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SPECIFICATIONS        
TENDER FOR THE PROVISION OF SERVICE CREW FOR TRAY ASSEMBLY OPERATIONS AT 
SATS INFLIGHT CATERING CENTRES 1 & 2 FROM 1 NOVEMBER 2022 TO 31 OCTOBER 2025 
(WITH AN OPTION FOR 2 MORE YEARS) 
 
 
1 CONTRACT DURATION 
 
1.1 The Contract is for the provision of services at the Tray Assembly Area. The following is a 

general scope of work for a Service Crew. The extent of work will differ from area to area. 
 

 
Pre-set Service Crew Roles & Responsibilities: 

 
.1 To collect items from Tray Assembly Sub-store, bins of airline equipment from 

Material Handling System (MHS)/Equipment Staging Area, and food items from Food 
Bank. 

 
.2 To operate the assembly conveyor belts and put the required food items and airline 

equipment on the trays according to airline's specifications.  
 

.3 To bulk pack, label and stage orange/apple juice tetra packs, milk sticks, mineral 
bottles etc. according to flight numbers.  

 
.4 To collect all balanced pre-set items and return them to Food Bank and TA Sub-store. 

 
.5 Must be able to push and carry loads up to 15 kg. 

 
.6 To follow standard operating procedures, safety and health procedures at workplace.  

 
.7 To ensure that the conveyor belt and the surrounding work area are neat and tidy 

before leaving the work place. 
 

.8 To perform such other duties as directed from time to time by the Food Assembly 
Assistant, Catering Officer & Catering Supervisor (Pre-set). 

 
 
Carts & Equipment Handling Service Crew Roles & Responsibilities: 

 
.1 To transfer completed carts and transit trolleys from Tray Assembly Area to Holding 

Rooms/Outbound Area via the goods lifts/lifters/cart transport systems.  
 
.2 To sort out and stage the completed carts and transit trolleys according to flight 

numbers at the Holding Rooms/Outbound Area.   
 

.3 To ensure that cart labels are properly and clearly displayed for each cart. To properly 
fill up the last cart form (i.e. time at which the last cart for each flight is staged at the 
Holding Room).  

 
.4 Must be able to push and carry loads up to 15 kg. 

 
.5 To follow standard operating procedures, safety and health procedures at workplace. 

 
.6 To perform such other duties as directed from time to time by the Catering Officer & 

Catering Supervisor (Pre-set).  
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Food Bank/TA Sub-store Service Crew Roles & Responsibilities: 

 
.1 To perform the physical count of food items and segregation according to flight 

numbers in Food Bank/TA Sub-store before handing over to the Pre-set teams.  
 
.2 To push out and send the food items to the respective Pre-set teams according to 

daily flight allocation.  
 

.3 To track and record the quantity of items returned to Food Bank/TA Sub-store by the 
Pre-set teams/Food Checkers.  

 
.4 To be able to work in chiller environment (2 - 5°C) for long periods of time. 

 
.5 Must be able to push and carry loads up to 15 kg. 
 
.6 To follow standard operating procedures, safety and health procedures at workplace. 

 
.7 To perform such other duties as directed from time to time by the Food Assembly 

Assistant, Catering Officer & Catering Supervisor (Pre-set). 
 
 

Duty Driver Service Crew Roles & Responsibilities: 
 

.1 To transport Operations Assistants (Food Checkers) and/or food items to and from 
SICC2 and the aircrafts. 

 
.2 To ensure that the vehicle is always fuelled and ready for use. To keep mileage 

records and repair records up-to-date. 
 

.3 To inform Catering Supervisor (Pre-set) promptly if vehicle repairs are needed. 
 
.4 Must have a valid Class 3 driving license. 

 
.5 To adhere to the air side rules and regulations set up by CAG, CAAS. 
 
.6 To follow standard operating procedures, safety and health procedures at workplace. 

 
.7 To perform such other duties as directed from time to time by the Catering Officer & 

Catering Supervisor (Pre-set). 
 
 
1.2 It is for a period of three years with an option for extension for another two years subject to 

satisfactory work performance. 
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2 REQUIREMENTS 
 
2.1 The Service Provider is required to provide workers as service crew to perform the said 

services as SATSCAT may require.  
 
