• relevant CASA Manuals of Standards (MOS)
• Civil Aviation Act
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• prioritise tasks
• project traffic and plan traffic control activities
• maintain compliance with relevant regulatory

requirements
• access and interpret public and aviation weather

forecast products, data and services

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant sections of Civil Aviation Safety Regulations
• Relevant OHS and environmental procedures and

regulations
• A knowledge of:

• principles of effective air traffic control
• separation standards and traffic information

requirements and conditions for their use
• procedures for prioritising, projecting and planning

tasks and events
• relevant control zone, airspace/route structure and

traffic patterns
• classification and special use air space
• radar coverage
• sector/traffic hot spots
• sector/control zone geography and topography
• aircraft performance characteristics
• weather phenomena affecting flight operations and

safety
• responsibilities of air traffic controllers when prioritising,

projecting and planning tasks and events
• area of responsibility
• adjacent area/s of responsibility (i.e. the impact

thereon)
• local procedures
• relevant sections of the air traffic services procedures

manual
• safety hazards and risks that exist when prioritising,

projecting and planning tasks and events, and related
risk control procedures and precautions

• problems that may occur when prioritising, projecting
and planning tasks and events, and appropriate action
that should be taken in each case

• the impact of adverse weather events and specific
weather phenomena

• Ability to:
• apply the above knowledge when prioritising,

projecting and planning tasks and events
• read and interpret instructions, procedures, regulations

and information relevant to prioritising, projecting and
planning of tasks and events

• communicate effectively with others when prioritising,
projecting and planning tasks and events

• modify activities dependent on differing workplace
contingencies, risk situations and environments

• solve problems that might arise when prioritising,
projecting and planning tasks and events

• select and use equipment and systems needed to
manage air traffic

• monitor and anticipate operational problems and risks
• maintain compliance with relevant regulatory

requirements
• select and use appropriate equipment and systems

needed to access weather information
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge required to prioritise, project and plan tasks
and events, and/or

• prioritise, project and plan tasks and events in an
appropriate range of operational contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• prioritising tasks
• projecting traffic and plan traffic control activities
• maintaining compliance with relevant regulatory

requirements
• Shows evidence of understanding of relevant workplace

procedures including:
• relevant Civil Aviation Safety Regulations and CASA

Manuals of Standards (MOS)
• OHS and environmental protection policies and

procedures
• operational procedures and work instructions
• manufacturer's specifications relating to equipment

used when prioritising, projecting and planning tasks
and events

• Action is taken promptly to report and/or rectify problems
identified when prioritising, projecting and planning tasks
and events in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Task is executed systematically with required attention to
detail
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Context for assessment • Assessment of competence must comply with the
assessment requirements of the Civil Aviation Safety
Authority and the Air Traffic Service provider's Operations
Manual

• Assessment of this unit must be undertaken by a qualified
Air Traffic Service workplace assessor:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at a Registered Training Organisation in simulated

air traffic control situations, and/or
• at an operational controller position

• Competency should be assessed under operating
conditions, except where observation is insufficient or
impractical. In these cases, appropriate simulation and/or
dedicated scenario-based questioning may be used

• Methods and techniques for gathering evidence may
include the controller's use of:
• information gathering processes, including:
• enquiring about aircraft position, speeds and levels
• prompting pilot input (e.g. top-of-descent or ready

calls)
• flight plan window and/or flight progress strips/running

sheets
• workstation range/centre settings
• other system windows
• system graphic aids
• other graphic aids (maps, lateral separation diagrams,

etc)
• prior coordination with other Air Traffic Service units

(e.g. for track shortening)
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TDAZ503A Manage basic situation awareness in the
aviation workplace

Unit Descriptor This unit involves the skills, knowledge and attitudes required to
manage basic situation awareness in aviation workplaces, including
being aware of and assessing situations, making appropriate decisions,
setting appropriate work priorities, and carrying out workplace tasks in
accordance with workplace procedures and relevant regulatory
requirements.

(Persons applying competence in this unit to commercial operations will
need to fulfil the relevant regulatory requirements of the Civil Aviation
Safety Authority for the operations concerned)

Unit Sector Situation Awareness

ELEMENT PERFORMANCE CRITERIA

1. Maintain basic situation
awareness

1.1 Continuous monitoring is demonstrated of all critical
factors relevant to the safety and security of an aviation
workplace

1.2 All relevant indications of an unsafe or insecure situation
are recognised and appropriate action is taken to alert
relevant personnel and/or take appropriate action in
accordance with workplace procedures and regulatory
requirements

2. Assess situations and
take appropriate action

2.1 Factors that may adversely affect the safety and security
of an aviation workplace are identified

2.2 Relevant information concerning the safety and security of
an aviation workplace is recognised and interpreted and
timely action is taken in accordance with workplace
procedures

2.3 Risks to workplace safety and security are recognised and
appropriate action is taken to control the risk in
accordance with workplace procedures and regulatory
requirements

2.4 Changes to workplace environment and related risks are
monitored and managed to ensure a safe outcome to
workplace operations

2.5 A safe alternative plan of action is formulated and
implemented where necessary as a result of changed
circumstances and risks
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3. Set priorities and manage
work tasks

3.1 Priorities are set and workload is organised to ensure
completion of all assigned tasks relevant to the safety and
security of the workplace

3.2 Appropriate tasks are prioritised and implemented to
maintain ongoing workplace operations and achieve
workplace objectives

3.3 Relevant information is accessed and used to ensure the
safety and security of the workplace when completing
workplace tasks

3.4 Tasks critically essential for the safety and security of the
workplace are given priority over less important activities

3.5 Situation awareness is maintained at all times during
workplace activities

3.6 All tasks critically essential for the safety and security of
the workplace are completed in accordance with
workplace procedures, checklists and regulatory
requirements

3.7 Symptoms of fatigue are recognised and appropriate
action is taken to reduce its effects

4. Work with others in the
management of situation
awareness

4.1 Communication with relevant personnel is completed in an
effective and efficient manner to achieve situation
awareness and all requirements for the safety and security
of the workplace

4.2 Team members and others in the workplace are
encouraged to participate in and contribute to the safety
and security of the workplace

4.3 Effective interpersonal skills are used when working with
others to maintain awareness and the safety and security
of the workplace

4.4 Appropriate action is taken in conjunction with others to
cooperatively correct any identified unsafe and/or insecure
situations which may develop during workplace activities

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 1
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RANGE STATEMENT

General context • Work must be carried out in compliance with the
regulatory requirements

• Work is performed under limited supervision
• It involves the application of safety and security policies,

regulations, safety codes, protocols and procedures to
maintain and manage situation awareness in aviation
workplaces across a variety of operational contexts within
the Australian aviation industry
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Worksite environment • Operations may be conducted by day or night in variable
weather conditions

• Aviation workplaces may include airports, aircraft and
other aviation facilities

• Performance may be demonstrated in:
• appropriately simulated work situations
• an operational aviation workplace

• Factors that may adversely affect the safety and/or
security situation of an aviation workplace may include
but are not restricted to:
• changes in the wind and weather conditions
• equipment or facility breakdown, malfunction or failure
• persons committing criminal acts
• breaches of security regulations and procedures
• safety hazards in the workplace such as rotating

equipment and propellers, jet blast, slippery surfaces,
exposed electrical leads and connections, toxic
materials, etc.

• poor housekeeping in the workplace
• security threat
• equipment exceeding nominated operating parameters

and tolerances
• moving vehicles and aircraft in the workplace environs
• a workplace emergency such as a fire, flood,

chemical/toxic spill, crash, personnel injury, etc.
• Information/indicators concerning the potential

safety/security problems in an aviation workplace may
include, but are not restricted to:
• weather and other meteorological information that

indicates a potential threat to workplace operations
and/or personnel in the workplace

• information of deteriorating or faulty equipment or
facility performance obtained through routine checks of
equipment and facilities

• persons acting suspiciously
• observed breaches of security regulations and

procedures
• recognition of safety hazards in the workplace and/or

breaches of safety policies and procedures
• observed rubbish/untidiness in the workplace
• indications of a poorly maintained workplace and

related facilities
• observation and recognition of a security threat
• indications that equipment is, or may be, exceeding

operating parameters and tolerances
• warning signs and visual/audible signals indicating

hazards arising from moving vehicles and/or aircraft in
the workplace

• emergency sirens and alarms
• Persons consulted may include:

• security personnel
• safety personnel
• other workplace personnel and managers
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• emergency services personnel
• aviation passengers
• visitors to the workplace
• contractors
• relevant human resources staff
• airline personnel and managers
• relevant technical staff

• Dependent on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
• standard operating procedures

Sources of information/
documents

• Information/documents may include:
• relevant regulations pertaining to the aviation

workplace concerned
• local instructions pertaining to the aviation workplace

concerned
• safety and security policies, procedures and guidelines
• workplace procedures and instructions and job

specifications
• emergency procedures
• relevant approved aviation publications
• equipment facility performance specifications/charts

(where applicable)
• operations manuals
• approved workplace checklists
• weather and meteorological information, charts, advice

and forecasts
• induction and training materials
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards
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Applicable regulations and
legislation

• Applicable procedures and codes may include:
• Civil Aviation Act
• relevant requirements, standards and recommended

practices of the International Civil Aviation
Organisation (ICAO) pertaining to the aviation
workplace concerned

• relevant Australian Civil Aviation Safety Regulations
and Civil Aviation Orders pertaining to the aviation
workplace concerned

• relevant IATA regulations
• relevant State/Territory OHS legislation
• relevant security regulations
• relevant health, food handling and hygiene legislation
• relevant State/Territory environmental protection

legislation
• relevant Australian Standards

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• maintain and manage the safety and security of an

aviation workplace both alone and in conjunction with
others

• assess situations and make appropriate decisions
• set priorities and manage tasks
• maintain all necessary communications
• maintain compliance with regulatory requirements

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant regulatory requirements
• Relevant safety, security and environmental procedures

and regulations
• A knowledge of:

• procedures for maintaining situation awareness
• relevant safety and security regulations, rules, policies

and procedures
• weather information and its implications for workplace

operations
• communication procedures and protocols
• safety and security problems that may be identified

when maintaining and managing situation awareness
and action that can be taken to overcome them

• safety and security hazards and risks that may be
identified in the aviation workplace and ways of
controlling those hazards and associated risks

• Ability to:
• apply the above knowledge to the management of

situation awareness during workplace operations
• read and interpret instructions, procedures and

information relevant the management of situation
awareness

• select and use appropriate equipment and facilities
• select and use appropriate communications equipment
• apply safety and security practices and regulations
• communicate effectively with others
• modify activities dependent on differing workplace

contingencies, risk situations and environments
• identify and solve problems associated with the

management of situation awareness and make
appropriate decisions based on available information

• monitor and anticipate safety and security problems
and hazards and take appropriate action

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to maintain and manage situation
awareness in an aviation workplace, and/or

• maintain and manage situation awareness in an
appropriate range of operational aviation workplace
contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• maintaining and managing the safety and security of

an aviation workplace both alone and in conjunction
with others

• assessing situations and making appropriate decisions
• setting priorities and completing work tasks
• maintaining all necessary communications
• maintaining compliance with regulatory requirements

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulatory requirements
• safety and security policies and procedures
• operational procedures and work instructions
• emergency procedures
• manufacturer's specifications relating to the operation

of equipment and facilities
• Action is taken promptly to report and/or rectify incidents

and problems identified when managing situation
awareness in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail and without injury to self or others, or damage to
equipment, aircraft or facilities

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

Context for assessment • Assessment of competence must comply with any
relevant assessment requirements of the Civil Aviation
Safety Authority

• Assessment of this unit must be undertaken by a
Registered Training Organisation:
• as a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• appropriate practical assessment must occur:
• at the Registered Training Organisation in

appropriately simulated situations, and/or
• during an appropriate operational situation in an

aviation workplace
• Evidence should include direct observation of

performance. Where observation is unsafe, insufficient or
impractical, approved simulated situations may be used in
accordance with regulatory requirements
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TDTO1198B Provide revenue protection measures
Unit Descriptor This unit involves the skills and knowledge required to provide revenue

protection measures during transport operations, including preparing for
revenue protection activities and implementing revenue protection
procedures.

Unit Sector Security

ELEMENT PERFORMANCE CRITERIA

1. Prepare for revenue
protection activities

1.1 Strategies to check customer ticketing are planned
1.2 Resources to implement ticket checks are arranged to suit

anticipated passengers numbers
1.3 Queuing systems and barriers are set up to ensure ticket

checks are comprehensive
1.4 Staff are allocated to planned activities according to

organisation procedures and policy
1.5 Staff are briefed on strategies for checking customers'

tickets

2. Implement revenue
protection procedures

2.1 Ticket checks are conducted against organisational
requirements

2.2 Fares are collected or infringement notices are issued
2.3 Use of concession, special and privilege passes is

monitored for compliance with organisational policies

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations related to the protection of transport revenue

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of routine procedures and
regulatory requirements to the provision of revenue
collection measures
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Worksite environment • Operations may be conducted in a range of work
environments and weather conditions by day or night

• Revenue protection policy implementation could mean:
• company procedures
• sale of tickets
• confiscation of invalid tickets
• identification confirmation
• checking of concessional, special and privilege passes

• Staff allocation could be to:
• comply with company procedures
• the organisation's embarking and disembarking points
• the transportation units

• Resources to monitor fare compliance may include:
• company procedures
• barrier equipment
• timetable and transport system information
• tickets
• automatic ticket collection equipment
• radio
• fare schedule
• infringement notice

• Strategies for the checking of ticketing can include:
• company procedures
• continuous checking
• random checking
• casual checking

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• workplace policies and procedures
• customer requests books
• safeworking forms
• dangerous goods manifests
• relevant regulations concerning revenue protection

within transport systems
• competency standards and training materials
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• security and emergency procedures
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory regulations and legislation

concerned with revenue protection within transport
systems

• relevant State/Territory OHS regulations and legislation
• relevant State/Territory environmental protection

legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• prepare for and anticipate revenue protection

requirements
• organise staff efficiently to protect revenue
• implement revenue protection activities
• communicate with staff
• select and appropriately use protective clothing
• locate, interpret and apply relevant information
• work effectively with others
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

• follow the designated work plan for the job

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant State/Territory regulations and requirements
pertaining to revenue protection

• Relevant OHS and environmental protection procedures
and guidelines

• Risks/hazards when providing revenue protection within a
transport system and related precautions to control the
risk

• Knowledge of organisation's operational information,
including:
• organisation's transport services
• complimentary transport services
• fare structures
• concessional privileges
• timetables
• organisational policies and procedures
• customer service requirements

• Skills required to complete revenue protection activities,
including:
• effective communication skills
• radio operation
• problem solving skills
• stress management
• staff deployment
• barrier operation
• ticket validation
• basic mechanical skills
• conflict resolution skills
• calculation of fares

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to provide revenue protection measures
within a transport system, and/or

• provide revenue protection measures in an appropriate
range of transport contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• preparing for and anticipating revenue protection

requirements
• organising staff efficiently to protect revenue
• implementing revenue protection activities
• communicating with staff
• selecting and appropriately using protective clothing
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• following the designated work plan for the job
• Shows evidence of application of relevant workplace

procedures including:
• relevant regulations and codes of practice, hazard

policies and procedures
• following workplace procedures and instructions for the

protection of revenue
• relevant OHS and environmental protection regulations

and procedures
• housekeeping procedures
• security procedures
• guidelines relating to the safe use of equipment
• applying quality assurance procedures (where existing)
• establishing effective working relationships with

colleagues
• Action is taken promptly to report any incidents or

potential problems in revenue protection in accordance
with regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTO1298B Manage disruptive and/or unlawful behaviour
Unit Descriptor This unit involves the skills and knowledge required to manage

disruptive and/or unlawful behaviour on transport systems, including
monitoring passenger behaviour, identifying and attending to
disruptive/unlawful activity, taking appropriate action to control
disruptive/unlawful behaviour, and reporting and documenting
incident(s).

Unit Sector Security

ELEMENT PERFORMANCE CRITERIA

1. Monitor passenger
behaviour

1.1 Facilities and transportation units under surveillance are
regularly monitored to identify and record inappropriate
behaviour

1.2 Potential problem situations are quickly identified and
steps taken to defuse the situation in accordance with
agreed procedures

1.3 Incidents which breach legislation are identified and
appropriate action is taken

1.4 Surveillance equipment is operated within legal and
workplace parameters

2. Identify and resolve
disruptive/unlawful activity

2.1 The nature of disruptive or unlawful behaviour is
accurately assessed and if possible conflict is resolved
using relevant conflict resolution strategies

2.2 Procedures are followed to isolate the offender(s) and
minimise disruption to other passengers where
appropriate

2.3 Assistance is sought from other staff and external support
services where necessary

2.4 The situation is resolved and follow-up action is
implemented according to the appropriate workplace
rules, regulations and guidelines

3. Take action to control
unlawful behaviour

3.1 Assistance is sought from other staff and external support
services where necessary

3.2 The nature of the offence and the consequences of the
behaviour are clearly communicated to the offender

3.3 Staff involvement in the apprehension of offenders is
undertaken within legal and workplace parameters

4. Report and document
incident(s)

4.1 Incidents are reported using the appropriate document
format in accordance with workplace policies and
procedures

4.2 All documentation is drafted in accordance with workplace
rules, regulations and guidelines
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations of the relevant State/Territory authorities
related to the management of disruptive and/or unlawful
behaviour on transport systems

• Work is performed individually, but skills are required to
work within a team environment

• Work involves the application of routine procedures and
regulatory requirements to the management of disruptive
and/or unlawful behaviour on transport systems

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTO1298B Manage disruptive and/or unlawful behaviour

Volume 4 of 4, Imported Unit 2 of 24 Page 332 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Worksite environment • Operations may be conducted in a range of work
environments and weather conditions by day or night

• Customers may be internal or external
• Facilities and transportation units may include:

• stations/interchanges/stops
• carriages
• buses/coaches
• amenities
• depots/other transport facilities
• cafeterias
• toilets
• ticket offices

• Problems may include
• arguments
• hostilities
• fare evasion
• verbal abuse
• physical abuse
• graffiti
• lack of compliance with no smoking signs
• lack of compliance with transport regulations
• drunken behaviour

• Equipment may include:
• video/audio equipment
• security services (internal or external)
• warning lighting
• security mirrors
• alarms

• Contingency processes may involve:
• notification of external agencies where necessary e.g.

police, security guards etc.
• assistance from other staff if necessary

• Customer safety surveillance may include:
• foot patrol
• automatic camera monitoring
• local and remote monitoring
• vehicle patrol

• Consultative processes may involve:
• customers
• private and public sector security personnel
• police
• security consultants
• other employees and supervisors
• management

• Communication in the work area may include:
• mobile and fixed phones
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
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• workplace procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• firearms
• two-way radios

