
U S DEPARTiv1 ENT or TR/\NSPORTATION 
n· on~At /W l /\110N t\OMIN!Sli~Al ,)N 

3120.24A CHG I 

8/30/93 

SUBJ : AIR TRAFFIC CONTROL SPECIALIST ON-THE-JOB TRAINING AND POSITION CERTIFICATION 

1. PURPOSE. This change transmits revised pages for Order 3120.24A, Air Traffic Control Specialist On-the-Job 
Training and Position Certification. 

2. DISTRIBUTION. This change is distributed to the branch level in headquarters Air Traffic, regional Air Traffic 
and Human Resource Management Divisions, the FAA Academy, and all Air Traffic field facilities. 

3. EFFECTIVE DATE. This change is effective on November 1, 1993, and shall be fully implemented no later than 
February 28, 1994. Facilities are to use this time period to make necessary provisions to comply with this change to the 
order. 

4. BACKGROUND. The on-the-job training (OJT) and position certification process is a critical part of the facility 
training program. This change incorporates the •Train to Succeed• philosophy, and is the result of input provided by 
several cross-sectional work groups. The changes made to the OJT and certification process prov:de facilities with the 
flexibility to tailor the training program to the needs of the individuals in training, thus allgwing for a more effective and 
successful1raining experience. 

S. EXPLANATION OF CHANGES. 

a. National minimum and maximum certification hours have been replaced with facility-determined target hours. 

b. Benchmark and periodic evaluations have been replaced with performance and certification skill checks. 

c. The OJT Examiner (OJTE) functions have been replaced with the increased responsibilities of the training 
team. 

d. Skill enhancement training is an option that the training team may recommend in order to improve the 
knowledge or skill level of a developmental. 

e. Roles and responsibilities have been modifie.d to reflect the changes in the OJT and certification process. 

f. A training review process has been added. 

g. Appendix 1 bas been replaced with flowcharts of the OJT and certlftcation process . 

h. Instructions for completing FAA Form 3120-25. ATCTIARTCC OJT b:.unu1icm!Emlumion Repon , and 
FAA Form 3120-26, FSSIAFSS OJT lnstrucrioii!Eva/umion Repon, tn Appendax 2 have heen modified to reflect changes 
to the order. 
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6 . DISPOSITION OF CHANGES. ReL'lin this transmiual until !' uprr~eded hy a new h:~~ic order. 

Remo,·e Pages 

1 . 8 

Appendix 1, 1 (and 2) 

Appendix 2, 1 - 3 (and 4) 
19 - 21 (and 22) 

Associate Administrator for Air Traffic 

Page 2 

PAGE CONTROL CHART 

Dated ln.c;ert Pages 

12/3/91 1 
2 - 16 

12/3/91 Appendix I. 1 - 4 

12/3/91 Appendix 2, 1 - 4 
12/3/91 19- 22 

Dated 

12/3/91 
8/30/93 

8/30/93 

8/30/93 

8/30/93 



ORDER 
U.S. DEPARTMENT OF TRANSPORTATION 

FEDERAL AV IATION ADMINISTRATION 3J 20.24A 

12/3/91 

SUBJ : AIR TRAFFIC CONTROL SPECIALIST ON-THE-JOB TRAINING AND POSITION CERTIFICATION 

1. PURPOSE. This order establishes new procedures for standardization of instruction and evaluation of the on-the-job 
training (011) and position certification process for Air Traffic Control Specialists (ATCS). 

2. DISTRmUTION. This order is distributed to the branch level in headquarters Air Traffic, regional Air Traffic and 
Human Resource Management Divisions, the FAA Academy, and all Air Traffic field facilities . 

3. CANCELLATION. Order 3120.24, Air Traffic Control Specialist On-The-Job Training and Position Certification, dated 
August 8, 1988, is canceled. 

4. EFFECTIVE DATE. This order is effective on January 31, 1992. 

5. BACKGROUND. The OJT and position certification process is a critical part of the facility training program. During 
OJT, classroom and laboratory instructions are converted to application in a live environment ; therefore, it is mandatory that 
national standards be adopted to enhance the quality and objectivity oi this process. 

6. EXPLANATION OF CHANGES. 

a. OJT Instructor (OJTI) selection criteria for transferring ATCS's with previous OJTI experience are modified. 

b. OJT Examiners (OJTE) may recommend "suspension of OJr following a benchmark or periodic evaluation . 

c. The assignment of a primary OJTI for each developmental is required . and it is recommended that a limit be placed 
on the number of additional OJTI's that are assigned to each developmental. 

d. The requirement that OJT Certifiers (OJTC) observe the developmental on position dunng the certification evaluatton 
is made explicit. 

e. The requi.¢ment that first-level supervisors prepare a written evaluatiOn for each developmental is modified to be 
accomplished monthly. 

f. Criteria used by OJTC's for granting certification are made explicit. 

g. A new block has been added to Appendix 2, FAA Form 3120-25. ATCT!ARTCC OJT JNSTRUCTIONIE\'ALUAT/Oi'v' 
REPORT, and FAA Form 3120-26, FSSIAFSS OJT JNSTRUCTIONIEVAL UATION REPORT forms for recording the OJTE"s 
recommendations. 

h. Adds ·Traffic Advisories are provided" as a separate JOh functton on the ATCT ARTCC OJT 1/'v'STRUCTJON.t 
EVALUATION REPORT form. 

