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CBTool user’s manual

Forward
This manual is related to the use of the CBTool application.

As a reminder, the CBTool application can be used as a help for the creation of an assessment plan, and therefore
a training plan, within the framework of Competency Based Training (CBT).

It allows you to create/customise libraries of tasks, sub-tasks, knowledge, skills and attitudes. Still by using CBTool,
these competencies can be associated with functions (predefined or defined by the user). This tool also allows the
definition of minimum expected levels of proficiency and thus lays the foundation for the assessment plan.

The requirements regarding the development of competency-based training programmes can be found in the guide
available at the following web address: https://www.ecologie.gouv.fr/guides-exploitants-daeronefs / Guide CBT
MD



https://www.ecologie.gouv.fr/guides-exploitants-daeronefs
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1. Procedure for installing and updating the application

It's better to be administrator to do this procedure.
To install CBTool, double click on the following icon:

-l

=
']

CETool.MS5

Follow the instructions

i‘% Installation de CBToal =

Bienvenue dans l'assistant
d'installation de CBTool

L'assistant va installer CETool. Cliquez sur 'Installer' pour
commencer ou ‘Annuler’ pour quitter ['assistant.

Répertoire d'installation :
|C: \CBToaly,

Parcaourir...

Précédent Suivant Annuler

Remark: It is better not to change the proposed install directory.
However, if you wish to do so, it is necessary to install the application at the root of one of your drives (PC or
network), eg: "D: \ CBTool \".

Press the button "Suivant”.

Choose the Standard install mode as shown below

CBTool . Edition 1
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j:%l Installation de CBTool p ot

Choisissez le mode d'installation @

Choisissez le mode d'installation -

Standard

Installe les options les plus courantes. Recommandé pour la
plupart des utilisateurs.

Personnalisée

Permet & l'utilisateur de chaoisir les composants a installer et leur
emplacement. Recommandé seulement aux utilisateurs
avances,

Compléte
Tous les composants seront installés. (Espace disque maximal)

Précédent Suivant Annuler

j:%l Installation de CBTool =

@ Fin de l'assistant
d'installation de CBTool

Cliquez sur Terminer' pour quitter ['assistant,

recedent Terminer Ann

Press the button "Terminer” to end the install.

The following shortcut is created on the desktop

CBTool . Edition 1
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1.2. Updating

The procedure will be defined in a later version of the manual.

1.3. Re-installing

The procedure will be defined in a later version of the manual.

2. First launch of the application

2.1. Language selection

When launching the application for the first time, select the language of use by clicking on one of the two flags. It
can be changed later.

CETooL

Sélectionner la langue I I

— =
Choose the language
|
d ac CBTool . Edition 1
g User’'s manuel Page : 5/30 Version 1

DSAC



In order to use the application, you must agree to abide by the terms of the Legal Notice and the General Terms
of Use (GTU) of the CBTool application.

1) Check the

ﬂ Competencies Benefiting to Transport
-1 persOnnel Oriented tooL

@hereby agree to respect the terms of the legal notices and the general conditions of use of this application.;

(= )

\

2) Validate

Legal notice, GTU and information concerning the protection of personal data can be accessed using the banner
at the bottom of the page as indicated below:

[
PINGTERE
?.:;?::»crous CONTACT LEGAL MOTICES GENERAL CONDITIONS OF USE PERSONAL DATA PROTECTION POLICY

If you wish to receive future information on the evolution of this application, you are invited to fill in the fields
[Company] and [E-mail address] and press the "Send an e-mail" button.

You have accepted the terms of the legal natices and the general conditions of use of CBTool application.

If you want to be informed of changes related to the application, please complete the two fields below then click on "Send an email”, otherwise click on* Do
not send email”

Firm My Firm

Email address [ds]dsfs][@l=0y, ET{NeleTyyl

WARNING By clicking on « Send an emall », you agree that your data may be collected and processed by the DGAC for the purposes and conditions
specified in the field PERSONNEL DATA PROTECTION POLICY.

You thus acknowledge having read and understood these conditions and having been informed that you have the right to access, verify, rectify and delete
these data.