Sources of
information/documents

• Information/documents may include:
• workplace procedures, regulations, guidelines

practices and policies
• job specifications
• organisation insurance requirements
• reports of incidents
• documentation and records of security breaches
• conflict resolution documentation
• relevant manufacturer's specifications for equipment

used
• competency standards and training materials
• codes of practice and regulations concerning transport

security
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency response procedures
• rules and regulations in regard to disruptive/unlawful

behaviour

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• State/Territory OHS regulations and legislation

concerning transport security
• relevant Australian Standards and certification

requirements
• relevant State/Territory privacy legislation
• relevant State/Territory firearms legislation
• licensing and permits for firearms and security

occupations
• relevant State/Territory road rules and traffic acts
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• monitor passenger behaviour
• identify and resolve disruptive/unlawful activity
• take action to control unlawful behaviour
• select and appropriately use protective behaviour
• apply common law, transport by-laws and service rules

as they apply to disruptive/unlawful behaviour on
transport systems

• seek assistance as required from appropriate external
emergency support services

• apply conflict resolution and negotiation skills
• locate, interpret and apply relevant information
• work effectively with others
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

• follow the designated work plan for the job

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant State/Territory regulations and requirements
pertaining to the management of disruptive/unlawful
behaviour on transport systems

• Relevant OHS and environmental protection procedures
and guidelines

• Risks/hazards when managing disruptive behaviour on a
transport system and related precautions to control the
risk

• Knowledge of workplace's operational information as it
relates to management of disruptive/unlawful behaviour,
including:
• transport services provided
• procedures for the management of disruptive/unlawful

behaviour
• legal and workplace parameters with regard to unlawful

behaviour
• by-laws and service rules as they apply to disruptive

behaviour on transport systems
• common law as it applies to disruptive/unlawful

behaviour on transport systems
• customer service requirements

• Skills required to manage disruptive and unlawful
behaviour, including:
• effective communication skills
• problem identification and resolution
• negotiation skills
• conflict resolution skills
• ability to apply workplace guidelines
• written communication
• ability to identify and correctly use equipment,

processes and procedures
• ability to modify activities depending on differing

workplace contexts, risk situations and environments

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage disruptive and unlawful
behaviour on a transport system, and/or

• manage disruptive and unlawful behaviour in an
appropriate range of transport environments
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• monitoring passenger behaviour
• identifying and resolving disruptive/unlawful activity
• taking appropriate action to control unlawful behaviour
• selecting and appropriately using protective behaviour
• applying common law, transport by-laws and service

rules as they apply to disruptive/unlawful behaviour on
transport systems

• seeking assistance as required from appropriate
external emergency support services

• applying conflict resolution and negotiation skills
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• following the designated work plan for the job
• Shows evidence of application of relevant workplace

procedures including:
• establishing effective working relationships with

colleagues and other security personnel
• applying codes of practice, hazard policies and

procedures
• following procedures and instructions
• following guidelines relating to the safe use of

equipment
• applying quality assurance procedures (where existing)

• Action is taken promptly to report and/or attend to any
disruptive/unlawful behaviour in accordance with
regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others.

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTO1398B Administer the security of assets and
facilities

Unit Descriptor This unit involves the skills and knowledge required to administer the
security of assets and facilities in the transport and distribution industry,
including assessing asset security requirements, developing and
implementing asset security programs, and monitoring and evaluating
asset security programs.

Unit Sector Security

ELEMENT PERFORMANCE CRITERIA

1. Assess security
requirements

1.1 Adequacy of insurance cover is determined
1.2 Adequacy of physical protection over assets and facilities

is determined
1.3 Methods to improve security requirements are assessed

and recommended
1.4 Breakdowns/breaches of security are recorded and

reported

2. Develop and implement
security programs

2.1 Staff are consulted regularly regarding security programs
2.2 Improvements to security procedures are documented,

trialed, refined and implemented
2.3 Input is given to assist in the preparation of coronial

reports and enquires
2.4 Statements are gathered and reports prepared which

assist in the issuance of summonses

3. Monitor and evaluate
security programs

3.1 Reports and statements produced where security has
broken down or has been breached, are analysed and
conclusions documented

3.2 Security procedures are regularly monitored to ensure
their implementation

3.3 Testing and evaluation of security systems regularly
occurs to ensure operational effectiveness

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations of the relevant State/Territory authorities
related to the administration of assets and facilities in the
transport and distribution industry

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of routine procedures and
regulatory requirements to the administration of assets
and facilities in the transport and distribution industry
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Worksite environment • Operations may be conducted in a range of work
environments and weather conditions by day or night

• Customers may be internal or external
• Equipment may include:

• insurance notes and information
• organisation security procedures
• documentation of physical protection facilities
• security programs

• Coding identification of assets may include:
• stocktakes
• assets register (coded and labelled)
• monitoring insurance requirements

• Regular insurance assessments may include:
• conditions of insurance
• insurance assessment of premises
• monitoring insurance requirements

• Work organisation procedures and practices may include:
• financial/administrative procedures
• security procedures

• Consultative processes may involve:
• private and public sector security personnel
• police
• security consultants
• other employees and supervisors
• management

• Communication in the work area may include:
• mobile and fixed phones
• radio
• oral, aural or signed communications

• Consultative processes may involve:
• private and public sector security personnel
• police
• security consultants
• other employees and supervisors
• management

• Communication in the work area may include:
• mobile and fixed phones
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• workplace procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• workplace procedures, regulations, guidelines

practices and policies
• organisation security reports
• coronial reports and enquiries
• event statements
• summonses
• assets register
• organisation insurance requirements
• relevant manufacturer's specifications and guidelines
• codes of practice and regulations concerning transport

and distribution assets
• job specifications
• competency standards and training materials
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency response procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• State/Territory OHS regulations and legislation

concerning transport and distribution assets
• relevant Australian Standards and certification

requirements
• relevant State/Territory insurance legislation
• relevant State/Territory legislation relevant to asset

security

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• assess asset security requirements
• develop and implement asset security programs
• monitor and evaluate asset security programs
• locate, interpret and apply relevant information
• work effectively with others
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

• follow the designated work plan for the job

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant State/Territory regulations and requirements
pertaining to the administration of assets and facilities in
the transport and distribution industry

• Relevant OHS and environmental protection procedures
and guidelines

• Risks/hazards when administering assets and facilities
and related precautions to control the risk

• Knowledge of workplace's operational information as it
relates to administration of assets and facilities, including:
• relevant operational procedures for accessing, storing,

using and securing resources
• stock handling procedure
• basic financial procedures
• relevant operational procedures relating to security of

assets and facilities
• types and levels of insurance cover
• risk management policies
• reporting procedures
• corporate organisation chart
• staff roles, responsibilities and reporting lines
• basic legal rights and responsibilities

• Skills required to administer assets and facilities,
including:
• report writing skills
• written and oral communication skills
• consultation skills
• questioning and listening skills
• interpretation and analysis skills
• data gathering, collation and presentation skills
• auditing skills
• record keeping skills
• negotiation skills
• ability to identify and correctly use equipment,

processes and procedures
• ability to modify activities depending on differing

workplace contexts, risk situations and environments

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to administer the security of assets and
facilities, and/or

• administer the security of assets and facilities in an
appropriate range of transport and distribution
environments
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• assessing asset security requirements
• developing and implementing asset security programs
• monitoring and evaluating asset security programs
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

• following the designated work plan for the job
• Shows evidence of application of relevant workplace

procedures including:
• relevant government regulations, policies, procedures

and standards
• relevant OHS and environmental protection regulations

and procedures
• establishing effective working relationships with

colleagues and other security personnel
• applying codes of practice, hazard policies and

procedures
• following procedures and instructions
• following guidelines relating to the safe use of

equipment
• applying quality assurance procedures (where existing)

• Action is taken promptly to report and/or attend to asset
security problems in accordance with regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others.

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTO1601A Apply and monitor workplace security
procedures

Unit Descriptor This unit involves the skills and knowledge required to apply and
monitor security procedures in workplaces in the postal, warehousing,
stevedoring, transport, distribution and allied industries in accordance
with workplace and regulatory requirements. This includes checking
and monitoring personnel and goods entering the worksite, carrying out
surveillance of work areas, dealing with security incidents and
emergencies, and completing required reports and surveillance
documentation.

Unit Sector Security

ELEMENT PERFORMANCE CRITERIA

1. Check and monitor
personnel and goods
entering the existing
worksite

1.1 The entry and/or exit of personnel and vehicles are
checked in accordance with workplace operational
procedures and statutory authority regulations to prevent
improper entry or unlawful removal of goods and cargo

1.2 Potential breaches of security which may cause goods to
be at risk are observed and reported promptly to
designated personnel in accordance with workplace
procedures

2. Carry out surveillance of
work areas

2.1 Surveillance of work areas is in accordance with
workplace procedures and regulatory requirements

2.2 Breaches of security are identified and action is initiated
and/or the incident reported in accordance with workplace
procedures and regulatory requirements

3. Deal and write reports on
security incidents
emergencies

3.1 Security incidents/emergencies are dealt with in
accordance with regulations and site operational
procedures

3.2 Appropriate police/security/emergency services are
contacted, if required, in accordance with workplace
procedures

3.3 Written reports of incidents/emergencies communicate
intended message in accordance with workplace
requirements

4. Complete required
documentation

4.1 Surveillance documentation and reports are completed
and files despatched in accordance with workplace
procedures and regulatory requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the
regulations and workplace requirements pertaining to the
security procedures in the workplace

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to security operations as part
of work activities in the postal, warehousing, stevedoring,
transport, distribution and allied industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Workplaces may comprise large, medium or small
worksites

• Customers may be internal or external
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Hazards may include:
• vehicular traffic and pedestrians
• dust and vapours
• chemicals and hazardous or other dangerous materials
• humidity, air temperature
• lighting conditions
• movements of equipment, goods, and materials
• noise

• Security procedures for high value goods may include:
• identification codes/marks/numbers identified and

recorded
• goods to be secured are tallied
• storage location matches product characteristics

including fire risks, weather damage or requirements
workplace

• reporting of shortages and damage
• Recording procedures for the receipt/delivery of

cargo/freight/mail etc. may include:
• carrier and vehicle registration
• cargo/freight/mail, including

marks/numbers/identification codes
• cargo/freight/mail documentation
• number of pallets
• gate pass and time of exit

• Documentation may include:
• export receival advice
• customs clearance
• gate pass/VMO clearance

• Depending on workplace context, authorised personnel
seeking entry to terminal/wharf/workplace may include:
• carriers
• customs
• officers of the Australian Quarantine and Inspection

Service
• port authority
• shipping agents
• employees of related industries
• work crews
• union representatives
• contractors
• site visitors
• contractors
• official representatives

• Personal protection equipment may include:
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• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• protective clothing
• high visibility clothing

• Communication in the work area may include:
• phone
• fax
• email
• electronic data transfer (EDI)
• RF systems
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Surveillance areas may include:
• buildings, gates and perimeter fence
• personnel and property are authorised to be in a

secured area
• customers, visitors and contractors are safe
• monies, premises and equipment are secure

Sources of information/
documents

• Information/documents may include:
• workplace policies, operating procedures and practices
• goods identification numbers and codes
• manifests, consignment notes, bar codes, and

container identification/serial number
• Australian and international codes of practice and

regulations relevant to the secure transfer of
cargo/freight/mail/parcels including ADG Code

• dangerous goods declarations and material safety data
sheets (where applicable)

• quality assurance procedures
• induction documentation
• competency standards and training materials
• job specifications and procedures
• award, enterprise bargaining agreement or other

industrial arrangements
• codes of practice, including national standards for

manual handling and the industry safety code
• supplier and or/client instructions'
• HAZCHEM chart/MSDS
• safety observation feedback program
• emergency procedures
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the transfer of

cargo/freight/mail
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations
• Equal Opportunity, Equal Employment Opportunity and

Affirmative Action Legislation

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• check seals on containers or packages
• take actions to reseal or dispose of packages and

empty containers
• secure pillage and high value cargo/freight/mail
• record delivery of cargo/freight/mail
• deal with verbal and written reports on security

incidents/emergencies
• locate, interpret and apply relevant information
• provide customer/client service and work effectively

with others
• convey information in written and oral form
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international codes and regulations
relevant to the security arrangements during the transfer
of cargo/freight/mail

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace security procedures and policies when
transferring cargo/freight/mail

• Focus of operation of work systems, equipment,
management and site operating systems for the secure
transfer of cargo/freight/mail

• Security problems that may occur when transferring
cargo/freight/mail and appropriate action that can be
taken to resolve/avoid the problems

• Site layout and operating procedures
• Types of hazardous cargo and special handling

procedures
• The marking and numbering systems for

cargo/freight/mail
• Relevant bond, quarantine or other legislative

requirements
• Ability to:

• identify, select and use relevant equipment, processes
and procedures when maintaining security during the
transfer of cargo/freight/mail

• modify activities depending on differing workplace
contexts, risk situations and environments

• read and interpret instructions, procedures and labels
relevant to the secure transfer of cargo/freight/mail

• identify cargo, container and goods, coding,
ADG/IMDG markings and, where applicable,
emergency information panels

• receive, acknowledge and send messages with
available communications equipment

• plan own work including predicting consequences and
identifying improvements.

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to apply and
monitor workplace security procedures, and/or

• apply and monitor workplace security procedures in an
appropriate range of operational workplace situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• establishing effective working relationships with

colleagues
• following security requirements for workplace activities
• maintaining confidentiality of customers, clients and

materials carried
• modifying work practises to cater for variations in

workplace contexts and environments in accordance
with workplace parcels and mail guidelines

• maintaining workplace records
• Shows evidence of application of relevant workplace

procedures including:
• relevant codes of practice and legislative requirements

pertaining to mail operations
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances (where applicable)

• workplace procedures and instructions
• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report any accidents,
emergencies or operational problems in accordance with
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to mail, parcels, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTO297B Follow security procedures
Unit Descriptor This unit involves the skills and knowledge to follow security procedures

in accordance with workplace requirements, including checking seals
on containers or packages, taking appropriate action to reseal or
dispose of packages and empty containers, securing pillage and high
value goods, recording delivery of cargo, and dealing with and writing
reports on security incidents and/or emergencies.

Unit Sector Security

ELEMENT PERFORMANCE CRITERIA

1. Check seals on containers
or packages

1.1 Seals are checked to ensure that they are intact prior to
commencement of unstuffing or unpacking operations

1.2 Damaged seals are reported in accordance with
workplace operational procedures and statutory authority
regulations

2. Take action to reseal or
dispose of packages and
empty containers

2.1 Completion of unpacking/unstuffing operations is in
accordance with workplace procedures and regulatory
requirements

2.2 Entry/exit to or from work area is checked and recorded
2.3 Personnel and/or vehicles are checked in accordance with

site operational procedures and statutory authority
regulations to prevent unlawful entry into secured area
and/or to prevent unlawful removal of goods (and cargo)

2.4 Entry/exit is recorded in accordance with site operational
procedures

3. Secure pillage and high
value goods

3.1 Pillageable and high value goods are secured within
specified location in accordance with workplace
operational procedures and statutory authority regulations
in accordance with workplace security procedures

3.2 Any breaches of security requirements are reported
promptly to designated personnel in accordance with
workplace procedures

4. Record delivery of cargo 4.1 Delivery of cargo from depot is recorded in accordance
with workplace documentation procedures

5. Deal with and write
reports on security
incidents/ emergencies

5.1 Security incidents/emergencies are dealt with following
statutory authority regulations and site operational
procedures

5.2 Written reports of incidents/emergencies communicate
intended message in accordance with workplace
requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning
security procedures during transfer of cargo/freight

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to ensure that appropriate
security procedures are followed when transferring cargo
as part of work activities in the stevedoring, transport,
distribution and allied industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Work may be conducted in:

• limited or restricted spaces
• exposed conditions
• controlled or open environments

• Security procedures for high value goods may include:
• marks/numbers identified and recorded
• goods to be secured are tallied
• storage location matches product characteristics

including fire risks, weather damage or requirements of
workplace

• shortages and damage are reported
• Recording procedures for the delivery of cargo may

include:
• carrier and vehicle registration
• cargo, including marks/numbers
• cargo documentation
• number of pallets
• gate pass and time of exit

• Documentation may include:
• export receival advice
• customs clearance
• gate pass/VMO clearance

• Authorised personnel seeking entry to terminal/wharf may
include:
• carriers
• customs
• officers of the Australian Quarantine and Inspection

Service
• port authority
• shipping agents
• stevedoring employees
• ships crew
• union representatives
• contractors

• Containers/cargo identified by marks, numbers and
quantities

• Reports may be verbal and/or written
• Hazards in the work area may include exposure to:

• chemicals
• dangerous or hazardous substances
• movements of equipment, goods, materials and

vehicular traffic
• Personal protection equipment may include:

• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• protective clothing
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• high visibility clothing
• Communication in the work area may include:

• phone
• fax
• email
• electronic data transfer (EDI)
• RF systems
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• goods identification numbers and codes
• manifests, bar codes, and container identification/serial

number
• Australian and international codes of practice and

regulations relevant to the secure transfer of cargo
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for equipment
• workplace procedures and policies
• supplier and/or client instructions
• dangerous goods declarations and material safety data

sheets (where applicable)
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTO297B Follow security procedures

Volume 4 of 4, Imported Unit 5 of 24 Page 354 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the transfer of

cargo/freight
• Australian and international regulations and codes of

practice for the handling and transport of dangerous
goods and hazardous substances, including:
• Australian and International Dangerous Goods

Codes
• Australian Marine Orders and the International

Maritime Dangerous Goods Code
• IATA's 'Dangerous Goods by Air' regulations
• Australian and International Explosives Codes

• licence, patent or copyright arrangements
• water and road use and licence arrangements
• export/import/quarantine/bond requirements
• marine orders
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• check seals on containers or packages
• take actions to reseal or dispose of packages and

empty containers
• secure pillage and high value goods
• record delivery of cargo
• deal with and write reports on security

incidents/emergencies
• locate, interpret and apply relevant information
• provide customer/client service and work effectively

with others
• convey information in written and/oral form
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Australian and international codes and regulations
relevant to the security arrangements during the transfer
of cargo/freight

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace security procedures and policies when
transferring cargo/freight

• Focus of operation of work systems, equipment,
management and site operating systems for the secure
transfer of cargo/freight

• Security problems that may occur when transferring
cargo/freight and appropriate action that can be taken to
resolve/avoid the problems

• Site layout and operating procedures
• Types of hazardous cargo and special handling

procedures
• The marking and numbering systems for cargo
• Relevant bond, quarantine or other legislative

requirements
• Ability to:

• identify, select and use relevant equipment, processes
and procedures when maintaining security during the
transfer of cargo/freight

• modify activities depending on differing workplace
contexts, risk situations and environments

• read and interpret instructions, procedures and labels
relevant to the secure transfer of cargo/freight

• identify cargo, container and goods, coding,
ADG/IMDG markings and where applicable emergency
information panels

• receive, acknowledge and send messages with
available communications equipment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to follow
security procedures, and/or

• follow security procedures during the transfer of
cargo/freight in an appropriate range of operational
workplace situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• checking seals on containers or packages
• taking action to reseal or dispose of packages and

empty containers
• securing pillage and high value goods
• recording delivery of cargo
• dealing with and writing reports on security

incidents/emergencies
• locating, interpreting and applying relevant information
• providing customer/client service and working

effectively with others
• conveying information in written and/oral form
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and legislative requirements

pertaining to security arrangements during the transfer
of cargo

• Australian and international regulations and codes of
practice for the handling and transport of dangerous
goods and hazardous substances (where applicable)

• workplace security procedures and instructions
• OHS policies and procedures
• issue resolution procedures
• obtaining assistance from other team members when

required
• relevant guidelines relating to the safe use of

equipment
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report any accidents,
emergencies or security incidents in accordance with
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTO798B Undertake emergency response action to a
security threat

Unit Descriptor This unit involves the skills and knowledge required to undertake
emergency action to a potential security threat, including selecting
emergency actions to be applied, maintaining communications, and
reporting the incident in accordance with established procedures.