1. The organization and level of detail of the FSSIAFSS Gut de haY<.: twc·n modllieJ . 

j. Tite requirement that Air Traffic managers shall adhere to ncgotlateJ rontlill.' b Ill :-cln ·tmg orr personnel IS made 
explicit. 
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7. DEFINITIONS. 

a. Additional OJT Hours. OJT hours beyond the target hours are referred to as additional OJT hours . 
On an individual basis, target hours may be extended up to 20 percent by the developmental's supervisor based 
~n the recommendation of the training t~m. (See paragraphs Sa, 8h .) 

b. Certification Skill Check. An assessment used to determine if a developmental demonstrates the 
knowledge and skill level necessary to certify on an operating position . (See paragraph 8f.) 

c. Currency. The prescribed minimum time requirements necessary to work a position of operation 
independently under general supervision. 

d. De,·elopmental. Title applies to all GS-2152's entering the facility OJT training program. (See 
paragraph 9g.) 

e. Developmental's Supervisor. The supervisor of record for the developmental. (See paragraph 9d.) 

f. Discontinuation of Training. A result of a training review (paragraph Si) which recommends no further 
training be conducted. If ll\is recommendation is adopted by the Air Traffic Manager (ATM), the developmental 
is processed in accordance with the latest edition of Order 3330.30, Employment Program for Developmental Air 
Traffic Control Spe,cialists, or other appropriate directives. 

g. Minimwn Certification Hours. A percentage of the target hours required before becoming eligible 
for certification on a given operating position within the facility. (See paragraph Sa.) 

h. On-the-Job Familiarization (OJF) Hours. OJF is time that a developmental is assigned to monitor 
specialists who use various techniques and skills and to acquaint the developmental with the functions and 
operations of an operating position or area of specialization. OJF does not constitute OJT and shall not count as 
target hours. OJF shall be completed prior to beginning OJT. (See paragraphs Sa, 8c(2).) 

i. OJT Instructor (OJTI). A designated individual who instructs the developmental during OJT. (See 
paragraph$ 8b, 9f.) 

j. Performance Skill Check. An assessment used to compare the knowledge and skill level of a 
developmental to those required for certification. Performance skill checks are used to assess training progress. 
(See paragraph 8e.) 

k. Skill Enhancement Training. Training used to improve knowledge level or skill perfonnancc. This 
training will not include OJT or count against target hours. (See paragraph 8g.) 

l. Suspension of Training. An action taken by the developmental' .'> supervisor based upon training 
performance that ceases training pending the outcome of a training rcvtcw. (See paragraph 9d . ) Suspension of 
training for reasons other than training performance may not require a traimng review. 

m. Target Hours. The training hours normally re.quired for certification on a given operating position 
within the facility. Each facility shall set target houn; in accordance with the procedures in this order. Target 
hours are the number of OJT hours within which most individuals will be ahle to certify on a g1ven operating 
position without needing additional trainmg. Target hours do not include OJF time, additional orr hours, skill 
enhancement training time. or the time used to com.luct pcrformanc\.' or ccrtdicataon skall chcd.;s . 'l11e target hours 
may vary for different categories of individuals in training . (See parag raph 8a.) 
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n. Training Team. Designated individuals who facilitate the training of a developmental by continuously 
assessing the training progress and providing feedback that enhances trclinmg. (See paragraphs 8c , 9h.) 

8. OJT AA'D CERTIFICATION PROCESS. 

a. Facility Training Hours. Each facility shall : 

(1) Establish target hours, minimum certification hours, and OJF hours for each operating position 
within the facility. Cross-sectional work groups shall be used to recommend these hours. 

(2) Establish target hours, minimum certification hours, and OJF hours for categories of individuals 
in order to adjust training requirements for the level and recency of previous experience (e.g., those with no 
previous experience, individuals transferring from same-type/level facility. individuals transferring from same· 
type/lower level facility, etc.). 

(3) Evaluate established hours at least annually and, if necessary, adjust the hours to meet facility 
needs. 

NOTE: OJF shall be required for two operating positions in a facility/area, as designated by the training 
team. OJF is optional on all other positions based on the recommendation of the training team. 

b. Selection of OJTI's. 