Send an email (V4

Do not senu on email x

Sending the automatic email requires that you first configure your environment by selecting a default email.
Otherwise, the message cannot be sent. Nevertheless, it will be possible to send the information [Company] and
[E-mail address] to the following address: dsac-contact-cbtmd-bf@aviation-civile.gouv.fr, specifying "Future
developments of CBTool" in the subject line.
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3. CBTool presentation

3.1. global functioning of CBTool

CBTool

Cust isati . =
ICAD s om|s§ on > Personal * By default personal data is equivalent to the ICAO one.
Data possible Data*

o
(" comtngmostves )

assessment plans

Role
Tasks/Subtasks
Knowledge
Skills
Attitudes
Levels of proficiency

N J

Export J l‘iave

Summary
sheet Consolidated
matrix Definition of the training plan
Competency ‘.‘
model '
pdf Finalising the assessment plan:

Definition of final competency
standards and assessment conditions

3.2. The taskbar

The taskbar is divided into 5 sub-menu:

s CBTool

Menu ICAD regulation My references Wy matrices 7
]

e Menu

The choice of language can also be made from this menu.

s CETool
Menu ICAD regulat

‘ Change language

J

Quit

dgac CBTool Edition 1
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The flag in the top right-hand corner represents the language currently in use:
Here English

Parameters

S L3
LIS

(BTPL:

Competencies Benefiting to Transport
persOnnel Oriented tool

e |CAO References

s CBTool
Menu My references My matrices ?

Roles

Tasks
Sub-tasks

Subtasks / Skills
Roles / Sub-tasks / Skills

Knowledge
Knowledge / Sub-tasks

Attitudes family

Attitudes

In this part, you have access to all references (roles, tasks, subtasks, knowledge, skills and attitudes) as well as
to their interactions as defined by ICAQO in the Doc.10147.

This data cannot be modified.
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ik Tasks Tempiste foe deemining he nowiesge hatshaa be posessed by
@ I ICAO persanne perkrming spicis sk
1. Classifying dangerous goods . _
e ok re a2 g b el 2

11 Evaluate substance or article against classification criteria
12 Determine dangerous goods description —

13 Review special provisions | Do ot s
canney a5 o
s % e |2 essigingean| 3Py ap | 1oy
2. Preparing dangerous goods shipment Is vy | it | ey W&E’:"{W e
s ) . wowee [ 12fvferffasiadfesfur|safsafseetfezfea] 21 | 52 [eafus]esfry
21 Assess packing options including quantity limitations o LA
2 e LT
First Edition, 2021 5 2 apicbly LU
24 Assess use of overpack m"“
25 Prepare documentation it

& b - y Defnions
A 3. Processing/accepting cargo
i =
31 Review documentation E— | |
iy 32 Review package(s) ary

33 Complete acceptance procedures Gererl poisins
34 Process/accept cargo other than dangerous goods ey
4. Managing cargo pre-loading m’ RERTRRRRRRERRRRER NN
o

41 Plan loading
42 Prepare load for aircraft

43 Issue NOTOC
& m

Competences Beneficiant au Transport >
B OutlOrienté personnels Cmassas

EZED Omemadasies doasd (][00 (000 D000 OO0

- einemens e ies WD
e PP———— 00000000000000000000001
e — st D 0000000000000000 000080
ks s Lise s s il HEE®0000 00000000 0000 0Ot
. T — 00000000 000000000000001
e e — 00000000000000000000001
Tt tamteapmesvas - NN 00110 0000 0000 001
5T 24 Ever 1 bt ol Lo Sumdakege g
sunsesscrcan ki aessnien Q000000 0000 0000 0000 001
o Tmeperacoopion et umi'ksmmiiﬁ
o pmtep e D000 000000000000 0000701
T3 s g neinion dembalage: Casses 00000000000CD000 0000 o0t
T — wmiomesewens (000 00000000 00000000001
T . DEEEEEEEC000 0000 0000001
Sursmsaps B 000000000000 BEEno000 oar
- A st s e S s Ducmes 0O000000C00CODoODOono oot

v Tpt e s PE—— . BRD R
= = ‘

o My references

My references My matrices ?

Roles

Tasks
Sub-tasks

Sub-tasks / Skills
Roles / Sub-tasks / Skills

Knowledge
Knowledge / Sub-tasks

Attitudes family

Attitudes

The application allows you to build your own database, initially based on the ICAQO references but according to
the specificities of your activities, your organisation and your procedures. This group of data can be modified and
deleted unlike the "ICAO references".

As explained in 3.1, the application relies on these "personalized" references for the generation of matrices.

d ac CBTool . Edition 1
g User's manuel Page : 9/30 Version 1
DSAC



o My Matrices

This sub-menu gives access to all the matrices that have been recorded at the end of the different creation
processes. They can be edited, modified, displayed or deleted.

