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DEFINITIONS AND ABBREVIATIONS

1. PURPOSE
1.1

The Department of Civil Aviation Myanmar, Air Traffic Controller Licensing Manual
has been developed to provide guidance to persons making an initial application for
an Air Traffic Controller (ATC) licence and for those existing holders of an ATC licence
seeking to make changes or apply for additional ratings and certificate of
competence.

2. THE LEGAL BACKGROUND
2.1

The grant of an Air Traffic Controller licence is governed by Rule 16A of the Myanmar
Aircraft Rules 1937 that is under amendment process. Should that Rule be amended or
replaced, any reference to the Rule or any Rule of that Rule shall be taken as references
to the Rule currently in force. The standards and recommended practices in ICAO Annex
1 will also be used throughout the licence process, as well as the Myanmar Civil Aviation
Requirement –MCAR Part 5 Section 4, Air Traffic Controller Licences and Ratings.

3. REGULATORY AUTHORITY
3.1

Department of Civil Aviation Myanmar regulates air traffic services, including personnel
licensing, under powers granted to it by the Myanmar Aircraft Act and in accordance
with the regulation contained in MCAR part 5 ANS, section 4 ATCL for the time being in
force. The Air Navigation Safety Division, Regulation Unit of the DCA Personnel Licensing
Board is the air traffic control licensing authority responsible for regulating the licensing
program and maintaining records.

4. FORMAT OF THIS MANUAL
4.1

This Air Traffic Controller Licensing Manual, sets out the requirement at the beginning of
each section, followed by the DCA licensing procedures including the roles and
responsibilities of those involved in the licensing process and, where appropriate,
additional guidance.

5. SUPPLEMENTARY GUIDANCE
The following guidance material and application form are provided in Appendices to this
manual:
Appendix 1

‐ A guide to the licensing process.

Appendix 2

‐ Guidance for Training in Unusual Situations and Aircraft
Emergencies.
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DEFINITIONS AND ABREVIATIONS
1. DEFINITIONS
Aerodrome Control Service
Air traffic control service for aerodrome traffic.
Air Traffic
All aircraft in flight or operating on the maneuvering area of an aerodrome.
Air Traffic Controller Licence
A document that identifies a person as a qualified Air Traffic Controller and contains
personal professional qualifications including details of ratings, unit endorsements and
current competence.
Air Traffic Control Service
A service provided for the purpose of:
a) preventing collisions:
i.
ii.

between aircraft, and
on the maneuvering area between aircraft and obstructions; and

b) expediting and maintaining an orderly flow of air traffic.
Air Traffic Service
A generic term meaning variously flight information service, alerting service, air traffic
advisory service, air traffic control service (approach control service or aerodrome
control service).
Approach Control Service
Air traffic control service for arriving, departing or transiting controlled flights.
Competence
The appropriate knowledge, skills and experience to provide the valid air traffic control
services stated in an air traffic controller’s licence.
Initial Training
Training conducted by approved Training Institutes on courses approved by the CAA
which prepare students for unit training. Initial training includes technical subjects and
ATC theory and practice, including practical training conducted on simulators. The
object of initial training is to prepare a trainee for unit training.
Inspector of Air Traffic Services
An official of the DCA authorized to ensure that the level of competence of licensed air
traffic service personnel at air traffic service units, and the operations of those units,
meet and comply with the standards and requirements of the DCA.
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On‐the‐Job Training
The integration in practice of previously acquired job related routines and skills under
the supervision of a qualified On‐the‐Job Training Instructor (OJTI) in a live traffic
situation.
On‐the‐Job Training Instructor
A rated air traffic controller with an air traffic control licence endorsed with a current
qualification that permits the holder to carry out instruction in the operational
environment for which the rating is issued.
Operational Position
A position provided and equipped for the purpose of providing an aerodrome control,
approach control or approach radar control service.
Psychoactive Substances
Psychoactive substances are: alcohol, opioids, cannabinoids, sedatives and hypnotics,
cocaine, other psycho‐stimulants, hallucinogens and volatile solvents; whereas coffee
and tobacco are excluded.
Rating
An authorization entered on or associated with a licence and forming part thereof,
stating special conditions, privileges or limitations pertaining to such licence.
Student Air Traffic Controllers
Selected individuals who have successfully completed approved initial ATC instruction
and training to enable them to obtain theoretical qualifications prior to commencement
of transitional training.
Student Air Traffic Controller Licence
A licence issued to a student air traffic controller after successful completion of initial
ATC training. This licence permits the holder to commence on‐the‐job training in the
‘live’ air traffic control environment under the supervision of a suitably qualified air
traffic controller.
Successful completion
For the purposes of this Manual, this term or its variant ‘successfully completed’ is used
to indicate that all required parts of training, training courses, associated examinations
or assessments or other assessments or examinations have been completed to a
satisfactory standard.
Trainee Air Traffic Controller
An air traffic controller who is training to obtain additional ratings or unit
endorsement.
Training in Unusual Situations and Aircraft Emergencies (TUSAE) Plan
A plan which describes the training carried out at an air traffic control unit in accordance
with the Training in Unusual Situations and Aircraft Emergencies (TUSAE) program.
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Training In Unusual Situations and Aircraft Emergencies (TUSAE) Program
A program designed to ensure that staff involved in the provision of an air traffic control
service is trained to recognize and handle emergency occurrences and unusual
situations in a competent manner.
Transitional Training Phase
The stage following initial training during which site specific theoretical knowledge and
understanding will be transferred to the trainee using a variety of methods and during
which skills will be developed through the use of site specific simulations.
Unit ATC Examiners
Unit ATC examiners are controllers or unit managers with air traffic control experience,
at units that are authorized by the CAA to conduct unit licence examinations.
Unit Licence Endorsement
An authorization which specifies the aerodrome or place at which the holder is entitled
to exercise the privileges of his licence and the validity of any rating or ratings, included
in the licence.
Unit Training Plan
A plan which has been approved by the CAA and which details the training and
assessment to be completed by a student or trainee air traffic controller before
qualifying to take a unit licence examination.
Valid ATC Licence
An ATC licence, recognized by the CAA, permitting a controller to exercise the privileges
of the ratings included in that licence, at the places for which the ratings are endorsed.
Valid Rating
A rating permitting a controller to exercise the privileges of the rating in the ATC licence.
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2. ABBREVIATIONS
AME Authorized Medical Examiner
ATC Air Traffic Control
ATS Air Traffic Service
DCA Department of Civil Aviation, Myanmar
ICAO International Civil Aviation Organization
MATS Manual of Air Traffic Services
OJT On‐the‐Job Training
OJTI On‐the‐Job Training Instructor
OTAR Overseas Territories Aviation Requirements
TMA Terminal Control Area
TUSAE Training in Unusual Situations and Aircraft Emergencies
UCP Unit Competence Program
UTP Unit Training Plan
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CHAPTER 1
LICENCE DESCRIPTION
1.

THE ATC LICENCE AND ITS ASSOCIATED RATINGS

1.1 The ATC licence has retained the basic requirements of the ICAO Annex 1, Air Traffic
Controller Licence. Student air traffic controller licences, on the job training instructor
and examiner ratings are issued in addition to the licence and rating requirements of
ICAO, Annex 1.
2.

STUDENT AIR TRAFFIC CONTROLLER (ATC) LICENCE

2.1 Student ATC licenses are issued to potential air traffic controllers who have successfully
completed an approved initial course of ATC training (Basic ATC/Aerodrome Control
Course) and who will be undertaking unit training towards the grant of an air traffic
controller licence. A student air traffic controller licence permits the holder to train in the
operational environment under the supervision of an On‐the‐Job Training Instructor
(OJTI).
NOTE: The holder of an air traffic controller (ATC) licence who is training to obtain an additional
rating will not be required to hold a student ATC licence. Their ATC licence will act as a
student ATC licence and permit them to provide, under supervision, an ATC service for
which they do not hold the appropriate rating, but for which they have successfully
completed initial training.
3.

AIR TRAFFIC CONTROLLER (ATC) LICENCE

3.1 The ATC licence identifies the holder as a person who is qualified to provide an air traffic
control service. It will be issued to student air traffic controller licence holders who have
successfully completed approved unit training and demonstrated that they are
competent to provide an air traffic control service on operational positions at the unit at
which they have been training. The licence when issued will contain a rating or ratings,
for the unit at which the on the job training took place. While the basic licence is issued
for the lifetime of the holder, there are some components, e.g. the Certificate of
Competence and the Medical Certificate that must be renewed within notified time
periods.
4.

RATINGS
4.1

One or more of the following ratings will be entered in the ATC licence and will
remain valid for the lifetime of the holder unless revoked by the DCA.

4.1.1

AERODROME CONTROL RATING: The Aerodrome Control rating entitles the holder
to provide an air traffic control service to aerodrome traffic at an aerodrome for
which the licence holder is rated.

4.1.2

APPROACH CONTROL PROCEDURAL RATING: An Approach Control Procedural rating
entitles the holder to provide an air traffic control service to arriving, departing or
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transiting aircraft in a terminal control area (TMA) and/or control zone without the
use of surveillance equipment.
4.1.3

APPROACH CONTROL SURVEILLANCE RATING: An Approach Control rating entitles
the holder to provide an air traffic control service to arriving, departing or transiting
aircraft in a terminal control area (TMA) and/or control zone with the use of
surveillance equipment.

4.1.4

PRECISION APPROACH RADAR (PAR) RATING: entitles the holder to provide ground
controlled precision approaches to aircraft on the final approach to a runway using
precision approach radar equipment.

4.1.5

AREA CONTROL PROCEDURAL RATING: An Area Control rating entitles the holder to
provide an en‐route air traffic control service without the use of surveillance
equipment.

4.1.6

AREA CONTROL SURVEILLANCE RATING: An Area Control rating entitles the holder
to provide air traffic control service in control areas with the use of surveillance
equipment. To be valid, the rating must include a Radar rating endorsement.

4.1.7

ON THE JOB TRAINING INSTRUCTOR RATING: An On the Job Training Instructor
rating entitles the holder to instruct air traffic service personnel during OJT for
obtaining a Licence/Rating; Supervise air traffic service personnel under training and
carryout assessments for the renewal of a certificate of competency.

4.1.8

EXAMINER RATING: An Examiner rating entitles the holder to assess and examine a
student air traffic controller for the initial issue of a Licence/Rating and assess air
traffic controllers during the OJT for issue of additional Ratings or issue of associated
certificate of competence.

5.

UNIT LICENCE ENDORSEMENT AND CERTIFICATE OF COMPETENCE

5.1 A unit licence endorsement indicates the air traffic control unit where the licence holder
provides an air traffic control service.
5.2 An initial certificate of competence is issued with the ATC licence, as a separate plastic
card or paper document and is valid for 12 months and renewable by an assessment of
the controller’s competence to continue to provide the air traffic services with the ratings
and unit licence endorsement which it details. An air traffic controller, who fails a
competence assessment, must not provide the air traffic control service(s) associated with
it.
6.

VALID RATING

6.1 A valid rating is a rating in which the controller is currently competent to provide an air
traffic control service.
7.

ISSUE OF ADDITIONAL RATINGS
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7.1 Additional rating(s) will be issued to air traffic controller licence holders who have:

8.

a)

successfully completed an approved course of ATC training for the
additional rating(s);

b)

successfully completed the required unit training plan on the job training
program; and

c)

demonstrated that they are competent to provide the air traffic services
associated with the additional rating.

UNIT TO UNIT TRANSFER

8.1 Air Traffic Controllers that are transferred from one unit to another unit are required to
meet the training requirements of the approved unit‐training plan for the specific unit
being transferred to.
8.2 A controller deployed from Yangon International Airport (YIA) to Mandalay International
Airport (MIA) should be required to hold approach control surveillance Rating.
9.

RECORD OF RATINGS HELD

9.1 The rating(s) that a controller obtains will be entered in the ATC licence and will remain
for the lifetime of the holder unless suspended or revoked by the DCA. The record will
include the date rating(s) were first issued.
10.

MAINTENANCE OF THE ATC LICENCE

10.1

Although the ATC licence is issued for the lifetime of a controller they may not exercise
its privileges unless they have a valid rating, unit licence endorsement, certificate of
competence and a current medical certificate. Following the initial issue of an ATC
licence and related certificate of competence a controller will be required to
demonstrate continued competence to exercise the privileges of that rating by annual
renewal of their certificate of competence.

10.2

The assessment of competence for renewal of a certificate of competence may be
carried out within a 45‐day period before the date of expiry of the current certificate of
competence. Provided the controller is assessed as competent, the certificate of
competence will be renewed for 12 months from the date of expiry of the current
certificate of competence.

11.

OWNER OF A LICENCE

11.1

Student air traffic controller and air traffic controller licenses are the property of the
licence holders, who are responsible for ensuring use of the licence in accordance with
its privileges.
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FLOW CHART TO DEMONSTRATE CONCEPT OF LICENSING

Figure 1. Issue of Student and Air Traffic Controller Licence
Successful of completion of
approved initial training
Medical assessment
Issue of Medical Certificate (to
be completed before the issue
of a Student ATC Licence
Grant and issue Student ATC
Licence

Completion of Unit training plan

Rating (s) examination

Grant and issue of ATC licence
including rating(s), unit licence
endorsement and certificate of
competence

Maintenance of competence

Competence assessment for
renewal of certificate of
competence

Renewal of medical certificate
within notified period

________________________________________________________________________
1st January 2013

Page 1-4

ATC LICENSING MANUAL

CHAPTER 1 LICENCE DESCRIPTION

Figure 2. Unit to Unit Transfer
Move to new unit to exercise
the privileges of already held

Completion of unit training plan

Issue of new licence, unity
licence
endorsement
and
certificate of competence

Figure 3. Additional Rating

Successful
completion
approved initial training

of

Completion of unit training plan

Rating examinations

Grant and issue of a new licence
with additional rating and new
certificate of competence
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13.