(1) The selection of OJTI's shall be accomplished as follows: 

(a) To be eligible for selection as an OJTI, a candidate shall meet the following minimum 
qualification criteria: 

! Qualified a minimum of 6 months on positions involved, except for transferring ATCS's 
with previous om experience on the same-type position, who shall be qualified on the positions involved for a 
minimum of 60 hours. 'fbjs requirement may be waived at the A TM 's discretion for noncontrcl positions. 

~ OperationaJJy current on positions involved. 

1 Recommended by immediate supervisor. 

(b) A panel shall be designated by the ATM to select OJTI candidates. Composed of a minimum 
of two people, the panel sbaJJ consider, as a minimum, the following personal attributes in its recommendation 
of om candidates: 

1 Human relations skills . 

2 Communication skills . 

~ Motivation and attitude. 

1 Objectivity. 

~ Credibility. 
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(c) The panel shall forward its recommendation to the ATM or the ATM 's designee for final 
approval. 

(2) Prior to being designated an OJTJ, the selectee shall successfully pass the approved FAA Air 
Traffic OJTI course. 

c. Training Teams. 

(1) A training team shall be established by the developmental's supervisor for each developmental. 
The training team shall consist of: 

(a) Two OJTI's. One OJTI will serve as the primary OJTI. 

(b) The developmental. 

(c) The developmental's supervisor. 

(d) Other person(s) if assigned by the ATM. 

NOTE: The specific individuals on this team may change as the developmental's training progresses 
in order to meet individual and/or facility needs. 

(2) The training team shall: 

(a) Review the developmental's training history prior to that individual starting OJT. If 
practical. the other training team members should observe the developmental perform tasks in a simulated 
environment. 

(b) Determine the two operating positions for which OJF is required. 

NOTE: OJF shall be completed prior to beginning OJT on positions for which OJF is assigned. 

(c) Determine the need for OJF other than on the two required operating positions. 

(d) Ensure continuous, objective assessment of progress during training and provide the 
assessment to other training team members. 

(e) Identify the need to improve performance and, as needed: 

1 Recommend the types of skill enhancement training to be provided, and/or 

~ Recommend additional OJT hours . 

(f) Prov1de recommendations to the developmental's supervisor on the developmental's readiness 
for certification. 

(3) The developmental's supervisor shall act as the training team leader and shall retain the 
responsibility to direct the developmental's training by modifying the plan for training after considering the 
recommendations of the training team. The supervisor shall facilitate training team functions and seek support 
of facility management and staff personnel when necessary. 
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• (4) The two OJTI's shall be responsible for providing the majority of the developmental's OJT. The 
primary OJTI will usually train the developmental. The secondary OJTI will provide training when the primary 
OJTI is not available. When neither the primary nor the second OJTI are available, any OJTI may provide 
training. 

d. Plan for Training. 

(1) The training team members shall discuss a plan for training before beginning OJT on positions. 
At a minimum, the discussion of the plan for training shall include requirements, team responsibilities, target 
hours. timeframes, md individual training needs. 

(2) A facility checklist may be used to facilitate the discussion. · 

(3) The date that the plan for training was discussed shall be documented. 

e. Perfonnance Skill Checks. 

(1) Performance skill checks shall be used: 

(a) To compare the knowledge and skill level of a developmental to those required for 
certification. 

(b) To identify those areas that require improvement to achieve certification. 

(2) Performance skill checks shall occur at least every calendar month on each position that the 
developmental is receiving OJT. In addition, performance skill checks may occur at any time based on the 
recommendation of the training team. 

(3) Performance skill~heck time does not count toward OJT hours. 

(4) Performance skill checks shall be performed by the developmental's supervisor or a supervisor 
who maintains familiarity or turrency on the operating position. In the event the supervisor only maintains · 
familiarity on an operating position, an OJTI shall be plugged in and responsible for the position during the 
performance skill~eck session. 

(5) The results of the performance skill check shall be documented on FAA Forms 3120-25/26. The 
documentation shall include: 

{a) A description of performance. 

(b) Recommendations for performance improvement. 

(c) A recommendation for one of the following: 

! Continuation of OJT. 

2 Skjll enhancement training. 

1 Suspension of training . 
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(6) After the performance skill check, the developmental's supervisor shall consider: 

{a) The developmental's performance during OJT, 

{b) The perfonnance demonstrated during the performance skill-check session, 

(c) The recomrnendation(s) resulting from the performance skill -check session , and 

(d) !nput from other training team members. 

(7) The developmental's supervisor shall then take one of the following actions: 

(a) Continuation of OJT. The developmental will continue OJT. It is anticipated that 
certification will be attained within the target OJT hours or that additional OJT hours will be assigned. 

(b) Skill Enhancement Training. Training (other than OJT) will be provided in order to 
improve performance. The type(s) of training to be provided shall be recommended by the training team. This 
training shall not count toward OJT hours. ' 

(c) Suspension of Training. If training is suspended, a training review shall be conducted. 

f. Certification Skill Checks. 