=  Add a matrix:
Add +

Triggers the process of creating a matrix. Equivalent to pressing the following button:

MATRIX ,
GENERATION

Modify a matrix:

Modify

From a saved matrix, criteria can be added or deleted. Select the matrix to be modified and press the button
"Modify".
The modification of the matrix starts from the selection of the "subtasks".

Rename a matrix:

Rename #

Allows you to change the French and/or English titles of the matrix. Select the matrix to be renamed and press
the button "Rename”.

= Delete a matrix:
Delete W

Select the matrix to be deleted and press the button "Delete".

= Display the competency framework:

Display =

Allows you to display the competency framework as a whole. It can be exported in .pdf or .xlIs format. To do so,
select the matrix corresponding to the competency framework you want to display and press the button.

o «?»

Contact

B

The "Contact" sub-menu allows you to generate an email to the team in charge of CBT and CBTool. You can, for
instance, request assistance in the event of a problem related to the use of the application or if a malfunction is
detected.

4. Reference customization

The creation of a task, a subtask or knowledge follows the same logic.

4.1. Creating arole

dgac CBTool Edition 1
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In the "My References" menu, select "Roles"

My references My matrices

| Raoles |

Tasks
Sub-tasks

Last user update from the 19/08/2021

Sort order Title >
1 Preparation of dangerous goods consignements Modify  #
2 Processing or accepting goods presented as general cargo H
3 Processing or accepting dangerous gooeds consignments Delete
4 Handling cargo (warehouse, unitload devices, cargo compartments )
5 Accepting passenger and crew baggage, managing aircraft boarding areas and other tasks invalving direct passenger contact at an airport
& Planning of aircraft loading
7 Flight crew
8 Flight operations officers and flight dispatchers
9 Cabin crew

10 Screening of passengers and crew and their baggage, cargo and mail

Press the « Add » button

Enter the name of the new role to be created in the "Label" fields and validate.
The "Sort order" field can be modified to change the display of the roles. By default, it is set to the hightest
number already used + 1. As a consequence and by default this new role while be listed as the last one.

Competehmes Benefiting to Transport
persOnnel Oriented tooL

| /
’ Validate
Ordre de tri \ 4 / |:

l French

Title ’

ONDITIONS OF USE

Note: If the English "label” field is blank when validating, it will automatically be filled in like the French one.

Once created, the new role appears in the list of roles:

d ac CBTool . Edition 1
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“» CETOOL

(BTPI1¥n:

1 Preparation of dangerous goods consignements

2 Processing or accepting goods presented as general cargo
3 Processing or accepting dangerous goods consignments
4 Handing cargo (warehouse, unit load devices, cargo compartments...)
5 Accepting passenger and crew baggage, managing aircraft boarding areas and other tasks involving direct passenger contact at an airport
& Planning of aircraft loading
7 Flight crew
& Flight operations officers and flight dispatchers
9 Cabin crew
10 Screening of passengers and crew and their baggage, cargo and mail

d ac CBTool . Edition 1
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4.2. Creating a task

Same logic as for the role. However, the” short label” field should be filled in both in French and English.

If the English "label" and "short label" fields are blank when validating, they will automatically be filled in like the
French ones.

The “label” is a literal description of the created figld whereas the “short label” is the reference to it and will be

used in the creation/modification processes.

(BT ¥n

% CETOOL

petencies Benefiting to Transport
sOnnel Oriented tooL

Sort order 8

Ma tache

Short title MT

Short title T

4.3. Creating a subtask

First, from the drop-down menu, select the task to which the subtask will be associated then apply the same
procedure than previously shown.

dgac CBTool Edition 1
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Validate w

e Classifying dangerous goods

Preparing dangerous goods shipment
. ‘= Processinglaccepting cargo
Managing cargo pre-oading

Title Accepting passenger and crew baggage

Transporting cargoibaggage
Collecting safety data

Short title:

Short title.

Note : The new sub-task will be accessible when creating a matrix if you associate one or more activities with it
(see 4.4)

4.4. Creating a skill

Select first on the sub-menu « Subtasks / Skills »

As above, from the drop-down menu, select first of all the subtask to which the skill will be associated then apply
the same procedure than previously shown.

Validate w
m, S '

Sortorder  |ST 12 Determine dangsrous goods description

Sub-task

*

ST 1.3 Review special provisions
l (5| ST 2.1 Assess packing options including quantty imitations
ST 2.2 Apply packing requirements.