AIR TRAFFIC CONTROLLER LICENCE: PROCEDURES AND PRIVILEGES

13.1

REQUIREMENT TO HOLD A LICENCE

13.1.1 A person who wishes to act as an air traffic controller in the Myanmar may hold a valid
air traffic controller licence issued by the DCA, with valid rating(s), a unit licence
endorsement and a certificate of competence appropriate to the control tasks to which
the controller is assigned.
13.1.2 A person not holding an air traffic controller licence, who provides an air traffic control
service under supervision towards the grant of an air traffic controller licence, must
hold a student air traffic controller licence issued by the DCA.
13.1.3 Applicants for student air traffic controller or air traffic controller licenses must satisfy
the requirements of ICAO Annex 1, Appendix 1, and Requirements for Proficiency in
Languages used for Radiotelephony Communications.
13.1.4 Air Traffic Controller shall not satisfy the requirement of ICAO Annex1, Appendix 1, and
requirement for language proficiency operational level , should be assigned only
Domestic Airports those are not involved with international aircraft operation.
13.2

LICENSING STAGES

13.2.1 The stages to be completed in order to meet the licensing requirements for an air traffic
controller are described below. The requirements themselves are set out and amplified
in Chapter 2 and 3 of this document, with further guidance for providers and applicants
in Chapter 4 and 5 and appendix 1, 2, and 3.
14.

TRAINING OF AIR TRAFFIC CONTROLLERS: PHASES OF TRAINING

14.1

For the purpose of the ATC licensing procedures, the training of air traffic controllers
should consist of the following phases:
a) INITIAL TRAINING
Initial training is conducted at training organization as in house training
approved by the DCA and should include technical subjects and ATC
theory and practice, including practical training conducted on simulators.
The object of initial training is to prepare a trainee for unit training.
b) UNIT TRAINING
Unit training includes Transitional, and OJT training and is conducted in
accordance with a Unit Training Plan (UTP) approved by the DCA.
c) TRANSITIONAL TRAINING
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Transitional training is conducted to prepare a student air traffic
controller for on‐the‐job (OJT) training at an ATC unit.
d) ON‐THE‐JOB TRAINING
On‐the‐job training (OJT) is conducted at an operational ATC position
under the supervision of an on‐the‐job training instructor (OJTI) who
holds a valid rating and certificate of competence appropriate to the
ATC service to be provided.
e) ASSESSMENT OF TRAINING PROGRESS
During OJT, the trainee should be assessed at intervals to ensure
satisfactory progress is being made, to organize additional training and
to set targets. It is the responsibility of the OJTI, or Unit examiner, to
determine and agree when the trainee has reached the level of
knowledge and skill required of an operational controller.

15. RATINGS AND CERTIFICATE OF COMPETENCE
15.1

The rating(s) in an ATC licence indicates the ATC discipline in which a controller may
provide an ATC service. Associated with the rating(s) is a certificate of competence,
which indicates that a controller is competent to provide an ATC service on specified
operational positions at a particular unit.

15.2

To provide the ATC service indicated by a rating a controller must also hold a certificate
of competence. A valid rating consists of a rating and a certificate of competence for the
unit where the privileges of a rating will be exercised.

16.

REQUIREMENT TO HOLD RATING(S)

16.1

An ATC licence must contain one or more of the ratings below. These are described in
detail at paragraph 4 above:
a)

Aerodrome Control Rating

b)

Approach Control Procedural Rating

c)

Approach Control Surveillance Rating

d)

Area Control Procedural Rating

e)

Area Control Surveillance Rating

d)

On the Job Training Instructor

e)

Examiner

17. UNLICENSED PERSON
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An unlicensed person who wish to act as an air traffic controller in Myanmar may hold a
certificates of competence appropriate to the control tasks and this certificates meet the same
requirements prescribed in para 7.1 of MCAR part 5 Section 4 to which the controller is
assigned.
18. ICAO LANGUAGE PROFICIENCY
18.1

The language proficiency of air traffic controllers who demonstrate proficiency below
the Expert Level (Level 6) should be formally evaluated at intervals in accordance with
an individual’s demonstrated proficiency level, as follows:
a) Those demonstrating language proficiency at the Operational Level (Level 4)
should be evaluated at least once every three years; and
b) Those demonstrating language proficiency at the Extended Level (Level 5)
should be evaluated at least once every six years.
c) Formal evaluation is not required for applicants who demonstrate expert
language proficiency, e.g. native and very proficient non‐native speakers with a
dialect or accent intelligible to the international aeronautical community.

18.2

Should the applicant not demonstrate compliance with Operational level 4 of the ICAO
Language proficiency, ATC duties will be assigned at Domestic Airports that are not
involved in international aircraft operation.
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CHAPTER 2
LICENCE REQUIREMENTS, PRIVILEGES, ROLES AND RESPONSIBILITIES
1. AIR TRAFFIC CONTROLLER
1.1 REQUIREMENT TO HOLD AN AIR TRAFFIC CONTROLLER LICENCE
1.1.1 A person shall not provide an air traffic control service unless they hold an ATC
licence with valid rating(s), unit endorsement and certificate of competence
relating to the air traffic control service to be provided, and a current medical
certificate of the appropriate class.
1.1.2 The rating(s) shall be of a type notified in Chapter 1 paragraph 4.1 of this
Manual.
1.1.3 A certificate of competence must include the identification of the authority
issuing the certificate, the associated licence number, the name and signature of
the licence holder, the unit name, a list of ATC rating(s), issue and expiration
date of the certificate and the authorized examiners signature.
1.2 GRANT AND PRIVILEGES OF AN AIR TRAFFIC CONTROLLER LICENCE
1.2.1

The DCA will grant an applicant an air traffic controller licence provided that they:
a) hold a valid student air traffic controller licence;
b) has successfully completed a UTP;
c) has been assessed as competent to handle unusual situations and
aircraft emergencies;
d) has passed a rating examination;
e) is at least 21 years of age;
f) holds a valid medical certificate of the appropriate class.

1.3 PRIVILEGES OF AN AIR TRAFFIC CONTROLLER LICENCE
1.3.1

An air traffic controller licence authorizes the holder to provide air traffic control
services at an ATC unit for which they hold a valid rating. Air traffic controllers
must not provide air traffic control services for which they do not hold a valid
rating except where they are acting as a student air traffic controller.

1.4 ROLES AND RESPONSIBILITIES
1.4.1

HOLDERS OF AIR TRAFFIC CONTROLLER LICENSES
1.4.1.1 An air traffic controller licence holder who provides an air traffic control
service is responsible for ensuring that they:
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a) hold a valid rating(s) appropriate to the air traffic control service being
provided including:
i. a current certificate of competence for the unit where the air traffic
control service is being provided;
b) are competent to provide the air traffic control services for which they hold
a valid rating(s);
c) comply with requirements for maintaining competency;
d) comply with training in unusual situations (aircraft emergencies)
requirements;
e) are not fatigued to an extent that may endanger the safety of aircraft to
which they are providing an air traffic control service;
f)

hold a valid medical certificate of the appropriate class and comply with
any conditions associated with that medical certificate;

g) are not under the influence of alcohol, drugs or medication to an extent
that may endanger the safety of aircraft while providing an air traffic
control service;
h) are not suffering from any illness or injury to an extent that may endanger
the safety of aircraft while providing an air traffic control service;
i)

signs their licence in ink with their ordinary signature.

1.5 PROVIDERS OF AIR TRAFFIC SERVICES
1.5.1

Providers of air traffic services at units where they are responsible for the
provision of air traffic control services must have processes, procedures and
competent personnel to ensure that air traffic controllers:
a) are appropriately licensed;
b) are competent to provide the air traffic control services for which they hold
valid ratings;
c) comply with requirements for maintaining competence;
d) comply with training in unusual situations (aircraft emergencies)
requirements;
e) hold a valid medical certificate of the appropriate category;
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are not under the influence of alcohol, drugs or medication or suffering
from any illness or injury to an extent that may endanger the safety of
aircraft to which an air traffic control service is being provided.

2. STUDENT AIR TRAFFIC CONTROLLER LICENCE
2.1 REQUIREMENT TO HOLD A STUDENT AIR TRAFFIC CONTROLLER LICENCE
2.1.1

A person who does not hold an air traffic controller licence shall not provide an
air traffic control service under the supervision of an OJTI, unless they hold a
student air traffic controller licence.

2.2 GRANT OF A STUDENT AIR TRAFFIC CONTROLLER LICENCE
2.2.1

The CAA will grant a student air traffic controller licence to an applicant
provided that they:
a) have successfully completed an approved course of initial training;
b) are at least 20 years of age;
c) hold a valid medical certificate of the appropriate class.

2.2.2

A student air traffic controller licence will be issued for a period of 12 months
and may be extended at the discretion of the CAA in consultation with the unit‐
training manager.

2.2.3

A student air traffic controller licence will be cancelled on issue of an air traffic
controller licence.

2.3 PRIVILEGES OF A STUDENT AIR TRAFFIC CONTROLLER LICENCE
2.3.1

The holder of a student air traffic controller licence is authorized to provide an
air traffic control service under the supervision of an OJTI who holds a valid
rating and certificate of competence appropriate to the air traffic service being
provided.

2.3.2

The air traffic control service being provided under supervision must be in a
rating discipline for which the student air traffic control licence holder has
successfully completed an approved course of initial training.

2.4 ROLES AND RESPONSIBILITIES
2.4.1

HOLDERS OF STUDENT AIR TRAFFIC CONTROLLER LICENSES
2.4.1.1 A student air traffic controller licence holder who provides an air traffic
control service under supervision is responsible for ensuring that they:
a)

hold a current student air traffic controller licence;

________________________________________________________________________
1st January 2013

Page 2-3

ATC Licensing Manual

CHAPTER 2 LICENCE REQUIREMENTS, PRIVILEGES, ROLES AND RESPONSIBILITIES

b) do not provide an air traffic control service in a rating discipline for
which they have not successfully completed an approved course of
initial training;
c) hold a valid medical certificate of the appropriate class;
d) sign their licence in ink with their ordinary signature.
2.5 AIR TRAFFIC SERVICES PROVIDERS RESPONSIBILITIES
2.5.1

Providers of air traffic services at units where they are responsible for the
provision of air traffic control services must have processes, procedures and
competent personnel to ensure that:
a) student air traffic controllers:
i.
ii.

iii.

hold a current student air traffic controller licence;
have successfully completed an approved course of initial
training in the rating discipline in which they will be providing
an ATC service under supervision;
hold a valid medical certificate of the appropriate class.

b) the OJTI supervising the student air traffic controller holds a valid rating
and certificate of competence appropriate to the ATC service being
provided.
3. TRAINEE AIR TRAFFIC CONTROLLER
3.1 REQUIREMENT TO HOLD AN AIR TRAFFIC CONTROLLER LICENCE
3.1.1

The holder of an air traffic controller licence may not provide an air traffic
control service for which they do not hold a valid rating and certificate of
competence, except under the supervision of an OJTI.

3.1.2

The trainee air traffic controller providing the ATC service under supervision
must:
a)

have successfully completed an approved course of initial training in
the rating discipline which relates to the ATC service being provided;
and

b) hold a valid medical certificate of the appropriate category.

3.1.3

The supervising controller must be a qualified OJTI and hold a valid rating and
certificate of competence appropriate to the ATC service being provided.
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3.2 PRIVILEGES OF THE HOLDERS OF AIR TRAFFIC CONTROLLER LICENSES (TRAINEE AIR
TRAFFIC CONTROLLERS)
3.2.1

An air traffic controller licence entitles the holder to provide an air traffic
control service, for which they do not hold a valid rating, under the supervision
of an OJTI, who holds a valid rating appropriate to air traffic control service
being provided.

3.2.2

Trainee air traffic controllers are holders of air traffic controller licenses who are
undergoing on‐the‐job training (OJT):
a) towards the grant of a rating not previously held, but have successfully
completed an approved course of initial training in that rating;
b) at a unit where they do not yet hold a valid rating in the rating and
certificate of competence appropriate to the air traffic control service to be
provided but in which they hold a valid rating in the same rating discipline at
another unit.

3.3 ROLES AND RESPONSIBILITIES
3.3.1

TRAINEE AIR TRAFFIC CONTROLLERS
3.3.1.1 A trainee air traffic controller who provides an air traffic control service
under supervision is responsible for ensuring that they:
a) hold a current air traffic controller licence;
b) do not provide an air traffic control service under supervision in a
rating which they do not hold unless they have successfully
completed an approved course of initial training in the appropriate
discipline(s);
c) hold a valid medical certificate of the appropriate class.

3.4 PROVIDERS OF AIR TRAFFIC SERVICES
3.4.1

Providers of air traffic services at units where they are responsible for the
provision of air traffic control services must have processes, procedures and
competent personnel to ensure that trainee air traffic controllers:
a)

hold an air traffic controller licence which includes rating(s) appropriate
to the air traffic control service being provided under supervision;

b)

do not provide an air traffic control service under supervision in a rating
discipline for which they do not hold a valid rating unless they have
successfully completed an approved course of initial training in the
appropriate discipline(s);
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c) hold a valid medical certificate of the appropriate class.
4. ON‐THE‐JOB TRAINING INSTRUCTOR (OJTI) RATING
4.1 OJTI RATING
4.1.1

An on‐the‐job training instructor (OJTI) rating may be used in association
with any of the licence holder’s valid ratings.

4.2 REQUIREMENTS FOR THE ISSUE OF AN OJTI RATING
4.2.1

To be issued with an OJTI rating the applicant must:
a) hold an air traffic controller licence;
b) have successfully completed an approved OJTI training course approved by the
CAA;
c) have held a valid rating in the rating discipline in which they will instruct or a
period of at least two years;
d) hold a current certificate of competence for the unit where they will instruct.

4.2.2

An OJTI who is supervising a student or trainee air traffic controller, or a controller
whose ATC licence has been provisionally suspended or suspended, shall remain
responsible for the safety of the service being provided. Suspension of air traffic
controller licenses is addressed in Chapter 4.

4.3 PRIVILEGES OF AN OJTI RATING
4.3.1

An OJTI rating shall entitle the holder to supervise student and trainee air traffic
controllers while they provide an air traffic control service for which they do not
hold a valid rating.

4.3.2

An OJTI may only supervise student and trainee air traffic controllers while they are
providing an ATC service for which they hold a valid rating and certificate of
competence.

