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Procedures for Speaking on the Radio

It is important to follow a standard procedure for speaking on the radio.  Only one person can speak at one time, and while doing so he or she prevents anyone else from speaking.
It is important to remember the following principles of radio use:

· Clarity

· Brevity XE "Communications security" 
· Security

Do not use the radio like a telephone. Unlike a telephone, anyone with another radio can hear what you are saying. 
Think about what you want to say before transmitting.  The following procedure words (known as ‘prowords’) are some of those commonly used which help in radio conversations:

	Word or Phrase
	Meaning

	Affirmative
	Yes

	Break - Break
	Interruption to a transmission

	Correction
	What was just transmitted was incorrect – and the correct version is . . . 

	Disregard
	This transmission has been made in error – ignore

	ETA / ETD
	Estimated Time of Arrival / Estimated Time of Departure

	Figures
	Numbers to follow

	From
	Originator of the message is….

	Go ahead
	Similar to “Send” begin your message

	Go to channel
	Change channel (e.g. move to working channel)

	I will spell
	Next word will be spelt out using the phonetic alphabet 

	Message received
	Confirm receipt of a message

	Negative
	No

	Nothing heard
	No reply is received from a call

	Out
	End of transmission, no answer is required or expected

	Over
	End of my transmission, invitation to reply

	Please relay to
	Pass message onto certain station(s)/person(s)

	Radio Check
	Request report on radio reception

	Repeat all after
	Repeat all after a certain word or key phrase

	Repeat all before
	Repeat all before a certain word or key phrase

	Roger
	Acknowledge or confirm

	Say again
	Repeat message or part there of 

	Send
	Send your message

	Standby (1,2,3. . .)
	Wait on this channel  (1, 2,3.. minutes)

	This Is
	Identifies sending station

	Wait Over or, Wait Out
	Instruction to wait on current channel/frequency for less than 1 minute (over; the conversation is not finished) or more (out; the conversation is finished for now, and you will be called back as soon as possible)
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International Phonetic alphabet

· When using radios for voice communications it is often necessary to spell out an unfamiliar or difficult to pronounce word.  Since many letters sound similar, the International Phonetic Alphabets was developed to reduce confusion.  

· All radio users should know this alphabet by heart:
	
	Phonetic
	Spoken As
	
	Phonetic
	Spoken As

	A
	Alpha
	AL FAH
	N
	November
	NO VEM BER

	B
	Bravo
	BRAH VOH
	O
	Oscar
	OSS CAH

	C
	Charlie
	CHAR LEE
	P
	Papa
	PAH PAH

	D
	Delta
	DELL TAH
	Q
	Quebec
	KEH BECK

	E
	Echo
	ECK OH
	R
	Romeo
	ROW ME OH

	F
	Foxtrot
	FOXS TROT
	S
	Sierra
	SEE AIR RAH

	G
	Golf
	GOLF
	T
	Tango
	TANG GO

	H
	Hotel
	HOH TELL
	U
	Uniform
	YOU NEE FORM

	I
	India
	IN DEE AH
	V
	Victor
	VIC TAH

	J
	Juliet
	JEW LEE ETT
	W
	Whiskey
	WISS KEY

	K
	Kilo
	KEY LOH
	X
	X-ray
	ECKS RAY

	L
	Lima
	LEE MAH
	Y
	Yankee
	YANK KEY

	M
	Mike
	MIKE
	Z
	Zulu
	ZOO LOO


	Number
	Spoken As
	Number
	Spoken As

	0
	ZER – O
	6
	SIX

	1
	WUN
	7
	SEV – EN

	2
	TOO
	8
	AIT

	3
	THUH – REE
	9
	NINE – ER

	4
	FO – WER
	.
	DEH – SEE – MAL

	5
	FYFE
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Radio Procedures

When calling another person or station:

· Ensure no one else is transmitting at the same time.  Wait for ongoing discussions to finish completely before beginning transmission.