Skl title ST 2.3 Apply marks and labels
ST 2.4 Assess use of overpack

ST 2.5 Frepare documentation

ST 3.1 Review documentation

ST 3.2 Review package(s)

Short title ST 3.3 Complete acceptance procedures

ST 3.4 Process/accept cargo other than dangerous goods
ST 4.1 Plan loading

ST 4.2 Prepare load for aircraft

ST 4.3 Issue NOTOC -

ST 5.1 Process baggage

Skill title ST 5.2 Accept baggage
ST6.1 Load aircraft
Short title

4.5. Creating knowledge

Same logic as for the creation of a role.

4.6. Creating a family of attitudes
To assist operators in defining attitudes, ICAO has defined five broad families of competencies:

- Application of procedures and compliance with regulations
- Communication
- Leadership, teamwork and self-management

dgac CBTool Edition 1
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- Problem-solving and decision-making
- Workload management

Each of these is associated with a list of observable behaviours (attitudes), e.g.

Application of procedures and compliance with regulations
- ldentifies where to find procedures and regulation
- Follows relevant procedures in a timely manner
- Complies with applicable regulations
- Applies relevant procedural knowledge

All this information is developed in the CBT guide.

Same logic as for the creation of a role.

d ac CBTool
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4.7. Creating an attitude

From the drop-down menu, select the family to which the attitude will be associated then apply the same
procedure than previously shown.

4

Attitude

H " Validate w
s

Communicates through sppropriate means in the waork environment, in both normal and nonnermal stustions

Demonstrates effective leadership, teamwork and self-management
Identifies problem precursors and resolves actual problems using decision-making techniques, in a timely manner
Maintains available workload capacity by prioritizing and distributing tasks using appropriate resources

Title

e~ L"/ﬁEﬂg\ish
Title

4.8. Modifying a reference

The following procedure applies to roles, tasks, subtasks, knowledge, skills and attitudes.

As explained above, only the data in "My references" can be modified.

In general, in the submenu “My references” select the type of competency, select the one to be modified and

press the button "Modify".

Note: modifying a reference already used in one or more saved matrices will automatically update the concerned
matrices.

4.9. Deleting a reference

The following procedure applies to roles, tasks, subtasks, knowledge, skills and attitudes.

As explained above, only the data in "My references" can be deleted.

In general, in the submenu “My references” select the type of competency, select the one to be deleted and

press the button "Delete".

Note: deleting a reference already used in one or more saved matrices will automatically update the concerned
matrices.

4.10. Modifying a skill status

As indicated in the CBT guidance annex 2, ICAO has define skills considered as « recommended » regarding
the tasks and the sub-tasks choosen.

Thus, in the CBTool application, these skills are selected by default as « suggested » and are displayed as
shown below.

dgac CBTool Edition 1
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Suggested

Preparation of dangerous goods consignements

- ST 1.1 Evaluate substance or article against classification criteria

1.1.1 Determine ifitis dangerous goods
[ 1.1.2 Determine ifitis forbidden under any circumstances
- ST 1.2 Determine dangerous goods description

1.2.1 Determine class or division

1.2.2 Determine packing group

1.2.3 Determine proper shipping name and UM number

1.2.4 Determine if it is forbidden unless approval or exemption is granted
& 5T 1.3 Review special provisions

CURURURY

If the skill status is not “Suggested” it will appears as shown

Suggested

- Preparation of dangerous goods consignements
» Processing or accepting goods presented as general cargo
- ST 1.1 Evaluate substance or article against classification criteria

[ 1.1.1 Determine ifitis dangerous goods
[ 1.1.2 Determine ifitis forbidden under any circumstances

To change this status, select « Role/sub-tasks/skill » sub-menu.
Then select the role and the sub-task concerned in order to access the skill to modify.

- ST 1.1 Evaluate substance or article against classification criteria

[ 1.1.1 Determine if it is dangerous goods
[ 1.1.2 Determine if it is forbidden under any circumstances

Press the « Modify» button.

Check the « Suggested » box to change the status and validate.