(1) Only the developmental's supervisor can certify the individual or suspend tramJng. The 
developmental's performance of the knowledge and skills required for certification shall be assessed through a 
single certification skill-<:heck session that may include verbal questioning, simulation, or other methods. This 
session shall: 

(a) Be conducted only after minimum certification hours have been completed. 

{b) Be recommended by the training team or conducted at the completion of OJT hours. 

(c) Be identified as a certification skill check prior to the session. 

(d) Not count toward OJT hours. 

(e) Be performed by the developmental's supervisor or a supervisor who maintains familiarity 
or currency on the operating position. In the event the supervisor only maintains familiarity on an operating 
position, an OJTI shall be plugged in and responsable for the position during the certification skill-check session. 

(2) The results of the certification skill check shall be documented on FAA Forms 3120-25/26 . The 
documentation shall include: 

(a) A description of performanct' 

{b) Recommendations for performance improvement. 
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(c) A recommendation for one of the following: 

l Certification. 

£ Continuation of OJT. 

1 Skill enhancement training. 

1 Suspension of training. 

(3) After the certification skill check, the developmentat•s supe.rvisor shall consider: 

(a) The developmental's performance during OJT, 

(b) The performance demonstrated during the certification sbll-<:heck session, 

(c) The recommendation(s) resulting from the certification skill-<:heck session, and 

(d) Input from other training team members. 

(4) The developmental's supervisor shall then take one of the following actions: 

(a) Certification. For a certification skill check to result in certification, all applicable job 
functions must be rated as satisfactory or not observed. Verbal questioning, simulation, or other methods may 
be used to demonstrate knowledge of a job function when not observed. If a job function is not observed during 
this session, the supervisor must d~ument that the developmental has demonstrated satisfactory 
performancelk:nowledge for that job function. 

(b) Continuation of OJT. 

(c) Skill enhancement training. 

(d) Suspension of training. 

g. Skill Enhancement Training. 

(1) The purpose of this training is to enable the developmental to return I') OJT and perform at a level 
that will allow certification within the assigned OJT hours. 

(2) Skill enhancement training may be used: 

(a) To improve knowledge level or skill performance. 

(b) To develop skills that cannot be obtained in the operational environment (e.g., seasonal 
traffic) . 

(3) This training shall not include OJT or count toward assigned OJT hours. 

(4) The developmental's supervisor shall identify the need for skill enhancement trainmg using 
recommendations from the train ing team, if appropriate . 
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(5) The training team shall recommend the type (e.g., computer-base<.~ instruction, stmulation labs, 
classroom) of training to be provided, if appropriate. 

(6) The developmental's supervisor shall: 

(a) Coordinate the use of training resources . 

(b) Schedule the training . 

(c) Discuss the skill enhancement training with the developmental. 

(d) Document the plan in writing. 

h. Additional OJT Hours. 

(1) Additional OJT hours may be: 

(a) Used for those developmentals who cannot certify within the target hours but, in the opinion 
of the training team, can certify within the additional hours provided. 

(b) Recommended by the training team. 

(c) Assigned by the developmental's supervisor based on the r<'commendation of the training 
team. The additional hours may be up to 20 percent of target hours and shall be documented. 

(2) Upon the completion of additional assigned OJT hours, a certification skill check shall be 
conducted. 

(3) After the certification skill check, additional OJT hours may be assigned as long as the total 
additional OJT hours do not exceed 20 percent of the target hours. If the additional 20 percent of the target hours 
has beea used, the developmental's supervisor shall take one of the following actions: 

(a) Certification, or 

(b) Suspension of training. 

i. Training Review Process. 

(1) The purpose of the training review process is to ensure that all opportunities for training success 
were utilized while maintaining the integrity of the training program. Training reviews shall be conducted when 
requested by an ATM!hub manager or when training has been suspended due to the developmental"s training 
performance. 

(2) The results of the training review shall be communicated to the developmental as !'Oon as possible. 
and in no case shall the training review process exceed 30 days . 
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(3) The training review shall be conducted by the followmg group: 

(a) A minimum of two of the following individWtls selected by the ATM /hub manager: 

1 A first-level supervisor other than the developmental's supervisor. (!f not ;tvai lable on
Site, the hub manager may designate this duty to any first-level supervasor within the hub .) 

f A SJ:Cond-level supervisor at facilities that have on-site, second-level supervis:on (other 
than the ATM). (If not available on-site, the hub manager may designate this duty to any second-level supervisor 
in the hub.) 

~ Assistant Manager for Training (AMT) or Quality Assurancerrramang Specialist (QATS) 
or Training Administrator (T A). (If not available on-site, the hub manager may designate any of these individuals 
from within the hub.) 

(b) A representative designated by the union . 

(4) The A TM and/or training team members may be a..c;ked to provide information during the training 
review process, but shall not be part of the training review process group. 

(5) Thi'l training review may include an assessment of the training history and interviews of the 
training team members and/or other persons, as appropriate. 