2.2 The headcount and piece rate requirements are independent of each other. The requirement 

per section are listed in Annex A – Daily Deployment of Service Crew. 
 

2.3 The quantity of tray set-ups to be pre-set fluctuates on a daily basis based on passenger 
load. The layout and quantity of components to be pre-set on each tray vary depending on 
airline requirements, flight destinations and flight schedules. As such, the Service Provider is 
obligated to make the necessary changes in the provision of service crew, both in terms of 
the number of service crew and their working hours, to meet the fluctuating demand. 
 

2.4 The service crew will be required to work on shifts round the clock, 7 days a week to perform 
the above roles and responsibilities according to the production schedule determined by 
SATSCAT. 
 

2.5 The Service Provider is required, at his own costs, to: 
 

2.5.1 Allocate 4 days per worker to be deployed as service crew, for training purposes. If 
the service crew is redeployed to another job role by the Service Provider, the Service 
Provider is required to allocate another 4 days per worker per change of job role. 
Training for such service crew will be provided by SATSCAT at no costs to the Service 
Provider; 
 

2.5.2 Provide an on-site Supervisor and Team Leaders (all with knowledge of HACCP 
requirements and computing knowledge) every shift daily to plan, organize and 
monitor the daily operations. The Supervisor and Team Leaders will also need to 
supervise and train, if necessary, the pool of workers deployed as service crew to 
perform the services. This is to ensure that the quality of work, food safety and 
hygiene standards are meeting SATSCAT requirements. The on-site Supervisor shall 
not double up to fulfil any headcount detailed in Annex A; 

 
2.5.3 Maintain sufficient service crew as backup to avoid short supply of manpower in the 

event of high demand for the items.  The Service Provider is required to maintain a 
list of service crew, a copy of which is to be given to SATSCAT; 

 
2.5.4 Provide dust coats with Service Provider’s logo, and safety shoes approved by 

SATSCAT to the service crew. Safety shoes must meet the Singapore Standard SS: 
513 as part of the mandatory personal protective equipment requirements in 
SATSCAT. Service crew must report to work in clean uniform and safety shoes; 

 
2.5.5 Arrange for airport passes, basic hygiene course and medical examinations (including 

x-rays, eye check and stool tests) for the service crew in compliance with SATSCAT 
and government regulations. Red cards are to be applied through SATSCAT Quality 
Assurance team, with a copy to be given to SATSCAT. The Service Provider is to 
ensure the validity of the red cards and ensure their renewal before expiry; 

 
2.5.6 Maintain a duty roster, with all service crew required to sign the daily attendance 

sheet, a copy of which is to be given to SATSCAT. Service crew performing duties 
under the Headcount rate (as in Annex A) are required to clock-in and out 
biometrically. Payment for their service would be made only based on the proper 
clock-in and out.   
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2.5.7 Arrange for all service crew to undergo regular hand swabs by SATSCAT Quality 
Assurance (Food Lab) team, in accordance to the schedule provided by SATSCAT. 
Hand swabs are to be conducted at least once every 4 months. Service crew with 
unsatisfactory hand swab results are to be removed from all food handling areas, 
upon notification from SATSCAT. 

 
2.5.8 Ensure the cleanliness of the locker rooms assigned by SATSCAT to the Service 

Provider. 
 

2.5.9 Conduct safety briefing for all service crew on the appropriate evacuation routes in 
an emergency. 

 
2.5.10 SATSCAT will provide the necessary equipment to the Service Provider. The Service 

Provider is to maintain the cleanliness and perform proper housekeeping of the work 
area at the end of their shift. The Service Provider will use and maintain the equipment 
appropriately and will reimburse SATSCAT for replacement of any damaged 
equipment entrusted to the Service Provider. 

 
2.6 The Service Provider is to provide a name list of all service crew to SATSCAT, and update 

this list when new service crew are recruited. Red card for all service crew are to be applied 
through SATSCAT Quality Assurance, with a copy to be given to SATSCAT. The Service 
Provider is to ensure the validity of the red cards and ensure their renewal before expiry. The 
health questionnaire and agreement to notify health status are also to be duly signed by all 
service crew.  
 

2.7 The Service Provider is liable to pay penalties for food items wasted as a result of mishandling 
(eg. poor food safety and hygiene standards, lack of temperature control, mishandling of food 
items etc). 
 