Role Processing or accepting goods presented as general cargo
b1 2T S =T 1.1 Evaluate substance or article against classification criteria

Skill 1.1.1 Determine if it is dangerous goods

(] Suggested

4.11. Modifying the knowledge status

Cancel X

ICAO considered some knowledge as non-essential for some sub-tasks (CBT guidance annex 3). Thus, in the

CBTool application, this is materialized by an unchecked « Suggested » box as indicated below.

dgac CBTool Page : 17/30
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w 1 Scope and applicability

w 2 Limitation of dangerous goods on aircraft

w J Definitions

w 4 Training

5 DG security

w G General provisions concerning radicactive material
w T Reporting of DG accidents, incidents and other occurrences

w 8 Classification - General

& 9 Classification - Classes

3T 1.1 BEvaluate substance or article against classification criteria
3T 1.2 Determine dangerous goods description

3T 1.3 Review special provisions

ST 2.1Assess packing options including gquantity limitations

ST 2.2 Apply packing requirements
ST 2.3 Apply marks and labels

ST 24 Assess use of overpack
ST 2.5 Prepare documentation

(ICY [N N EURE U U AR Y

Non relevant to these Sub-Tasks

In this example, the knowledge « Classification : classes » is
considered by ICAO as being non relevant to the sub-tasks « ST 2.3 et ST 2.4 ». It appears « Shaded/Blocked »
when generating a matrix and shall be activated to be selectable.

To consider this knowledge as always selectable for the above-mentioned sub-tasks, select the "Knowledge /
Sub-task" sub-menu.

My references My matrices

’ Roles

Tasks
Sub-tasks

Sub-tasks / Skills
Roles / Sub-tasks / Skills

Knowledge
|| Knowledge / Subiasks

Attitudes family
Attitudes

Display the concerned knowledge, then select the sub-task to be modified:

dgac CBTool Edition 1
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4 9 Classification - Classes

ST 1.1 Evaluate substance or article against classification criteria
ST 1.2 Determine dangerous goods description

3T 1.3 Review special provisions

ST 2.1Assess packing options including quantity limitations

ST 2.2 Apply packing requirements

< = <] &«

H

ST 2.4 Assess use of overpack
ST 2.5 Prepare documentation

=1

Press the « Modify » button.

Check the « Suggested » box to change the status and validate.

Knowledge / Sub-task

Attitude Classification - Classes
Subtask ST 2.3 Apply marks and labels
[] Suggested
Repeat this action for each sub-task concerned in a knowledge.
d ac CBTool . Edition 1
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5. Steps for generating a matrix (example from A to Z - Simple case of a
flight crew)

Note: this case study is only intended to illustrate the use of the application. It is not intended as a reference for
the creation of a training plan. Each user will have to build his own plan according to his activity, organisation
and procedures.

Select the role « Flight crew »

Competencies Benefiting to Transport
persOnnel Oriented tooL

Continue by pressing the "Subtasks" button to access the subtasks choice page

5.1. Subtasks choice

% CETOOL - 8 %

Competencies Benefiting to Transport
persOnnel Oriented tooL

Flight crew

Sub-tasks

ST 5.2 Accept baggage
ST6.1 Laod aircrafe
5783 Unload sircraht

Pre-ticked boxes

dgac CBTool Edition 1
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Some sub-tasks are pre-ticked: if no change have been made, they correspond to those initially defined by
ICAO. Otherwise, they are those defined by the user in « My reference» sub-menu.

It is possible to select others according to the specifics of the role concerned.

Continue by pressing the « Knowledge» button.

5.2. Knowledge choice

It is a matter of choosing the levels of knowledge needed for the selected subtasks.

To select the level, check the boxes according to the following scale:

Basic Functional Advanced Mastery
= T
General knowledge Simple, most of it Complex and/or Fully autonomous in
or understanding of routine and predictable critical wark complex and
basic techniques work activities. The activities, non- interdependent
and concepts. assistance of an routine context. The  contexts. The employee
executive supervisor employee is able to is able to provide advice
or expert may be solve problems and answer to
required from time to without assistance. guestions.
time.

To cancel a selection, deselect the first box.

The shaded boxes are items considered as non-relevant by ICAO. They are locked by default, but can be activated by
clicking on this button:

Activate shaded cells ‘i

For a same knowledge, the highest level selected will be retained as being the reference level.