Unit Sector Security

ELEMENT PERFORMANCE CRITERIA

1. Select emergency actions
to be applied

1.1 Threats or potential threats are recognised
1.2 Where able, agency/branch/base and/or police are alerted

to potential security threat with all relevant details and
requests for supportive action being detailed

1.3 Range of emergency actions are identified and analysed
1.4 Security threat and appropriate emergency plans are

matched
1.5 Emergency actions are invoked in accordance with

emergency procedures and in consideration of own safety,
members of the public and the consignment

1.6 Emergency actions are modified consistent with changes
within the emergency environment

2. Maintain communications 2.1 Communication is maintained with agency/branch/base
and relevant agencies/personnel in accordance with
enterprise and emergency procedures

2.2 Information is conveyed in a clear, concise and accurate
manner

3. Report incident 3.1 Reporting arrangements are completed according to
enterprise procedures

3.2 Police or other emergency services are provided with
reports as required

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 3

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
sections of the regulations of the relevant State/Territory
authorities concerned with the secure delivery of
valuables, secured products, documents and materials

• Work is performed under general or limited supervision
• Work involves the application of the basic security

principles, routine procedures and regulatory
requirements to undertake appropriate emergency
response action to a security threat

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTO798B Undertake emergency response action to a security threat

Volume 4 of 4, Imported Unit 6 of 24 Page 359 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



Worksite environment • Operations may be conducted in a range of work
environments and weather conditions by day or night

• Customers may be internal or external
• Hazards may include:

• vehicular and pedestrian traffic
• firearm handling
• persons with felonious intent
• uneven ground, steps, road surfaces
• dust and vapours
• hazardous or dangerous materials
• humidity, air temperature

• Consultative processes may involve:
• clients
• private security personnel
• public sector security personnel
• police
• security consultants
• other employees and supervisors
• management
• other professional or technical staff

• Incidents may include actual or potential breaches of
security arrangements

• Emergency actions are undertaken within workplace
policy and procedures

• Communication may include:
• mobile and fixed phones
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• firearms
• two-way radios
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Sources of
information/documents

• Information/documents may include:
• workplace procedures and policies
• job specifications
• relevant manufacturer's specifications
• competency standards and training materials
• supplier and/or client instructions
• material safety data sheets
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• licensing and permits for firearms and security

occupations
• relevant Australian Standards and certification

requirements
• relevant State/Territory privacy legislation
• relevant State/Territory firearms legislation
• State/Territory OHS regulations and legislation,

including manual handling regulations
• licensing requirements for driving and carrying

particular classes of goods
• relevant State/Territory road rules and traffic acts

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• select appropriate means to maintain security of

consignment within requirements for safe handling and
protection of goods, vehicle, personnel and the public

• identify potential hazards associated with the goods
being transported

• select emergency actions to be applied in response to
an identified security threat

• maintain communications during a security incident
• report security incident
• handle and use firearms in accordance with regulations
• locate, interpret and apply relevant information
• maintain workplace records and documentation
• use safety precautions appropriate to the task
• apply hierarchy of control
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant State/Territory permit and licence regulations
and requirements

• Relevant OHS and procedures and guidelines
• Risks/hazards when transferring cash-in-transit and

related precautions to control security threats
• Operational procedures for identification of security

threats and undertaking emergency response
• Contingency planning relating to managing and

controlling security threats
• Requirements for approved work procedures and relevant

equipment
• Housekeeping standards procedures required in the

workplace
• Ability to identify and correctly use equipment, processes

and procedures
• Ability to plan own work including predicting

consequences and identifying improvements
• Ability to apply relevant agreements, codes of practice or

other legislative requirements
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to safely use correct manual handling techniques

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to undertake emergency response action to
a security threat, and/or

• undertake emergency response action in an
appropriate range of security threat situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• selecting appropriate means to maintain security of

consignment within requirements for safe handling and
protection of goods, vehicle, personnel and the public

• identifying potential hazards associated with the goods
being transported

• selecting emergency actions to be applied in response
to an identified security threat

• maintaining communications during a security incident
• reporting a security incident
• handling and using firearms in accordance with

regulations
• locating, interpreting and applying relevant information
• maintaining workplace records and documentation
• using safety precautions appropriate to the task
• applying hierarchy of control

• Shows evidence of application of relevant workplace
procedures including:
• establishing effective working relationships with

colleagues
• maintaining confidentiality of customers, workplace

operations, equipment and materials carried
• applying codes of practice, hazard policies and

procedures
• following procedures and work instructions when

responding to a security threat
• following guidelines relating to the safe use of

equipment
• applying quality assurance procedures (where existing)
• following security procedures

• Action is taken promptly to report any security incidents in
accordance with regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTP197B Develop plans to meet customer and
organisation needs

Unit Descriptor This unit involves the skills and knowledge required to develop plans to
meet customer and organisation needs, including contributing to
strategic planning, analysing market needs, contributing to business
documentation, and communicating on planning matters with other
members of the organisation.

Unit Sector Business Planning

ELEMENT PERFORMANCE CRITERIA

1. Contribute to strategic
planning

1.1 A contribution is made to a shared vision and values for
the workplace by assisting the examination of future
opportunities and directions and their use in the shaping of
business goals and objectives

1.2 A contribution is made to strategic planning by assisting in
the investigation of the business environment of the
workplace

2. Analyse market needs 2.1 Customer needs are researched and the outcomes
analysed and interpreted to establish business options
and opportunities

2.2 Opportunities are identified for product and service
enhancement through an analysis of existing and potential
market opportunities and the development of strategies to
strengthen the workplace's market focus in suitable
directions

3. Contribute to business
documentation

3.1 Contributions are made to the preparation of the
workplace's business plans/budgets

3.2 All workplace insurance needs are identified and suitable
cover taken out

4. Communicate to other
members of the
organisation

4.1 The outcomes of the planning process are communicated
to appropriate persons in the organisation and feedback
mechanisms used to ensure continuous improvement of
the planning process and outcomes

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 3

Working with others and in teams 1

Using mathematical ideas and techniques 3

Solving problems 1

Using technology 2
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RANGE STATEMENT

General context • Work involves discretion and judgement for self and
others in developing plans to meet customer and
organisation needs

• Work is performed under limited or minimum supervision
with general guidance on progress and outcomes of work

• A range of opportunities may be used to develop the
workplace and to support the development of work
systems and innovative strategies to deal with
contingencies and to encourage the achievement of the
organisation's goals and key performance objectives

• Work involves responsibility for the development of work
plans and the provision of leadership of others either
individually or in teams

Worksite environment • The workplace environment may involve twenty-four hour
operation and may include:
• single and multi-site locations
• large, medium and small companies

• Services, products, risks, work systems and requirements
may potentially vary across different sections of the
workplace

• Operations involve internal and external customer contact
and coordination

• Plans may include:
• operational plans
• marketing plans
• financial plans

• Consultative processes may involve:
• other employees and supervisors
• customers and suppliers
• management and union representatives
• industrial relations and OHS specialists
• other professional or technical staff, contractors and

maintenance personnel
• Depending on the type of organisation concerned and the

local terminology used, workplace plans/procedures may
include:
• company plans/procedures
• enterprise plans/procedures
• organisational plans/procedures
• established plans/procedures
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Sources of information/
documents

• Information/documentation may include:
• procedures for the development of workplace plans

and budgets
• customer/client instructions and assessed

requirements
• legislation, regulations and related documentation

relevant to business operations
• regulations and policies relating to minimising risks to

the environment and ensuring compliance with OHS
requirements

• insurance requirements
• relevant agreements, codes of practice including the

National Standards for Services and Operations
• manufacturer's/supplier's specifications, advice,

recommended procedures, policies and instructions
• reports of accidents and incidents within regulatory

requirements and workplace procedures
• workplace guidelines on appropriate workplace

language and communication strategies and
interpretation of relevant information

• quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice
• relevant Australian and State/Territory OHS legislation
• equal employment legislation and related policies
• environmental protection regulations
• hazardous substances and dangerous goods codes
• relevant Australian standards and certification

requirements
• licence, patent or copyright arrangements
• taxation and trading regulations relevant to business

operations
• relevant insurance regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• contribute to strategic planning
• analyse market needs
• contribute to business documentation
• communicate with customers and other members of

the organisation
• apply techniques to encourage appropriate

participation of team/group members and external
organisations or individuals with relevant expertise

• locate, interpret and apply relevant information
• respond to customer/client service needs
• work effectively with others on planning activities

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant regulatory and code requirements
• Relevant OHS and environmental protection policies and

procedures
• Workplace protocols and procedures for the development

of plans to meet customer and organisation needs,
including:
• procedures for strategic planning
• procedures for tactical planning
• procedures for quality improvement of

services/operations/products
• Relevant workplace business management policies and

practices, including requirements for the maintenance of
security and confidentiality

• Insurance requirements relevant to business operations
• Focus of operation of business planning systems and

resources
• Resource availability including the processing capacity of

equipment and software systems for planning activities
• Typical problems that can occur when developing plans

to meet customer and organisation needs and related
appropriate action that can be taken

• Ability to survey and assess organisation and customer
requirements

• Ability to negotiate and work effectively with others
• Ability to select and appropriately apply technology,

information systems and procedures to complete
workplace tasks
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to develop a workplace plan to meet
customer and organisation needs, and/or

• develop plans to meet customer and organisation
needs in an appropriate range of operational contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• contributing to strategic planning
• analysing market needs
• contributing to business documentation
• communicating with customers and other members of

the organisation
• applying techniques to encourage appropriate

participation of team/group members and external
organisations or individuals with relevant expertise

• locating, interpreting and applying relevant information
• responding to customer/client service needs
• working effectively with others on planning activities

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulations and codes
• OHS and environmental protection regulations and

hazard prevention policies and procedures
• workplace procedures and policies related to the

development of plans to meet customer and
organisation needs

• relevant guidelines relating to the procurement and use
of equipment and services

• issue resolution and grievance procedures
• environmental protection procedures

• Action is taken promptly to report and/or take appropriate
action on any problems concerning the development of
plans in accordance with workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTP297B Facilitate and capitalise on change in the
workplace

Unit Descriptor This unit involves the skills and knowledge required to facilitate and
capitalise on change and innovation in the workplace, including
participating in planning for the introduction of change, developing
creative and flexible approaches to solutions to change-related
problems, and managing emerging challenges and opportunities in the
workplace.

Unit Sector Business Planning

ELEMENT PERFORMANCE CRITERIA

1. Participate in planning the
introduction of change

1.1 Opportunities are taken to respond to the changing needs
of customers and the organisation

1.2 Effective contributions are made to the organisation's
planning processes to introduce change

1.3 Plans to introduce change are made in consultation with
affected individuals/groups

1.4 The organisation's objectives and plans to introduce
change are explained clearly to individuals/teams

2. Develop creative and
flexible approaches to
solutions

2.1 Alternative approaches to managing workplace issues and
problems are identified and analysed

2.2 Risks are assessed and action is taken to achieve a
recognised benefit or advantage to the organisation

2.3 The workplace is managed in a way that promotes the
development of innovative approaches and outcomes

2.4 Creative and responsive approaches to resource
management improves productivity and/or reduces costs
in a competitive environment

3. Manage emerging
challenges and
opportunities

3.1 Individuals/teams respond effectively and efficiently to
changes in the organisation's goals, plans and priorities

3.2 Coaching and mentoring assists individuals/teams
develop competencies to handle change efficiently and
effectively

3.3 Individuals/teams are kept informed of progress in the
implementation of change

3.4 Recommendations for improving the methods/techniques
to manage change are negotiated with designated
persons/groups
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 3

Using mathematical ideas and techniques 1

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work involves discretion and judgement for self and
others in facilitating and capitalising on change and
innovation in the workplace

• Work is performed under limited or minimum supervision
with general guidance on progress and outcomes of work

• A range of opportunities may be used to support the
development of changes to work systems and innovative
strategies to deal with contingencies and to encourage
the achievement of the organisation's goals and key
performance objectives by the work area and the
individuals and teams within it

• Work involves responsibility for facilitating change in the
workplace and the provision of leadership of others either
individually or in teams
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Worksite environment • The workplace environment may involve twenty-four hour
operation and may include:
• single and multi-site locations
• large, medium and small companies

• Services, products, risks, work systems and requirements
may potentially vary across different sections of the
workplace

• Change may include:
• new management
• new work practices
• new products or services
• changes in work locations
• changes in work structures
• new quality systems
• new training programs

• Learning methods may include:
• mentoring
• coaching
• exchange/rotation
• action learning
• shadowing
• structured training programs

• Relevant regulations/legislation may be related to:
• contract disputation
• confidentiality
• goods regulatory requirements
• probity

• Consultative processes may involve:
• other employees and supervisors
• customers and suppliers
• management and union representatives
• industrial relations and OHS specialists
• other professional or technical staff, contractors and

maintenance personnel
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documentation may include:
• procedures for the development of workplace plans

and budgets
• customer/client instructions and assessed

requirements
• legislation, regulations and related documentation

relevant to business operations
• regulations and policies relating to minimising risks to

the environment and ensuring compliance with OHS
requirements

• insurance requirements
• relevant agreements, codes of practice including the

National Standards for Services and Operations
• manufacturer's/supplier's specifications, advice,

recommended procedures, policies and instructions
• reports of accidents and incidents within regulatory

requirements and workplace procedures
• workplace guidelines on appropriate workplace

language and communication strategies and
interpretation of relevant information

• quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include
• relevant regulations, standards and codes of practice
• relevant Australian and State/Territory OHS legislation
• equal employment legislation and related policies
• environmental protection regulations
• hazardous substances and dangerous goods codes
• relevant Australian standards and certification

requirements
• licence, patent or copyright arrangements
• taxation and trading regulations relevant to business

operations
• relevant insurance regulations

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTP297B Facilitate and capitalise on change in the workplace

Volume 4 of 4, Imported Unit 8 of 24 Page 372 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• participate in planning the introduction of changes and

innovations in the workplace
• develop creative and flexible approaches and solutions

to change-related issues and problems
• manage emerging challenges and opportunities for

change and innovation
• communicate with customers and other members of

the organisation
• apply techniques to encourage appropriate

participation of team/group members and external
organisations or individuals with relevant expertise

• locate, interpret and apply relevant information
• respond to customer/client service needs
• work effectively with others on the introduction of

changes and innovations in the workplace

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant and regulatory and code requirements
• Relevant OHS and environmental protection policies and

procedures
• Workplace protocols and procedures for the facilitation

and capitalisation of change in the workplace, including:
• risk management policies and procedures
• problem solving procedures
• strategic planning procedures
• quality improvement policies and procedures
• customer service policies and procedures

• Relevant workplace business management policies and
practices, including requirements for the maintenance of
security and confidentiality

• Focus of operation of business planning systems and
resources

• Resource availability including the processing capacity of
equipment and software systems for planning activities

• Typical problems that can occur when planning and
facilitating the introduction of changes and innovations in
the workplace and related appropriate action that can be
taken

• Ability to survey and assess organisation and customer
requirements for change and innovation

• Ability to negotiate and work effectively with others
• Ability to select and appropriately apply technology,

information systems and procedures to complete
workplace tasks
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to develop a workplace plan to facilitate and
capitalise on change and innovation in the workplace,
and/or

• facilitate and capitalise on change and innovation in an
appropriate range of workplace contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• participating in planning the introduction of changes

and innovations in the workplace
• developing creative and flexible approaches and

solutions to change-related issues and problems
• managing emerging challenges and opportunities for

change and innovation
• communicating with customers and other members of

the organisation
• applying techniques to encourage appropriate

participation of team/group members and external
organisations or individuals with relevant expertise

• locating, interpreting and applying relevant information
• responding to customer/client service needs
• working effectively with others on the introduction of

changes and innovations in the workplace
• Shows evidence of application of relevant workplace

procedures including:
• relevant regulations and codes
• OHS and environmental protection regulations and

hazard prevention policies and procedures
• workplace procedures and policies related to the

facilitation and capitalisation of change in the
workplace

• relevant guidelines relating to the procurement and use
of equipment and services

• issue resolution and grievance procedures
• environmental protection procedures

• Action is taken promptly to report and/or take appropriate
action on any problems concerning the introduction of
changes/innovations in accordance with workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTP297B Facilitate and capitalise on change in the workplace

Volume 4 of 4, Imported Unit 8 of 24 Page 375 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



TDTP598B Manage workplace information
Unit Descriptor This unit involves the skills and knowledge required to manage

workplace information, including identifying and sourcing information
needs; collecting, analysing and reporting information; using
management information systems; contributing to the preparation of
operational plans; and preparing resource proposals.