4.4 ROLES AND RESPONSIBILITIES
4.4.1

The OJTI is responsible for:
a)

the safety of the air traffic control service that the student air traffic
controller or trainee air traffic controller is providing under their supervision;

b)

determining and reporting on the training progress;
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c) identifying any deficiencies in knowledge or skill and recommending remedial
training;

4.4.2

d)

recommending student and trainee air traffic controllers as being at an
appropriate level of competence where they should be successful at a rating
examination;

e)

carrying out assessments towards the renewal of certificate of competence

f)

supervising controllers who have had their ATC licence, its rating(s), unit
licence endorsement and certificate of competence suspended;

g)

reviewing and monitoring the unit training plan and proposing changes to the
training.

Providers of air traffic services at units where they are responsible for the provision
of air traffic control services must have processes, procedures and competent
personnel to ensure that OJTIs:
a) hold valid OJTI rating(s) entitling them to provide the air traffic control
services in which they are supervising student or trainee air traffic
controllers;
b) have received specific training on the conduct of the UTP;
c) who are required to instruct or assess unusual situations (aircraft
emergencies) have received specific training on the conduct and/or
assessment of unusual situations (aircraft emergencies);
d) are competent to supervise student or trainee air traffic controllers;

4.4.3

An OJTI must be permitted to provide an air traffic control service without any
training responsibilities, for sufficient time to remain competent at units where
they provide on‐the‐job training.

5. EXAMINER RATING
5.1 An examiner rating may be used in association with any of the licence holder’s valid
ratings.
5.2 LIMITATION ON AUTHORITY
5.2.1

An examiner rating does not confer on the holder the authority to renew or issue a
licence or certificate of competence that has been provisionally suspended or
suspended by the CAA, except in accordance with conditions set by the DCA for the
removal of the provisional suspension or suspension.
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5.3 REQUIREMENTS FOR THE ISSUE OF AN EXAMINER RATING
5.3.1

To be issued with an examiner rating the applicant must:
a) hold an air traffic controller licence;
b) have exercised, in the past year, the privileges of the rating for which they will be
required to examine at that unit;
c) hold a current certificate of competence for the unit and operational position for
which they will be examining;
d) have successfully completed an approved examiners course of training.

NOTE: Experienced air traffic control personnel from CAA staff may be appointed as ATC
examiners. CAA Examiners are authorized to conduct all examinations associated with
the issue and maintenance of ATC licenses.
5.4 PRIVILEGES OF AN EXAMINER’S RATING
5.4.1

A unit examiner rating entitles the holder to conduct examinations associated with the
ATC licence.

5.4.2

The CAA may grant an examiner rating that entitles the holder to conduct one or more
of the following:
a) rating examinations leading to the issue of an air traffic controller licence and
valid rating(s);
b) rating examinations leading to the issue of additional ratings;
c) annual competence assessments for the issue and renewal of a certificate of
competence;
d) assessments of
emergencies).
NOTE:

competence

in

handling

unusual

situations

(aircraft

The DCA may require a DCA examiner to participate in an examination or to
audit the examination process.

5.5 ROLES AND RESPONSIBILITIES OF THE PROVIDER OF AIR TRAFFIC SERVICES
5.5.1

Providers of air traffic services at units where they are responsible for the provision of
air traffic control services must have processes, procedures and competent personnel to
ensure that:
a)

the unit has an appropriate number of suitably qualified examiners;
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b)

examiners do not conduct examinations for which they do not hold
the appropriate examiner rating;

c)

examiners hold valid ratings appropriate to the examinations they
are conducting;

d)

examiners are competent to conduct the examinations.
Roles and responsibilities of examiners are detailed in Chapter 3 of this
Manual.
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CHAPTER 3
TRAINING REQUIREMENTS, EXAMINERS, EXAMINATIONS AND COMPETENCE
1.

INITIAL AND UNIT TRAINING

1.1 REQUIREMENT
1.1.1

ATC training must provide the necessary skills, knowledge and experience for student
and trainee air traffic controllers to gain the appropriate level of competence required
to provide an air traffic control service without the supervision of an OJTI.

1.1.2

Air traffic controller training is divided into two phases:
a) initial training;
b) unit training, comprising transitional training and on‐the‐job training.

1.2 INITIAL TRAINING
1.2.1

REQUIREMENT

1.2.2

Initial training courses must provide student or trainee air traffic controllers with the
necessary skills and knowledge to a level of competence that will prepare them for
training at operational units. Notwithstanding this requirement, the training courses
must at least satisfy the requirements of ICAO Annex 1 or MCAR Part 5 ANS, Section 4.

1.2.3

A student or trainee air traffic controller who fails an approved course of initial training
is not allowed to participate in a unit training plan program.

1.2.4

A student or trainee air traffic controller shall commence unit training, in a rating
discipline in which they have successfully completed initial training, as soon as
practicable after completing the initial training course. If unit training does not
commence within six months of completing the initial training course, they must
undertake refresher training in that rating discipline and successfully complete any
further training identified before being allowed to commence unit training.

1.3 INITIAL TRAINING COURSES
1.3.1

Initial training courses are approved by the CAA and conducted by training organizations
approved by the CAA as appropriate to conduct initial training.

1.3.2

Initial training courses should be fully documented indicating:
a) the objectives of the training course;
b) the training processes by which the objectives will be met;
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c) the process by which progress and ultimate success will be judged;

d)

how they meet the requirements of ICAO Annex 1 and MCAR Part 5 ANS, Section 4
ATCL.

1.3.3

Sufficient training on simulators should be given to enable student or trainee air traffic
controllers to demonstrate understanding and application of ATC procedures.

1.3.4

Assessment procedures should ensure that student or trainee air traffic controllers are
kept aware of their progress on the course, including any areas where improvement is
required and the goals that they must achieve to successfully complete the course.

1.3.5

Instructional staff should be appropriately trained and their competence in classroom
and practical instruction regularly assessed.

1.3.6

Courses should be regularly reviewed to ensure that the training they provide meet the
requirements of the operational ATC units. This may be achieved by:
a) monitoring the progress of student or trainee air traffic controllers undertaking OJT
to identify additional skills or knowledge required;
b) subjecting the courses to review by the unit manager;
c) auditing by the DCA.

1.4 INITIAL TRAINING INSTITUTES APPROVED BY THE DCA
1.4.1

2.

The Civil Aviation Training Institute of Trinidad and Tobago, Pan Am International Flight
Academy or ATCO training institutes of contracting states, recognized by the CAA, are
approved Aviation Training Organizations for the conduct of initial Aerodrome,
Approach, Approach Radar Control and Refresher Training Courses for Air Traffic
Controllers.

UNIT TRAINING

2.1 UNIT TRAINING PLAN
2.1.1

Every air traffic control unit must have a Unit Training Plan, approved by the CAA, which
details the training processes for student or trainee air traffic controllers to reach the
appropriate competency level that must be met to qualify for licensing. Unit Training
Plans should meet the requirements set out in paragraph 2.1.2 below.

2.1.2

The unit training plan should document the following:
a) the objectives of the training;
b) the training processes by which the objectives will be met;
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c) the assessment process by which progress will be judged;
d) the minimum training time and the maximum time in which a student or trainee air
traffic controller who is training towards the issue of an ATC licence, rating(s), or
additional rating is expected to achieve the objectives of the training; and
e) unit competence program.
2.1.3

Student or trainee air traffic controllers should be kept aware of their progress,
including any areas where improvement is required and the goals they must achieve to
successfully complete the training.

2.1.4

A report of the student or trainee air traffic controller’s performance should be
completed after each training session. The reports should be sufficiently detailed to
enable other OJTIs to determine the strengths and weaknesses of the student or trainee,
together with their level of competence. Progress reports should be completed at
regular intervals.

2.1.5

That part of the UTP relating to the OJT processes must be subject to regular review to
ensure that it continues to satisfy the training objectives. As part of this review, the
progress of a student or trainee air traffic controller undertaking OJT must be monitored
to identify any additional skills or knowledge that should be taught during the transition
or on‐the‐job training instruction phases.

2.1.6

Changes to the OJT processes, which are made as a result of the review, should be
documented in the unit‐training plan together with the reasons for making them.

2.2 APPROVAL OF UNIT TRAINING PLANS
2.2.1

ATC units should submit a draft of their unit‐training plan to the CAA for approval in the
format required. Guidance on the development of Unit Training Plans can be found in
Appendix 2, Part A and B.

2.3 PHASES OF UNIT TRAINING
2.3.1

Because all operational ATC units are different, student or trainee air traffic controllers
will require specific unit training in addition to the initial training before commencing
OJT. Unit training may vary from the student or trainee air traffic controller being
required to become familiar with the local area and unit procedures to complex courses
using simulators. Units are required to notify the CAA when a student or trainee air
traffic controller commences the unit‐training plan program.

2.3.2

Unit training may be divided into two phases:
a) transitional training; and
b) On‐the‐job training.
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2.4 TRANSITIONAL TRAINING
2.4.1

Transitional training must adequately prepare a student or trainee air traffic controller
for on‐the‐job training.

2.4.2

Following initial training, this phase of training imparts site‐specific theoretical
knowledge and understanding which is transferred to the student or trainee air traffic
controller using a variety of methods. Skills are developed through the use of site‐
specific data and simulations during this phase.

2.5 ON‐THE‐JOB TRAINING
2.5.1

OJT must prepare a student or trainee air traffic controller to a level of operational
competency so that they are able to provide an air traffic control service in an
unsupervised capacity.

2.5.2

This phase of training commences after completion of transitional training. During this
phase a student or trainee air traffic controller should practice the integration of
previously acquired job related routines and skills to provide an air traffic control service
under the supervision of an OJTI in a live traffic situation.

2.6 ASSESSMENT OF UNIT TRAINING
2.6.1

The training progress of student or trainee air traffic controllers undertaking unit
training shall be assessed:
a) by an OJTI or a unit Examiner.

3.

TRAINING IN UNUSUAL SITUATIONS AND AIRCRAFT EMERGENCIES (TUSAE)

3.1 OBJECTIVES OF TUSAE TRAINING
3.1.1

The objective of the TUSAE training program is to ensure that staff involved in the
provision of an air traffic control service is trained to recognize and handle emergency
occurrences and unusual situations.

3.1.2

Additional guidance related to the TUSAE training program is found in Appendix 2,

3.2 TUSAE PLAN AND RECORDS
3.2.1

3.2.2

Air traffic control units must submit training plans for TUSAE that are acceptable to the
DCA. The plan must require air traffic controllers to complete at least 4 hours in TUSAE
training and be assessed as competent to handle unusual situations and aircraft in
emergency prior to the initial issue of or renewal of a certificate of competence.
TUSAE training plans must be reviewed periodically to ensure that they continue to
meet the training objectives of each respective ATC unit. Each unit must maintain
accurate records of training conducted in accordance with their TUSAE training plans.
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3.3 TUSAE ASSESSMENT
3.3.1

TUSAE assessments are assessments of a controller’s competence to handle unusual
situations and aircraft emergencies.

3.3.2

Air traffic controllers must be assessed as having satisfactorily completed the
appropriate TUSAE training and associated assessment prior to:
a) the issue of an ATC Licence, associated rating(s), unit licence endorsement and
certificate of competence; or
b) the issue of an additional rating where the TUSAE training requirements are
different; or
c) the renewal of a certificate of competence.

3.3.3

Air traffic controllers shall complete the appropriate TUSAE training and associated
assessment at least once every 12 months.

3.3.4

A controller shall not provide an air traffic control service in a rating for which they are
not competent to handle unusual situations and aircraft in emergency.

3.4 TRAINING IN UNUSUAL SITUATIONS AND AIRCRAFT EMERGENCIES ASSESSMENT PROCESS
3.4.1

The ATS provider is required to conduct assessments and provide annual TUSAE as part
of its annual ATC competence certification‐training program.

3.4.2

Unit examiners will conduct TUSAE training assessments as part of the annual
assessments of controllers’ competence for the renewal of a certificate of competence.
The DCA must be given prior notification of scheduled TUSAE assessments.

3.5 ACTION WHEN A CONTROLLER FAILS TUSAE TRAINING ASSESSMENT
3.5.1

A controller who is assessed as not competent to handle unusual situations and aircraft
emergencies is to be withdrawn from duty. In such cases the ATS provider must
immediately report the action to the DCA. The DCA will then provisionally suspend the
controller’s license and in consultation with the ATS provider, the DCA will determine
the conditions for the withdrawal of the provisional suspension, normally a period of
retraining and assessment.

3.5.2

Provided the controller satisfies these conditions, the provisional suspension will be
withdrawn. Failure to meet the conditions will result in the DCA taking further licensing
action as detailed in Chapter 4

3.6 UNIT EXAMINERS ROLES AND RESPONSIBILITIES
3.6.1

Unit examiners are responsible for:
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a) determining whether controllers are competent to handle unusual situations and
aircraft emergencies.
b) ensuring that candidates for TUSAE training assessments have completed the
required TUSAE training.
3.7 PROVIDERS OF AIR TRAFFIC SERVICES
3.7.1

Providers of air traffic services at units where they are responsible for the provision of
air traffic control services must have processes, procedures and competent personnel to
ensure that:
a) the UTP contains TUSAE training and assessment procedures;
b) all air traffic controllers at the unit who hold a certificate of competence complete
the appropriate TUSAE training and are competent to handle unusual situations and
aircraft in emergency;
c) the unit has sufficient examiners;
d) examiners are competent to assess controllers in their ability to handle unusual
situations and aircraft emergencies;
e) controllers who fail, or fail to complete, a TUSAE training assessment within the
notified time period are withdrawn from operational duty;
f)

4.

DCA is advised concerning controllers in e) above.

DCA AUTHORIZED EXAMINERS
4.1 The DCA will approve such personnel as it sees fit to carry out such examinations or
assessments, as it requires ensuring that applicants for ATC licenses are competent and
meet the appropriate requirements.
4.2 Examiners who are authorized by the DCA to conduct examinations towards an ATC
license will be issued with an examiner rating. Examiners responsibilities are detailed in
paragraph 4.4 of this Chapter.
4.3 The DCA will authorize selected members of its staff to examine individuals for all ratings
pertaining to the issue of an ATC licence and competence assessments for the initial issue
and renewal of certificates of competence associated with an ATC licence.
4.4 ROLES AND RESPONSIBILITIES
4.4.1 Examiners are responsible for determining if a student air traffic controller or trainee
air traffic controller being examined is competent to exercise the privileges of an ATC
license and rating(s) at an applicable unit.

