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SPECIFICATION

PROVISION OF SERVICE CREW AND EQUIPMENT OPERATOR FOR
SATS ASIA-PACIFIC STAR PTE LTD (APS) FOR RAMP AND BAGGAGE OPERATIONS
FROM 19 SEPTEMBER 2022 TO 18 SEPTEMBER 2024 (WITH AN OPTION FOR 1 MORE YEAR)

1 REQUIREMENTS

1.1 The Contractor is required to provide service crews to perform the said services as SATS
Asia-Pacific Star Pte Ltd (APS) may require. The service crew is expected to handle the
Arrival and Departure baggage according to the specifications set out by APS, and also
perform ramp site loading/unloading functions at Changi Airport Terminals.

1.2 The service crew and equipment operator will be required to work on shifts round the clock,
7 days a week to handle all baggage and ramp-related duties as determined by APS.

1.3 The service crew and equipment operator will be assigned to handle a flight as advised by
the APS planner. Cross deployment amongst the terminals may require and at the discretion
of the APS planner depending on the operations’ needs.

1.4 A Contract Supervisor or equivalent personnel shall coordinate and work closely with the
APS planner on the deployment of service crew by flight level.

15 The amount of baggage and cargo handled fluctuates daily based on passenger load and
seasonal peaks. As such, the Contractor is obligated to make the necessary provision of
service crew to meet the fluctuating baggage loads as determined by APS.

1.6 The service crews and equipment operator are expected to perform, amongst others, the
following duties as listed in the scope of work (see Attachment 1).

1.7 For training, the contractor is to allocate the necessary work day per worker before they are
deployed as aservice crew and equipment operator (depending on their work areas). These
comprise the following courses:

Ramp Service Crew Baggage Service Crew and
Equipment Operator

(a) Basic Ramp Handling (a) Basic Baggage Handling

(b) Dangerous Goods (Category 8) (b) Dangerous Goods (Category 8)

(c) Safety Awareness (c) Safety Awareness

(d) Safety System Management (d) Safety System Management

All training will be conducted by APS. APS will set the test to ensure that the service crew
has attained the desired level of competency. The Contractor will bear all training costs.
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The Contractor is required, at his costs to: -
To supply service crew and equipment operator immediately after the award of the contract;
Able to speak, read, and understand simple English;

Maintain sufficient service crew and equipment operator as the backup to avoid a short supply
of manpower in the event of a surge in the loads. The Contractor is required to maintain a list
of service crew, a copy of which is to be shared with APS;

Provide uniforms and safety shoes as approved by APS to the service crews and equipment
operators;

Arrange for airport passes and medical examinations (including x-rays) for the service crew;

Qualifications of Equipment Operator for Baggage Operations

a) Equipment Operator must have valid LTA Class 3 and Valid CAG Class 4T Airfield
Driving Permit.

b) Equipment Operator must be responsible and abide by airside traffic rules and
regulations.

c) Equipment Operator will be answerable directly to CAG for driving offences.

d) The Contractor and/or Equipment Operator must be responsible for any Notice of
Offence (NOD) issued.

Safety

The Contractor is to have a safety officer whose scope of responsibilities includes ensuring
safety practices as specified by APS are being adhered to by the service crew and any person
appointed by the Contractor to manage this contract.

The Contractor is required to maintain recordkeeping and reporting of service crews who
reports injury and illness.

The Contractor shall immediately notify the relevant duty manager of any injury, illness, and
loss of or damage to APS property, including incidents related to their sub-contractors.

The Contractor is to collaborate with the relevant APS coordinators in the incident
investigation and root cause corrective action implementation.

An investigation report to assess the root cause and corrective action shall be submitted
within 24 hours of the incident’s occurrence to the relevant APS coordinator and corrected
immediately.

Any unsafe conditions and activities shall be reported to the relevant SATS coordinator and
corrected immediately.

The Contractor shall ensure that contract staff complies with MOM work requirements (i.e.,
Staff are only to work up to 72 overtime hours in a month, and must have 1 rest day per week.
The maximum interval allowed between 2 rest days is 12 days).
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Staff Movement

It is the responsibility of the contractor to inform APS management of staff movement,
including but not limited to:

a) Staff being introduced into APS training or operations for service,

b) Staff have completed their training courses and on-job-training,

c) Staff leaving/having left operations or have become inactive.

It is further the responsibility of the contractor to ensure that inactive staff is deactivated in all
relevant electronic systems within a month. Audits, with one of the focuses being taking
account of inactive staff in this electronic system, will be conducted every 3 months.

It is the responsibility of the contractor to ensure that all contracted staff register their
thumbprint to the attendance system (i.e. SCMS) and clock in and out on every single shift
promptly. Any missing data found/ identified from the SCMS will not be entertained. The
registration of the thumbprint shall be done on the 1st day of work.

Requirements to comply with the use of SCMS by the Contractor and all contracted staff:

a) All attendance will be tracked via the use of SCMS. Staff is to clock in/out via terminals
situated in the APS Ramp offices.

b) Staff will be required to register their fingerprints after attending the mandatory one-day
training and completion of On-the-Job (OJT) training. Only then, will they be able to clock
infout via the SCMS.

c) Staff are granted a 15 mins grace for late reporting or early out at the start and end of
shift.

d) LD will be imposed based on formulate stated under Clause 9 in the main contract.

e) Payments will be based on the records captured in SCMS at the end of the month.

The Contractor is liable to pay penalties for any mishandling or flight delays. If the Contractor
does not meet the service performance standards, APS will investigate to conclude whom to
attribute the failure.

APS believes that the Contractor should have some incentive payment scheme to motivate

their employees. The Contractor shall propose this incentive payment scheme(s) for APS
consideration.

Please refer to Appendix 2 for manpower requirements.