· Make your message brief but precise

· Use the standard procedure words
· Do not identify organisations or personnel by name over the radio

· Use call signs instead of personal names  
· Use codes instead of places and locations
· To call another radio / user, press the PTT (Press to Talk) button and say: ‘<their call-sign twice> this is <your call-sign> over’.  Then release the PTT button immediately

· To answer a radio call, press the PTT button and say: ‘Hello <their call-sign> this is <your call-sign> over’.  Then release the PTT button immediately
· After hearing the response, you press the PTT button, say your call-sign again, send your message, and end with ‘over’ or ‘out’.  Release the PTT button.

· After the initial call in a conversation, it is normal for each transmission to begin with the call-sign of the person speaking, but local practices vary and this may not be necessary. 
· Break the message into sensible passages with clear pauses between

· Maintain clear speech with normal rhythm and moderate volume

· Hold the microphone approximately 5 -10cm from your mouth 

· Talk across the microphone, not into it
· Avoid excessive calling.  Use radios for work-related purposes only.

· Never transmit specific security-related information or travel plans or discuss transfer of cash or goods – other people may be listening XE "Cash" 
Standard Operating Procedures for Radio Systems
Wall Poster 4 / 6
Radio Operator Check List

Weekly Checks:

· Pour water into the earth stake drain pipe (If installed)
· Clean desk and radio equipment

· Cables hanging in areas which can be caught by feet or furniture

· Check that Spare Fuses are taped to side of radio power supply.
Monthly Checks:

These checks are to be carried out on the first working day of each month.

· Battery water level, top-up as necessary

· Power connections to radios

· Cables to batteries

· Battery connections, look for corrosion of terminals

· Cleanliness and condition of battery box

· Antenna connections to radios

· Inspection of all antenna cables

· Ensure nothing is obstructing the cable run

· Look for any damage

· Check antenna system for loose wires or loose antenna, report twisted HF antenna. The two wires should be straight, parallel and upright to the ground. If lying flat to the ground, the radio will not work properly. Report it to the Telecoms Officer immediately!

· General visual check over the whole radio system. Report anything which may need attention to the Telecoms Officer as soon as possible. 

Power Supply and Battery Maintenance

· Any missing fuses, damaged equipment or damage to antennas needs to be immediately reported to the Telecoms Officer for replacement or repairs
· Check battery voltage. Voltages will vary slightly depending on the condition of the battery and the accuracy of the meter being used.
· 13.5 volts when Power supply is on and working properly
· 12.5 volts when Power supply is off.  Battery is ok

· If the voltage is less than 11.5 volts, the battery is very flat and the radios should not be used until the battery/s is recharged. 

Power Supply or Battery Problem
· You may need to search and find out why the battery is not charging:

· Check the plus is firmly connected to the wall socket

· Check the power is available and turned on

· Check the Automatic Voltage Regulator is connected and turned on

· Check for a blown fuse

· If all looks ok, start the generator to charge the battery/s
· Report any problem to the Telecoms Officer for attention or repairs.
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Channel and Frequency Lists
Fill out this sheet and distribute to all radio locations.

CARE International
	HF Channel Number
	Frequency (if applicable)
	Remarks

	
	
	

	
	
	


	VHF Channel Number
	Frequency (if applicable)
	Remarks

	
	
	Eg. Calling / Talking channel

	
	
	or Repeater Channel


Other Agencies
	HF Channel Number
	Frequency (if applicable)
	Remarks

	
	
	

	
	
	


	VHF Channel Number
	Frequency (if applicable)
	Remarks

	
	
	Eg. Calling / Talking channel

	
	
	or Repeater Channel


VHF Repeater Location/s and channel number

	Location
	VHF Channel Number
	Remarks / Agency
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Call Sign and Location Code Lists

Call Sign List - HF & VHF
	Person / Location
	Call Sign
	Sel-Call No.
	Remarks / Agency

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Location Names and Codes

	Location
	Code 
	Remarks

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