Unit Sector Business Planning

ELEMENT PERFORMANCE CRITERIA

1. Identify and source
information needs

1.1 The information needs of individuals/teams is determined
and the potential sources of information are identified

1.2 Information held by the organisation is reviewed to
determine suitability and accessibility

1.3 Arrangements are made to obtain information which is not
available/accessible within the organisation

2. Collect, analyse and
report information

2.1 Collection of information is timely and relevant to the
needs of individuals/teams

2.2 Information is in a format suitable for analysis,
interpretation and dissemination

2.3 Information is analysed to identify and report relevant
trends and developments in terms of the needs for which it
was acquired

3. Use management
information systems

3.1 Management information systems are used effectively to
store and retrieve data for decision making

3.2 Technology available in the work area/organisation is
used to manage information efficiently and effectively

3.3 Recommendations for improving the information system
are submitted to designated persons/groups

4. Contribute to the
preparation of operational
plans

4.1 Individuals/teams are involved in the preparation of
operational plans in ways which use their contribution
effectively and gains their support for the outcomes

4.2 Operational plans are prepared and presented in
accordance with the workplace's guidelines and
requirements

5. Prepare resource
proposals

5.1 Resource planning data is collected in consultation with
colleagues, including those who have a specialist role in
resource management

5.2 Estimates of resource needs and utilisation reflects the
workplace's business plans and customer and supplier
requirements

5.3 Proposals to secure resources are supported by clearly
presented submissions describing realistic options,
benefits, costs and outcomes
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work involves the use of discretion and judgement for self
and others when managing workplace information
systems

• Work is performed under limited or minimum supervision
with general guidance on progress and outcomes of work

• A range of opportunities may be used to develop the work
area and to support the development of information
systems and appropriate strategies to deal with
contingencies and to encourage the achievement of the
organisation's goals and key performance objectives by
the work area and the individuals and teams within it

• Work involves responsibility for management of
information processing and storage systems in the
workplace and the provision of leadership of others either
individually or in teams
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Worksite environment • The workplace environment may involve twenty-four hour
operation and may include:
• single and multi-site locations
• large, medium and small companies

• Services, products, risks, work systems and requirements
may potentially vary across different sections of the
workplace

• Operations involve internal and external customer and
supplier contact and related information coordination

• Information may be in print or electronic form and may
include forms, letters, memos, operational data, faxes,
manifests, inventories, orders, invoices, freight
documentation and other documents, records and data
required within warehousing, stevedoring, transport and
distribution operations

• Communications systems may involve:
• telephone
• fax
• email
• electronic data transfer of information (EDI)
• mail

• Consultative processes may involve:
• other employees and supervisors
• customers and suppliers
• management and union representatives
• industrial relations and OHS specialists
• other professional or technical staff, contractors and

maintenance personnel
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documentation may include:
• workplace policies and procedures
• relevant contracts and agreements
• quality or enterprise work specifications and

procedures
• manufacturer's specifications and/or supplier's advice,

recommended procedures, policies and instructions
• guidelines relating to minimising risks to the

environment and compliance with OHS requirements
• supplier and/or client instructions
• material safety data sheets
• relevant agreements and codes of practice
• legislation, regulations and related documentation,

including regulations related to hazardous substances,
dangerous goods and environment protection

• reports of accidents and incidents within regulatory
requirements and enterprise procedures

• workplace guidelines on appropriate workplace
language and communication strategies and
interpretation of relevant information

• quality assurance procedures
• workplace agreements and awards
• workers compensation
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice
• relevant Australian and State/Territory OHS legislation
• equal employment legislation and related policies
• environmental protection regulations
• hazardous substances and dangerous goods codes
• relevant Australian standards and certification

requirements
• licence, patent or copyright arrangements
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• collect, analyse and report on workplace information
• use management information systems
• contribute to the preparation of operational plans
• prepare financial information and resource proposals
• manage own work to achieve organisational goals and

required results
• suggest improvements to management of information

and negotiate changes to systems and approaches
• mediate and resolve issues surrounding supply,

maximising positive outcomes for the organisation and
the individuals within it

• research, interpret and apply relevant information
• locate, interpret and apply relevant information
• provide customer/client service and work effectively

with others

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant and regulatory and code requirements
• Relevant OHS and environmental protection

responsibilities, policies and procedures
• Workplace protocols and procedures for the management

of workplace information
• Workplace business policies and plans as they relate to

financial reporting and information system management
and improvement

• Focus of operation of recording, reporting and statistical
analysis systems and resources

• Resource availability including the processing capacity of
equipment and software systems for statistical analysis of
data

• Typical problems that can occur with the management of
workplace information and related appropriate action that
can be taken

• Coaching and mentoring approaches to support team
members to share knowledge and skills

• Ability to select and efficiently use information
management systems and technologies

• Ability to select and appropriately apply technology,
information systems and procedures to workplace tasks
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to manage a workplace information system,
and/or

• manage workplace information systems in an
appropriate range of operational contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• collecting, analysing and reporting on workplace

information
• using management information systems
• contributing to the preparation of operational plans
• preparing financial information and resource proposals
• managing own work to achieve organisational goals

and required results
• suggesting improvements to management of

information and negotiating changes to systems and
approaches

• mediating and resolving issues surrounding supply,
maximising positive outcomes for the organisation and
the individuals within it

• researching, locating, interpreting and applying
relevant information

• providing customer/client service and working
effectively with others

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulations and codes and Australian

standards
• OHS regulations and hazard prevention policies and

procedures
• workplace policies, procedures and instructions related

to the management of workplace information systems
• relevant guidelines relating to the use of equipment
• issue resolution and grievance procedures
• environmental protection policies and procedures

• Action is taken promptly to report and/or take appropriate
action on any problems with workplace information
systems in accordance with workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTQ1001A Maintain customer credit accounts and
services

Unit Descriptor This unit involves the skills and knowledge required to maintain
customer credit accounts and services in accordance with workplace
requirements, including establishing and maintaining customer credit
accounts and services, and maintaining a customer information system.

Unit Sector Financial Management

ELEMENT PERFORMANCE CRITERIA

1. Establish and maintain
customer credit accounts
and services

1.1 Lines of credit and other credit facilities are established
and communicated to customers

1.2 Payment schedules by customers are monitored
1.3 Debtors are regularly identified and listed to initiate

follow-up action
1.4 Debt recovery procedures are initiated and if unsuccessful

approval is sought to write off bad debts

2. Maintain customer
information system

2.1 Status of credit accounts is conveyed to customers on a
regular basis.

2.2 Statistical returns displaying actual against anticipated
performance are prepared

2.3 Database information regarding products and services
sales on credit is maintained

2.4 Customer queries are dealt with promptly and courteously
2.5 Security of database and data integrity is maintained

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with the relevant
regulations and workplace requirements concerning the
maintenance of customer credit accounts and services

• Work is performed under some supervision generally
within a team environment

• Work involves the application of workplace procedures
and regulatory requirements to the maintenance of
customer credit accounts and services as part of work
activities in the transport, distribution and/or allied
industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Customers include all other rail and freight authorities,

private businesses, government bodies and members of
the public as well as internal customers

• Equipment used may include:
• computer
• intercom system
• facsimile machine
• calculator
• telephone
• answering machine
• photocopier

• Consultative processes may involve:
• other employees and supervisors
• current and potential customers
• suppliers, customers and clients
• relevant authorities and institutions
• management and union representatives
• industrial relations and OHS specialists

• Communication in the work area may include:
• phone
• electronic data interchange (EDI)
• fax
• e-mail
• Internet
• RF systems
• oral, aural or signed communications

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• codes of practice and regulations concerning the

operation of credit accounts and services
• customer requests and works orders
• workplace procedures and policies including

accounting procedures, credit approval procedures,
office organisation procedures, record keeping, credit
limits, and levels of credit authority

• operations manuals, job specifications and induction
documentation

• manufacturer's specifications for office equipment
• documentation and forms used for credit services
• supplier and/or client instructions
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant Australian standards and certification

requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations for the provision of

credit services
• privacy legislation
• conditions of credit extension policies and related

government legislation
• audit and financial legislation
• relevant State/Territory OHS and environmental

protection legislation
• workplace relations regulations
• workers compensation regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• establish and maintain customer credit accounts and

services
• apply stringent credit approval facilities
• maintain a customer information system
• locate, interpret and apply relevant information
• work effectively with others
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication
• follow the designated work plan for the job
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Australian and international codes and regulations
relevant to freight services, including the ADG Code and
relevant bond, quarantine or other legislative
requirements

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the maintenance
of customer credit accounts and services

• Focus of operation of work systems, equipment,
management and site operating systems for the
maintenance of customer credit accounts and services

• Problems that may occur when maintaining customer
credit accounts and services and appropriate action that
can be taken to resolve the problems

• Information on relevant aspects of credit services,
including:
• credit services offered by the workplace
• credit account systems
• credit ratings and limits
• credit approval policies and procedures

• Documentation requirements for the maintenance of
customer credit accounts and services

• Instruments of payment including letters of credit,
cheques, promissory notes, bank drafts etc.

• Ability to:
• select and use relevant computer/communication/office

equipment
• modify activities depending on differing workplace

contexts, risk situations and environments
• solve problems that arise when maintaining customer

credit accounts and services
• read and interpret instructions, procedures and

information relevant to the maintenance of customer
credit accounts and services

• negotiate, communicate and liaise effectively with
customers

• use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to maintain
customer credit accounts and services, and/or

• maintain customer credit accounts and services in an
appropriate range of operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• establishing and maintaining customer credit accounts

and services
• applying credit approval facilities
• maintaining a customer information system
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records
• following the designated work plan for the job

• Shows evidence of application of relevant workplace
procedures including:
• codes of practice, regulations and legislative

requirements concerning the provision of credit
services

• OHS regulations and hazard prevention policies and
procedures

• workplace procedures and work instructions (including
housekeeping, privacy and security procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• obtaining assistance from other team members when

required
• customer service and quality assurance procedures

and policies
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
difficulties in the maintenance of customer credit accounts
and services in accordance with regulatory requirements
and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTQ1201A Sell products and services
Unit Descriptor This unit involves the skills and knowledge required to sell products and

services in accordance with regulatory and workplace requirements,
including preparing for financial transactions, promoting products and
services, selling products and/or services, processing refunds, and
reconciling financial transactions.

Unit Sector Financial Management

ELEMENT PERFORMANCE CRITERIA

1. Prepare for financial
transactions

1.1 Float, goods and services are prepared in accordance
with workplace policies and procedures

1.2 Point of sale is established to meet workplace
requirements and standards

2. Promote products and
services

2.1 Strategies to promote products and services are
developed in accordance with workplace policies and
procedures

2.2 Strategies to promote products and services are
implemented in accordance with workplace procedures

3. Sell products or services 3.1 Product knowledge is applied when answering customer
inquiries

3.2 Sales transactions are conducted in a courteous manner
to the customer's satisfaction

3.3 The price is correctly calculated and charged and the
correct change and receipt is issued

4. Process refunds 4.1 Claim for refund is substantiated in accordance with
company procedures

4.2 Refund claim application processes are completed to
ensure transaction details are recorded

4.3 The customer refund is correctly calculated and issued in
a courteous manner

5. Reconcile financial
transactions

5.1 The value of money and vouchers issued and refunded is
calculated to enable reconciliation against total sales to
validate cash on hand

5.2 Money, good, service entitlements and reconciliation
documents are secured in accordance with workplace
requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
requirements and relevant trade practices regulations

• Work is performed under some supervision, generally
within a team environment

• Work involves the application of regulatory requirements
and workplace procedures when selling products and
services in the transport and allied industries
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Worksite environment • Work may be conducted in a range of work environments
• Goods and services may include:

• tickets
• vouchers
• items sold on an occasional basis such as surplus

equipment or stock
• marketing or promotional items

• Equipment may include:
• point of sale equipment
• ticket machines
• pricing equipment
• electronic calculators

• Customers may include employees or external customers
• Service entitlements may include tickets for travel or

admission and vouchers to be exchanges for services
• Consultative processes may involve:

• customers and potential customers
• other workplace personnel
• supervisors and managers
• representatives of travel agencies and sales outlets
• official representatives

• Communication in the work area may include:
• phone
• fax
• e-mail/Internet
• electronic data interchange (EDI)
• face-to-face communication and memos
• signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• workplace procedures and policies for selling products

and services
• work instructions, job description and induction

materials
• pricing information including catalogues and

computerised information
• published or computerised information on available

products and services
• manufacturer's specifications for office and

communications equipment and materials
• relevant OHS requirements and policies
• relevant codes of practice and regulations, including

trade practice and consumer protection regulations
• award, enterprise bargaining agreement and other

industrial arrangements
• customer service and quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to sales of

products and services, including trade practice and
consumer protection requirements

• relevant State/Territory OHS legislation
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action legislation

• workers compensation regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• prepare for financial transactions
• promote products and services
• use effective selling techniques
• courteously answer customer inquiries
• calculate prices
• use point of sale and ticketing equipment
• process refunds
• reconcile financial transactions

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations and codes of practice relevant when selling
products and services

• Relevant OHS procedures and guidelines
• Workplace procedures and policies for selling products

and services
• Workplace knowledge requirements relevant to selling

products and services, including:
• knowledge of the tourism industry and franchising

arrangements
• Australian and international transport industry

guidelines
• workplace products and services
• insurance and public liability
• consumer laws and Trade Practice requirements
• transport system fare structure and schedules
• advertising policies

• Equipment, and materials used when selling products and
services and precautions, and procedures that should be
followed in their use

• Problems that may occur when selling products and
services and appropriate action that can be taken to
resolve the problems

• Documentation and record requirements
• Communication and negotiation requirements when

selling products and services
• Ability to:

• select and use relevant office and communications
equipment and materials when selling products and
services

• market and promote products and services
• communicate and negotiate effectively with others
• create promotional layouts
• network with others in travel agencies and sales outlets
• read and interpret instructions, procedures and

information relevant to selling products and services
• carry out research activities required when selling

products and services
• write and prepare reports and other documents

required within workplace activities

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to sell
products and services, and/or

• sell products and services in an appropriate range of
operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• preparing for financial transactions
• promoting products and services
• selling products and services
• answering customer inquiries
• calculating prices
• using point of sale and ticketing equipment
• processing refunds
• reconciling financial transactions

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and regulations
• workplace procedures and instructions
• manufacturer's instructions for equipment and

materials
• procedures for the use of relevant personal protection

equipment
• customer service and quality assurance procedures

and policies
• OHS regulations and hazard prevention policies and

procedures
• Action is taken promptly to report any incidents or

difficulties when selling products and services in
accordance with regulatory requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTQ1301A Advise on and construct fares for customers
Unit Descriptor This unit involves the skills and knowledge required to advise on and

construct fares for customers in accordance with regulatory and
workplace requirements, including advising on air, coach, ferry, tram,
bus and rail fares; constructing fares and itineraries; and issuing
documents.

Unit Sector Financial Management

ELEMENT PERFORMANCE CRITERIA

1. Advise on fares 1.1 Transport provider information is correctly interpreted to
provide accurate information on fare details and conditions

1.2 Customers are clearly advised on features of the fares
most appropriate to their needs

1.3 Accurate fare quotations are provided to customers
according to workplace policy and guidelines

2. Construct fares and
itineraries

2.1 Fares are accurately constructed using standard industry
techniques, providing the best fare and maximum travel
benefits for the customer

2.2 Appropriate travel schedules are used to create the
optimum itinerary for customers

3. Issue documents 3.1 Documents are correctly issued with all details accurately
recorded according to workplace and regulatory
requirements

3.2 Coupons/tickets are processed in accordance with
workplace and industry guidelines

3.3 Refunds are processed where required in accordance with
workplace and industry guidelines

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in accordance with workplace
requirements and Australian and international tourist
industry regulations

• Work is performed individually, but skills are required to
work within a team environment

• Work involves the application of regulatory requirements
and workplace procedures when advising on and
constructing fares for customers in the transport and
allied industries
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Worksite environment • Work may be conducted in a range of work environments
• Fares/itineraries to be constructed may include:

• air
• bus
• coach
• ferry
• rail
• tram
• combinations

• In providing advice to suit the needs of the customer the
following types of fares must be considered:
• published fares
• constructed fares
• net fares
• promotional fares

• Information used when advising on and constructing fares
for customers may include:
• market trend information
• customer requirements regarding tour packages
• agency and outlet agreements
• workplace budget and business objectives information

• Travel documentation may include:
• tickets
• pre-paid ticket advice
• miscellaneous charge orders
• credit card charge forms

• All documentation issued must be in accordance with
International Air Transport Association/Domestic Agency
Program Australia and Australian transport regulations.

• Transport provider information includes:
• air, coach, rail, ferry guides
• fare manuals
• computerised data
• general travel information

• Document details include:
• tickets
• miscellaneous charge orders
• pre-paid ticket advice
• credit card charge forms

• Consultative processes may involve:
• customers and potential customers
• other workplace personnel
• supervisors and managers
• representatives of other transport agencies and

organisations
• official representatives

• Communication in the work area may include:
• phone
• fax
• e-mail/Internet
• electronic data interchange (EDI)
• face-to-face communication and memos
• signed communications and forms
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• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Information/documents may include:
• workplace procedures and policies for advising on and

constructing fares for customers
• work instructions, job description and induction

materials
• air, coach, rail, ferry guides, fare manuals,

computerised data and general travel information
• travel documentation
• information related to advertising and promotional

activities within the industry
• tickets, miscellaneous charge orders, pre-paid ticket

advice and credit card charge forms
• manufacturer's specifications for office and

communications equipment and materials
• relevant OHS requirements and policies
• relevant codes of practice and regulations including

trade practice and consumer protection regulations
• award, enterprise bargaining agreement and other

industrial arrangements
• customer service and quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to advising

on and constructing fares for customers, including
trade practice and consumer protection requirements

• relevant State/Territory OHS legislation
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• advising on fares accurately and ethically
• constructing fares accurately
• responding to customer requirements
• producing accurate documentation
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records
• selecting and using appropriate workplace colloquial

and technical language and communication
technologies in the workplace context

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations and codes of practice relevant when advising
on and constructing fares for customers including trade
practice and consumer protection requirements

• Relevant OHS procedures and guidelines
• Workplace procedures and policies for advising on and

constructing fares for customers
• Workplace knowledge requirements relevant to advising

on and constructing fares for customers, including:
• international and Australian tourism and transport

industry policies and regulations
• international and Australian tourism industry products

and services
• workplace travel products and services
• insurance and public liability
• Consumer Law and Trade Practice requirements
• international regulations affecting Australian tourism

operations
• air, coach, ferry, tram and rail fare structures and

schedules
• procedures for quotation development
• health regulations
• information on agent's commissions

• Equipment, and materials used when advising on and
constructing fares for customers, and precautions and
procedures that should be followed in their use

• Problems that may occur when advising on and
constructing fares for customers and appropriate action
that can be taken to resolve the problems

• Documentation and record requirements
• Communication and negotiation requirements when

advising on and constructing fares for customers
• Ability to:

• select and use relevant office and communications
equipment and materials when advising on and
constructing fares for customers

• carry out sales and refund procedures
• communicate and negotiate effectively with others
• design and construct itineraries
• construct fares
• read and interpret instructions, procedures and

information relevant to advising on and constructing
fares for customers

• process coupons
• prepare travel documentation
• carry out research and analysis relevant to advising on

and constructing fares for customers
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to advise on
and construct fares for customers, and/or

• advise on and construct fares for customers in an
appropriate range of operational contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• advising on fares
• constructing fares
• responding to customer requirements
• producing accurate documentation
• locating, interpreting and applying relevant information
• working effectively with others
• maintaining workplace records

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and regulations
• workplace procedures and instructions
• manufacturer's instructions for equipment and

materials
• procedures for the use of relevant personal protection

equipment
• customer service and quality assurance procedures

and policies
• OHS regulations and hazard prevention policies and

procedures
• Action is taken promptly to report any incidents or

difficulties when advising on and constructing fares for
customers in accordance with relevant regulatory
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTQ197C Conduct financial transactions
Unit Descriptor This unit involves the skills and knowledge required to conduct direct

financial transactions as part of courier operations, including operating
point of sale equipment, transacting sales, clearing register, and
maintaining sales documents.