2.8 The Service Provider’s service crew will not bring their personal belongings, food and drinks 
to the working areas. A designated locker room would be assigned to the Service Provider, 
and it is the responsibility of the Service Provider to ensure the locker room is kept clean and 
tidy at all times and strict adherence to hygiene guidelines must be ensured. All lockers must 
be in serviceable condition. The Service Provider will facilitate any movement of equipment 
for Pest Control inspection and treatment. The Service Provider is liable to pay for any 
additional cleaning costs incurred by SATSCAT due to the Service Provider’s failure in up-
keeping the cleanliness of the rooms. 
 

2.9 Smoking is not allowed at all the working areas. The Service Provider and its service crew 
must observe this rule strictly. 
 

2.10 If service crew is caught for theft of SATS/Airline property, they will be handed over to the 
state police and banned from future entry into SATS Catering premises. 
 

2.11 The contracted rates and headcount requirements will be re-negotiated in the event of a 
significant shift of meal production between the catering centres (e.g. from SICC2 to SICC1). 
The Service Provider is to maintain the flexibility of deploying service crew between SICC1 
& SICC2.  
 

2.12 The role of the service crew is interchangeable depending on the situation on the ground. 
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3 LIQUIDATED DAMAGES 
 
3.1 The following liquidated damages will apply: 
 

S/N Item Description Rate (S$) Remarks 

1 Disposal/Wastage of food items as a result of 
mishandling/non-compliance: 

a) Dessert 
b) Appetisers (inclusive of 

sandwiches/fruits etc.) 
c) Salads 
d) Butter/Condiments/Garnishes 
e) Outhouse items (eg. yogurt, jam, milk 

stick etc.) 

 
 

$5.00 
$5.00 

 
$5.00 
$2.00 
$2.00 

 
Per Portion 

2 Service provider’s service crew found: 
a) Not in proper attire (e.g. dirty/ not 

wearing safety shoes/ hairnets/ glove 
etc) 

b) Wearing accessories/ watch/ jewellery 
c) Placing equipment or bins directly on the 

floor 
d) Leaving before or reporting late for 

allocated shift 
e) Consuming food/alcohol or storing food 
f) Smoking on SATS premise 
g) Without valid red card/ health declaration 

form/ agreement to notify health status 
h) Misconduct/ Negligent/ doesn’t listen to 

SATS personnel instructions (e.g. 
sleeping during working hours, missing 
from workplace etc) 

$50 
Per Incident  
Per service 
crew 

3 Work area found dirty and messy at the end of 
the shift  

$200 Per Incident 

4 Shortfall in headcount /Late reporting /Failure to 
complete shift for any reason 
 
 

Midnight shift, 
Sundays and Public 
Holidays 
$A x B x C x 3 
 
Any time during the 
term except the 
above 
$A x B x C x 2 

Per Incident 

A – Hourly rate per Contract Worker as set out in Schedule 1; 
B – Number of Contract Workers which is below the requisite number stated in Schedule 1 
and Schedule 2; 
C – Number of hours elapsed from the time the number of Contract Workers falls below the 
requisite number stated in Schedule 1 and Schedule 2 until such time that the requisite 
number is restored 

5 
Inaccurate biometric clock-in / sign-in of the 
attendance sheets for headcount provision as 
stated in Schedule 1 

Two times the rate 
per worker per shift 

Per Incident 

6 

Failure to perform at least 1 hand swab in 4 
months 

First reminder 
Nil penalty 
 
Second Reminder (7 
calendar days after 
1st notification) 
$50 

Per Reminder 
from 2nd 
reminder 
henceforth  

7 
Non-removal of service crew with unsatisfactory 
hand swab results from food handling areas 

$50 Per Incident 

 
 



Appendix I 
Tender Ref: CT2208P065 

Specifications 
Page 6 of 8 

 

 <Restricted> 

<Restricted> 

 
 
4 TENDER SUBMISSION 

 
4.1 Tenderers are to submit the rate for Option 1 – headcount-rate and Option 2 – piece-rate for 

the categories as set out in Annex A. 
 

4.2 The headcount rate submitted shall take into account the provision for yearly escalation tied to 
the increase of inflation rate or Consumer Price Index. 