(6) At the completion of the review, recoinmendation(s) are forwarded to the ATM/hub manager. 
Recommendations shall include either (a) or (b) below: 

(a) Continuation of training, including: 

1 Reassignment to a new training team, and/or 

2 Assignment of skill enhancement training, and/or 

~ Assignment of a new amount of OJT hours, and/or 

~ Other actions that would help the individual to certify. 

(b) Discontinuation of training. 

(7) The ATM!hub manager shall consider the recommendation(s) resulting from the tramang review 
in maldng a fmal determination for continuation or discontinuatmn of tram111g for the developmental. 

NOTE: Exceptions to the traming review process may be <t pprovc{l by the regional A1r Traffic Division 
manager, without coordination with headquarters. 
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• 9. ROLES AND RESPONSIBILITIES. 

a. Air Traffic Manager (ATM). The ATM shall ensure the overall efficiency and effectiveness of the 
facility training program. In specific, the ATM shall: 

(1) Ensure that a training program is established and conducted in accordance with natl()nal , wgional, 
and local orders and directives. 

(2) Designate, in writing, an individual to serve as the Training Administrator (T A). The ATM may 
be the designated T A. 

(3) Ensure that individuals designated as the T A attend required training courses w11hin 1 year of 
occupying the pos1t1on. At facilities with contract training, the T A shall attend the contract training and 
administration course within 1 year of occupying the position. 

(4) Ensure that individuals who, as part of their documented job assignment, conduct classroom 
training or develop lesson plans, such as AMT, TA, training specialist, or QATS. attend an FAA-approved 
instructor training course within 1 year of ocr t1pying the position. Briefings conducted by staff personnel, or 
administration of simulated control problems, do not constitute classroom training. 

NOTE: If resources do not permit a facility to meet the requirements of subparagraphs (3) and (4), a 
waiver may be granted by the Director of Air Traffic Program Management (ATZ-1 ). 

(5) Ensure that individuals entering certification training receive adequate facility orientation and are 
thoroughly briefed on the Instructional Program Guide (IPG), facility training directive, Order 3330.30, and other 
associated directives prior to entering training. 

(6) Ensure that National Air Traffic Training Tracking Reports are submitted as required. (See the 
latest edition of Order 3120.22, National Air Traffic Training Tracking System.) 

(7) Ensure that training reports are properly maintained and completed in accordance with agency 
directives. 

(8) Submit resource requirements necessary to conduct the facility training program to the regional 
Air Traffic Division, through the hub manager, in accordance with established procedures. 

(9) Ensure that an annUal schedule of required proficiency training is maintained and that proficiency 
training is accomplished in accordance with the latest edition of Order 3120.4, Air Traffic Training. 

(10) Ensure that facility target hours, minimum certification hours. and OJF hours are established, 
maintained, and updated. 

(11) Ensure that an annual evaluation of the efL 1cy and effectiveness of the OJT program •s 
conducted and a written report is prepared . Use this report as a .. asis for improving the facility tr.1ining program. 

(12) Ensure adherence to procedures in national training directives unless operational circumstances 
necessitate alternative actions as authori1..cd hy the Office of Air Traflic Program Management, Traming 
Requirements Program, ATZ-1 00, through the regional Air Trafti~: Division . 
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(13) Ensure that ull OJTI's, supervisory :m traffic control spcciaiJsts, and Control Tower Operator 
Examiners meet the qualification criteria in Order 3120.4 and the latest edition of Order 7220.1, Certification and 
Rating Procedures. 

(14) Ensure that OriTs are recommended and dt:signated in accordance with the national policy . 

(15) Ensure that training teams receive support of the TA and second -level supervisors, when 
applicable. 

(16) Forward comments and informatior concerning curriculum or training requirements to ATZ-1 00 
through established regional channels, with a copy to the regional Air Traffic Training Coordinator. 

(17) Initiate the training review process. 

b. Tr.tining Administr.ttor (T A). T A's shall administer the facility training program. At facilities with 
an AMT, the AMT will normally be assigned the responsibilities of theTA. Specifically, TA 's shall: 

(I) Develop and maintain a staff of training specialists, where authorized. 

(2) Ensure that the training contract is managed so that quality training is being conducted and that 
instructions conform to national, regional, and local orders and directives. 

(3) Ensure that the facility training program is planned, conducted, assessed, and improved on a 
continuous basis. 

(4) Monitor the performance of training specialists/contract instructors in classroom and laboratory 
training, and assess such perfonnance on a continuous basis. Ensure the training is the highest possible quality 
and needed improvements occur in a timely manner. 

(5) Ensure that local course materials, visual aids, and control problems are develope.d and properly 
labeled to support materials distributed nationally. 

(6) Maintain close communication with first-level and second-level supervisors, where appropriate, 
and the ATM regarding all facility training programs and resources. 