Flight crew
Knowledge

Acivate shaded cells ‘gl

ST 6.2 Manage ST 7.1 Report

ST 7.4 Report
dangerous
goods
occurrences

ST 7.2 Report ST 7.3 Report
dangerous  zclared/misdecli
goods incidents  dangerous

dangerous dangerous
goods pre- and s
during flight accidents

Knowledge

Scope and applicability

Limitation of dangerous goods on aircraft
Definitions

Training

DG security

General provisions concerning radicactive material

O
O
O

OooooE
oooOoE
OooooOE
OooooE
OoorROO0O
oooooo
oooono

I o o O o
Ooooooooooogoooood
o 1 o o o o 3

ooEOOd
Joooooooooorooooo

ooooo
ooooo

E

I

<

<
Ooooooooooopooood
Ooooooooooopooood

<]

i

(%]

i

Ooooooooooono
I o o o

Classification - General
Classification - Classes

DG list- General

DG list- Arrangement

Special provisions

DG in limited quantities

DG in excepted quantities
Packing Instructions - General
Packing Instructions - Classes
Preparing DG shipment - General
Markings

4

OooooOooooooogooood
OooooOooooooogooood

Ooooooooooono

Ooooooooooono
OooooOooooooogooood

OooooOooooooogooood

Oooooooogoooo
Ooooooooooono
OOooOoOoocoOooono
Oooooooogoooo
Ooooooooooono
o o D
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Visual check of levels

Once the boxes have been ticked, it is possible to check whether the
knowledge levels are consistent by clicking on the "Check" button.
The colours related to the defined levels will be displayed on the knowledge name.

Flight crew
Knowledge

oods
accidents

|

|

Definitions O
Training O
|

|

|

General provisions concerning radioactivg

| Visualisation of levels |

Continue by pressing the "Skills" button

5.3. Skills choice
For each selected subtask, the associated skills are by default pre-selected.

They can either be deselected or new ones selected.

% CETOOL - 8 %

Competencies Benefiting to Transport
persOnnel Oriented tool
Flight crew
skills

@ 6.2.1 Dewea presence of dangerous gaads nos permined in baggage
¥ 622IneerpretHOTOC
@ 823 Apply proceduras in tha avent of an amargency

ER gt emergency

[ 6.2.5Infarm emergency services of the dangerous goods an board In the event of an emesgency

(¥ 7.1 Transpar: cargo/iaggage w facilitgfierrinal

¥ 7.2 Repart dangerous goods incidents

% 7.3 Report undedaredimisdeclared DG

¥ 7.4Repars dangerous goods acrurrences

Continue by pressing the "Attitudes" button
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5.4. Definition of attitudes according to skills

Here, the purpose is to determine the level required for each attitude according to the related skills.
The principle of level selection shown previously applies here as well.

Flight crew
Attitudes

baggage

IS SRS i ot ana e st RN v v w e OO0 O 0000 0000 O0doo odod oood oodo ooodo
0000 8800 0000 0000 0000 0000 0000 0000 o000
0000 ¥EMO0 0000 0000 0000 0000 0000 0000 0000
MEM&E0 0000 0000 0000 o000 o000 od0ood oooo oodo

~ Communication

Ensures the recipeent is ready and sbie ta receive informatian 0000 0000 0000 0000 0000 0000 0000 0000 0000

NS e T " D000 0D00 ®ME00 0000 0000 0000 0000 0000 0000

Canveys messages desrly, sccurstely snd cancisely 0000 0000 0000 0000 0000 0000 0000 0000 0000

Canfirms that the recipient eorrectly understands important infarmation pgooo oooo 0000 0000 D000 o000 0000 0000 oooo

" O OO0 WeMO 0000 0000 0000 c000 0000 ooog oooo

Asks relevant and effective questions 0000 0000 D000 0000 0000 0000 0000 0000 0000

Completes accurate reports a5 required by operating procedures 0000 0000 0000 0000 0000 0000 0000 0000 o000

Aunces s ations irom hermal ot inen s ceniseRE " O o0 OoOd 0 0000 0000 0doo 0000 0000 oddo ooodo

[3 0000 0000 0000 0000 0000 0000 0000 0000 ooodo

~ Leadarship, teamwark and salf-managament

= Problem solving and decision making

* Warklosd Management

CRETIN BT ?