 
 
5 AWARD 

 
5.1 SATSCAT may award any of the following options or combination of options as follows, to 1 or 

more service provider(s): 
 
5.1.1 Option 1 only 
5.1.2 Option 2 only 
5.1.3 Option 1 & 2  

 
5.2 In the event a combination award is made for Option 1 and 2, SATSCAT may commence 

operations initially with either Option 1 or Option 2. SATSCAT may, upon giving written notice 
of 1 (one) month to the appointed service provider(s), switch either Option 1 or Option 2 of the 
start option to the other option at the awarded rates. 
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ANNEX A – DAILY DEPLOYMENT OF SERVICE CREW 
 

OPTION 1 – HEADCOUNT   
SICC 1   DAILY  WEEKLY 

DESCRIPTION SHIFT (HRS) D1 D2 D3 D4 D5 D6 D7 REQUIREMENT 

Pre-set  0730 – 1530  16 16 16 16 16 16 16 112 

 1300 – 2100  5 5 5 5 5 5 5 35 

 1500 – 2300  16 16 16 16 16 16 16 112 

 2300 – 0800  16 16 16 16 16 16 16 112 

   Sub-Total 53 53 53 53 53 53 53 371 

Carts & Equipment Handling  0730 – 1530 9 9 9 9 9 9 9 63 

  1500 – 2300  9 9 9 9 9 9 9 63 

  2300 – 0800  9 9 9 9 9 9 9 63 

   Sub-Total 27 27 27 27 27 27 27 189 

Food Bank/TA Sub-store 0730 – 1530 6 6 6 6 6 6 6 42 

  1500 – 2300  6 6 6 6 6 6 6 42 

  2300 – 0800  4 4 4 4 4 4 4 28 

   Sub-Total 16 16 16 16 16 16 16 112 

Duty Driver 0800 – 2000 1 1 1 1 1 1 1 7 

  2000 – 0800  1 1 1 1 1 1 1 7 

   Sub-Total 2 2 2 2 2 2 2 14 

Total No. per day 98 98 98 98 98 98 98   

 
 

SICC 2   DAILY  WEEKLY 

DESCRIPTION SHIFT (HRS) D1 D2 D3 D4 D5 D6 D7 REQUIREMENT 

Pre-set  0800 – 1600  8 8 8 8 8 8 8 56 

 1300 – 2100  6 6 6 6 6 6 6 42 

 1500 – 0000  8 8 8 8 8 8 8 56 

 0000 – 0800  8 8 8 8 8 8 8 56 

  Sub-Total  30 30 30 30 30 30 30 210 

Carts & Equipment Handling  0800 – 1600 4 4 4 4 4 4 4 28 

  1500 – 0000  4 4 4 4 4 4 4 28 

  0000 – 0800  4 4 4 4 4 4 4 28 

   Sub-Total 12 12 12 12 12 12 12 84 

Food Bank/TA Sub-store 0800 – 1600 3 3 3 3 3 3 3 21 

  1500 – 0000  3 3 3 3 3 3 3 21 

  0000 – 0800  2 2 2 2 2 2 2 14 

  Sub-Total  8 8 8 8 8 8 8 56 

Duty Driver 0800 – 2000 1 1 1 1 1 1 1 7 

  2000 – 0800  1 1 1 1 1 1 1 7 

   Sub-Total 2 2 2 2 2 2 2 14 

Total no. per day 52 52 52 52 52 52 52   

 
 

 



Appendix I 
Tender Ref: CT2208P065 

Specifications 
Page 8 of 8 

 

 <Restricted> 

<Restricted> 

 
 
 

OPTION 2 – PIECE RATE (Applicable for Pre-set Service Crew Only) 
 
Minimum number of service crew required per shift as follows: 

 

SICC1 AM Shift: 
0730 – 1530hrs 

PM Shift: 
1300 – 2100hrs 

PM Shift: 
1500 – 2300hrs 

MN Shift: 
2300 – 0700hrs 

Tray Set-up 
(Economy Class) 

8 4 8 8 

Tray Set-up  
(Business Class) 

4 0 4 4 

 
The quantity of tray set-up required to be pre-set daily by the Service Crew could reach a high of 
12,000 Economy Class tray set-ups and 1,500 Business Class tray set-ups a day. 
 
 
 