(7) Plan and direct the .training ofOJTI's and personnel conducting performance and certification skill 
checks. 

(8) Establish and maintain the OJT documentation process. 

c. Second-Level Supervisors. Second-lt:vel supervisors shall manage OJT of all personnel under their 
supervision. If a facility has no on-site second-level supervisors, these dut1cs are to be delegated w the ATM or 
TA in the local training directive. The second-level supervisor shall: 

(I) Maintain close communication with the AMTrr A and first -level supervisors regarding all trainiup. 

(2) Provide oversight and direction to first-level supervisors, where appropnate , to ensure compliance 
with training directives. 
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(3) Ensure that a review of documentation of performance sk tl l checks is conducted. 

(4) Ensure that training is provided to the maximum extent possible. 

(5) Ensure that training teams receive support as directed by the ATM. 

d. Developmental's Supenisor. The developmental's supervisor of record shall direct training activities 
of employees under his or her supervision, promote cooperation and communication, and coordinate resources to 
assist training. The developmental's supervisor shall: 

(1) Administer, assign, monitor, and facilitate training. 

(a) Establish a training team for each developmental on each operating position. 

(b) Ensure that OJF is provided for two operating positions. 

(c) Ensure that OJF is provided for additional operating positions based on the recommendation 
of the training team. 

(d) Ensure that the training team OJTl's provide the majority of OJT. 

(e) Initiat~ corrective actions when necessary. 

(f) Ensure that OJT is productive, to the maximum extent possible, and commensurate with the 
level of experience of the developmPntal. 

(g) Identify, recommend, coordinate, and schedule additional OJT hours and skill enhancement 
training. if necessary. 

(2) Maintain communication among the training team, AMT/TA, and second-level supervisors, as 
appropriate. 

(3) Provide feedback to OJTI's on the effectiveness of the training provided. 

(4) Ensure that OJT reports are completed and discussed with the developmental as soon as possible 
after each session. This discussion should include an overview of the session, an identification of the strengths 
and weaknesses, and specific recommendations to improve performance. 

(5) Ensure that OJF hours are documented . OJF hours may be documented on 
FAA Forms 3120-25/26, or in a regionally/locally approved format. 

(6) Ensure that OJTI's have no other duties to perfom1 during training sessions. 

(7) Maintain either currency or familiarization on posi tions for which certifications are conducted . 

(8) Sign the certification entry in the employee's Training and Profi ciency Record . FAA Form 3120- 1. 
This signature certifies that the employee has completed all certificat ion training for the posi tion . 

(9) Promote teamwork skills for tmin ing team members . 
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(10) Conduct performance and certification skill checks . 

(a} Document performance and certification skill-check re..'lults and recommendations on 
FAA Forms 3!20-25/26. 

(b) Provide feedback to the individual after each performance or certification skill check. 

(c) Take one of the following actions: 

! Certify the developmental, 

6 Continue OJT, 

1 Assign skill enhancement traininr. or 

~ Suspend OJT. 

(11) Serve as team leader for his or her developmentals' training team(s). 

(a) Make the fmal determination to modify the plan for training by providing skill enhancement 
training or additional OJT hours after considering training team recommendations. 

(b) Make the final determination regarding certification after considering training team 
recommendations. 

(c) Make the fmal determination regarding the suspension of training after considering training 
team recommendations. 

NOTE: The developmental's supervisor shall retain the responsibility to direct the developmental's 
training by modifying the plan for training, and to continue or to suspend training after considering the 
recommendations of the training team. 

e. Other First-Level Supervisors. Other first-level supervisors shall: 

(1) Conduct performance and certification skill checks. 

(a) Document performance and certification skill-<::heck results and recommendations on 
FAA Forms 3120-25/26. 

(b) Provide fet'.dback to the individual after each perfonnance or certification skill check. 

(c) Recommend one of the following actions: 

! Certification, 

6 Continued OJT, 

J Assignment of skill enhancement traimng, or 

1 Suspension of OJT. 

Par 9 Page 13 
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(d) Brief the developml!ntal's supl!rvisor on the performance and/or certification skill-check 
results and recommendation(s). 

(2) Ensure that OJT reports are completed and discussed with the developmental as soon as possible 
after each session. This discussion should include an overview of the se...;;sion, an identification of the strengths 
and weaknesses, and specific recommendations to improve performance. 

(3) Serve on training reviews, if re41uested. 

f. On-The-Job Training Instructor (OJTI). The OJTI is responsible for assisting the developmental in 
acquiring the knowledge and skills necessary to certify. The OJTI shall: 

(1) Ensure the OJT process includes preferred methods of teaching through a combination of direction, 
demonstration, and practical application. 

NOTE: OJT instruction shall be based on handbook re41uirements and procedures and should provide 
guidance on control judgment. Alternative techniques should be demonstrated by the OJTL 

(2) Be familiar with the developmental's previous training performance prior to commencing OJT. 