________________________________________________________________________
1st January 2013

Page 3-6

ATC Licensing Manual

CHAPTER 3‐ TRAINING REQUIREMENT, EXAMINATIONS AND COMPETENCE

4.4.2 Examiners shall ensure that student air traffic controllers whose competence they are
examining towards the issue of an ATC licence and associated rating(s):
a) hold a current student air traffic controller licence;
b) have successfully completed an approved course of initial training in the rating
discipline in which they are to be examined;
c) have successfully completed the unit training plan and have been recommended
by an OJTI as being at an appropriate competence standard to be successful at a
unit licence examination;
d) have successfully completed training in unusual situations and aircraft
emergencies and, where appropriate, have been assessed as competent to
handle unusual situations and aircraft emergencies;
e) hold a valid medical certificate of the appropriate class.
4.4.3

Before a trainee air traffic controller candidate undertakes a rating examination for
an additional rating, the unit examiner must ensure that the candidate:
a) holds a valid air traffic controller licence;
b) has successfully completed a UTP;
c) has successfully completed training in unusual situations and aircraft
emergencies and, where appropriate, been assessed as competent to handle
unusual situations and aircraft emergencies, if necessary for the additional
rating;
d) has been recommended by the OJTI as being at an appropriate level of
competence to be successful at the rating examination;
e) hold a valid medical certificate of the appropriate class.

PROVIDERS OF AIR TRAFFIC SERVICES
4.5.1

Providers of air traffic services at units where they are responsible for the provision of
air traffic control services must have processes, procedures and competent personnel to
ensure that:
a) a candidate for a rating examination:
b) holds a valid student or trainee air traffic controller licence;

________________________________________________________________________
1st January 2013

Page 3-7

ATC Licensing Manual

CHAPTER 3‐ TRAINING REQUIREMENT, EXAMINATIONS AND COMPETENCE

1. has successfully completed the UTP and been recommended by an OJTI
as being at an appropriate level of competence to be successful at the
examination;
2. has successfully completed training in unusual situations and aircraft
emergencies and, where appropriate, been assessed as competent to
handle unusual situations and aircraft emergencies.
c) training records are complete and available for scrutiny by the examiner;
d) in the case where a DCA examiner conducts the examination, there is a suitably
qualified OJTI available to supervise the candidate and take responsibility for the
safety of the air traffic control service being provided during the examination;
e) where a unit examiner is to conduct the examination, that they hold a valid
examiner rating;
f)

5.

the DCA is advised of the requirement for a rating examination, giving a
minimum of 14 days notice and stating the planned number of shifts for the
candidate to complete the UTP.

EXAMINATIONS

5.1 RATING EXAMINATIONS
5.1.1

A rating examination is an examination for the issue of an:
a) ATC licence and associated rating(s); and
b) additional rating to an existing licence.

5.1.2

Either a DCA examiner or a unit examiner with a valid examiner rating or the
combination of both, will conduct a rating examination.

5.1.3

When applying for rating examinations, units are required to give the DCA 14 days
notice prior to the proposed examination date and inform of the planned number of
shifts for the candidate to complete the UTP.

5.2 CONDUCT OF RATING EXAMINATIONS
5.2.1

A unit examiner who is responsible a rating examination must ensure:
a) that the candidate is fully briefed in advance on:
i) the examination schedule;
ii) the persons involved and their roles in the examination;
b) that the candidate is appropriately licensed;

________________________________________________________________________
1st January 2013

Page 3-8

ATC Licensing Manual

CHAPTER 3‐ TRAINING REQUIREMENT, EXAMINATIONS AND COMPETENCE

c) that during the oral element of the examination the questions asked conforms
to the guidance in paragraph 7.6.3 of this chapter;
d) that the candidate is fully debriefed following the examination with, if
appropriate, the reasons for failure;
e) that the necessary licensing documentation is completed.
NOTE:

A DCA examiner may physically monitor examinations being carried out
by unit examiners, as part of its licensing responsibilities.

5.3 PROVIDERS OF AIR TRAFFIC SERVICES
5.3.1

Providers of air traffic services at units where they are responsible for the provision of
air traffic control services must have processes, procedures and competent personnel to
ensure that:
a)

the DCA is notified before a rating examination is conducted;

b)

the unit ATC examiner has a valid examiner’s rating;

c)

the DCA is advised of the result of the examination.

5.4 FAILING A RATING EXAMINATION
5.4.1

A candidate failing a rating examination will not be permitted to retake the examination
until a period of at least 3 days has elapsed.

5.4.2

The DCA shall agree the minimum period of additional training required, in consultation
with the ATS provider.

5.4.3

A candidate who fails a rating examination maybe required to:
a) take both the practical and the oral element at further attempts at the
examination; or
b) only that element of the examination failed at the previous attempt.

6.

MAINTAINING A LICENCE

6.1 A licensed air traffic controller must not provide the air traffic control service associated
with a valid rating unless they remain competent to provide that ATC service and hold a
valid medical certificate of the appropriate class.
6.2 The DCA must be notified when a controller is no longer considered competent to provide
the ATC service associated with a valid rating.
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6.3 Air traffic control units must have procedures to ensure that controllers returning from
extended periods of planned or unexpected absence, but who still satisfy the unit
procedures for maintaining competence, are competent to provide the air traffic control
services for which they hold valid ratings.
6.4 A controller who is assessed as medically unfit to hold an ATC licence must be withdrawn
from operational duty.
6.5 The DCA must be notified when a controller is no longer medically fit to provide an air traffic
control service.
6.6 ATC units must have procedures to ensure that controllers satisfy the unit requirements
relating to the maintenance of operational competence. These procedures shall include
requirements for controllers to at least:

7.

a)

complete a minimum specified number of shifts within a specified period on the
operational positions at the unit for which they hold valid ratings; and

b)

be subject to an assessment of their continuing competence by continuous
assessment, by a dedicated competence check, or by a combination of both.

MAINTAINING COMPETENCE

7.1 Controllers are required to maintain their competence as one of the requirements for
holding a valid rating or ratings associated with the ATC licence. An initial certificate of
competence is issued with an ATC licence, as a separate document, certifying competence in
associated licence rating(s) and is valid for 12 months and must be renewed before it
expires.
7.2 DURATION AND RENEWAL OF CERTIFICATE OF COMPETENCE
7.2.1

A certificate of competence is renewable by an assessment of the controller’s
competence to continue to provide the air traffic services on operational positions at a
unit with the appropriate rating(s).

7.2.2

The assessment of competence for renewal of a certificate of competence may be
carried out within a 45‐day period before the date of expiry of the current certificate of
competence. Provided the controller is assessed as competent, the certificate of
competence will be renewed for 12 months from the date of expiry of the current
certificate (date to date) by the DCA following submission of the appropriate application
form and required training documentation.

7.3 FAILURE OF A COMPETENCE ASSESSMENT OR TO RENEW CERTIFICATE OF COMPETENCE
7.3.1

A controller who fails a competence assessment, or fails to renew his certificate of
competence, must not provide the air traffic control service(s) associated with an ATC
licence.
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7.4 THE UNIT COMPETENCE PROGRAM
7.4.1

The Unit Competence Program (UCP) by which controllers are monitored or regularly
tested to ensure they maintain their competence, should consist of a competence
program based on operational experience and a competence checking system.

7.4.2

The assessment of controllers for the renewal of a certificate of competence may be
conducted by unit examiners as part of a unit competence and refresher‐training
program, approved by the DCA.

7.4.3

The program should be fully documented indicating:
a)

the process by which controllers will be assessed;

b)

the operational objectives they will be required to meet;

c)

the person(s) responsible for formally accepting that the process has
been correctly conducted;

d)

the formal mechanism by which the controller will be notified of the
result of any competence assessment;

e)

the method by which the unit keeps controllers’ competence records.

7.4.4

Assessment for competence should be conducted when there is a representative traffic
sample in respect of the traffic levels and the range of procedures to be used.
Simulators, classroom sessions and examinations may be used to augment the
assessment of competence.

7.4.5

The DCA will audit units’ Unit Competence Programs as part of its safety oversight audit
policy and procedure program.

7.5 ROLES AND RESPONSIBILITIES
7.5.1

EXAMINERS
7.5.1.1 Examiners are responsible for determining whether the controllers they are
assessing are competent to exercise the privileges of their ATC licenses in
respect of a particular rating for the renewal of a certificate of competence.
7.5.1.2 An examiner is only authorized to assess for continuing competence for the
renewal of a rating at a unit for which they have a valid rating(s).
7.5.1.3 Examiners shall ensure that controllers whose competence they examine
towards the renewal of a certificate of competence:
a)

hold a current air traffic controller licence;
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b)

hold current rating(s) for the unit for which competence is to be
assessed;

c)

have successfully completed a refresher training course for the purpose
of maintaining competence;

d)

have successfully completed training in unusual situations and aircraft
emergencies and assessed in their competence to handle unusual
situations and aircraft emergencies;

e)

hold a current medical certificate of the appropriate class.

7.6 CERTIFICATE OF COMPETENCE EXAMINATIONS
7.6.1

The assessment examinations for renewal of a certificate of competence may, at the
discretion of the unit examiner, be conducted by:
a)

continuous assessment; or

b)

a dedicated practical check; or

c)

a combination of a) and b) above; and

d)

an oral assessment conducted in accordance with paragraph 7.6.3
below; or

e)

annual competence refresher training; and

f)

any additional requirements as part of the Unit Competence Plan.

7.6.2

The unit examiner should ensure that the controller has successfully completed training
in unusual situations and aircraft emergencies has been assessed as competent to
handle unusual situations and aircraft emergencies.

7.6.3

The oral assessment will consist of:
a)

questions from:
i)

the MATS;

ii)

current supplementary instructions;

iii)

temporary operating instructions
operational documents;

iv)

relevant parts of ICAO Doc. 4444;

v)

relevant AICs;

and

other

relevant
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b)

questions relating to the practical check;

c)

scenario type questions relating to:
i) the use of operational procedures not seen during the practical check;
and
ii) handling of unusual situations and aircraft emergencies.

7.6.4

The unit examiner should ensure that training in unusual situations and aircraft
emergencies has been satisfactorily completed by the controller.

7.6.5

Provided the competence check is satisfactory the unit examiner will recommend
renewal of certificate of competence and applicable rating(s).

7.6.6

If the unit examiner is not satisfied that the controller is competent they will
immediately inform the controller concerned. Notwithstanding that the current
certificate of competence has not expired, the controller must not exercise the
privileges of his ATC licence in respect of those ratings.

7.6.7

If during the period between annual competence checks the ATS Provider becomes
aware that a controller’s competence is in doubt, the controller must be removed from
duty and the CAA notified of its actions.

7.7

CONTINUOUS ASSESSMENT

7.7.1

Continuous assessment may be achieved by the examiner observing the standard of the
air traffic control service provided by those whose competence that will be certified as
they work with them during normal watch keeping duties. The examiner should, before
recommending renewal of the controller’s certificate of competence or declaring the
individual as not competent, apprise them of their performance.

7.7.2

Where the examiner has not had sufficient contact with the controller to adequately
assess their performance they will not recommend renewal of their certificate of
competence until a dedicated practical check has been conducted. The controller
concerned must be advised that a dedicated practical check will be conducted.

7.7.3

To conduct a dedicated practical check, the examiner should sit adjacent to the
controller to observe any data display being used and to monitor the RTF and
telephones. If there are overriding operational reasons an examiner may assess a
controller from a remote position. It is important in these circumstances that the
controller is advised of the situation. Following a dedicated practical check the examiner
should de‐brief the controller being examined and apprise them of their performance.

7.7.4

At some time prior to the date by which competence must be certified the examiner
must conduct an oral assessment. Questions asked would be created from paragraph
7.6.3 above.
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7.7.5

Being assessed as not competent at an oral assessment will not result in a controller’s
current certificate of competence being withdrawn. Examiners must report failures of
the oral assessment to the concerned unit manager, which should consult with the DCA
to determine the action to be taken.

7.7.6

Competence at the oral assessment must be achieved before a certificate of
competence is renewed.

7.7.7

Continued failure of the oral assessment may result in the suspension and ultimately the
revocation of the ATC licence.

7.8 RETRAINING AND ASSESSMENT OF CONTROLLERS FOUND NOT COMPETENT
7.8.1

A controller who has been assessed as not competent during a competence assessment
will not have his certificate of competence renewed. They will be required to undergo a
period of training under the supervision of an OJTI and be declared as competent
following a successful competence examination.

7.9 RETRAINING
7.9.1

In cases where a controller’s ability to safely exercise the privileges of a particular rating
and competence is in doubt, the DCA and ATS unit manager will decide on the action to
be taken regarding retraining.

7.10 CANCELLATION OF CERTIFICATE OF COMPETENCE
7.10.1 A certificate of competence may be cancelled where a controller is no longer required to
provide an ATC service at a unit or either voluntarily stop providing a service or is
instructed to do so by unit management. The DCA will take action to cancel a certificate
of competence after consultation with the appropriate unit manager.
8.

NON‐EXERCISED RATING AND ASSESSMENT FOR PREVIOUS COMPETENCE

8.1 A controller who does not exercise the privileges of a particular rating for more than a
period of time as determined by the CAA must not commence OJT in that rating discipline
unless they have been assessed for pre‐entry training.
8.2 PROCEDURES FOR ASSESSMENT FOR PREVIOUS COMPETENCE
8.2.1

ATC units wishing to assess controllers for previous competence must submit their
proposal to DCA for approval. A submission to assess for previous competence must
include:
a)

details of the assessments to be used; and

b)

nominations of the examiner(s) who will conduct the assessments.

8.2.2 Prior to conducting an assessment for previous competence, units should inform
the DCA, in the event that a DCA examiner is required to be present.
________________________________________________________________________
1st January 2013

Page 3-14

ATC Licensing Manual

CHAPTER 4 – LICENCE SUSPENSION, REVOCATION AND MEDICAL CERTIFICATION

CHAPTER 4
LICENCE SUSPENSION, REVOCATION AND MEDICAL CERTIFICATION
1. SUSPENSION AND REVOCATION
1.1 AUTHORITY TO SUSPEND OR REVOKE A LICENCE
1.1.1 Only the DCA may issue, provisionally suspend, suspend or revoke an air traffic
controller licence or any of its associated ratings.
1.2 REQUIREMENT
1.2.1

An air traffic controller whose competence is in doubt must be withdrawn from duty
and must not be permitted to continue to provide an unsupervised air traffic control
service.