When the selection is finished, continue by pressing the "Competence framework" button

Competencies framewark =

5.5. Display of the competencies framework

CBTool offers you a consolidated version of the competence framework:

Competencies framework
Flight crew

SUBTASKS / SKILLS N
4 sTe2 pre- ing fligh

6.2.1 Detect presence of dangerous goods not permitted in baggage
6.2.2 Interpret NOTOC
6.2.3 Apply procedures in the event of an emergeney

6.24 Inform flight operations officer/flight dispatcher/air traffic control in the event of an emergency

Pl s T oot e oot
oy e rpanis o ey basars  vermgeonos s
ey e o at sonw o s

6.2.5 Inform emergency services of the dangerous 200ds on board in the event of an emergency
4 ST7 Report dangerous goods accidents

7.4 Transpart carga/bagzage t facligy/terminal

4 ST7.2Report dangerous goods incidents

7.2 Report dangerous goods incidents

- sT73 i

7.3 Report undedlared/misdeclared DG
4 ST7.4 Report dangerous goods oceurrences.

KNOWLEDGE

ATTITUDES

!

- Communication

Several options are then available:
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5.5.1 Saving the matrix

“ CETOOL — pad
_ Competencies Benefiting to Transport
' persOnnel Oriented tooL
Modification
Date created 03/08/2021 Date modified 03/08/2021

Fill in the "labels" fields in French and English and validate
The matrix will be saved in the application unlike .xIs or .pdf exports which can be saved in a directory of your
choice. (see 5.5.3)
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5.5.2 Printing/saving the competency framework

Printing provides a PDF version of the competency framework:

Competencies Benefiting to Transport
persOnnel Oriented toolL

Flight crew
Basic Functional Advanced Mastery
General knowledge or Sirmpde. most of it rowtine Comiplex andror critical Fully autonomaus in
understanding of basic and predictable work work activities, non- complex and interdependers

tedhniques and activities. The assistance of routine context. The contexts. The employes is
CONCEps. an exeputive sUperyisor or employee is able ta able to provide advice and

expert may be required salve problems without anEWaET 10 GUBsTinns.

from time to time. assistance.

Sub-tasks f Skills

5T 6.2 Manage dangerows goods pre- and during flight
6.2.1 Detect presence of dangerous goods not permitted in baggage
622 Interpret NOTOC
6.2.3 Apply procedures in the event of an emergency
£.2.4 Inform Flight operations afficerMlight dispatcherfair traffic contral in the event of an emergency
6.2.5 Inform emergency services af the dangeraus goods on board in the svent of 8n emesgency

ST 7.1 Report dangerous goods accidents

71 Transport cargorbaggage bo facilityterminal
5T 7.2 Report dangeraus goods incdents

7.2 Repart dangercus goods incidents

ST 7.3 Report undeclaredimisdecd ared dangerous goods
7.3 Repart undedaredfmiddedared DG

5T 7.4 Report dangeraus goods sccurrences

Knowledge

i
‘E
i

It is then possible to print it and / or save it on your computer or network.

Note: It is recommended to save your files in a different directory from the application installation directory in
order to avoid their deletion during a possible uninstallation.
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5.5.3 Exporting to .xlIs format

ires in the event of an emergency

perations officer/flight dispatcher/air traffic control in the event of an emergency

ency services of the dangerous goods on board in the event of an emergency

baggage to facility/terminal

us goods incidents

ed/misdeclared DG

" Competency model

" Inverted competency model

™ Matrix and models

ATTITUDES

CBTool allows to generate XLS files. It will be then possible to print and/or save them on your computer or
network.

Note: It is recommended to save your files in a different directory from the application installation directory in
order to avoid their deletion during a possible uninstallation.

4 choices are possible :

- Exporting the matrix to Excel
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- u L ™ | w = | ' 1 " Lo n ey
Competencies Benefiting to Transport
persOnnel Oriented tool
Functional Advanced
General knowledge or Simple. most of it routine Complex andJor critical Fully autonomous in
understanding of basic and predictable work work activities. non- m;lumdmlerdependst
techniques and activities. Theassistance of  routine context, The contets, The employee is
concepts. an executive supervisor or employee is able to able to provide advice and
expertmay berequired  solve problems without answer 1o questions.
from time to time. assistance.
13
N My matrix
1 Flight crew

Sub-tasks

Specifications for certain well-
3} defined roles

Competencies framework
Flight crew

raft

and other occurrences

8

9 4
1] 3
1 H
2 |6.2.4 Inform flight i di hertair traffic control in the event of an emergency a0
3 |6.2.5 Inform emergeney services of the dangerous goods on board in the event of an emergency ]
4 | 7.1 Transport cargoibaggage to facilitgfterminal 0
5 | 7.2 Report dangerous goods incidents a0
§ | 7.2 Repont undeclared/misdeclared DG ]