PAYMENT METHOD

The payment would be based on an hourly rate per staff or monthly rate per staff.

LIQUIDATED DAMAGES

The following Liquidated Damages will apply (please see Appendix 3).
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DUTIES AND RESPONSIBILITIES OF SERVICE CREW AND EQUIPMENT OPERATOR FOR
HANDLING OF RAMP AND BAGGAGE APS OPERATIONS

The service crew will be deployed according to the scope of contract award at either Airside and/or
Baggage Sorting Areas at Passenger Terminals for allocation of duties as follows:-

Ramp Handling (Airside)

Baggage Handling (Baggage Sorting Area)

2.

3.

Arrival Handling
1.

Unload cargo and baggage from aircraft
into BTs (with sorting when necessary).
Prepare of BTs and equipment for
arrival.

Check safety cone conditions and
replace them if necessary before the
flight. Place safety cones according to
airline requirements after thumbs up
given to Headset man.

. To perform Foreign Object Debris

checks before the aircraft arrives at a
bay, and also before the aircraft departs
from the bays.

Any other duties as directed by APS
management.

Departure Handling
1.

Load cargo and baggage into departing
aircraft (with proper stacking).

Prepare NME when required.

Prepare equipment for departure
handling.

Only retrieve and restore the safety
cones to the allocated position after all
equipment has been withdrawn.

Any other duties as directed by APS
Management.

Arrival Handling

1.

2.
3.

Towing of arrival baggage trolleys (BT) to
respecting unloading point.

Unload baggage / clear baggage at claim.
Segregate the interline bags loaded in
error in arrival containers/trolleys.

Towing arrival cargo from aircraft site to
cargo warehouse.

Any other duties as directed by APS
Management.

Departure Handling

1.

Load baggage into BTs at departure
racetrack/sorters and from odd-sized
belts.

Perform baggage reconciliation duties
using either the BRS system or third
portion tags.

Tow BTs to the respective departure bays.
Towing departure cargo from cargo
warehouse to aircraft site.

Load baggage and cargo into departing
aircraft.

Any other duties as directed by APS
Management.

Notes:

1. Equipment Operator is only required for the Baggage Operations.
2. The Ramp Loading Crew can understand and differentiate the various 2-letter airline and 3-letter

destination codes.
3. The Ramp Loading Crew can differentiate the various cargo and baggage labels.
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Appendix 2

SERVICE CREW AND EQUIPMENT OPERATOR REQUIREMENTS BY SHIFT

Table A: Ramp Loading Crew
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Function Shift Hour_s & Requirement
shift

CREW 0500-1700hr 12 25
CREW 0700-1900hr 12 25
CREW 0900-2100hr 12 10
CREW 1100-2300hr 12 25
CREW 1200-2100hr 12 20
CREW 1900-0700hr 12 20
CREW 2100-0900hr 12 25

Total Strength 150

Table B: Service Crew and Equipment Operator (EO) for Baggage Operations:

Function Shift HOSL;]I’i?tOf Requirement
CREW 0700-1900hr 12 5
CREW 0930-2130hr 12 25
CREW 1100-2300hr 12 4
CREW 2100-0900hr 12 16

EO 0930-2130hr 12 6

EO 2130-0930hr 12 3

EO 0700-1900hr 12 1
Total Strength 60

Notes :
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1. Shift timings are based on the current flight plans and are subject to change. Notice of change

will be issued/ notified to the Contractor at least 2 weeks in advance.

2. The Contractor may quote the number of crew to supply. However, the minimum crew to supply
for each shift timing is 4 crews.

3. The Contractor is required to supply the minimum crew of 4 immediately upon commencement
of the contract.

4. The Contractor who committed to supplying more than the minimum is required to submit the
ramp-up plan. The expectation with full force is within 3 months after the commencement.

5. The contract staffs are allowed an hour break at the given timings based on the roster during
the shift timing.
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LIQUIDATED DAMAGES
No Reasons Penalty
1 Staff requirements fall short of the contracted number per day | $100 per staff short
Staff not wearing/ improper wearing of PPEs (e.g wearing of | $100 per unit per incident
other covered footwear other than approved safety Shoes)

3 Staff involved in an accident and found at fault $1000 per incident and the
reimbursement of all costs
incurred related to the
incident

4 Staff found flouting safety rules did not result in any accident ( | $500 per unit per incident

e.g wearing slippers on tarmac)

5 Deploying of unqualified staff $500 per unit per incident

6 Failure to conduct regular safety audits/briefings and/or submit | $200 per unit per incident

appropriate reports as requested by APS

7 Mishandling resulting in flight delay $300 per incident

8 Discrepancies (i.e late reporting of service crew to service | $200 per unit per incident

flights) resulting in intervention from the APS team not leading
to a delay in said flight handled

9 Any other form of mishandling/ discrepancies of baggage/cargo | $200 per unit per incident

handling

10 Displaying inappropriate behaviour (e.g Sitting on the cargo | $150 per staff per incident

hold linen, ascending/descending of cargo hold w/o raising side
railings/ littering in cargo hold/ sleeping by the PLB plinth)

11 Staff who are inactive for up to, or more than a month found to | $200 per case per incident

still be retained in APS electronic systems

12 Staff found not adhering to the appropriate MOM rest | $150 per staff per incident

requirements.

13 Damaging equipment $500 + The Assessed
Amount

14 Baggage dropped off while towing resulting in mishandling or | $200 per unit per incident

damage

15 Driving without a valid CAAS Class 4T Airfield Driving Permit | $500 per staff per incident/

(excluding summons from CAAS) blacklist

16 Deploying of unqualified staff $500 per staff per incident

17 Staff found towing for third party using APS Apron supplied | $500 per staff per incident

tractor/vehicle
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