1.3 WITHDRAWAL FROM OPERATIONAL DUTY
1.3.1 The withdrawal of a controller from duty should initially be without prejudice to the
controller. A controller should be withdrawn from operational duty if they:
a) have been involved in an accident or incident where the safety of
aircraft was compromised;
b) are determined by the unit’s competence plan to be not competent;

c) fail, or fail to undertake, a TUSAE training assessment within the
notified period;
d) fail to satisfy minimum competence requirements.
NOTE:

1.3.2

In a) above ‘been involved in’ includes controllers who were providing
the ATC service to the aircraft involved and any other controllers who
are considered by the provider to have contributed to the ATC incident
or aircraft accident.

A controller implicated as having contributed to an accident or incident must be
withdrawn from duty as soon as reasonably practical.

2. UNIT MANAGEMENT ASSESSMENT
2.1 Immediately following an accident or incident a unit management assessment will be
conducted. This assessment will aim to determine the cause of the accident or incident
and whether a controller is implicated in the cause.
2.2 The unit management assessment will be conducted by:
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unit ATC management staff;

b)
a “responsible person”, normally a senior controller nominated by the
provider.

ATS

2.3 The unit management assessment must be comprehensive and, in cases where separation was,
or may have been, compromised, include as a minimum the following information:
a)

the date and time of the incident;

b)

the aircraft involved;

c)

the location of the incident;

d)

the departure and destination aerodromes of the aircraft;

e)

the names and licence numbers (if immediately available) of the
controller(s) involved;

f)

a brief description of the incident;

g)

the heights of the aircraft;

h)

any action taken to resolve the incident including;
1. avoiding action including turns, climbs, descents or stopping climbs or
descents,
2.

traffic information and visual sightings,

3. pilot action in the event of TCAS Advisory,
4. if the incident triggered the radar systems Separation Monitoring
Function or there was a Short Term Conflict Alert,
i) local action taken in respect of the controllers involved and the justification for taking
this action.
2.4 This information should be faxed or emailed to the DCA. Once received, the DCA will make a
decision as to any licensing action to be taken. The documented record of the local management
assessment must be retained and made available to the DCA if required.
2.5 At single manned units the controller will resolve the immediate traffic situation, notify unit
management and be removed from duty once replaced by another controller.
2.6 Units that experience difficulty conducting a unit management assessment, or in reaching a
conclusion following the assessment, should contact the DCA for advice.
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2.7 Following the unit management assessment, or withdrawal of a controller from duty, the unit
must inform the DCA. The DCA will then decide the action, including any licensing action, to be
taken.
2.8 The unit management assessment must be fully documented.
3. PROVISIONAL SUSPENSION
3.1 Provisional suspension is a temporary measure, which places a licence, its associated rating(s),
unit licence endorsement and certificate of competence, in abeyance pending inquiry or
investigation into the cause of an accident or incident.
3.2 PROVISIONAL SUSPENSION OF THE ATC LICENCE
3.2.1The DCA will provisionally suspend the ATC licence of a controller:
a)

whose competence to provide all ATC services is in doubt;

b)

whose fitness to hold an ATC licence is considered by the DCA to be in doubt.

3.2.2A controller may not exercise the privileges of a provisionally suspended licence, except under
the supervision of an OJTI who holds a valid rating appropriate to the ATC service being
provided.
3.3 CONDITIONS AND REMOVAL OF PROVISIONAL SUSPENSION
3.3.1The CAA may set conditions for the removal of the provisional suspension of the licence. These
conditions will normally be a period of unit training followed by an assessment of the
controller’s competence and a rating examination.
3.3.2Provided the controller satisfies these conditions, the provisional suspension will be removed.
3.3.3Because provisional suspension is enforced to give the CAA a period in which to gather evidence
and to investigate the circumstances of an accident or incident, there is no appeal against a
provisional suspension.
4. SUSPENSION
4.1 Suspension is the act of placing a licence, its associated rating(s), unit licence endorsement and
certificate of competence, in abeyance. Normally, conditions would be set whereby the
controller may seek withdrawal of the suspension of the licence.
4.2 SUSPENSION OF ATC LICENCE
4.2.1

The DCA will suspend a licence, its associated rating(s), unit licence endorsement and
certificate of competence of a controller:
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a) who is unable or unwilling to meet the conditions for the removal of a provisional
suspension;
b) where a more extensive investigation of an accident or incident indicates hat the
controller is deficient in basic ATC knowledge and skills that unit
training cannot
correct.
4.2.2

During the period of suspension, the provisional suspension will remain in force and
controllers must continue to comply with the requirements associated with the provisional
suspension.

4.2.3

A suspension, including the conditions for the removal of the suspension, is subject to
appeal under Rule 19 of the MAR 1937, as amended.

4.2.4

A controller who successfully fulfils the conditions associated with the removal of a
suspension will have the suspension removed.

4.2.5

The DCA will suspend the ATC licence of a controller who does not appeal or who is
unsuccessful at an appeal. If the appeal is successful, the suspension will be lifted.

4.3 REMOVAL OF SUSPENSION
4.3.1

4.3.2

Conditions for removal of a suspension will normally involve:
a)

an assessment for previous competence conducted at the unit where the
controller is employed;

b)

successful completion of any training and further assessments identified
by the unit examiner and the DCA as being required;

c)

successful completion of unit training and passing of a competence
examination in the licence rating that was suspended.

A controller whose licence have been suspended must not provide the ATC services
associated with those rating(s), unit licence endorsement and certificate of competence
except to comply with the conditions for the removal of the suspension and under the
supervision of an OJTI who holds a valid rating appropriate to the ATC service being
provided.

5. REVOCATION
5.1 Revocation is the act of withdrawing a licence, its associated rating(s), unit licence endorsement
and certificate of competence.
5.2 REVOCATION OF ATC LICENCE
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5.2.1

The DCA will revoke the ATC licence of a controller who it considers is not a fit person to
hold an ATC licence. In such a case the licence will either have already been provisionally
suspended or suspended.

5.2.2

The DCA will propose to revoke the ATC licence of a controller who is unable to regain their
competence to provide the ATC service(s) associated with their licence.

5.2.3

The proposal to revoke an ATC licence is subject to appeal under MAR Article, as amended.
If the appeal is successful, the proposal to revoke will be withdrawn.

5.2.4

The DCA will revoke the licence of a controller who does not appeal or is unsuccessful at an
appeal.

5.2.5

A controller whose ATC licence is revoked may not provide an air traffic control service even
under supervision.

6. ROLES AND RESPONSIBILITIES
6.1 AIR TRAFFIC CONTROL LICENCE HOLDERS
6.1.1

Controllers whose licence have been provisionally suspended or suspended must not
provide the ATC services associated with those rating(s), except to comply with the
conditions for removal of the suspension under the supervision of an OJTI who holds a valid
rating appropriate to the ATC service being provided.

6.2 PROVIDERS OF AIR TRAFFIC SERVICES
6.2.1

Providers of air traffic services at units where they are responsible for the provision of air
traffic control services must have processes, procedures and competent personnel to ensure
that:
a)

controllers whose ATC licence has been suspended do not provide an air
traffic control service;

b)

controllers whose licence have been provisionally suspended do not
provide
the ATC services associated with those rating(s) except to
comply
with
the conditions for removal of the suspension and under the
supervision of
an OJTI who holds a valid rating appropriate to the ATC service being provided;

c)

the unit has written procedures:
i)

detailing the action to be taken following the withdrawal of a
controller from duty in the event of their involvement in an
accident or incident;

ii)

for conducting a local management assessment or, in the
situation of single manning, the action to be taken by the
controller involved in the accident or incident.
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d)

DCA is advised that an accident or incident has occurred and of the action taken
by the unit;

e)

the controller complies with any conditions relating to the provisional
suspension or suspension;
DCA is advised of the outcome of any training and assessment of the controller
required for the removal of a provisional suspension or a suspension.

g)

7. SUSPENSION AND REVOCATION OF ATC LICENCE FLOW CHART

Controller not considered a
fit person to hold a licence

Controller involved in an
ATC accident or incident

Controller is assessed
as not competent

Unit Management
assessment
ATC licence revoked

DCA notified; provisional
suspensión of licence

Yes

Controller implicated
in incident

No
DCA sets conditions for the
removal of the provisional
suspension

Offer of Appeal

Controller meets the conditions for
the removal of the provisional
suspension

No licensing action

No

Successful at appeal

Suspensión with
conditions for renoval
of suspension

Yes
Provisional suspension withdrawn;
no further licensing
Action taken

Offer of appeal

No
Yes

Suspension withdrawn; no further
licensing Action taken

Yes

Successful at appeal

No
Licence suspended
ATC licence, associated rating(s)
Unit licence endorsement and
certificates of competence revoked

Yes

Controller meets
conditions for renoval of
suspension

No
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8. MEDICAL CERTIFICATION
8.1 INTRODUCTION
8.1.1

The holders of student and air traffic controller licenses are required to have a minimum
standard of medical fitness to ensure they are fit to provide an ATC service and to minimize,
as far as possible, the risk that they will become suddenly incapacitated to an extent that
the safety of aircraft could be compromised.

8.2 STUDENT AND AIR TRAFFIC CONTROLLER LICENCE HOLDERS
8.2.1

An air traffic controller shall not provide an air traffic control service unless they hold a valid
medical certificate of the appropriate class.

8.2.2

A student or trainee air traffic controller shall not provide an air traffic control service under
supervision unless they hold a valid medical certificate of the appropriate class.

8.2.3

The holder of a student or air traffic controller licence who fails a medical examination shall
not provide an air traffic control service even though the previous medical certificate held
may not have expired.

8.2.4

The holder of a student or air traffic controller licence who fails a medical examination, or
who has any medical limitations or conditions placed on the medical certificate, shall notify
the unit management.

8.3 MEDICAL EXAMINERS
8.3.1

The requirements of ICAO Annex 1 for medical assessments of Air Traffic Controllers' must
be met for the issue of associated medical certificates. These requirements are also
applicable to Student and Trainee Air Traffic Controllers.

8.3.2

A list of medical examiners authorized to assess the medical fitness of ATC licence holders
and issue renewal certificates is available from the DCA.

8.3.3

A medical certificate issued in association with a student air traffic controller licence
remains in force following the grant of an air traffic controller licence.

8.3.4

The period of validity of a medical certificate associated with air traffic controller licenses is
24 months from the last day of the month in which the medical examination takes place for
controllers aged 40 and above, or 48 months from the last day of the month of examination
for controllers below the age of 40.

8.3.5

Although the medical examination is only one of the requirements for the grant of an air
traffic controller licence, applicants are nevertheless strongly advised to ensure that their
medical standard is satisfactory before they commence an approved course of initial
training.
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8.4 INJURY, ILLNESS AND PREGNANCY
8.4.1

The validity of the medical certificate of a licence holder who suffers personal injury or
illness involving incapacity throughout a period of 20 consecutive days will be deemed to be
suspended and the holder must inform the DCA in writing of such injury or illness.

8.4.2

A controller who has reason to believe that she is pregnant must inform the DCA in writing.
The DCA shall impose any limitations or conditions it thinks fit on the medical certificate and
the holder of the medical certificate shall not provide an air traffic control service unless he
or she complies with those limitations or conditions.

8.4.3

Where the medical certificate is suspended due to personal injury or illness, the DCA will
advise the licence holder of any conditions or procedures for having the suspension lifted.

8.4.4

Any limitations or conditions imposed will be clearly indicated on the medical certificate to
the extent that unit management can tell from the medical certificate if the controller
concerned is complying with those limitations or conditions. An example of a condition
notified on a medical certificate would be to require a controller to wear correcting
eyeglasses.

8.5 ROLES AND RESPONSIBILITIES
8.5.1

STUDENT AND AIR TRAFFIC CONTROLLER LICENCE HOLDERS
8.5.1.1 Student air traffic controllers shall not provide an air traffic control service under
supervision unless they hold a current medical certificate of the appropriate class.
8.5.1.2 Air traffic controllers shall not provide an air traffic control service unless they hold a
current medical certificate of the appropriate class.
8.5.1.3 Holders of a current medical certificate are responsible for:
a)

ensuring that their medical certificates are renewed by the due date and that
special tests are completed when required;

b)

advising the DCA of any illness or injury following 20 consecutive days as in
paragraph 8.4.1 above, or as soon as it is known that the period will exceed 20
days;

c)

in the case of female controllers, advising the DCA as soon as possible when
they have reason to believe they are pregnant;

d)

seeking advice from designated DCA authorized medical examiners (AME) if
they have reason to believe they have fallen below the required medical
standards, or require advice regarding the likely impact of illness or medication
on their fitness to provide an ATC service.
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8.5.1.4 When a licence holder whose medical certificate is suspended believes they are fit to
resume their functions, they should obtain a report from a DCA AME and forward it to
the DCA.
8.5.1.5 A controller who is pregnant must comply with any stipulations laid down by the DCA
while exercising the privileges of her licence. When she is fit after confinement, she
should obtain a report from a DCA AME doctor and submit it to the DCA.
NOTE:

The DCA authorized AME will determine what medical examinations, if any,
licence holders must undergo before being pronounced fit to resume their
functions under their ATC licenses.

8.5.1.6 Licence holders whose medical certificates have been issued with conditions are
responsible for:
a)

complying with those conditions;

b)

advising the provider of air traffic services, at the unit(s) where they exercise the
privileges of their licenses, that their medical certificates have been issued
subject to conditions and what those conditions are. An example of a condition
notified on a medical certificate would be to require a controller to wear
correcting eyeglasses.

8.5.1.7 Licence holders who cannot comply with conditions placed upon their medical
certificates shall not provide an air traffic control service.
8.6 PROVIDERS OF AIR TRAFFIC SERVICES
8.6.1

Providers of air traffic services at units where they are responsible for the provision of air
traffic control services must have processes, procedures and competent personnel to ensure
that student and air traffic controller licence holders:
a)

hold a current medical certificate of the appropriate class;

b)

are advised:
i)
ii)

c)

NOTE:

of any unit procedure for arranging medical examinations or advising
them when their medical certificate is due for renewal; or
that it is the controller’s individual responsibility to ensure that he
renews his medical certificate.

who are unable to meet any conditions placed upon their medical certificates do
not provide an air traffic control service.
Providers who require advice on the medical aspects of any conditions imposed
on licenses should contact a DCA, AME.