Unit Sector Financial Management

ELEMENT PERFORMANCE CRITERIA

1. Operate point of sale
equipment

1.1 Point of sale equipment is operated and maintained in line
with manufacturer's specifications and workplace
procedures

1.2 Procedure for opening the sales equipment or register is
followed

1.3 Adequate change is maintained for use in transactions
1.4 Sales equipment/register is closed off in accordance with

workplace cash security procedures

2. Transact sale 2.1 Amount owing is calculated and customer advised
2.2 In the case of cash transactions, amount tendered is

checked and the correct change is calculated and given

3. Clear register 3.1 Sales equipment/register is cleared and cash transferred
at required times in accordance with workplace policy

3.2 Cheques, credit and other non-cash transactions are
handled in accordance with workplace policy and
procedures

3.3 Due security is maintained when handling cash in
accordance with workplace security procedures

4. Maintain sales documents 4.1 Records are completed for all transactions including
'refunds' and 'no sales'

4.2 Adequate supplies of dockets, vouchers and point of sale
documents are maintained

4.3 Debtor transactions are processed in line with workplace
procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 1

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2
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RANGE STATEMENT

General context • Work must be carried out in compliance with relevant
codes and regulations concerned with the conduct of
direct financial transactions during the collection and
delivery of valuables, secured products, documents and
materials

• Work is performed under general supervision
• Work involves the application of the basic financial

transaction principles, routine procedures and regulatory
requirements to conduct direct financial transactions as
part of courier operations
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Worksite environment • Operations may be conducted in a range of work
environments and weather conditions by day or night

• Customers may be internal or external
• Hazards may include:

• vehicular and pedestrian traffic
• uneven ground, steps, road surfaces
• dust and vapours
• hazardous or dangerous materials
• humidity, air temperature and radiant heat
• light including UV
• noise

• Consultative processes may involve:
• clients
• other employees and supervisors
• union representatives
• industrial relations and OHS specialists
• management
• other professional or technical staff
• local government authorities

• Finance processing equipment may include:
• manual and electronic cash registers
• EFTPOS and credit card facilities
• smart card
• manual ticketing resources

• Financial transactions are undertaken within workplace
policy and procedures

• Communication may include:
• mobile and fixed phones
• radio
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• firearms
• two-way radios
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Sources of information/
documents

• Information/documents may include:
• workplace procedures and policies
• job specifications
• relevant manufacturer's specifications and instructions

for the use of transaction equipment
• operations manuals
• induction documentation
• competency standards and training materials
• supplier and/or client instructions
• material safety data sheets
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant standards and certification requirements
• quality assurance procedures
• emergency procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• regulatory requirements for conducting financial

transactions
• relevant Australian Standards and certification

requirements
• relevant State/Territory privacy legislation
• relevant State/Territory OHS regulations and legislation
• licensing requirements for driving and carrying

particular classes of goods
• relevant State/Territory road rules and traffic acts
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• conduct direct financial transactions with clients in the

courier industry
• select and use appropriate mathematical processes

when conducting transactions
• select and use appropriate aids for carrying out

calculations, including calculators and computers
• operate point of sale equipment
• clear registers in accordance with established

procedures
• communicate effectively in writing
• respond appropriately to telephone and verbal inquiries
• identify required credit clearances and transaction

limits
• use appropriate communication strategies and

equipment
• locate, interpret and apply relevant information
• maintain transaction records and documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant State/Territory regulations and requirements
related to the conduct of transactions within courier
operations

• Relevant OHS and procedures and guidelines
• Risks/hazards when carrying out transactions and related

precautions to control security threats
• Operational procedures for the conduct of direct financial

transactions with customers in the courier industry
• Contingency planning relating to managing and

controlling security threats
• Implications of credit and financial institution codes of

practice
• Requirements of courier work systems/operations and

relevant equipment
• Ability to identify and correctly use transaction equipment,

processes and procedures
• Ability to plan own work including predicting

consequences and identifying improvements
• Ability to apply relevant agreements, codes of practice or

other legislative requirements
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to safely use correct manual handling techniques
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to conduct financial transactions during
courier operations, and/or

• conduct financial transactions in an appropriate range
of courier operations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• conducting direct financial transactions with clients
• selecting and using appropriate mathematical

processes when conducting transactions
• selecting and using appropriate aids for carrying out

calculations
• operating point of sale equipment
• clearing registers in accordance with established

procedures
• communicating effectively in writing
• responding appropriately to telephone and verbal

inquiries
• identifying required credit clearances and transaction

limits
• using appropriate communication strategies and

equipment
• locating, interpreting and applying relevant information
• maintaining transaction records and documentation

• Shows evidence of application of relevant workplace
procedures including:
• establishing effective working relationships with clients

and colleagues
• maintaining confidentiality of customers and workplace

operations, and materials carried
• regulatory requirements and codes of practice related

to the conduct of financial transactions in the courier
industry

• workplace procedures and instructions for the conduct
of direct financial transactions with customers in the
courier industry

• following manufacturer's guidelines for the use of
transaction equipment

• procedures for the resolution of issues and problems
• applying quality assurance procedures (where existing)
• following security procedures

• Action is taken promptly to report any problems in the
conduct of transactions in accordance with workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTQ798B Prepare and process financial documents
Unit Descriptor This unit involves the skills and knowledge required to prepare and

process financial documents, including recording and balancing petty
cash transactions, balancing all other transactions, rectifying
discrepancies as directed, preparing invoices for debtors, and preparing
and process banking documents.

Unit Sector Financial Management

ELEMENT PERFORMANCE CRITERIA

1. Record and balance petty
cash transactions

1.1 Petty cash vouchers are prepared in accordance with
workplace procedures

1.2 Petty cash claims and vouchers are checked for accuracy
and authenticity before processing

1.3 Petty cash transactions are recorded
1.4 Irregularities are noted and referred to nominated

person/section in accordance with workplace procedures

2. Balance all transactions 2.1 Transactions are presented to nominated person/section
for checking in accordance with workplace procedures

2.2 Invoices for payment to creditors are reconciled in
accordance with workplace procedures

2.3 Discrepancies between invoices and delivery
notes/service agreements are identified and reported for
resolution in accordance with workplace procedures

2.4 Errors in invoice charges are identified and corrective
action undertaken within scope of authority in accordance
with workplace procedures

3. Rectify discrepancies as
directed

3.1 Correct and authorised invoices are processed for
payment and, where required, entered into financial
records

3.2 Creditor enquiries are resolved within scope of authority or
referred to other personnel in accordance with workplace
procedures

4. Prepare invoices for
debtors

4.1 Preparatory calculations are performed to produce
accurate invoices

4.2 Relevant documentation is completed to ensure accuracy
of contents

4.3 Invoices are distributed to nominated personnel for
verification prior to despatch

4.4 Verified invoices are despatched within designated
timelines

4.5 Verified figures are entered into financial journals
4.6 Documents are filed for auditing purposes and, if required,

follow-up action
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5. Prepare and process
banking documents

5.1 Financial transactions are listed on deposit forms in
accordance with financial institution's requirements

5.2 Pay-in documentation is balanced with all financial
calculations

5.3 Financial institution deposit totals are balanced with
internal records

5.4 Deposits are lodged with the financial institution

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 1

Using technology 1

RANGE STATEMENT

General context • Work must be must be carried out in compliance with the
relevant financial codes of practice and regulations

• Work is performed under general supervision
• Work involves the application of routine principles and

procedures to prepare and process financial documents
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Worksite environment • Work may be conducted in a range of organisations in the
transport, warehousing, distribution and/or storage
industries and may be conducted by day or night

• Customers may be internal or external
• Requirements for work may include:

• site restrictions and procedures
• use of safety and personal protection equipment
• specified loading operations
• communications equipment
• hours of operation
• authorities and permits
• financial regulations and processes
• privacy and security procedures

• Processing of financial documents may include:
• recording and balancing petty cash transactions
• balancing all transactions
• rectifying discrepancies as directed
• preparing invoices for debtors
• preparing and processing banking documents

• Lodgement of transactions with financial institutions may
include:
• electronic banking
• manual processes including the use of third parties

• Preparation of documentation is undertaken within scope
of authority

• Business source documents may include:
• electronic banking
• requisitions
• orders
• service statements
• invoices and receipts
• despatch and receival notes
• credit notes
• statements
• sales tax statements
• consignment notes

• Communications systems may involve:
• telephone
• fax
• email
• electronic data transfer of information (EDI)
• mail

• Consultative processes may involve:
• other employees and supervisors
• suppliers, potential customers and existing clients
• relevant authorities
• banking institutions
• other agencies
• management and union representatives
• OHS specialists
• other maintenance, professional or technical staff

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
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include:
• company procedures
• workplace procedures
• organisational procedures
• established procedures

Sources of information/
documents

• Documentation/records may include:
• operations manuals, job specifications and procedures

and induction documentation
• guidelines concerning relevant financial regulations,

codes and procedures including relevant taxation
requirements

• competency standards and training materials
• manufacturer's/client specifications, instructions and

labelling advice including material safety data sheets
• workplace operating procedures and policies
• supplier and/or client instructions
• Australian and international standards, criteria and

certification requirements
• communications technology equipment, oral, aural or

signed communications
• OHS procedures
• quality assurance procedures
• security procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant financial regulations, codes and procedures

including relevant taxation requirements
• Australian and international standards and certification

requirements
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• International transport regulations, codes and

procedures
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• record and balance petty cash transactions
• balance all transactions
• rectify discrepancies as directed
• prepare and process invoices, payments and financial

transactions
• prepare and process banking documents
• follow procedures for the lodgement of documents
• select and use appropriate equipment and work

systems
• use appropriate communication strategies and

equipment
• maintain workplace records and documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job role or
function

Required knowledge and
skills

• Relevant financial regulations, codes and procedures
including pertinent taxation documentation requirements

• Relevant OHS and environmental procedures and
regulations

• Workplace procedures for the preparing and processing
financial documents

• Contacts and sources of information/documentation
needed for the preparation and processing of financial
documents

• Customer service policies and procedures
• Documentation requirements of banking institutions,

governments and other relevant agencies
• Ability to identify, read and interpret the various types of

financial documentation and their appropriate usage
• Problems that may occur when preparing and processing

financial documents and appropriate action and solutions
• Ability to perform required calculations both manually and

with the aid of relevant equipment and calculators
• Ability to read and interpret instructions and procedures

relevant to the preparation and processing of financial
documents

• Ability to select and use relevant equipment when
preparing and processing financial documents, including
the use of an appropriate range of office equipment,
computer systems and financial software packages
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Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to prepare and process financial
documents, and/or

• prepare and process financial documents in an
appropriate range of operational contexts

Consistency in
performance

• Applies underpinning knowledge and skills when:
• recording and balancing petty cash transactions
• balancing all transactions
• rectifying discrepancies as directed
• preparing and processing invoices, payments and

financial transactions
• preparing and processing banking documents
• following procedures for the lodgement of documents
• selecting and using appropriate equipment and work

systems
• using appropriate communication strategies and

equipment
• maintaining workplace records and documentation

• Shows evidence of application of relevant workplace
procedures including:
• guidelines concerning relevant financial regulations,

codes and procedures including relevant taxation
requirements

• workplace procedures and instructions concerning the
preparation and processing of financial documents
(including security and housekeeping procedures)

• OHS policies and procedures
• establishing effective working relationships with

colleagues
• modifying activities (within scope of authority) to cater

for variations in workplace contexts and environment
• effectively negotiating to resolve issues and problems
• environmental protection procedures

• Action is taken promptly to report and/or rectify any
problems in preparing and processing financial
documents in accordance with relevant regulations and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail
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Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• by the Registered Training Organisation in a

workplace simulated facility with relevant equipment,
simulated job orders, work instructions and
deadlines, and/or

• in an appropriate work situation
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TDTR198B Monitor supplier performance
Unit Descriptor This unit involves the skills and knowledge required to monitor the

performance of contracted suppliers of goods/materials/services
including administering the supplier contract, carrying out performance
evaluation and completing all required documentation concerning the
contract.

Unit Sector Contract and Procurement

ELEMENT PERFORMANCE CRITERIA

1. Administer supplier
contract

1.1 Procedures for the receival of supplied
goods/materials/services are documented and
implemented within the workplace

1.2 Supplied goods/material/services are assessed for
conformity to contracted requirements including price,
quantity, quality and delivery schedules

1.3 Non-conformance of supplier with contracted
requirements are accurately detailed

1.4 Actions to rectify non-conformance are undertaken in
accordance with enterprise procedures and within scope
of authority

1.5 Issues of non-conformance beyond scope of authority are
referred to designated personnel in accordance with
enterprise operating procedures

2. Complete documentation 2.1 Annotations and performance assessment/evaluations are
completed and appended to supplier file

2.2 Action taken in regards to non-conformance of contracted
requirements is documented and appended to supplier file

2.3 System records are maintained and updated in
accordance with enterprise information management
system and, where applicable, regulatory requirements

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 3

Solving problems 3

Using technology 3
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RANGE STATEMENT

General context • Work involves discretion and judgement for self and
others in monitoring supplier performance. This includes
the application of workplace procedures to specified
workplace operations to monitor and report on the
performance of supply contractors.

• Work is performed under general guidance on progress
and outcomes of work.

• A range of opportunities may be used to develop the work
area and to support the development of work systems
and innovative strategies to deal with contingencies and
to encourage the achievement of the organisations' goals
and key performance objectives by the work area and the
individuals and teams within it.

• Work involves responsibility for resource coordination and
allocation and the provision of leadership of others either
individually or in teams.
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Worksite environment • The workplace environment may involve twenty-four hour
operation and may include:
• single and multi-site location
• large, medium or small companies

• Services, products, risks, work systems and requirements
may potentially vary across different sections of the
workplace

• Operations involve customer and supplier contact and
coordination

• The key requirement of this unit is to interpret the data
and provide appropriate, timely information on the
outcomes of data analysis to appropriate personnel

• Contracts may be for singular or continuous supply
• Document/data interchange may be electronic or

paper-based
• Suppliers may include domestic and international

contractors, corporations and government agencies
• Contract non-conformance must be demonstrable
• Relevant regulations/legislation may be related to:

• contract disputation
• confidentiality
• goods regulatory requirements
• probity

• Consultative processes may involve:
• other employees and supervisors
• customers and suppliers
• management and union representatives
• industrial relations, Occupational Health and Safety

specialists
• other professional or technical staff, contractors and

maintenance personnel
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documentation may include:
• relevant supply contracts and agreements
• quality or enterprise work specifications and

procedures
• manufacturer's specifications and/or suppliers handling

and storage advice, workplace procedures, policies
and instructions

• guidelines relating to minimising risks to the
environment and occupational health and safety
requirements

• supplier and/or client instructions
• material safety data sheets
• relevant agreements, codes of practice including the

national standards for manual handling and the
industry safety code

• legislation, regulations and related documentation,
including regulations related to hazardous substances,
dangerous goods and environment protection

• reports of accidents and incidents within regulatory
requirements and enterprise procedures

• workplace guidelines on appropriate workplace
language and communication strategies and
interpretation of relevant information

• quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice
• relevant Australian and State/Territory OHS legislation
• equal employment legislation and related policies
• environmental protection regulations
• hazardous substances and dangerous goods codes
• relevant Australian standards and certification

requirements
• licence, patent or copyright arrangements
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• monitor the performance of supply contractors
• suggest improvements to supply operations and

negotiate changes
• mediate and resolve issues surrounding supply,

maximising positive outcomes for the organisation and
the individuals within it

• apply techniques to encourage appropriate
participation of team/group members and external
organisations or individuals with relevant expertise

• identify requirements of tasks and organise planning,
job completion and evaluation stages

• locate, interpret and apply relevant information
• provide customer/client service and work effectively

with others

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant regulatory and code requirements
• Relevant OHS responsibilities and procedures
• Workplace protocols and procedures for monitoring the

performance of supply contractors
• Workplace contract performance and disputation policies

and procedures
• Workplace business policies and plans as they relate to

supply contracts, including procedures for maintenance of
confidentiality

• Focus of operation of recording, reporting and statistical
analysis systems and resources

• Resource availability including the processing capacity of
equipment and software systems for statistical analysis of
data

• Typical problems that can occur with supply contracts and
related appropriate action that can be taken

• Ability to negotiate effectively
• Ability to select and appropriately apply technology,

information systems and procedures to workplace tasks

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to monitor the performance of supply
contractors, and/or

• monitor the performance of supply contractors in an
appropriate range of operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• monitoring the performance of supply contractors
• suggesting improvements to supply operations and

negotiating changes
• mediating and resolving issues surrounding supply,

maximising positive outcomes for the organisation and
the individuals within it

• applying techniques to encourage appropriate
participation of team/group members and external
organisations or individuals with relevant expertise

• identifying requirements of tasks and organising
planning, job completion and evaluation stages

• locating, interpreting and applying relevant information
• providing customer/client service and working

effectively with others
• Shows evidence of application of relevant workplace

procedures including:
• relevant regulations and codes
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions related to

the monitoring of supply contractors
• relevant guidelines relating to the use of equipment
• issue resolution and grievance procedures
• environmental protection procedures

• Action is taken promptly to report and/or take appropriate
action on any problems concerning supply contractors in
accordance with regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTR298B Source goods/services and evaluate
contractors

Unit Descriptor This unit involves the skills and knowledge required to source
goods/materials/services and evaluate contractors including analysing
supply requirements, and evaluating and selecting appropriate potential
contractor(s).

Unit Sector Contract and Procurement

ELEMENT PERFORMANCE CRITERIA

1. Analyse supply
requirements

1.1 Purpose and specifications of required goods/services are
identified

1.2 Criteria to evaluate potential or existing contractor
performance is established

1.3 Quantities of required goods/services are determined
1.4 Frequency of ordering/requesting of goods/services is

identified

2. Evaluate potential
contractors

2.1 Contractors of requested goods/materials/services are
identified

2.2 Comparative costings for goods/materials/services are
obtained

2.3 Contractors' ability to provide a consistent level of
performance on repeat jobs is assessed

2.4 Contractors are evaluated in relation to established criteria
and in accordance with workplace and regulatory
procedures

2.5 A prioritised contractor shortlist is established based on
the capacity of contractors to provide a cost competitive
quality service

2.6 The outcomes of the contractor selection process are
documented including recommendations for actioning
agreements/contracts with selected contractors

2.7 Information and data generated during the selection
process is filed and maintained in accordance with
workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 3

Working with others and in teams 3

Using mathematical ideas and techniques 3

Solving problems 3

Using technology 3
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RANGE STATEMENT

General context • Work involves discretion and judgement for self and
others in planning and using resources, services and
processes to achieve required outcomes within
organisational policy and procedures. This includes the
application of established workplace procedures to
source goods and to evaluate potential contractors.

• Work is performed under general guidance on progress
and outcomes of work.

• A range of opportunities may be used to develop the work
area and to support the development of work systems
and innovative strategies to deal with contingencies and
to encourage the achievement of the organisations' goals
and key performance objectives by the work area and the
individuals and teams within it.