(3) Document OJT results on FAA Forms 3120-25/26. 

(4) Discuss the perfc:mance as soon as possible after each session. This discussion should include 
an overview of the session, an identification of the strengths and weaknesses. and specific recommendations to 
improve performance. 

(S} Have only OJT duties to perforrn during training sessions. 

NOTE: OJT instruction is not permitted where the instructor and the developmental are plugged into 
separate control positions. OJT instruction shall only occur on positions with e41uipment that has 
provisions for the OJTI to monitor and preempt the developmental's transmissions. 

(6) Provide OJT to no more than one developmental at the same time. 

(7) Satisfy training objectives as specified in the IPG/plan for training. 

(8) Keep the developmental's supervisor informed of progress. 

(9) Assume the responsibilities of a training team member when assigned to a training team. 

g. Developmental. The developmental shall actively participate in training to achieve certification and 
perforn operational assignments in order to maintain proficiency. The developmental shall: 

(1) Review and discuss the plan for training with the other members of the training team. Ensure that 
all aspects of the plan for training are understood. 

Page 14 Par 9 
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• (2) Review, discuss, and sign FAA Forms 3120-25/26 . 

NOTE: Signing these forms does not necessarily imply agreement, only that the information was 
discussed. Written comments on the forms are permitted and should include items to be 
reviewed/discussed with the haining team. 

(3) Advise his or her supervisor immediately of any extenuating circumstance(s) that might impede 
training progress. 

(4} Be physically and mentally prepared to receive OJT, exercise initiative, and study to ensure 
satisfactory training progress and certification. 

(5) Verify that all OJT/OJF times are recorded accurately. 

(6) Engage in OJT only on positions that have been assigned. 

(7) Be responsive to training performance feedback from OJTI's/supervisors. 

h. Training Team. The training team shall facilitate the training of a developmental by continuously 
assessing the training progress and providing feedback that enhances training. The training team shall consist of 
the developmental, two OJTI's, the developmental's supervisor, and any other personnel designated by the ATM. 
Each member of the training team shall: 

(1) Review anci discuss the plan for training. 

(2) Determine the two positions for which OJF will be provided and determine the need for OJF on 
other operating positions. 

(3) Ensure continuous, objective assessment of progress during training and provide that assessment 
to other training team members. 

(4) Identify the need to improve performance and, as needed: 

(a) Recommend the types of skill enhancement training to be provided, and/or 

(b) Recommend additional OJT hours. 

(5) Provide recommendations to the developmental's supervisor on re.adiness for certification or 
suspension Qf training. 

(6) Provide infonnation during the training review process, as requested . 

Par 9 Page 15 

• 



.~ 1.:11 .: .::\ 
\1'1'1 :'\! ll'\ .: 1? / 'l/ 9 ! 

C.IF: OI'FR\TJ:'\( ; \IF'IIIOilS \\I> J>IHH 'I·: DUU:s 

.)uh Fundion ( ' all•!,!or~: Fquipmt·ntt( 'ondtHit·d l 

.I nh F unci ion 

20. fqcapmem ··apahtlitic.' 
uti/i : ,·d ur:dt'ntood. l : ~c' ,1\ ail;thk 
cquipnwnt 111 the: fullc:•q ntl.'tll 
possible. Di~pl a y~ l.. nl'\\ lcd);!C: of 
ctpabilitic.:~ and limitati<'n' of 
equipment and it~ asst'Ciatc.:d 
backup. ( Cll tKiud,·d) 

CJE: CO~I:\·tUNIC\T107' 

d. 

c . 

I ndil'alur 

lkmPn~t r atc~ l.:nP\\ ln!gc uf procc:durc' !<Jr 
Ppcrating a ll equipmen t. 

Job Function Category: Communication/Coordination 
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Job Function 

21. Required coordinations are 
performed. Coordinates all 
information that is pertinent to the 
situation. Ensures that personnel 
receiving the information have all 
the contents. Acknowledges all 
information received on position. 

a. 

b. 

c. 

Performs handoff.'pointouls correctly at 
appropriate time ·position . 

Coordinates rest riel ions or special 
instructions. 

Verifies aircraft position and altitude. 

d. Verifies and ackno\\ lc:dgc.:s all 
information exchanges. 

c. En~urc~ separatitm i~ not l'l'ltnpromi~cd 
after coorJin:ttilHl is cnm pkrcd. 
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APPENDIX I 

• APPENDIX 1. OJT AND CERTIFICATION PROCESS FLOWCHARTS 

OJT and Certification Process 

This appendix contains two graphic representations of the OJT and certification process in the form of 
flowcharts. The first flowchart (Figure A-l) is an abbreviated version of the process that provide!> a general 
overview of the basic steps involved in the OJT and certification process. The second flowchart (Figure A-2) is 
a more detailed representation of the OJT and certification process. 