8.7 FAILURE OF A MEDICAL EXAMINATION
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8.7.1

A controller or a student air traffic controller who fails their medical examination may not
exercise the privileges of their ATC licence.

8.7.2

If the medical certificate pertaining to the licence has not already expired the controller
should surrender the certificate to the DCA.

8.7.3

The licence holder may not exercise the privileges of their licence until they are again passed
fit and hold a valid medical certificate.

9. PSYCHOACTIVE SUBSTANCE (Alcoholic Drink and Problematical Drugs and Medicines)
9.1 An air traffic controller who is providing an air traffic control service while under the influence of
psychoactive substances may not be aware that their judgment and skill have been degraded to
the extent that the service being providing is unsafe. This may be the case where psychoactive
substances are being abused, or where a doctor has prescribed medicines, or non‐prescription
medicines obtained for a minor illness.
9.2 Licence holders should obtain the necessary advice and/or information from an AME to enable
them to decide if they should, or should not, provide an ATC service while taking specific
medicines.
9.3 REQUIREMENT

9.3.3

9.3.1

The holder of a student or air traffic controller licence shall not provide an air traffic
control service while under the influence of psychoactive substances, including any
medicine that might have a negative influence on their capacity to provide a safe air
traffic control service.

9.3.2

It is the responsibility of student or air traffic controller licence holders to ensure that
they do not take medicine before or while providing an air traffic control service that
would have a detrimental effect on their operational performance.

Unit management shall have a process for monitoring controllers for psychoactive substance
abuse. A controller who is suspected of being under the influence of psychoactive substances
shall be immediately withdrawn from operational duty and the CAA advised of the
circumstances.

9.4 ROLES AND RESPONSIBILITIES
9.4.1

HOLDERS OF STUDENT AND AIR TRAFFIC CONTROLLER LICENCES
9.4.1.1 Student and air traffic controller licence holders are responsible for ensuring
that:
a)

they do not provide an air traffic control service if they are under the influence
of psychoactive substances that might have a negative influence on their
capacity to provide a safe air traffic control service;
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b)

they consult with an AME on the likely effect on their operational efficiency of
any medicine they have been prescribed;

c)

before taking any non‐prescription medicine they consult an AME.
NOTE:

9.4.2

Any student air traffic controller or air traffic controller who is
uncertain as to the likely effect of any medicine or psychoactive
substances on his ability to provide a safe air traffic control
service should contact an AME for advice.

PROVIDERS OF AIR TRAFFIC SERVICES
9.4.2.1 Providers of air traffic services at units where they are responsible for the
provision of air traffic control services must have processes, procedures and
competent personnel to ensure that student and air traffic controller licence
holders:
a)

are monitored for psychoactive substance abuse;

b)

are withdrawn from operational duty if they are considered to be under the
influence of psychoactive substances that might have a negative affect on their
capacity to provide a safe air traffic control service.

9.4.2.2 The provider must inform the DCA as soon as possible after withdrawing a
student air traffic controller or an air traffic controller from duty in accordance
with b) above.
NOTE:

ICAO Annex 1 and Doc. 9654 ‘Manual on Prevention of Problematic Use
of Substances in the Aviation Workplace’ provide advice on developing
procedures for monitoring controllers for alcohol or drug abuse.
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CHAPTER 5
GUIDANCE FOR PROVIDERS AND APPLICANTS
1. LICENCE ADMINISTRATION
1.1 Licence administration is the process by which the DCA ensures that Air Traffic
Controller licenses are issued and maintained in accordance with the licensing
requirements. To carry out this function the DCA has to maintain accurate current and
historical records, including personal details, air traffic control qualifications and
experience of Air Traffic Controller Licence holders.
1.2 LICENCE ADMINISTRATION REQUIREMENTS
1.2.1 Only the DCA may issue or change Air Traffic Controller licenses. The DCA
maintains accurate and up to date records on all Air Traffic Control licence
holders. These records include personal details, current and previously held
ratings, unit licence endorsements, certificates of competence and medical
certificates.
1.2.2 Licenses, ratings, unit licence endorsements and certificates of competence will
only be granted to applicants who satisfy the DCA licensing requirements and
requirements for Proficiency in the English Language (ICAO Annex 1).

1.3 PERSONAL RECORDS
1.3.1 The DCA maintains the following personal records on all licence holders:
a)

the licence holder’s full name;

b)

date of birth;

c)

nationality;

d)

residential and postal address to which correspondence is to be sent;

e)

the address of the unit(s) where the student or air traffic controller
licence holder is providing an ATC service;

f)

work, home, mobile and fax telephone numbers;

g)

email address.

1.3.2 In the case of the first application for a Student Air Traffic Controller licence, a
copy of a birth certificate or passport is required as legal proof of the applicant’s
name, date of birth and nationality.

________________________________________________________________________
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1.3.3 Each Student and Air Traffic Controller licence issued is uniquely numbered.
Licence holders should quote this number in all communications with the DCA.
2. LICENCE RECORDS
2.1 STUDENT LICENCE
2.1.1

The DCA maintains the following licence records on student air traffic controller
licence holders:

a)

details of the successful completion of initial training, including the date of
completion and the results of any associated assessment or examinations;

b)

the rating discipline in which the licence holder may provide an ATC service
under supervision;

c)

the unit where the licence holder is providing a service under supervision and
the date the licence will expire.

2.2 AIR TRAFFIC CONTROLLER LICENCE
2.2.1

The DCA maintains the following licence records on Air Traffic Controller Licence
holders:

a)

details of the successful completion of any initial training and the results of any
associated assessment or examinations;

b)

current valid rating(s) and unit licence endorsement(s);

c)

certificate of competence;

d)

the unit(s) at which the controller is providing an air traffic control
service;

e)

previously held rating(s) and unit licence endorsement(s) including the units
where the controller previously provided an air traffic control service;

f)

details of any action taken by the licensing authority to suspend or revoke the
air traffic controller licence;

g)

the date when any current medical certificate expires.

3. APPLICATION FORM AND FEES

________________________________________________________________________
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3.1 Applications for all licenses, rating(s), unit licence endorsements and certificate of
competence(s) must be made on DCA ATC Licence Application Form which is found in
Appendix 4 or may be downloaded from the web site listed below.
www.dca.gov.mm
3.2 The correct fee must be included with all applications for the licenses, ratings and
associated endorsements referred to above. Details of the DCA charges for the issue of
licenses and endorsements can be found in the DCA licence (Fees) Regulations.
3.3 All applications must be sent to:
Department of Civil Aviation
Yangon International Airport
Mingaladon, Yangon 11021
Myanmar
Tel: 951‐533008
Fax: 951‐533016
Email: ats@dca.gov.mm
3.4 APPLICATION FOR THE GRANT OF A STUDENT AIR TRAFFIC CONTROLLER LICENCE
3.4.1 An applicant for a student air traffic controller licence must meet all the
requirements for the grant of a Student Air Traffic Controller licence as notified
in Chapter 2 paragraph 2.2 of this Manual.
3.4.2 The application for the licence must be accompanied by a copy of the
applicant’s birth certificate or passport.
3.4.3 To enable the DCA to issue a Student Air Traffic Controller Licence as soon as
possible after the completion of initial training, the application for the grant of
a Student Air Traffic Controller Licence should be made at least 14 days before
the end of the approved course of training.
3.4.4 ATS providers must provide the DCA with the names of students who have
successfully completed an approved course of training. Licenses will be issued
subject to an assessment by the DCA of the reported results of the training
course attended.

3.5 APPLICATION FOR THE GRANT OF AN AIR TRAFFIC CONTROLLER LICENCE
3.5.1 An applicant for an air traffic controller licence must meet all the requirements
for the grant of an Air Traffic Controller licence as notified in Chapter 2
paragraph 1.2 of this manual.
3.5.2 The application must include the rating, certificate of competence and unit
endorsement to be included in the licence.

________________________________________________________________________
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4. ISSUE OF AN ATC LICENCE
4.1 The application for an air traffic controller licence should be completed prior to the
rating examination and retained at the unit. Provided the student air traffic controller
is successful at the examination the application for an air traffic controller licence
should then be forwarded to the DCA.
4.2 Once the application is received, the DCA will then issue an ATC licence valid for the
lifetime of the controller within 7 days following successful completion of the rating
examination.
5. APPLICATION FOR THE GRANT OF AN ADDITIONAL RATING
5.1 To be granted an additional rating a controller must meet the requirements in Chapter
1 paragraph 7.1 of this Manual.
5.2 The application for the grant of an additional rating should be completed and
forwarded to the DCA by the concerned unit manager provided the candidate is
successful at the associated examination.
5.3 Once the application for the grant of an additional rating is received, the DCA will issue
a licence with the additional rating within 7 days.
6. APPLICATION FOR THE GRANT OF A NEW UNIT LICENCE ENDORSEMENT
6.1 Unit licence endorsement examinations are examinations where a controller already
holds the appropriate rating, but will:
a) move to another unit to make their rating(s) valid there.
6.2 Unit licence endorsement examinations are conducted by a DCA examiner or by a DCA
authorized unit examiner.
6.3 Units must advise the DCA before all unit licence endorsement examinations. The DCA
will decide who will conduct the examinations.
6.4 Provided the candidate is successful at the unit licence endorsement examination the
application for a unit licence endorsement should then be forwarded to the DCA.
6.5 Once the application is received, the DCA will include the unit licence endorsement in
the licence.
7. ARRANGING EXAMINATIONS
7.1 The scheduling of examinations is subject to agreement between the providers of air
traffic services and the DCA.

________________________________________________________________________
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7.2 Because of the uncertainties associated with the progress of trainees, arrangements for
rating or unit licence endorsement examinations and any requests for rescheduling
should be made by telephone.
7.3 To enable the DCA to appropriately allocate resources it is important that providers
advise when student or trainee air traffic controllers commence unit training.
7.4 An application for a rating examination must be made to the DCA at least 14 days prior
to the requested date, giving the number of hours training the candidate still has to
undertake to complete the unit training plan.
8. APPLICATION FOR AN OJTI OR EXAMINER RATING
8.1 Applicants for an OJTI or examiner rating must meet the requirements in Chapter 2. of
this Manual ‐ paragraph 4 for OJTIs and paragraph 5 for examiners.
9. DISCLOSURE OF INFORMATION
9.1 The DCA will make available to licence holders on request records of previously held
ratings and unit licence endorsements to enable controllers to provide this information
to other Licensing Authorities.
9.2 The DCA will provide verification, where appropriate, of the licence qualifications and
operational experience of the licence holders to other Licensing Authorities.
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CHAPTER 6
FUNCTIONS AND RESPONSIBILITIES OF ATC PERSONNEL LICENSING SECTION
1. INTRODUCTION
1.1. The functions of ATC Personnel Licensing section based on principles laid down in Myanmar Civil
aviation Requirement MCAR Part 5 ANS Section 4ATCL and on the International Standards and
Recommended Practices contained in Annex 1 (Personnel Licensing) to the Convention.
1.2 Reference Documents
‐ Chicago Convention
‐ Annex 1 to the Chicago Convention
‐ MCAR Part 5, ANS Section 4
‐ Manual of ATC Licensing
‐ ATC Assessment manual
2. FUNCTIONS AND RESPONSIBILITIES OF ATC PERSONNEL LICENSING SECTION
2.1 The Main Functions and Responsibilities of ATC Personnel Licensing Section are:
(1) Process, review and record applications for the issue, renew and validation licenses, certificates
and ratings;
(2) Develop and maintain an organization for the examination of applicants for the ATC licenses and
ratings provided in the civil aviation regulations, and compatible with the current civil aviation
environment;
(3) Develop and maintain standards, recommended practices and procedures relating to the licensing
of ATC personnel in compliance with ICAO standards and recommended practices;
(4) Develop and amend Myanmar civil aviation rules and standards, directives and circulars pertaining
to ATC personnel licensing matters;
(5) Maintain appropriate coordination with Medical Section in relation to ATC personnel licensing
matters, as applicable;
(6) Ensure that proper and qualified staffing is maintained to discharge the ATC personnel licensing
duties;
(7) Maintain liaison with other authorities and international organizations on matters concerning
standards applicable to ATC personnel licenses and to examination and test standards;
(8) Perform other functions as so directed;

2.2 The Examination Tasks
A. The examination tasks of the ATC PEL section are essentially for air traffic controller. Because of such
specialized high‐level skills, the DCA uses staff from air traffic control section and designated examiners to
1 January 2013

Page6‐ 1

ATC Licensing Manual

CHAPTER 6‐ FUNCTIONS AND RESPONSIBILITIES OF ATC PERSONNEL LICENSING
SECTION

carry out examinations, in particular practical skill examinations and supervision. The tasks related to the
examination function include:
(1) Designing the written examinations of air traffic controllers personnel who intend to issue/ renew
licenses or add new ratings and authorizations;
(2) Reviewing, evaluating and marking written tests;
(3) Carrying out oral examinations of different Rating category of license, as required;
(4) Carrying out ATC simulator tests and generating the required test reports
(5) Carrying out different types of skill tests for the different Rating category of license and generating
the necessary test reports;
(6) Carrying out the necessary medical tests, and issuing the appropriate medical certificates.
2.3 The Licensing Tasks
The Licensing tasks cover all of the routine tasks associated with the physical issuance and maintenance of
ATC personnel licenses, ratings, certificates, authorizations and includes:
(1) Drafting detailed procedures for licensing staff;
(2) Reviewing the air traffic controllers limitations and recent experience, and take the necessary
action upon it;
(3) Reviewing and studying the application for a license, ratings, certificates, authorizations and
related documentation and recommend actions to be taken from appropriate sections; and
(4) Issuing and renewing different Ratings for licenses, certificates, authorizations, as applicable.
2.4 The Training Tasks
The training tasks of the ATC PEL section covers the activities related to the certification and approval of
training programmes and include:
(1) Studying the ATC PEL training standards and making the necessary recommendations for
improvement of in‐house and abroad training issues;
(2) Studying and surveying training curriculum and programs submitted for approval and take
appropriate action;
(3) Certifying the different training sections at air traffic control units, if any;
(4) Establishing and maintaining ATC personnel training records.
2.5 The Regulatory Tasks
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The regulatory tasks cover the development and maintenance of the regulatory support of ATC personnel
licensing and include
(1) The drafting and amendment of rules and regulations relating to the ATC training and licensing of
ATC personnel;
(2) The enforcement of licensing laws and regulations; and
(3) The development of procedures and guidance material.
2.6 The Administrative Tasks
The administrative tasks of the ATC PEL Section include:
(1) Providing an efficient and secure record system which maintains up‐to‐date records of ATC
licensing and certification actions;
(2) Provisioning of necessary ATC PEL section supplies, equipment and facilities;
(3) Ensuring that all regulatory material and ATC PEL documents held by staff are kept updated;
(4) Drafting and promulgation of examination schedules;
(5) Printing and collating examination papers, and distribute them in order to meet the published
scheduled times;
(6) Handling routine correspondence in respect to requests for study guidance material dates of
examinations, application forms;
(7) Dealing with the public when necessary on matters related to:
(a) Scheduled examinations;
(b) All matters appropriate to ATC license or rating or examination applications;
(8) Handling routine correspondence in respect to applications for ATC licenses or ratings, or any
other routine clerical matters requiring action;
(9) Processing ATC license applications;
(10) Completing license forms and prepares licenses for official signature.
(11)Open, maintain and destroy license holder

3. Duties and Responsibilities of ATC Personnel Licensing officer
A. Ensure that the license submitted for the issuance of ATC license meet ICAO requirement;
B. Understand the privileges provided by the original license and rating;
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C. Issue ATC ratings;
D. Keep proper records of any action;
E. Organize written, practical and medical examinations for licenses, certificates, ratings and
authorizations;
F. Renew licenses, ratings (expiring type of license), certificates and authorizations;
G. Ensure compliance with laws and regulations.
H. Ensure that documents submitted for renewal license and ratings are destroyed or transferred to
archives in due time.