- Exporting the competency model to Excel

Fichier  Accuedl  Insertion  Miseenpsge  Formules  Données  Révision  Affichage  Développeur  Aide 4 Partager
= EFractionner
-- FE B H crensors | Q[ B | 17 B S &
=] - < = Nommal Avec souts Mise en Pesonmalisé | () i g Zoom 100% Zoomsur | Mouvelle Réorganises Figerles < Changerde | Macras
& ¥ depage  page iege: 1= SaiSe= lasélection | fenétre  fout  wolets= [ AT By fenétre - -
Feuile persannelle Mades ¢ ffichage Aficher Zoom Fengte Madres
Al - 3
4 [ e o e
o
. My matrix
s Fiight crew |
5
. 6.2.1 Detect pr f dangerous goods not p in baggage
7 I Parformance criteria
Roapted com| Description
B CRd competency ecript [Observable behaviour Competency assessment
- Appiication of proceures and complance with regulations persting insiruetions and incomgiance with sppiicable regulatiens
o
n bath normal and
" 6.2.2 Interpret NOTOC
) U — I Perfarmance rieria
i peieney ripon Competancy assessment
laenuties sng
:i Appiication of procedures and compliance with regulations opersing insiuaions and incompliance with appiicable regulations
v O
w o normal and nonnomal sitatons
. 6.2.3 Apply procedures in the event of an emergency
10 I Tt o
Adapted competency Description
) - o [Observabie behaviour Competency assessment
n sath narmal ang
2

- Exporting the inverted competency model to Excel
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Enregistrement automatique ) ~ Matrix_1xlsx - 2 Rechercher

Fichier Accueil Insertion Mise en page Formules Données Révision Affichage Développeur Ajde
— .
i
ElENE e | Q[ B |13 B 8E
N | Ay its Mi P lisé Z 100% Z N lle Ré Fi I izl
= < o = lotmal| Avec sauts Mise en Personnalisé | () 0 iiliage [v] En-tétes som oom sur ouvelle Réorganiser Figer les
depage page la sélection fenétre tout volets v
Feuille personnelle Modes d affichage Afficher Zoom
Al - X
A B | C | D |
ﬂ Comp
(B TP %m i .
Basic Functional Advanced Mastery
< 7
General knowbedge o Simple. MOst of it routing Complex anddor critical Fully avtanamous in
wunderstanding of basic and predictable work wark activities. non- complex and interdependent
techniques and activities. The assstance of routine context. The contexts, The empiayee is
concepes. an executive supervisor or  employee sableto  able to provioe advice and
expert may be reguired 30IVE Probiems without anTWer tD questions.
froen i 15 ime. assistance
2
. My matrix ‘
4 Flight crew |
5
Identifies where to find procedures and regulations
6
7
s ‘ Performance criteria
9

— Adapted competen,
P petency Observable behaviour
10 |

Follows relevant procedures in a timely manner

Performance criteria

— Adapted competen
P! petency Observable behaviour
5 [

Complies with applicable regulations

"
3

Performance criteria

18

B Adapted competen
¢l P petency Observable behaviour
2

Applies relevant procedural knowledge

]

=)

I

Performance criteria

~

— Adapted competen
P petency Observable behaviour

e
|

Selects appropriately what, when, how and with whom to communicate

Skl

Performance criteria

o
4

| Inverted competency model ‘ ®

- Exporting the matrix and the models to Excel

This option allows you to have the matrix and competency models in a single Excel document.
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A B ]

ting to Transport

UB TP Wy o s

Basic Functional Advanced Mastery
Generalknotedgece  Simple mostof itrouting  Complex and/or critical Fully autonomous in
be: wark activities, non-  complex and interdependert
activities, of The  contexts. The emplayee is
conceps. a0 executive supervisoror  employee is able to able to provide advice and
xpert may be required - solve problems. without answer 1o questions.
froen time 10 time. assistance,

My matrix

Flight crew

Identifies where to find procedures and regulations

= Adapted competency

Performance criteria

Observable behaviour

Follows relevant procedures in a timely manner

Adapted competency

Performance criteria

Observable behaviour

Complies with applicable regulations

= Adapted competency

Performance criteria

Observable behaviour

Applies relevant procedural knowledge

Adapted competency

Performance criteria

Observable behaviour

Selects appropriately what, when, how and with whom to communicate

Performance criteria

Matrix Competency model | Inverted competency model ‘ @

5.6. Return to the home page

Press the button “Back to homepage .

The team wishes you a good use of CBTool
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