• The unit generally applies to those with responsibility for
resource coordination and allocation and provides
leadership of others individually or in teams.

Worksite environment • The workplace environment may involve twenty-four hour
operation and may include:
• single and multi-site location
• large, medium or small companies

• Services, products, risks, work systems and requirements
may potentially vary across different sections of the
workplace

• Operations require customer and supplier contact and
coordination

• Contractors may be for one-off or repeat supplies/contract
services

• Document/data interchange may be electronic or
paper-based

• Selection processes include procedures for maintenance
of confidentiality and integrity

• Personnel in work area may include
• other employees and supervisors
• customers and suppliers
• external authorities and agencies
• management and union representatives
• industrial relations, Occupational Health and Safety

specialists
• other professional or technical staff, contractors and

maintenance personnel
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documentation may include:
• quality and work specifications and procedures
• specifications for required products or services
• manufacturer's specifications and/or suppliers handling

and storage advice
• workplace procedures, policies and instructions
• OHS regulations and procedures
• supplier and/or client instructions
• materials safety data sheets
• relevant agreements, codes of practice including the

national standards for manual handling and the
industry safety code

• legislation, regulations and related documentation,
including regulations related to hazardous substances,
dangerous goods and environment protection

• reports of accidents and incidents within regulatory
requirements and enterprise procedures

• workplace guidelines on appropriate workplace
language and communication strategies and
interpretation of relevant information

• quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant regulations, standards and codes of practice
• relevant Australian and State/Territory OHS legislation
• equal employment legislation and related policies
• environmental protection regulations
• hazardous substances and dangerous goods codes
• relevant Australian standards and certification

requirements
• licence, patent or copyright arrangements

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• locate, interpret and apply relevant information relevant

to a supply contract
• analyse contract requirements
• evaluate potential contractors
• suggest improvements to contractor operations and

negotiate changes
• mediate and resolve issues surrounding supply of

goods/services, maximising positive outcomes for the
organisation and the individuals within it

• provide customer/client service and work effectively
with others
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Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function

Required knowledge and
skills

• Relevant regulatory and code requirements
• Relevant OHS responsibilities and procedures
• Workplace protocols and procedures for the sourcing of

goods/services and the evaluation of potential supply
contractors

• Workplace supply contract policies and procedures
• Workplace grievance and disputation handling policies

and procedures
• Workplace business policies and plans as they relate to

supply contracts, including procedures for maintenance of
confidentiality

• Focus of operation of recording, reporting and statistical
analysis systems and resources

• Resource availability including the processing capacity of
equipment and software systems for statistical analysis of
data

• Typical problems that can occur when sourcing
goods/services and evaluating contractors and related
appropriate action that can be taken

• Ability to negotiate effectively
• Ability to select and appropriately apply technology,

information systems and procedures to workplace tasks

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real and simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to source goods/services and evaluate
potential supply contractors, and/or

• source goods/services and evaluate potential supply
contractors in an appropriate range of operational
contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• locating, interpreting and applying information relevant

to a supply contract
• analysing contract requirements
• evaluating potential contractors
• suggesting improvements to contractor operations and

negotiating changes
• mediating and resolving issues surrounding supply of

goods/services, maximising positive outcomes for the
organisation and the individuals within it

• providing customer/client service and working
effectively with others

• Shows evidence of application of relevant workplace
procedures including:
• relevant regulations and codes
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and work instructions related to

the sourcing of goods/services and the evaluation of
potential supply contractors

• relevant guidelines relating to the use of equipment
• issue resolution and grievance procedures
• environmental protection procedures

• Action is taken promptly to report and/or take appropriate
action on any problems concerning the sourcing of
goods/services and the evaluation of potential supply
contractors in accordance with workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTR398B Negotiate a contract
Unit Descriptor This unit involves the skills and knowledge required to contract

transport and distribution services in accordance with relevant
regulatory requirements and workplace procedures. This includes
negotiating contract with contractor, finalising the contract negotiations,
and completing all enterprise contract requirements.

Unit Sector Financial Management

ELEMENT PERFORMANCE CRITERIA

1. Negotiate contract with
contractor

1.1 Requirements of the contract are clearly documented and
understood by the relevant parties

1.2 Areas of ambiguity or concern are clarified and resolved
1.3 Negotiations are undertaken with selected contractor for

the contracting of required goods/services on a ' without
prejudice' basis

1.4 Conditions for service and/or supply of goods/services are
agreed between the enterprise and the contractor
including the determination of key performance indicators

1.5 Alternative contractors are negotiated with if agreement is
unable to be reached with preferred contractor

1.6 Contract negotiations conform to established workplace
requirements and relevant legislation

2. Complete contract
negotiations

2.1 Contract documentation is drafted in accordance with
relevant legislation, workplace procedures and negotiated
conditions of service and supply

2.2 Technical support in the drafting of contracts is accessed
where required

2.3 Contract documentation is signed and exchanged
between the relevant parties

3. Complete enterprise
contract requirements

3.1 Documentation systems are established to ensure
traceability of orders and financial transactions

3.2 Workplace systems that require interaction with
contractors are identified and actioned

3.3 Quality assurance procedures for supplied goods/services
are initiated

3.4 Contract and ancillary documentation is completed and
stored in accordance with workplace procedures and,
where applicable, regulatory requirements
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 3

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be must be carried out in compliance with the
relevant regulations, standards, legal requirements and
codes of practice

• Works under general guidance on progress and
outcomes of work

• Work requires discretion and judgment for self and others
in planning and using resources, services and processes
to achieve required outcomes within workplace policy and
procedures

• A range of opportunities may be used to develop the work
area and to support the development of work systems,
innovative strategies to deal with contingencies and to
encourage the achievement of the workplace's goals and
key performance objectives by the work area and the
individuals and teams within it

• The unit generally applies to those with responsibility for
resource coordination and allocation and provides
leadership of others individually or in teams
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Worksite environment • Work may be undertaken in various work environments in
warehousing, storage, transport and distribution
industries

• Customers may be internal or external
• Operations may be conducted by day or night
• The workplace environment may involve:

• twenty-four hour operation
• single and multi-site location
• large, medium and small workplaces

• Services, products, risks, work systems and requirements
potentially vary in different sections of the enterprise

• Contracts may be for singular or continuous supply of
goods and/or services

• Document/data interchange may be electronic or
paper-based

• Clients/customers/suppliers may include domestic and
international contractors, corporations, individuals and
government agencies

• Contract must conform to relevant legislation in regards to
issues of probity and fair dealings

• Consultative processes may involve:
• employees, supervisors and managers
• contractors
• suppliers and current or potential clients
• legal representatives, financial managers, accountants
• relevant authorities, government departments and

institutions
• representatives of other enterprises and organisations

related to the international transfer of freight
• industrial relations and OHS specialists
• other professional, maintenance and technical staff

• Communications systems may involve:
• fixed and mobile telephone
• radio
• fax
• email
• electronic data transfer of information
• mail, forms and internal memos

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Documentation/records may include:
• codes of practice and regulations relevant to the

transport and distribution contractual arrangements
• legal and contract documentation
• workplace operating procedures and policies
• operations manuals, job specifications and procedures

and induction documentation
• supplier and/or client instructions
• Australian and International standards, criteria and

certification requirements
• communications technology equipment and oral, aural

or signed communications
• quality assurance standards and procedures
• emergency procedures
• relevant competency standards and training materials
• QA plans, data and document control
• conditions of service, legislation and industrial

agreements including workplace agreements and
awards

Applicable regulations and
legislation

• Applicable procedures and codes may include:
• regulations and codes of practice relevant to

contractual arrangements
• Australian and international regulations and codes of

practice for the handling and transfer of dangerous
goods and hazardous substances

• relevant financial regulations
• Australian and international standards and certification

requirements
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• relevant licence or permit requirements and associated

regulations
• relevant Workplace Relations legislation
• relevant Workers Compensation legislation
• Equal Opportunity, Equal Employment Opportunity and

Affirmative Action legislation
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• complete and formalise contract negotiations
• identify opportunities for improvements to supply

operations and negotiate changes with contractor
• mediate and resolve issues surrounding contracted

supply of services, equipment or goods, maximising
positive outcomes for the organisation and the
individuals within it

• identify requirements of tasks and organise planning,
job completion and evaluation stages

• locate, interpret and apply relevant information
• provide customer/client service and work effectively

with others
• maintain workplace records and documentation

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job
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Required knowledge and
skills

• Regulations, codes of practice and legal requirements
relevant to contractual arrangements

• Relevant OHS and environmental protection procedures
and regulations

• Workplace procedures for the negotiation of a contract
• Problems that may occur during the negotiation of a

contract and action that can be taken to report or resolve
the problems

• Risks that may exist when negotiating a contract and
ways of controlling the risks involved

• Operational knowledge and understanding may include:
• focus of operation supply arrangements, resources,

management and workplace operating systems
• contract law
• contract formulation and negotiation
• workplace business policies and plans including

procedures for maintenance of confidentiality
• equipment applications, capacities, and configurations
• resource availability including the competencies of

individuals in the team/group
• understanding and knowledge of the application of

current competencies within functional activity
• relevant contract documentation requirements

• Ability to:
• prioritise work and coordinate self and others in

relation to workplace activities
• access, read and interpret contractual documents,

regulatory requirements and workplace policies and
procedures

• identify and solve problems that may arise when
negotiating a contract

• provide leadership to others
• plan and organise work activities
• select and apply appropriate technology and

information systems
• modify activities to cater for variations in workplace

contexts and environment

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other real or simulated practical and knowledge
assessments that demonstrate the skills and
knowledge to negotiate a contract, and/or

• negotiate a contract in an appropriate range of
operational transport, warehousing, storage and
distribution contexts involving relevant systems,
personnel, equipment, work instructions and deadlines
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• completing and formalising contract negotiations
• identifying opportunities for improvements to supply

operations and negotiating changes with contractor
• mediating and resolving issues surrounding contracted

supply of services, equipment or goods
• Shows evidence of application of relevant workplace

procedures including:
• relevant codes of practice and legislative requirements

including local and international freight regulations
• OHS and environmental protection policies and

procedures
• workplace procedures and instructions
• issue resolution procedures

• When allocating tasks consistently considers competency
requirements, size of tasks, development opportunities
and requirements of workplace policy and operating
procedures and makes appropriate adjustments when
required

• Action is taken promptly to report and/or rectify any
identified contractual problems in accordance with
relevant regulations and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• by the Registered Training Organisation in a

workplace simulated facility with relevant equipment,
simulated job orders, work instructions and
deadlines, and/or

• in an appropriate work situation
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TDTT198B Capture records into a records keeping
system

Unit Descriptor This unit involves the skills and knowledge required to capture records
into a records keeping system in accordance with workplace
requirements including identifying records to be captured and
registering the identified records.

Unit Sector Records

ELEMENT PERFORMANCE CRITERIA

1. Identify records to be
captured

1.1 Material identified and classified for registration is sorted
in accordance with records keeping system procedures

1.2 Activity documented by the record is identified from the
elements of the record in accordance with organisational
procedures

1.3 Area or action officer to which the record needs to go is
identified from elements of the record and staff list in
accordance with organisational procedures

1.4 Any material which cannot be readily identified is referred
to the appropriate authority in accordance with
organisational procedures

2. Register the record 2.1 Unique identifier is selected for record in accordance with
organisational procedures and records keeping system
rules

2.2 Record is registered into records keeping system with title,
description, details of record creator, immediate location
and any other control information to fulfil the system
requirements in accordance with organisational
procedures

2.3 Access and security status are recorded in accordance
with organisational procedures and records keeping
system rules

2.4 Disposal status of the record is recorded in accordance
with records keeping system rules and organisational
procedures

2.5 Record is forwarded to its appropriate location, which is
recorded, in accordance with the system rules and
organisational procedures
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 1

Solving problems 1

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with regulations
and workplace requirements relevant to a record
management process

• Work is generally performed under some supervision,
within a team/group environment

• Work involves the application of regulatory requirements
and workplace procedures to capture records into a
records management system in the transport,
warehousing, distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Workplace environment may include movement of

equipment, goods, products, materials and vehicular
traffic

• Records may include:
• a simple records series (single disposal class in

disposal authority)
• a number of simple series; form-based records (e.g.

financial or personnel transactions with limited range of
activities in the records)

• action that is either complete or includes sentencing
that may be part of the capture process

• media that is paper-based, electronic or other format
• The record capturing process is conducted as part of

records management activities with the operator using
discretion and judgement within established procedures

• Operating environment may include:
• operating under supervision
• working as a team effort
• working solo
• a sentencing process encompassing review with team

procedures ensuring consistency
• Hazards in the work area may include:

• height and reach implications of storage facilities
• dust, chemicals and vapours
• stationary and moving equipment, parts and materials
• noise, light, energy sources
• electrical equipment
• humidity, air temperature, radiant heat
• pests
• debris on floor
• faulty racking
• poorly stacked records or boxes
• faulty equipment

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• protective clothing
• high visibility clothing

• OHS requirements include manual handling, protective
clothing, elimination/control of hazards, machine isolation
and machine guarding

• Communication in the work area may include:
• phone
• fax
• e-mail/Internet
• RF systems
• electronic data interchange (EDI)
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• barcode readers
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established or standard procedures

• Consultative processes may involve:
• workplace personnel including supervisors and

managers
• customers/clients
• suppliers and contractors
• union representatives
• industrial relations and OHS specialists
• other professional or technical staff

Sources of information/
documents

• Information/documents may include:
• job specifications and workplace operating procedures
• Australian or international standards pertaining to

records management
• storage specifications and requirements
• manufacturer's specifications for equipment/tools
• supplier and/or client instructions
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant regulations including the requirements for

confidentiality and security of information
• award, enterprise bargaining agreement, other

industrial arrangements
• relevant standards and certification requirements
• emergency procedures
• quality assurance standards for records management

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to records

management
• relevant Australian Standards relating to records

management
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• privacy and confidentiality legislation and regulations
• Freedom of Information regulations
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action Legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify records to be captured
• review transactions and activities documented by the

records concerned
• register records select destruction mode
• analyse record capturing process functions and

problems
• use appropriate workplace language and

communication technologies
• locate, interpret and apply relevant information
• identify and safely handle tools, products and materials
• apply safety precautions appropriate to the task

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations relevant to the capturing of records into a
records management system

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the capturing of
records into a records management system including
policies on confidentiality and security of information and
records

• Focus of operation of work systems, equipment,
management and site operating systems for the capturing
of records into a records management system

• Problems that may occur when capturing records and
appropriate action that can be taken to resolve the
problems

• Operational workflow within a records management
system

• Types of equipment used in the capturing of records into
a records management system and the precautions and
procedures that should be followed in their use

• Housekeeping standards and procedures required in the
workplace

• Site layout and obstacles
• Ability to use a range of information technology devices

including computers, radio frequency devices, electronic
data exchange systems, etc.

• Ability to maintain security and confidentiality of material
• Ability to identify, select and efficiently and effectively use

equipment for the capturing of records into a records
management system

• Ability to plan own work including predicting
consequences and identifying improvements

• Ability to read and comprehend/interpret nature of record
content; write reports; and interpret retention and disposal
schedules

• Ability to read and interpret instructions, procedures and
information relevant to the capturing of records into a
records management system

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to capture
records as part of a records management process,
and/or

• capture records in a range of records management
contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying records to be captured
• reviewing transactions and activities documented by

the records concerned
• registering records select destruction mode
• analysing record capturing process functions and

problems
• using appropriate workplace language and

communication technologies
• locating, interpreting and applying relevant information
• identifying and safely handling tools, products and

materials
• applying safety precautions appropriate to the task

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and regulations, including

confidentiality and security requirements
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and instructions for the

capturing of records into a records management
system (including security and housekeeping
procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• customer service and quality assurance procedures

and policies
• waste minimisation and environmental protection

procedures
• Action is taken promptly to report any difficulties in the

capturing of records in accordance with regulatory
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTT298B Document a records system
Unit Descriptor This unit involves the skills and knowledge required to document a

records system in accordance with workplace requirements, including
identifying records creators and their accountability requirements;
locating records creators in their organisational structure; identifying the
activities/function documented by the records; analysing and describing
the record keeping system to identify the series; describing the links
between record keeping series; describing the anomalies to the normal
order of the series; and documenting the records series and its
relationships over time.

Unit Sector Records

ELEMENT PERFORMANCE CRITERIA

1. Identify the records
creators and their
accountability
requirements

1.1 The creating organisation is identified as a public or
private entity and likely sources of information about the
creator are identified and assessed as relevant

1.2 The record creator is identified by establishing who or
what part of an organisation created the records

1.3 Where there is more than one creator over time, all the
creators are located in their organisational and
chronological context.