4. Organizational Chart for ATC Licensing Section

DIRECTOR
(AIR NAVIGATION SAFETY DIVISION)

ATC LICENSING OFFICER

ATC LICENSING STAFF
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Appendix 1‐ A guide to the licensing process.
1.

ATC LICENSING POLICY
4.1 Conform to the Chicago Convention.
4.2 Conform to the Annex 1.
4.3 Adhere to Annex 1 Standards and Recommended Practices.
4.4 Closely adhere to the ICAO guidance material.
4.5 Closely adhere to the relevant ICAO safety related practices.
4.6 Validation Certificates will not be issued based on foreign ATC Licences

2.

LICENSING PROCESS.
5.1 The ATC licensing process shall be as under:
5.1.1

Prescribed eligibility criteria are met.

5.1.2

Aviation Training Centre is approved in accordance with prescribed criteria.

5.1.3

Training program and syllabus are approved.

5.1.4

Instructors, supervisors meet prescribed criteria.

5.1.5

Training device meets the prescribed criteria.

5.1.6

ATC Check Controller meets the prescribed criteria.

5.1.7

Applicant has the prescribed medical class.

5.1.8

Prescribed ATC training program completed for appropriate ATC Ratings.

5.1.9

Prescribed on the Job training, if applicable, completed.

5.1.10 Prescribed experience, if applicable, completed.
5.1.11 Passed DCA ATC Rating Examinations.
5.1.12 Passed DCA Practical Skill tests in appropriate ATC unit.
5.1.13 Passed DCA oral test, if applicable or considered necessary by DCA Personal
Licensing Board.
3.

INTERNAL DOCUMENTS
6.1 Myanmar Aircraft Rules
6.2 Myanmar Civil Aviation Requirement.
6.3 Air Navigation Service Advisory Circular.
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6.4 Manual of Air Traffic Services.
6.5 ATC Licensing Manual (ATCLM)
6.6 Aeronautical Information Publication (AIP)
6.7 ATC Assessment Manual
6.8 Any other Instructions issued by the Personal Licensing Board of DCA.
4.

EXTERNAL DOCUMENTS
7.1 ICAO Annex 1 and related Documents.
7.2 ICAO Annex 2.
7.3 ICAO Annex 11.
7.4 ICAO PANS ATM Doc 4444.

5.

DIFFERENCES WITH ICAO
8.1 As prescribed in AIP Myanmar GEN 1.2.

6.

DEFINITIONS.
9.1 Unless otherwise specified in the relevant ANO, when the following terms are used in this
AC, they have the following meanings:
9.1.1 "Authority" means the Department of Civil Aviation DCA.
9.1.2 Advisory Circulars mean Circulars issued by the Director General Civil Aviation
Authority or authorized person.
9.1.3 "Approved by the Authority" means approved by the Director General, Civil
Aviation Authority or his/her delegated representative.
9.1.4 "Approved Person" means a person approved in writing by an authorized
person as a Designated Examiner / Instructor.
9.1.5 "Approved Training program" means a training program established by an
Operator and approved by the DGCA.
9.1.6 "Authorized Medical Examiner" means an approved Doctor, qualified in
Aviation Medicine, who may conduct medical examinations for issue and
renewal of Medical Assessments of any class for grant of a licence or
Certificate specified in this AC.
9.1.7 " Check Air Traffic Controller (CATCO)" means an approved Air Traffic
Controller, who may conduct tests and checks on behalf of the Licensing
Authority. His/her privileges may include those of an OJT Instructor.
9.1.8 "Examination" means written test of theoretical knowledge.
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9.1.9 "Medical Assessment" means the evidence issued by Licensing Authority that
the holder meets specific requirements of medical fitness. It is issued
following an evaluation by the Licensing Authority of the reports submitted by
the authorized medical examiner(s) who conducted the examination of the
applicant for the licence.
9.1.10 "ATC Licensing Manual (ATCLM)" A manual that provides information on
requirements and issuance of ATC personnel licences and certificates.
9.1.11 "ATC Assessment Manual" A Manual that provides information on ATC
Tarining, Rating Examination Process, OJT Training for issuance and renewal
of Air Traffic Controller license .
9.1.12 "ATC Licensing Section (ATCLS)’’ means the office under ANSD which
implements the ATC Personnel licensing policy of the DCA; and handles all
matters dealing with ATC Personnel Licensing.
9.1.13 "Rating" means an authorization entered on or associated with a licence or
certificate and forming part thereof, stating special conditions, privileges or
limitations pertaining to such licence or certificate.
7.

LICENCES, CERTIFICATES AND RATINGS
10.1

The provisions in this AC apply to the following:
10.1.1 RATINGS ‐ AIR TRAFFIC CONTROLLERS
10.1.1.1 Aerodrome Control Rating (TWR).
10.1.1.2 Approach Control Procedural Rating (APP).
10.1.1.3 Approach Control Surveillance Rating (APP – RDR).
10.1.1.4 Approach Precision Radar Control Rating (APP‐P‐RDR).
10.1.1.5 Area Control Surveillance Rating (AREA‐RDR).
10.1.1.6 Area Control Procedural Rating (AREA).

8.

EXAMINATIONS AND TESTS
11.1

9.

All written examinations, Practical skill or oral tests for demonstration of knowledge
and/or skill shall be conducted at such times and places and in a manner determined by
the Licensing Authority.

CONDUCT OF EXAMINATION
12.1
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12.2

An applicant shall abide by all the rules; instructions contained in MCAR, Advisory
Circulars, ATCLM, application forms and Instructions issued by the Licensing Authority
(DCA Licensing Board) from time to time.

12.3

An applicant shall not make either orally or in writing a Statement that is false or
misleading, during an application, for an examination or grant of Licence, Certificate and
Rating.

12.4

A person, who contravenes or fails to comply with any provision of the rules or
instructions therein or displays an unsatisfactory conduct in the examination, including
infringement of examination instructions are guilty of an offence.

12.5

Such person shall be liable for disqualification from examination papers including papers
already cleared. The Examination Board may also debar him from examination/test for
six months or less as deemed appropriate. For a similar second offence, he/she may be
disqualified permanently for any DCA Licence and Certificate examinations or tests.

POSSESSION AND PRODUCTION OF LICENCES/CERTIFICATES

11.

13.1

Air Traffic Controllers and holders of Competency Certificates are required to be in
possession of the Licence or Certificate while on duty, except where the licence is with
the ATC Licensing office for a licensing action. In such cases, where Licence or Certificate
is with the Licensing office, the Licence or Certificate holder is to carry a photocopy of
the document duly certified by an approved person.

13.2

A Licence or Certificate holder while on duty is required to produce his/her licence or
Certificate, for inspection to a DCA Inspector, ATC Licensing Official or to an Authorized
Person, on demand.

APPROVAL PROCESS ‐ GENERAL
14.1

A Licence, Certificate or a Rating shall be issued subject to the applicant having met the
following conditions:
14.1.1 Aviation Training Centre was approved.
14.1.2 ATC Training Syllabus was approved.
14.1.3 On Job Training Syllabus was approved.
14.1.4 Training Device (ATC Simulator) was approved.
14.1.5 Training Supervisor/Instructor was approved.

12.

14.2

At least one monitoring Audit of the Aviation Training Centre shall be conducted
annually by Licensing Board to keep the approval status valid.

14.3

The approvals shall be granted on prescribed Forms (
) and the ATC Licensing office
shall maintain a record of the approval process and Approval Certificates.

APPROVED PERSONS
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Under mentioned persons shall be accorded approval before they can

exercise the

privileges on behalf of the Licensing Authority (DCA Licensing):
15.1.1 Principal of an Aviation Training Centre.
15.1.2 Designated Examiner (DE) (Director of ANSD, DCA)
15.1.3 Designated Check Air Traffic Controller (DCATCO)
15.1.4 Designated/approved person
13.

APPROVED TRAINING PROGRAM/TRAINING DEVICE
16.1

Under mentioned training Program, Document or Device shall be accorded approval by
Licensing Authority before being utilized for the conduct of training :
16.1.1 ATC Training Manual
16.1.2 Training Program for ATS Technical Staff.
16.1.3 ATC Training Syllabus
16.1.4 ATC Aerodrome Simulator
16.1.5 ATC Procedural Control Simulator
16.1.6 ATC Radar Simulator

14.

APPROVED AVIATION TRAINING CENTRES
17.1

Under mentioned training Centers shall be accorded approval by Licensing Authority
before commencing the training:
17.1.1 Civil Aviation Training Centre
17.1.2 ATCO OJT Training Units

15.

MEDICAL REQUIREMENTS
18.1

16.

The medical requirements for the issuance of different licences and certificates are
given in the following paragraphs.

CLASSES OF MEDICAL ASSESSMENT
19.1

Three classes of Medical Assessment are as follows:
19.1.1 Class 1 Medical Assessment
19.1.2 Class 2 Medical Assessment
19.1.3 Class 3 Medical Assessment

19.2

Class 3 Medical Assessment
19.2.1 Air Traffic Controllers Licence
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APPLICATIONS
20.1

Issue: An applicant for the initial issue of a licence, Certificate or rating shall submit a
duly completed application form to the ATC Licencing Office. The application shall be
accompanied with the required evidence that the applicant has met all the
requirements.

20.2

Renewal: Before the date of expiry of a validity period, an applicant shall submit a duly
completed application form to the ATC Licencing Office. The application form shall be
accompanied with required evidence that the applicant has met all the renewal
requirements.

Note: A renewal application is to be submitted to be received by the Licensing Office by the 15
of the month of expiry.
18.

REVALIDATION OF LAPSED LICENCE OR RATING
21.1

19.

20.

th

Where the validity of a licence or Certificate has not been renewed by the date of
expiry, the validity shall stand lapsed. To restore the validity of the lapsed licence or
Certificate, holder shall meet the revalidation requirements as specified in the Air
Navigation Orders.

VARIATION, SUSPENSION AND CANCELLATION
22.1

Any person who makes a false or misleading statement in his/her logbook or any other
documents submitted to the Licencing Authority is guilty of an offence. He/she is liable
to be penalized under MCARs’.

22.2

Licences, Certificates, Ratings and Endorsements may be varied, suspended or cancelled
in accordance with MCARs, Air Navigation Orders and Air Safety Circulars.

SPECIFICATION OF THE LICENCES/CERTIFICATES
23.1

ATC Personal Licence shall, as a minimum, carry the following details; Name of the State
(in bold type);
I.

Title of licence (in very bold type);

II. Serial number of the licence, in arabic numerals, given by the Licensing Authority;
III. Name of holder in full (in roman alphabet); IV a) Date of birth;
IV a Date of Birth
IV. Address of holder;
V. Nationality of holder;
VI. Signature of holder;
VII. Authority and, where necessary, conditions under which the licence is issued;
VIII. Certification concerning validity and authorization for holder to exercise privileges
appropriate to licence;
IX. Signature of officer issuing the licence and the date of such issue;
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X. Seal or stamp of authority issuing the licence;
XI. Rating, e.g. aerodrome control, Approach Control Procedural etc,;
23.2

21.

