Standard Operating Procedure (SOP) for Radio Operators

Brief version
Communications
· Is the process by which people exchange information according to agreed conventions. 
Radio Systems used in emergencies and CARE International Country Offices
· HF Base Stations

· HF Vehicle Mobile Transceivers
· VHF Base Stations

· VHF Vehicle Mobile Transceivers
· VHF Handsets
· VHF Repeaters

CARE International Radio Policy
· Only authorised CARE staff to use the radios 

· No unauthorised transmissions
· Use correct channel number / frequencies
· Use the Prowords as shown in this document
· Always use civil language; No foul or aggressive language
· Answer calls immediately, it may be an emergency
· Use call-signs and location codes; Do not use names.
Radio Protocol
Protocol prevents confusion and congestion of the network.
· Prepare what you need to say first

· Practice saying your message before transmitting

· Always check that no others are talking before transmitting

· Press the PTT (Press To Talk) switch one second before talking

· Begin all new transmissions with two call-signs of who you are calling followed by one of your own call-sign: refer to the examples 

· Respond to a new transmission with one call-sign of who is calling, followed by one call-sign of yourself: refer to the examples

· Keep messages short (break long messages down into short ones)
· Be clear about what you are saying

· Release the PTT switch as soon as you finish talking
· End your transmission with ‘Over’ so the other station knows you have completed your transmission and expect a reply from them

· End your transmission with ‘Out’ to tell the other station you have ended all transmissions
Radio Language
Make sure the message is understood
· Prepare your message before transmitting

· Keep the message brief 

· Practice before transmitting

· Use ProWords for clarity – refer to the ProWords table 
· Breath normally

· Slow down your speech a little

· Pronounce all words clearly 

· Use your normal volume and pitch

· End every transmission with ‘Over’ or ‘Out’
The Phonetic Alphabet – refer to the last page of this document
· Provides a clear way to transmit important information.

· Improves accuracy in message transmission

· Reduces errors.

· Provides an Internationally recognised system of radio/voice communication.

The Phonetic Alphabet is used to clearly send information such as:

· Names

· Addresses

· Vehicle registration numbers

· Words causing confusion (names etc)

· Important information

· When communications are poor

ProWords
· Prowords are procedure words and phrases that have been given special meanings to keep voice messages as short and clear as possible
Examples

· ETA (Estimated Time of Arrival)
· Affirmative

· Negative

· Roger

· Say again

Transmitting a message
· Think of exactly what you want to say before transmitting

· Listen for people talking; do not interrupt unless your situation is urgent.

· Talk across the microphone and not into it to reduce wind noises.

· Speak carefully and clearly as mentioned above
· Release the PTT (Press To Talk switch) switch as soon as you finish your transmission
Example 1: Radio Conversation 
· ‘Charlie Base, Charlie Base, this is November Wun (1), over.’
· ‘November Wun this is Charlie Base, over.’
· ‘Charlie Base, please relay to Charlie Wun that my ETA will be approximately 15 minutes. Over’
· ‘Message received, ETA in approximately 15 minutes. Over’
· ‘Affirmative. November Wun Out.’
Example 2: Radio Check 
· ‘Charlie Base, Charlie Base, this is November Wun (1), over.’
· ‘November Wun this is Charlie Base, over.’
· ‘Charlie Base, This is a radio check. How do you read? Over’
· ‘Receiving you loud and clear (5 by 5). Over.’
· ‘Also receiving you Fyfe by Fyfe (5 by 5). November Wun Out’
· ‘Charlie Base Out’
Do

· Get trained in radio use before starting – practising with a colleague can help

· Think before you speak

· Be very brief

· Only use a radio when there is no other suitable method of communication

· Know which is the calling channel and which is the emergency channel 
· Ensure batteries are fully charged at all times so that communications are not interrupted during the emergency

Don’t

· Don’t mention sensitive information XE "Sensitive information"  on the radio

· Don’t touch an antenna when a radio is transmitting (there can be a risk of burns)

· Don’t use a radio close to fuel when it is exposed to the air, for example when filling up a vehicle (there can be a risk of igniting fuel)

Quick Reference Sheets
· The following three pages should be printed and placed in a convenient location by all radio sets. In an office, attach them to the wall above the radios 

· Place a copy in all vehicles
· Hand a copy to all handset users
The second part of this for this Radio Communications Standard Operating Procedure manual is included in is in the attached document:

< CI Telecoms SOP-V2 Wall Posters.doc >

This is designed as a Quick Reference document and is an important part of this manual. It is the same for both the brief and the detailed version of the SOP Manual. The attached six page document is designed to be printed and attached to the wall beside the radio transceiver/s.  It includes:

1. ProWords (Procedure Words)

2. International Phonetic Alphabet and Numeral pronunciation

3. Radio Procedures

4. Radio Operator Check List

5. Call Sign and Location Code Lists

6. Channel, Frequency and Call Sign Lists
Pages one to four are complete. Page five and six need to be filled out with information on channels, frequencies, Sel-Call (Selective Call sign), call signs and location code lists for that particular country.