1.4 The accountability requirements and functional
responsibilities of the records creators are identified from
available information sources

1.5 Sources of information used in the research are identified
as authentic and copies kept in accordance with
organisational record keeping practice

2. Locate the records
creators in their
organisational structure

2.1 The nature of the jurisdiction governing the organisation is
identified and described

2.2 The location and context of the records creators are
described in their organisational structure and context

3. Identify the
activities/function
documented by the
records

3.1 The actions/activities which the records are generated by,
or documented, are identified

3.2 The boundaries of the activities are identified from the
records and checked against a functional analysis of the
organisation

3.3 The records are matched to the functions for which the
records creators are responsible

3.4 Date-ranges for the records are determined from the
records, supplemented where necessary from external
sources

3.5 Changes to the activities/function are documented over
the time period of the records
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4. Analyse and describe the
record keeping system in
which the records are
created to identify the
series

4.1 Elements of the record keeping system(s) are identified
from the records and documented

4.2 The records series is/are identified and documented in
accordance with the organisation's standards and
procedures

4.3 The history and context of the records system is
documented in accordance with organisational standards
and procedures

5. Describe the links
between record keeping
series

5.1 Related record series which make up the records series
system are identified from analysis of the available source
information and the records themselves

5.2 Predecessor and subsequent records series are described
to place the series in its chronological context

5.3 Anomalies to the normal order of the series are described

6. Describe the anomalies to
the normal order of the
series

6.1 Anomalies which have occurred over time to the systemic
order of the series are identified from analysis of the
available source information and the records themselves

6.2 Any anomalies to the systemic order of the series are
described and corrected in the way the records are
maintained in accordance with organisational procedures

6.3 Where they are identifiable, the causes of the anomalies
which have occurred over time are described

7. Document the records
series and its relationships
over time

7.1 Documentation is complete, including all available
information and analysis results

7.2 Documentation is formatted to enable easy access for
following researchers and users

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 3

Planning and organising activities 1

Working with others and in teams 1

Using mathematical ideas and techniques 2

Solving problems 3

Using technology 1
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RANGE STATEMENT

General context • Work must be carried out in accordance with regulations
and workplace requirements relevant to a records
management process

• Work is generally performed under some supervision,
within a team/group environment

• Work involves the application of regulatory requirements
and workplace procedures to document a records system
in the transport, warehousing, distribution and/or storage
industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Workplace environment may include movement of

equipment, goods, products, materials and vehicular
traffic

• Records may be paper- or electronically-based
• Storage requirements may include records in various

modes such as paper-based, computer disks and reels,
CD-ROM, microfiche, film and audio

• Record system documentation may include but is not
limited to:
• the administrative and functional context over time
• the identity of the creators
• the links to other related series
• the record keeping system

• Records may range from:
• single series to multiple series in a system
• complexity of records creating context (multiple

changes over time)
• complexity of system including anomalies and

exception to system rules
• multiplicity of activities
• date-range and size of records series
• in various formats including paper, electronic storage

media, structured; free text, graphic
• Hazards in the work area may include exposure to:

• height and reach implications of storage facilities
• dust and vapours
• stationary and moving equipment, parts and materials
• noise, light, energy sources
• electrical equipment
• humidity, air temperature, radiant heat
• debris on floor
• faulty racking
• poorly stacked records or boxes
• faulty equipment

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• protective clothing
• high visibility clothing

• OHS requirements include manual handling, protective
clothing, elimination/control of hazards, machine isolation
and machine guarding

• Communication in the work area may include:
• phone
• fax
• e-mail/Internet
• barcode readers
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• electronic data interchange (EDI)
• RF systems
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established or standard procedures

• Consultative processes may involve:
• workplace personnel including supervisors and

managers
• customers/clients
• suppliers and contractors
• union representatives
• industrial relations and OHS specialists
• other professional or technical staff

Sources of information/
documents

• Information/documents may include:
• job specifications and workplace operating procedures
• relevant Australian or international standards

pertaining to records management
• storage specifications and requirements
• manufacturer's specifications for equipment/tools
• supplier and/or client instructions
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant regulations including the security and

confidentiality requirements
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• emergency procedures
• quality assurance standards for records management

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to records

management
• relevant Australian Standards relating to records

management
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• privacy and confidentiality legislation and regulations
• Freedom of Information regulations
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action Legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify and locate the records creators and their

accountability requirements
• identify the activities/functions documented by the

records
• analyse and describe the record keeping system in

which the records are created to identify the series
• identify and describe the links between record keeping

systems
• describe the anomalies to the normal order of the

series
• identify anomalies which have occurred over time to

the systemic order of the series from analysis of the
available source information and the records
themselves

• document the records series and its relationships over
time

• use appropriate workplace language and
communication technologies

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations relevant to the documentation of a records
system

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the documentation
of a records system including policies on confidentiality
and security of information and records

• Focus of operation of work systems, equipment,
management and site operating systems for the
documentation of a records system

• Problems that may occur when documenting a records
system and appropriate action that can be taken to
resolve the problems

• Operational workflow within a records management
system

• Types of equipment used in the documentation of a
records system and the precautions and procedures that
should be followed in their use

• Housekeeping standards and procedures required in the
workplace

• Site layout and obstacles
• Ability to use a range of information technology devices

including computers, radio frequency devices, electronic
data exchange systems, etc.

• Ability to maintain security and confidentiality of material
• Ability to identify, select and efficiently and effectively use

equipment for the documentation of a records system
• Ability to plan own work including predicting

consequences and identifying improvements
• Ability to read and comprehend simple statements in

English
• Ability to read and interpret instructions, procedures and

information relevant to the documentation of a records
system

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to document
a records system, and/or

• document a records system in an appropriate records
management context
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying and locating the records creators
• identifying the activities/function documented by the

records
• analysing and describing the record keeping system
• identifying and describing the links between record

keeping systems
• describing the anomalies to the normal order of the

series
• documenting the records series and its relationships

over time
• Shows evidence of application of relevant workplace

procedures including:
• relevant codes of practice and regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and instructions for the

documentation of a records system (including security
and confidentiality procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• customer service and quality assurance procedures

and policies
• waste minimisation and environmental protection

procedures
• Action is taken promptly to report any difficulties in the

documentation of a records system in accordance with
relevant regulatory requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTT398B Identify and classify records to be captured
Unit Descriptor This unit involves the skills and knowledge required to identify and

classify records to be captured in accordance with workplace
requirements including identifying records to be captured, classifying
records, and registering records.

Unit Sector Records

ELEMENT PERFORMANCE CRITERIA

1. Identify records to be
captured

1.1 Incoming material is categorised in accordance with
organisational procedures for records which are to be
captured

1.2 Storage for records including specific environmental
conditions and accessibility requirements are noted and
actioned as required

1.3 Activity documented by the record is identified from the
elements of the record in accordance with organisational
procedures

1.4 Area or action officer to which the record needs to go is
identified from elements of the record or its content and
staff list, in accordance with organisational procedures

1.5 Incoming material is assessed against organisational
checklist to identify what material needs to be captured

1.6 Material which does not need to be registered is dealt with
in accordance with organisational procedures

1.7 Where required by organisation procedures, the
format/media of the record is modified in accordance with
organisation requirements and procedures

2. Classify the record 2.1 The identified transaction/action/activity documented by
the record is matched to the organisation's classification
scheme

2.2 The full classification of the record is selected in
accordance with the system's rules and organisational
procedures

2.3 The classified record is linked to other records in the
system in accordance with the system's rules and
organisational procedures

2.4 Indexing points (cross-reference terms) are selected for
the record in accordance with the system's rules and
organisational procedures
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3. Register the record 3.1 Unique identifier is selected for record in accordance with
organisational procedures and record keeping system
rules

3.2 Record is registered into record keeping system with title,
description, details of record creator, immediate location
and any other control information to fulfil the system
requirements in accordance with organisational
procedures

3.3 Access and security status are determined in accordance
with organisational procedures and documented in
accordance with record keeping system rules

3.4 Disposal status of the record is determined and recorded
in accordance with the record keeping system's rules and
organisational procedures

3.5 Record is forwarded to its appropriate location, which is
recorded in accordance with the system rules and
organisational procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in accordance with regulations
and workplace requirements relevant to a records
management process

• Work is generally performed under some supervision,
within a team/group environment

• Work involves the application of regulatory requirements
and workplace procedures to identify and classify records
to be captured as part of record management processes
in the transport, warehousing, distribution and/or storage
industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Workplace environment may include movement of

equipment, goods, products, materials and vehicular
traffic

• Records may be electronic, paper-based, microform;
graphic; mainframe or PC-based applications

• Storage requirements may include records in various
modes such as paper-based, computer disks and reels,
CD-ROM, microfiche, film and audio

• The record identification and classification process is
conducted as part of records management activities with
the operator using discretion and judgement within
established procedures

• Access status of records may be:
• confidential
• high security (restricted)
• open

• Records may be registered (captured) into:
• current records systems
• archival control systems
• business systems
• storage facilities systems

• Storage may be:
• centralised or decentralised
• off-line or off-site
• in-house or out-sourced
• commercial storage service or government repository
• CD storage
• imaging systems
• microform
• audio-visual/multimedia formats with special storage

requirements (temperature controlled, dust-free, strict
air-conditioning specifications)

• Hazards in the work area may include:
• height and reach implications of storage facilities
• dust and vapours
• stationary and moving equipment, parts and materials
• noise, light, energy sources
• electrical equipment
• humidity, air temperature, radiant heat
• debris on floor
• faulty racking
• poorly stacked records or boxes
• faulty equipment

• OHS requirements include manual handling, protective
clothing, elimination/control of hazards, machine isolation
and machine guarding

• Communication in the work area may include:
• phone

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTT398B Identify and classify records to be captured

Volume 4 of 4, Imported Unit 20 of 24 Page 452 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



• fax
• e-mail/Internet
• electronic data interchange (EDI)
• RF systems
• barcode readers
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established or standard procedures

• Consultative processes may involve:
• workplace personnel including supervisors and

managers
• customers/clients
• suppliers and contractors
• union representatives
• industrial relations and OHS specialists
• other professional or technical staff

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• protective clothing
• high visibility clothing

Sources of information/
documents

• Information/documents may include:
• job specifications and workplace operating procedures
• relevant Australian or international standards

pertaining to records management
• storage specifications and requirements
• manufacturer's specifications for equipment/tools
• supplier and/or client instructions
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant regulations including the privacy and

confidentiality requirements
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• emergency procedures
• quality assurance standards for records management
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Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to records

management
• relevant Australian Standards relating to records

management
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• privacy and confidentiality legislation and regulations
• Freedom of Information regulations
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action Legislation

• workers compensation regulations

EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify records to be captured
• classify records
• register records
• analyse process functions and problems
• use appropriate workplace language and

communication technologies
• locate, interpret and apply relevant information
• identify and safely handle tools, products and materials
• apply safety precautions appropriate to the task

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations relevant to the identification and classification
of records to be captured as part of a records
management process

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the identification
and classification of records to be captured including
policies on privacy, confidentiality and security of
information and records

• Focus of operation of work systems, equipment,
management and site operating systems for the
identification and classification of records to be captured
as part of a records management process

• Problems that may occur with the identification and
classification of records to be captured and appropriate
action that can be taken to resolve the problems

• Operational workflow within a records management
system

• Types of equipment used in the identification and
classification of records to be captured and the
precautions and procedures that should be followed in
their use

• Housekeeping standards and procedures required in the
workplace

• Site layout and obstacles
• Ability to use a range of information technology devices

including computers, radio frequency devices, electronic
data exchange systems, etc.

• Ability to maintain security and confidentiality of material
• Ability to identify, select and efficiently and effectively use

equipment and consumables for the identification and
classification of records to be captured

• Ability to plan own work including predicting
consequences and identifying improvements

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions, procedures and
information relevant to the identification and classification
of records to be captured

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to identify
and classify records to be captured as part of a records
management process, and/or

• identify and classify records to be captured in a range
of records management contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying and classifying records to be captured
• registering records
• analysing process functions and problems
• locating, interpreting and applying relevant information
• applying safety precautions appropriate to the task

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures for the identification and

classification of records to be captured (including
privacy and confidentiality procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• customer service and quality assurance procedures

and policies
• waste minimisation and environmental protection

procedures
• Action is taken promptly to report any difficulties in the

destruction of records in accordance with regulatory
requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTT498B Maintain control of records
Unit Descriptor This unit involves the skills and knowledge required to maintain control

of records in accordance with workplace requirements including
tracking records, conducting file audits, preparing reports from a
records system, preparing staff lists, and implementing disaster
recovery procedures.

Unit Sector Records

ELEMENT PERFORMANCE CRITERIA

1. Track record 1.1 Unique identifier of record to be located is determined
from request or instructions

1.2 Location of record is obtained from records system in
accordance with records system rules and organisational
procedures

1.3 History of record location is obtained from records system
in accordance with records system rules and
organisational procedures

1.4 Information about record is obtained from records system
in accordance with records system rules and
organisational procedures

1.5 Information about the record is updated and amended in
accordance with organisational procedures

1.6 All transactions on the records system are completed
within the designated timeframe

2. Conduct a file audit 2.1 Files are physically located with action officer and in
storage areas in accordance with supervisor's instructions

2.2 Discrepancies between nominal and actual record
locations are identified

2.3 Supervisor is clearly/specifically informed/notified of any
discrepancies and/or issue

2.4 Unacceptable record keeping practices are observed and
noted during the audit activities in accordance with
organisational procedures

2.5 Information about any anomalous record is updated and
amended in accordance with organisational procedures

2.6 Reconciliation statement is prepared and forwarded to
supervisor in accordance with organisational procedures
and records system's procedures

3. Prepare reports from
records system

3.1 Reports are prepared from system in accordance with
supervisor's instructions or requests

3.2 Reports are prepared in accordance with workplace
procedures and records system's procedures

3.3 All reports from the records system are prepared within
the designated timeframe
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4. Prepare staff lists 4.1 Staff and user lists are checked and updated to accord
with the current locations and designations of
organisational staff members in accordance with
supervisor's instructions

4.2 Staff and user lists are duplicated and circulated to all
those requiring copies in accordance with supervisor's
instructions

5. Implement disaster
recovery procedures

5.1 Policies and procedures are identified for disaster
recovery

5.2 Recovery actions are undertaken in accordance with
workplace procedures and scope of authority

5.3 Appropriate personnel are informed of actions taken in
accordance with workplace procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 1

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with regulations
and workplace requirements relevant to a record
management process

• Work is generally performed under some supervision,
within a team/group environment

• Work involves the application of regulatory requirements
and workplace procedures to maintain control of records
as part of record management processes in the transport,
warehousing, distribution and/or storage industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Workplace environment may include movement of

equipment, goods, products, materials and vehicular
traffic

• Records may be paper- or electronically-based
• Storage requirements may include records in various

modes such as paper-based, computer disks and reels,
CD-ROM, microfiche, film and audio

• The record control process is conducted as part of
records management activities with the operator using
discretion and judgement within established procedures

• Record information to be updated may come from:
• supervisor
• user
• file transfer slips
• action officers
• results of file audit
• requests

• Standard reports prepared from the record keeping
system may include:
• statistics
• resubmits for following day
• over due action reports
• daily correspondence

• Those requiring copies of staff/user lists may include:
• managers of record keeping areas
• those undertaking classification and capture

• OHS requirements include manual handling, protective
clothing and elimination/control of hazards

• Communication in the work area may include:
• phone
• fax
• e-mail/Internet
• electronic data interchange (EDI)
• RF systems
• barcode readers
• oral, aural or signed communications

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established or standard procedures

• Consultative processes may involve:
• workplace personnel including supervisors and

managers
• customers/clients
• suppliers and contractors
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• union representatives
• industrial relations and OHS specialists
• other professional or technical staff

• Hazards in the work area may include:
• height and reach implications of storage facilities
• dust and vapours
• stationary and moving equipment, parts and materials
• noise, light, energy sources
• electrical equipment
• humidity, air temperature, radiant heat
• debris on floor
• faulty racking
• poorly stacked records or boxes
• faulty equipment

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• protective clothing
• high visibility clothing

Sources of information/
documents

• Information/documents may include:
• job specifications and workplace operating procedures
• relevant Australian or international standards

pertaining to records management
• storage specifications and requirements
• manufacturer's specifications for equipment/tools
• supplier and/or client instructions
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant regulations including the privacy and

confidentiality requirements
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• emergency procedures
• quality assurance standards for records management

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to records

management
• relevant Australian Standards relating to records

management
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• privacy and confidentiality legislation and regulations
• Freedom of Information regulations
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action Legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• track records
• conduct a file audit
• prepare reports from records system
• prepare staff lists
• implement a disaster recovery
• analyse destruction process functions and problems
• use appropriate workplace language and

communication technologies
• locate, interpret and apply relevant information
• identify and safely handle tools, products and materials
• apply safety precautions appropriate to the task

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations relevant to the maintenance of control of
records as part of a records management process

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the maintenance
of control of records including policies on confidentiality
and security of information and records

• Focus of operation of work systems, equipment,
management and site operating systems for the
maintenance of control of records as part of a records
management process

• Problems that may occur with the maintenance of control
of records and appropriate action that can be taken to
resolve the problems

• Operational workflow within a records management
system

• Types of equipment used in the maintenance of control of
records and the precautions and procedures that should
be followed in their use

• Housekeeping standards and procedures required in the
workplace

• Site layout and obstacles
• Ability to use a range of information technology devices

including computers, radio frequency devices, electronic
data exchange systems, etc.

• Ability to maintain security and confidentiality of material
• Ability to identify, select and efficiently and effectively use

equipment for the maintenance of control of records
• Ability to plan own work including predicting

consequences and identifying improvements
• Ability to read and comprehend simple statements in

English
• Ability to read and interpret instructions, procedures and

information relevant to the maintenance of control of
records

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to maintain
control of records as part of a records management
process, and/or

• maintain control of records in a range of records
management situations
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• tracking records
• conducting a file audit
• preparing reports from records system
• preparing staff lists
• implementing a disaster recovery
• locating, interpreting and applying relevant information
• applying safety precautions appropriate to the task

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and instructions for the

maintenance of control of records (including
confidentiality, security and housekeeping procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• customer service and quality assurance procedures

and policies
• waste minimisation and environmental protection

procedures
• Action is taken promptly to report any difficulties in the

maintenance of control of records in accordance with
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTT598B Provide information from and about records
Unit Descriptor This unit involves the skills and knowledge required to provide

information from and about records in accordance with workplace
procedures including identifying the range of records required,
gathering the required records, interpreting and administering access
rules and procedures, and providing the information in response to
users' requests.

Unit Sector Records

ELEMENT PERFORMANCE CRITERIA

1. Identify range of records
required

1.1 The specific information required by the user is identified
from interpretation of the user's request and clarified
where initial request is unclear

1.2 Range of records likely to contain the information required
by the user is identified from analysis of the request

1.3 The availability of the required records is accessed using
appropriate finding aids and record keeping system

1.4 Where the information required exceeds the staff
member's ability to meet the request, the user is referred
to an appropriate colleague or external organisation

2. Gather required records 2.1 Range of records likely to contain the information required
by the user is obtained and analysed for the required
information content

2.2 Information is extracted, where required, and information
is prepared in line with the request

2.3 Specific records satisfying the requirements of the user
are gathered together in accordance with organisational
procedures

2.4 Records are tracked to record change in location and use
by the requesting user in accordance with the record
keeping system rules and organisational procedures

2.5 Any obstacles to obtaining specific records within the
specified time are explained to the user and a revised
timeline agreed

3. Interpret and administer
access rules and
procedures

3.1 Person requesting the record is identified and access
rules and procedures category confirmed in accordance
with organisational procedures

3.2 Access restriction rules and guidelines are applied to the
records requested and to match the access category of
the user

3.3 Where access restriction rules and guidelines prevent
access to the user, the decision is recorded and the user
is informed of their rights to a review of the decision

3.4 Where partial restriction to access is determined, the
portions of the records or information which must be
restricted are identified and documented, together with the
basis of the restriction
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4. Provide the information in
response to users'
requests

4.1 Where appropriate, specific records, or portions thereof,
information and/or records are protected to prevent
access, in accordance with access rules and
organisational procedures

4.2 Requested information is prepared for the user in an
appropriate format and in accordance with the initial
request and organisational procedures

4.3 All access rules, record preservation requirements,
specified timelines and occupational health and safety
guidelines are adhered to

4.4 The records retrieved and used to provide information are
documented according to the system rules and
organisational procedures

KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 1

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 2

Using technology 1

RANGE STATEMENT

General context • Work must be carried out in accordance with regulations
and workplace requirements relevant to a record
management process

• Work is generally performed under some supervision,
within a team/group environment

• Work involves the application of regulatory requirements
and workplace procedures to provide information from or
about records as part of record management processes
in the transport, warehousing, distribution and/or storage
industries
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Worksite environment • Work may be conducted in a range of work environments
by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites
• Workplace environment may include movement of

equipment, goods, products, materials and vehicular
traffic

• Records may be paper- or electronically-based
• Storage requirements may include records in various

modes such as paper-based, computer disks and reels,
CD-ROM, microfiche, film and audio

• The information service is conducted as part of records
management activities with the operator using discretion
and judgement within established procedures.
Boundaries of requests under Freedom of Information
legislation and precedents may need to be considered.
Interpretation of access clearances and privacy
restrictions for records within particular levels of access
and associated security releases may be required.