COLOURS OF THE ATC PERSONNEL LICENCES
23.2.1 Student Air Traffic Controller Licence

Sky Blue

23.2.2 Air Traffic Controller Licence

Orange

VALIDITY OF THE LICENCE/CERTIFICATE

The Licence/Certificate shall remain valid for the period as specified in the relevant MCAR, unless
revoked, varied, suspended or cancelled by the ATC Licensing Examination Board.
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Appendix 2
Guidance for Training in Unusual Situations and Aircraft
Emergencies.
1. INTRODUCTION
1.1 Background
Many controllers in these days of improved equipment, both in the air and on the ground, go
through lengthy periods without ever having to handle any traffic situation which presents
anything out of the ordinary.
While this trend of increased safety for the flying public is most welcome, it does point out the
need for the controller to be kept in practice in dealing with any situation which may arise so
that when something unusual occurs safety is not impaired.
2. ACRONYMS AND MNEMONICS
The following ACRONYMS and MNEMONICS are used for handling for unusual situation as represented
had some form of simple sets of rules to be adhered to by the controller. The use of abbreviations is
common in the ATC world and it seems logical, therefore, to suggest a few relevant possibilities:
2.1 RISC
Recognize that there is a problem
Identify the relevant aircraft and arrange for special code Squawk
Separate ‐ Give the pilots airspace in which to operate and give them time
Communicate with adjacent sectors/colleagues/supervisors as appropriate
2.2 TAS
Time ‐ Give the pilot time to sort out the immediate problem on receipt of first
notification that there is a difficulty
Airspace ‐ Give the pilot freedom of the adjacent airspace ‐ get other aircraft out of the
way, and off the frequency

Silence ‐ The controller should clear the frequency and not raise more questions than
are necessary
2.3 SSSS
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Squawk ‐ Acknowledge the call; make sure the correct squawk is produced
Silence ‐ Keep the Radiotelephony (RTF) to as low a level as possible ‐ where possible
assign a single frequency to the incident
Separate ‐ Provide appropriate and adequate airspace for the pilot to execute any
essential manoeuvres
Shout ‐ Ask for assistance from the ATC supervisor and/or colleagues

2.4 QRST
Quiet ‐ Keep the frequency clear
Recognize that there is a problem when the message is received
Separate ‐ Provide airspace
Time ‐ Give the pilot time to work on it

2.5 ATIS
Announcing and acknowledging the emergency or problem, getting the pilot to make
the appropriate squawk
Taq ‐ Giving the pilot time, airspace and quiet
Information exchange pilot/controller and controller/controller
Solving the problem as a team controller/controller and controller/pilot

2.6 ASSA
Acknowledging the emergency or problem, getting the pilot to make the appropriate
squawk
Separate the traffic and support the pilot in so far as is possible
Silence ‐ Keep the RTF to a minimum; give the pilot time to think
Advise supervisor and appropriate colleagues on other sectors
2.7 ASSIST
Acknowledge the call; get the squawk
Separate the aircraft from other traffic. Give it room to manoeuvre
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Silence ‐ on the frequency. Provide separate frequency where possible ‐ this prevents
unnecessary clutter for the pilots
Inform those who need to know and those who can help; inform others as appropriate
Support the pilots in any way possible ‐ Start to think of alternative routings, etc.
Time ‐ Give the pilots time to collect their thoughts, don’t harass them for information.
Time produces good decisions

3. CHECKLISTS
3.1 There was consensus that there should be two levels of checklist:
the first list should cover the immediate, urgent and essential actions;
the second list should cover the supplementary items, i.e. not necessarily essential to be
complied with immediately but which should be used as the situation progresses
3.2 The checklists should cover each of the different disciplines: Area, Approach and Aerodrome.
3.3 The main checklist should be available at the working position and more detailed memorandum,
providing local or site specific data, could be added at the supervisor’s position. The data should
be available in hard copy though a supplementary copy could be available on any automated
information system.
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CHECKLISTS For 16 scenarios
ACAS / TCAS
Expect
Climb or descent without prior warning
No emergency squawk
Two or more aircraft involved
Notification from pilot of ‘TCAS climb’ or ‘TCAS descent’

Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

When a pilot reports a manoeuvre induced by an RA:
the controller shall not attempt to modify the aircraft flight path
the controller shall provide traffic information as appropriate
pilots very busy
TCAS II altitude data is more accurate than radar data

NB: Once an aircraft departs from its clearance in compliance with a RA, the controller ceases to be
responsible for providing separation between that aircraft and any other aircraft affected as a direct
consequence of the manoeuvre induced by the RA.
The controller shall resume responsibility for providing separation for all the affected aircraft
when:
1. The controller acknowledges a report from the flight crew that the aircraft has resumed the
current clearance
OR
2. The controller acknowledges a report from the flight crew that the aircraft is resuming the
current clearance and issues an alternative clearance which is acknowledged by the flight
crew.
Following an RA event, or other significant ACAS event, pilots and controllers should complete
an air traffic incident report.

1st January 2013

APP 2‐5

ATC Licensing Manual

APPENDIX 2 ‐ GUIDANCE FOR TRAINING IN UNUSUAL SITUATIONS AND AIRCRAFT
EMERGENCIES

Bird strike
May result in:
Broken Windshield / Canopy
Engine Failure (multi‐engine)
Engine Failure (single engine)
Hydraulic Problems
Precautionary Approach
Handling Difficulties
Electrical Problems
Gear Problems
Expect
Abandoned take‐off
Immediate return to aerodrome
Landing next suitable aerodrome
Restricted visibility
Hydraulic problems
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time
Is pilot able to control ACFT?
Allow long final if requested
Check RWY (if birdstrike after take‐off)
If needed, inform pilot about:
Aerodrome details as soon as possible
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Bomb Warning
Expect
ACFT may stop climb
Request for immediate level re‐clearance
Landing next suitable aerodrome
ACFT early in landing configuration
RWY in use, length, surface, elevation, ILS‐ and NAV‐frequencies
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

Clear airspace in the immediate vicinity
Ask for flying time needed
Evacuation after landing
Additional stairs required
Clear RWY according to local instructions
Keep safety strip clear
Arrange parking away from buildings/other aircraft

If needed, inform pilot about:
Aerodrome details as soon as possible
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Brake Problems
Expect
Pilots request longest RWY
Overrunning RWY threshold at far end
Burst tyre
ACFT may swerve off RWY
RWY blocked after landing

Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

Inform pilot about RWY length / condition
Keep safety strip clear
Towing equipment on stand‐by as appropriate
Technical staff required
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Communication Failure
Radio Communication Failure (ICAO Doc 7030)
Expect
VMC
Squawk 7600
Continue in VMC
Land at nearest suitable aerodrome
Report arrival by the most expeditious means to the appropriate ATS unit
IMC
Squawk 7600
Maintain last assigned speed and level for 7 mins OR minimum flight altitude, if the minimum
flight altitude is higher than the last assigned level
The 7‐minute period commences:
No compulsory reporting points OR position reports omitted:
at the time the last assigned level or minimum flight altitude is reached, OR at
the time of squawk 7600, whichever is LATER, OR
Compulsory reporting points AND position reports not omitted:
at the time the last assigned level or minimum flight altitude is reached, OR at
the previously reported pilot estimate for the compulsory reporting point, OR at
the time of a failed report over a compulsory reporting point, whichever is
LATER
Thereafter, comply with the filed flight plan
If being radar vectored, or proceeding offset according to RNAV without a
specified limit, proceed in the most direct manner possible to rejoin the CPL no
later than the next significant point, taking into consideration the applicable
min. flight altitude
The ACFT will proceed to the designated navigational aid serving the destination
aerodrome and hold until commencement of descent
Commence descent at, or as close as possible to, the EAT last received and
acknowledged, OR if no EAT received and acknowledged, commence descent at,
or as close as possible to, the ETA resulting from the CPL
Complete a normal instrument approach procedure as specified for the
designated navigation aid
Land, if possible, within 30 minutes after the ETA specified, OR within 30
minutes of the last acknowledged expected approach time, whichever is later
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time
Failure of transmitter or receiver only
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Possible relay by other stations?

Electrical Problems
Loss of all generators (alternators) / battery power only
power supply reduced to emergency level
Expect
High stress level in the cockpit
NAV – failure, including compass
Transponder switched off (save energy)
Communication failure
Limited readbacks
Level changes to maintain VMC
Manual gear extension
Possible engine failure
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time
Inform landing aerodrome
¾ If needed, inform pilot about:
Next suitable aerodrome
Aerodrome details as soon as possible
Suitable vectors and position information
Save energy
Avoid IMC
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Emergency Descent
Expect
Descent without warning
No emergency squawk
Poor or no RTF (oxygen mask)
When an aircraft operated as a controlled flight experiences sudden decompression or a (similar)
malfunction requiring an emergency descent, the aircraft shall, if able:
Initiate a turn away from the assigned route or track before commencing the emergency
descent
Advise the appropriate air traffic control unit as soon as possible of the emergency descent
Set transponder to Code 7700 and select the Emergency Mode on ADS/CPDLC system, if
applicable
Turn on aircraft exterior lights
Watch for conflicting traffic both visually and by reference to ACAS (if equipped)
Coordinate its further intentions with the appropriate ACT unit
The aircraft shall not descend below the lowest published minimum altitude which will provide a
minimum vertical clearance of 300m (1000 ft) or in designated mountainous terrain 600m (2000 ft)
above all obstacles located in the area specified.
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time
Acknowledge emergency on RTF
Take all necessary action to safeguard all aircraft concerned
May be required to suggest a heading
May be required to state the minimum altitude
Provide separation or issue essential traffic information, as appropriate
Emergency broadcast if necessary
After emergency descent, request intentions:
•

Diversion

•

Injuries

•

ACFT damage
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Consider ACFT still to be in an emergency situation

Engine Failure
May result in:
Abandoned Take‐off
Pressurization Problems
Fuel Dumping
Precautionary Approach
Expect
Heavy workload in the cockpit
Deviation from SID
Intermediate level‐off
Descent
Course deviation
Pressurization problems
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

Inform landing aerodrome
Clear RWY according to local instructions
Keep safety strip clear
Offer pilot extended final
Towing equipment on stand‐by as appropriate
In case of forced landing, record last known position and time
If needed, inform pilot about:
Next suitable aerodrome
Alternate aerodrome details as soon as possible
WX information of landing aerodrome
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Engine on Fire or APU on Fire
May result in:
Abandoned Take‐off
Engine Failure (multi‐engine)
Engine Failure (single engine)
Smoke or Fire in the Cockpit
Emergency Landing
Expect
Heavy workload in cockpit
Engine shutdown / fire extinguishing

ACFT on the Ground
Hot brakes
Passenger evacuation
RWY blocked

ACFT in the Air
Pressurisation problems
ACFT losing altitude
Landing next suitable aerodrome
Possible diversionary or forced landing (single engine ACFT)
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time
Ask if dangerous goods on board
Ask for number of Persons On Board (POB)
Inform landing aerodrome
Clear RWY according to local instructions
Keep safety strip clear
In case of diversionary or forced landing, record last known position and time
If needed, inform pilot about:
Next suitable aerodrome
Aerodrome details as soon as possible
WX information of landing aerodrome
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Observed fire and/or smoke

Fuel Problems – Critical Fuel Status
May result in:
Engine Failure (multi‐engine)
Engine Failure (single engine)
Diversionary or Forced Landing

Expect
MAYDAY low on fuel emergency with imminent danger to ACFT
PAN PAN minimum fuel ACFT needs priority handling
Improper use of phraseology, verify actual fuel status (low on ..., minimum ... or
minimum diversion fuel)
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

Keep ACFT high (save fuel)
Avoid ATC‐caused GO AROUND
Inform landing aerodrome
Ask if dangerous goods on board
Ask for number of Persons On Board (POB)
Clear RWY according to local instructions
Keep safety strip clear
Towing equipment on standby as appropriate
If needed, inform pilot about:
Next suitable aerodrome
Aerodrome details as soon as possible
WX information at landing aerodrome
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Gear Problems
Unsafe Indication / No Gear
May result in:
Need for External Advice (engineering)
Expect
GO AROUND
Low pass of tower for gear inspection by specialist engineering personnel
Manual gear extension

Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

Prepare for LOW PASS for visual inspection
Weight reduction necessary
Clear RWY according to local instructions
Keep safety strip clear
Towing equipment on stand‐by as appropriate

If needed, inform pilot about:
ACFT configuration (having consulted with company if appropriate)
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Hydraulic Problems
Complete or partial failure of flight controls,
gear extension, brakes, flaps, nose wheel steering
May result in:
Fuel Dumping
Gear Problems
Brake Problems
Relatively High Speed
Approach and Landing
Expect
Limited manoeuvrability
Limited flap setting
Limited bank angle
Manual gear extension, no retraction possible
Holding pattern for necessary checks
Extended final
Higher approach speed on final (up to 220 Kt IAS on flapless approach)
Limited breaking capability
Possible overrun
RWY blocked on landing
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

Increase vertical and lateral separation
Ask if dangerous goods on board
Ask for number of Persons On Board (POB)
Avoid ATC‐caused GO AROUND
Clear RWY according to local instructions
Keep safety strip clear
Towing equipment on stand‐by as appropriate
If needed, inform pilot about:
Next suitable aerodrome
Aerodrome details as soon as possible
WX information of landing aerodrome
Fire or smoke from brakes
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Icing
Expect
Immediate change of level and/or heading
Limitation in rate of climb/descent
Higher speed
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time
Avoid holding
Enable continuous climb after departure
Keep safety strip clear
AIREP to other ACFT, other units and MET
If needed, inform pilot about:
Check anti‐icing and de‐icing systems
Pitot heating
Stall warner heating
Carburettor heating
Propeller heating / de‐icing
Wing anti‐ice / de‐ice
Alternate air supply
Windshield heating
Descent with higher power setting to increase bleed air supply
Higher approach/landing speed due to increase of stalling speed
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Pressurisation Problems
May result in:
Emergency Descent
Expect
ACFT will stop climb
Request for immediate descent
Emergency descent without warning
No emergency squawk
Possible turn off track
Poor RTF (because of oxygen mask)
Injuries to passengers or crew
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

Clear airspace directly beneath the aircraft
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Smoke or Fire in the Cockpit
Smoke or fire in the Cabin
Expect
High stress level in the cockpit
Shortest high‐speed vector to land ‐ nearest suitable aerodrome
Poor RTF (oxygen mask) or loss of RTF
Passenger evacuation
RWY blocked
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time
Ask if dangerous goods on board
Ask for number of Persons On Board (POB)
Inform landing aerodrome
Offer out of wind landing if more expeditious
Clear RWY according to local instructions
Keep safety strip clear
APP / RWY lighting system 100%
If needed, inform pilot about:
Track miles to touchdown of next suitable aerodrome
Availability of automatic approach low visibility procedure
Aerodrome details as soon as possible
WX information of landing aerodrome
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Unlawful Interference
Expect
Squawk 7500
Course / level deviations
No or unusual replies to RTF communication
No compliance with given instructions
Remember

A 'Acknowledge' ‐ S 'Separate' ‐ S 'Silence' ‐ I 'Inform' ‐ S 'Support ‐ T 'Time

Do not initiate any further RTF referring to the hijacking unless confirmed by the pilot
Comply with pilot's requests as far as possible
Transmit pertinent information without expecting a reply
Monitor all flight manoeuvres ‐ give room for manoeuvre
Collect any necessary information e.g. destination aerodrome, WX situation at destination,
routing, etc.
If needed, inform pilot about:
Confirm squawk
No reply here shall NOT be taken as an indication that the squawk was set by mistake
Any information requested
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