• Appropriate format for provision of information may
include:
• original
• copy of original
• hard or soft copy of original
• digital
• permission to view information/record

• Hazards in the work area may include:
• height and reach implications of storage facilities
• dust and vapours
• stationary and moving equipment, parts and materials
• noise, light, energy sources
• electrical equipment
• humidity, air temperature, radiant heat
• debris on floor
• faulty racking
• poorly stacked records or boxes
• faulty equipment

• Personal protection equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• protective clothing
• high visibility clothing

• OHS requirements include manual handling, protective
clothing and elimination/control of hazards

• Communication in the work area may include:
• phone
• fax
• e-mail/Internet
• electronic data interchange (EDI)
• RF systems
• barcode readers
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• oral, aural or signed communications
• Depending on the type of organisation concerned and the

local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established or standard procedures

• Consultative processes may involve:
• workplace personnel including supervisors and

managers
• customers/clients
• suppliers and contractors
• union representatives
• industrial relations and OHS specialists
• other professional or technical staff

Sources of information/
documents

• Information/documents may include:
• job specifications and workplace operating procedures
• relevant Australian or international standards

pertaining to records management
• storage specifications and requirements
• manufacturer's specifications for equipment/tools
• supplier and/or client instructions
• codes of practice including the National Standards for

Manual Handling and the Industry Safety Code
• relevant regulations including the privacy,

confidentiality, access and security requirements
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• emergency procedures
• quality assurance standards for records management

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant codes and regulations pertaining to records

management
• relevant Australian Standards relating to records

management
• relevant State/Territory OHS legislation
• relevant State/Territory environmental protection

legislation
• privacy and confidentiality legislation and regulations
• Freedom of Information regulations
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action Legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• identify the range of records required
• gather required records
• interpret and administer access rules and procedures
• provide the required information
• use appropriate workplace language and

communication technologies
• locate, interpret and apply relevant information
• identify and safely handle tools, products and materials
• apply safety precautions appropriate to the task

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Regulations relevant to the provision of information from
or about records as part of a records management
process

• Relevant OHS and environmental protection procedures
and guidelines

• Workplace procedures and policies for the provision of
information from or about records including policies on
confidentiality and security of information and records

• Focus of operation of work systems, equipment,
management and site operating systems for the provision
of information from or about records as part of a records
management process

• Problems that may occur when providing information from
or about records and appropriate action that can be taken
to resolve the problems

• Operational workflow within a records management
system

• Types of equipment used in the provision of information
from or about records and the precautions and
procedures that should be followed in their use

• Housekeeping standards and procedures required in the
workplace

• Site layout and obstacles
• Ability to use a range of information technology devices

including computers, radio frequency devices, electronic
data exchange systems, etc.

• Ability to maintain security and confidentiality of material
• Ability to identify, select and efficiently and effectively use

equipment the provision of information from or about
records

• Ability to plan own work including predicting
consequences and identifying improvements

• Ability to read and comprehend simple statements in
English

• Ability to read and interpret instructions and procedures
relevant to the provision of information from or about
records

• Ability to use required personal protective clothing and
equipment conforming to industry and OHS standards

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to provide
information from and about records as part of a records
management process, and/or

• provide information from and about records in an
appropriate records management context
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• identifying range of records required
• gathering required records
• interpreting and administering access rules and

procedures
• providing the required information
• locating, interpreting and applying relevant information
• applying safety precautions appropriate to the task

• Shows evidence of application of relevant workplace
procedures including:
• relevant codes of practice and regulations
• OHS regulations and hazard prevention policies and

procedures
• workplace procedures and instructions for the provision

of information from or about records (including privacy
and access procedures)

• manufacturer's instructions for the use of equipment
• procedures for the use of personal protection

equipment
• customer service and quality assurance procedures

and policies
• Action is taken promptly to report any incidents or

difficulties in the provision of information from or about
records in accordance with regulatory requirements and
workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Recognises and adapts appropriately to cultural
differences in the workplace, including modes of
behaviour and interactions among staff and others

• Work is completed systematically with required attention
to detail without damage to goods, equipment or
personnel

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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TDTU101A Implement and monitor environmental
protection policies and procedures

Unit Descriptor This unit involves the skills and knowledge required to implement and
monitor environmental protection policies and procedures including
accessing relevant information concerning environmental protection
regulations and procedures, and implementing and monitoring
procedures concerning environmental hazards, related control
procedures, environmental training arrangements, and required records
and documentation.

Unit Sector Environment

ELEMENT PERFORMANCE CRITERIA

1. Access information
concerning environmental
protection regulations and
procedures

1.1 Relevant provisions of environmental legislation and
codes of practice are accurately followed

1.2 Information on workplace environmental policies,
procedures and programs is stored in a readily accessible
location and manner

1.3 Information is accurately and clearly explained to the work
team and updated according to change in workplace
policy

1.4 Information about the outcomes of environmental risk
identification and control procedures is provided to the
appropriate personnel

2. Implement and monitor
procedures concerning
environmental hazards

2.1 Existing and potential environmental hazards in the
workplace are identified and reported

2.2 Identified hazards are assessed in relation to relevant
environmental protection policies

2.3 Workplace procedures for dealing with hazardous events
are implemented wherever necessary to ensure that
prompt control action is taken

2.4 Hazardous events are investigated to identify causes, and
control measures are implemented to prevent recurrence
and minimise risks of such events

3. Implement and monitor
environmental control
procedures

3.1 Existing environmental protection measures are
implemented, monitored and reviewed

3.2 Work procedures to protect environment are implemented
and adherence to them by the work group is monitored

3.3 Required improvements to existing control measures are
identified, including required resources for implementation,
and reported to appropriate personnel
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 3

Collecting analysing and organising information 2

Planning and organising activities 3

Working with others and in teams 2

Using mathematical ideas and techniques 1

Solving problems 3

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with relevant
State/Territory environmental protection regulations and
workplace procedures

• Work is performed under some supervision generally
within a team environment

• Work involves the application of the environmental
protection principles and regulations to implement and
monitor environmental protection policies and procedures
during the course of workplace operations
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Worksite environment • Implementation and monitoring of environmental
protection policies and procedures in a range of work
environments by day or night

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites in the transport, warehousing, distribution
and/or storage industries

• Workplace procedures for dealing with hazardous events
may include:
• inspection and housekeeping
• training and assessment
• maintenance including plant and equipment
• purchasing
• evacuation
• hazardous substance containment
• operational instruction
• environmental information including incident and

management practices
• consultation
• specific hazardous materials policies and procedures
• counselling and disciplinary processes
• risk assessment and control
• first aid
• internal and external auditing

• Environment may include:
• indoor
• outdoor
• marine
• atmospheric

• Environmental protection requirements may be obtained
from:
• environmental hazard reports
• risk control procedures
• workplace personnel and management
• relevant legislation

• Environmental hazards may include:
• exhaust fumes
• oils and lubricants
• gas
• smoke
• chemicals and detergents
• rubbish
• noise
• wastes

• Servicing requirements may be obtained from:
• customer requests
• works orders
• freight requirements
• workplace personnel

• Depending on workplace context, personal protection
equipment may include:
• gloves
• safety headwear and footwear
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• safety glasses
• two-way radios
• high visibility clothing

• Personnel in the work area may include:
• workplace personnel including supervisors and

management
• site visitors
• contractors
• official representatives

• Support services can include:
• loading/unloading requirements
• load security/protection
• receipt personnel
• special vehicle access/parking

• Promotional activities may include:
• public relations activities
• press releases
• open days
• in-house newsletters
• publications
• advertising programs
• seminars
• promotional briefings

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures
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Sources of information/
documents

• Information/documents may include:
• workplace procedures and practices related to

environmental protection, including all financial,
operating and customer service policies and
procedures

• OHS and environmental protection regulations
• workplace housekeeping procedures and policies
• codes of practice for environmental protection
• material safety data sheets
• policies and procedures for entry and work in confined

spaces
• manufacturer's instructions concerning the use and

servicing of equipment
• supplier and/or client instructions
• emergency procedures
• regulations and policies concerning noise, waste

disposal/reprocessing, handling of dangerous
goods/hazardous substances and other environmental
protection issues

• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• relevant legislation, regulations and related

documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory environmental protection

legislation
• relevant State/Territory OHS legislation
• ADG Code
• workplace relations regulations including Equal

Opportunity, Equal Employment Opportunity and
Affirmative Action Legislation

• workers compensation regulations
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• communicate effectively with the workgroup
• identify and monitor environmental hazards in the

workplace
• implement effective procedures for dealing with

hazardous events
• monitor workplace adherence to environmental

practices
• understand environmental protection requirements
• assist in the management of environmental protection

in the workplace
• locate, interpret and apply relevant information
• work effectively with others
• maintain workplace records
• select and use appropriate workplace colloquial and

technical language and communication technologies in
the workplace context

• follow the designated work plan for the job

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant environmental protection regulations and codes
of practice

• Workplace procedures and guidelines for implementing
and monitoring environmental protection

• Environmental risks associated with workplace operations
and related precautions to control the risk

• Environmental protection standards required in the
workplace

• Workplace environmental hazards and related hazard
control measures

• Workplace reporting and recording processes and
procedures

• Hierarchy of control principles for environmental risks
(including preferred models for risk elimination,
engineering controls, administrative controls and specific
environmental protection techniques)

• Equipment and resources required when implementing
and monitoring environmental protection and instructions
for their use

• Problems that can occur when implementing and
monitoring environmental protection procedures

• Significance of EEO principles and practice for
environmental management

• Literacy levels and communication skills of those
supervised

• Relevant management systems and procedures for
environmental management

• Organisational structure and site layout
• Ability to:

• recognise potential environmental risks and ways of
minimising them

• modify activities depending on differing workplace
contexts, risk situations and environments

• counsel, advise and inform others on environmental
protection matters

• communicate effectively both orally and in writing
• identify and correctly use equipment and vehicles in

accordance with environmental protection regulations
and guidelines

• provide leadership and supervision
• carry out training needs analysis relevant to workplace

requirements

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to
implement and monitor environmental protection
policies and procedures, and/or

• implement and monitor environmental protection
policies and procedures in an appropriate range of
operational contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• communicating with the workgroup
• identifying and monitoring environmental hazards in

the workplace
• implementing procedures for dealing with hazardous

events
• monitoring workplace adherence to environmental

practices
• understanding environmental protection requirements
• assisting in the management of environmental

protection in the workplace
• locating, interpreting and applying relevant information
• working with others
• maintaining workplace records
• following the designated work plan for the job

• Shows evidence of application of relevant workplace
procedures including:
• environmental protection regulations and standards
• OHS regulations and hazard prevention policies and

procedures
• workplace environmental protection policies,

procedures and instructions
• equipment/vehicle manufacturer's operating and

servicing instructions
• Action is taken promptly to report and/or rectify any

accidents, incidents and/or identified problems or
non-compliance concerning environmental protection in
accordance with regulatory requirements and workplace
procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment, personnel
or the environment

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation

TDA03 Aviation Training Package (Version 2) Date this PDF was generated: 21 September 2007

TDTU101A Implement and monitor environmental protection policies and procedures

Volume 4 of 4, Imported Unit 23 of 24 Page 478 of 485
© Commonwealth of Australia, 2007 To be reviewed by: 31 December 2007



TDTU701A Care for the environment
Unit Descriptor This unit involves the skills and knowledge required to care for the

environment when operating and maintaining equipment and/or
vehicles including minimising the effects of pollution during operations,
minimising the effects of pollution during maintenance, and transporting
and handling environmentally hazardous materials safely and in
accordance with environmental protection regulations and guidelines.

Unit Sector Environment

ELEMENT PERFORMANCE CRITERIA

1. Minimise the effects of
pollution during operations

1.1 Precautions are taken to ensure spilt fuel, lubricants and
chemicals do not pollute the environment

1.2 Equipment and vehicles are operated efficiently to
minimise pollution of the air environment through
excessive exhaust emissions

1.3 Unnecessary running of engines/equipment is avoided to
minimise pollution of the air environment

1.4 Worksites are kept clean and tidy during work operations
and the disposal of waste is in accordance with
environmental regulations and workplace procedures

2. Minimise the effects of
pollution during
maintenance

2.1 Routine checks are conducted or organised to ensure
emission control equipment on equipment/vehicle is
operating correctly

2.2 Suitable precautions are taken during the cleaning of
equipment/vehicles not to pollute the environment

2.3 Care is taken during services and maintenance operations
to implement housekeeping procedures and
environmental protection precautions and procedures

2.4 Rubbish is deposited in designated rubbish disposal bins

3. Transport/handle
environmentally
hazardous materials
safely

3.1 Material safety data sheets are completed in accordance
with government regulations and workplace requirements

3.2 Waste and effluent is disposed of in accordance with
government regulations and government policy

3.3 Environmentally hazardous materials are handled and
moved in accordance with relevant regulations, workplace
procedures and guidelines aimed at minimising the risk of
environmental pollution

3.4 Routes for vehicles carrying hazardous and noxious loads
are planned to minimise the risk to the environment in the
event of accident or spillage
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KEY COMPETENCIES

Key Competency Performance Level

Communicating ideas and information 2

Collecting analysing and organising information 2

Planning and organising activities 2

Working with others and in teams 2

Using mathematical ideas and techniques 2

Solving problems 2

Using technology 2

RANGE STATEMENT

General context • Work must be carried out in accordance with relevant
State/Territory environmental protection regulations and
workplace procedures

• Work is performed under some supervision generally
within a team environment

• Work involves the application of the basic environmental
protection principles and regulations to the operation and
maintenance of equipment and vehicles during the course
of workplace operations
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Worksite environment • Care for the environment may be conducted in a range of
work environments by day or night:

• Customers may be internal or external
• Workplaces may comprise large, medium or small

worksites in the transport, warehousing, distribution
and/or storage industries

• Environment may include:
• indoor
• outdoor
• marine
• atmospheric

• Pollutants may include:
• exhaust fumes
• oils and lubricants
• gas
• smoke
• chemicals and detergents
• rubbish
• noise
• wastes

• Equipment/vehicles may include:
• motor vehicles, trucks and motorcycles
• fixed equipment emitting exhaust fumes/gases
• rail locomotives and motive power units
• marine vessels
• forklifts, cranes and load shifting equipment

• Personnel in the work area may include:
• workplace personnel
• site visitors
• contractors
• official representatives

• Depending on the type of organisation concerned and the
local terminology used, workplace procedures may
include:
• company procedures
• enterprise procedures
• organisational procedures
• established procedures

• Depending on workplace context, personal protection
equipment may include:
• gloves
• safety headwear and footwear
• safety glasses
• two-way radios
• high visibility clothing
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Sources of information/
documents

• Information/documents may include:
• OHS and environmental protection regulations
• workplace housekeeping procedures and policies
• codes of practice for environmental protection
• material safety data sheets
• policies and procedures for entry and work in confined

spaces
• manufacturer's instructions concerning the use and

servicing of equipment
• supplier and/or client instructions
• emergency procedures
• regulations and policies concerning noise, waste

disposal/reprocessing, handling of dangerous
goods/hazardous substances and other environmental
protection issues

• goods identification numbers and codes
• manifests, bar codes, goods and container

identification
• relevant legislation, regulations and related

documentation
• award, enterprise bargaining agreement, other

industrial arrangements
• standards and certification requirements
• quality assurance procedures

Applicable regulations and
legislation

• Applicable regulations and legislation may include:
• relevant State/Territory environmental protection

legislation
• relevant State/Territory OHS legislation
• workplace relations regulations
• ADG Code
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EVIDENCE GUIDE

Critical aspects of
evidence to be considered

• Assessment must confirm appropriate knowledge and
skills to:
• follow workplace environmental protection procedures
• minimise the effects of pollution during operations
• minimise the effects of pollution during maintenance
• transport/handle environmentally hazardous materials

safely
• dispose of waste materials including segregation of

particular wastes and specialist requirements
• apply principles of reduction, re-use, recycle, recover,

and appropriate repair/replace decision making
processes

• interpret environmental reasons for maintaining clean
and tidy worksites and following housekeeping and
maintenance schedules

• maintain required workplace records including reports
of pollution incidents and hazards

Interdependent
assessment of units

• This unit of competency may be assessed in conjunction
with other units that form part of a worker's job function
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Required knowledge and
skills

• Relevant environmental protection regulations
• Workplace procedures and guidelines for the care of the

environment during workplace operations
• Environmental risks when carrying out workplace

operations and related precautions to control the risk
• Environmental protection standards required in the

workplace
• Site layout including location of rubbish disposal bins
• Application of relevant environmental protection

regulations and requirements
• Service/maintenance procedures and checklists for

equipment/vehicles
• Procedures and processes for waste and effluent

regulation where applicable
• Environmental hazards and toxicity of materials typically

carried in loads
• Emission control checking requirements for vehicles and

relevant equipment
• Ability to modify activities depending on differing

workplace contexts, risk situations and environments
• Ability to read and comprehend simple statements in

English
• Ability to identify and correctly use equipment and

vehicles in accordance with environmental protection
regulations and guidelines

• Ability to follow routine service/maintenance procedures
for equipment and vehicles

• Recognition of potential pollution risks and ways of
minimising them

Resource implications • Access is required to opportunities to:
• participate in a range of exercises, case studies and

other simulated practical and knowledge assessments
that demonstrate the skills and knowledge to care for
the environment when completing workplace
operations, and/or

• care for the environment when completing workplace
operations in an appropriate range of operational
contexts
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Consistency in
performance

• Applies underpinning knowledge and skills when:
• following workplace environmental protection

workplace procedures
• minimising the effects of pollution during

operations/maintenance
• transporting/handling environmentally hazardous

materials safely
• disposing of waste materials including segregation of

particular wastes and specialist requirements
• applying principles of reduction, re-use, recycle,

recover, and appropriate repair/replace decision
making processes

• interpreting environmental protection reasons for
maintaining clean and tidy worksites and following
housekeeping and maintenance schedules

• maintaining required workplace records including
reports of pollution incidents and hazards

• Shows evidence of application of relevant workplace
procedures including:
• environmental protection regulations and standards
• OHS regulations and hazard prevention policies and

procedures
• workplace environmental protection procedures and

instructions
• equipment/vehicle manufacturer's operating and

servicing instructions
• Action is taken promptly to report and/or rectify any

accidents, incidents and/or potential difficulties
concerning environmental protection in accordance with
regulatory requirements and workplace procedures

• Performance is demonstrated consistently over a period
of time and in a suitable range of contexts

• Work is completed systematically with required attention
to detail without damage to goods, equipment, personnel
or the environment

Context for assessment • Assessment of this unit must be undertaken by a
Registered Training Organisation:
• As a minimum, assessment of knowledge must be

conducted through appropriate oral and/or written
questioning

• Appropriate practical assessment must occur:
• at the Registered Training Organisation, and/or
• in an appropriate work situation
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