Neither flowchart is intended as a complete description of the OJT and certification process. or as a substitute 
for the policy set forth in this order. The flowcharts are, rather, intended to assist in the understanding of the 
revised OJT and certification process. Paragraph numbers have been included in the flowcharts to reference the 
location of specific policy information in the body of the order. 
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FIGURE A-1. OJT AND CERTIFICATION PROCESS 
(ABBREVIATED VERSION) 

Page 2 

Establish training 
team. 

(See paragraph 8c.) 

Discuss plan 
for training. 

(See paragraph 8d.) 

Provide OJF. 
(See paragraphs 

Sa. 8c(2).) 

Certify. 

Conduct performance 
skiU check. 

(See paragraph 8e.) 

Continue orr. 

Provide sldll 
enhancement 

training. 

~ Provide. a~ditional 
trauung. 

Continue orr. 

Providesldll 
enhancement 

training. 
(See paragraph 8g.) 

Suspend training. 

Conduct training 
review 

{Sec paragraph 8i.) 
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• FIGURE A-2. OJT AND CERTIFICATION PROCESS 

Individual ready for 
training on position. 

~ 
Supervisor establishes 

training team. 
(See paragraph Sc.) 

~ 
Training team discusses 

training plan. 
(See paragraph 8d.) 

I 

OJF provided if 
appropriate. (See 

paragraphs Sa. 8c(2).) 

{.-

3120.24A CHG I 
APPENDIX 1 

~~~---o_rr __ pro~~-·d-~-·--~ ~~----------------------------------------------------------------------~ 
~ 

Yes 

Supervisor conducts 
certification skill check 

(See paragraph ~f.) 

8 

Supervisor conduces 
perfonnance skill 

check (at least monthly). 
(See paragraph 8e.) 

End 
qualification 

training. 

Sl,ciU enhancement 
ttai.n.ing provided 1----l 

(See paragraph 8g.) 
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FIGURE A-1. OJT AND CERTIFICATION PROCESS 
(CONTINUED) 
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orr hours provided. 

(See paragraphs 8a, Sh.) 

End 
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Skill enhancement 
training provided. 

(See paragraph 8g.) 

Developmental 
processed Wlder 
Order 3330.30. 

Reassignment 
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training team 

and/or 

Skill 
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ATCT/ARTCC 
GUIDE FOR THE OJT INSTRUCTION lEV ALUA TION REPORT 

FAA Fonn 3120-25 

3120.24A CHG I 
APPENDIX 2 

This guide contains instructions for completing the ATCT/ARTCC OJT Instruction/Evaluation Report 
(FAA Form 3120-25). FAA Form 3120-25 is used by OJTI's and first-level supervisors to r~ord their 
observations of the performance and progress of the developmental ATCS during OJT instruction and skill-ch~k 
sessions. The form is provided on pages 4 and 5 of this appendix. 

Using the Fom1: Complete the following items. Block numbers correspond to the numbered blocks on the 
form. 

Block 1 

Block 2 

Block 3 

Block 4 

BlockS 

Block 6 

Block 7 

Block 8 

Block 9 

Block 10 

NAME: Print developmental's last name, first name. 

DATE: Enter month, day, year. 

POSITION(s): Enter position(s) of operation on which training or skill ch~k is being performed. 

WEATHER: R~ord description of weather as VFR, MVFR, IFR. Check the one box most 
repn-<;entative of the session. Conditions that impact training should be noted in Block 12. 

WORKLOAD: Check description of traffic volume. Check the one box most representative of 
the session. 

COMPLEXITY: Ch~k description of complexity of operations. Check the one box most 
representative of the session. Note any unusual situations. equipment outages, configurations. 
and/or restrictions that impact training in Block 12. 

HOURS TIUS SESSION: Enter actual clock hours and minutes for this session. 

HOURS (%) THIS POSITION: Enter total dock hours and minutes spent in training on this 
position. Include this session. As an option, enter percent of allotted hours expended so far for 
this position. 

PURPOSE OF REPORT: Check appropriate purpose of report on the form. Check "OJT* for 
any activity that is counted as part of lhe assigned training time. Indicate "Other· if used for OJF 
or skill enhancement training and document specific use in Block 12. Indicate "Simulation· if 
simulation laboratory is used, as required in lPG . The supervisor che~ks "Evaluation~ when 
administering a performance skill check or checks "Certification" if administering a certification 
skiiJ check. 

ROUTING: According to facility requirements . * 
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• Block 11 PERFORJ\lANCE: Block 11 of the fonn consists of the performance sectwn. Thts sectwn 
contains critical job elements (OE), job function categories . and job functions used as a basts for 
instructing and evaluating the developmental ATCS. 

Users of this form should review the definitions of all job functions and their respective 
performance indicators in the attached checklist. These descnptions are guidelines to be used by 
all participants involved in OJT to ensure that what is expected is mutually understood. This 
checklist is not all-inclusive and is not meant to limit the duties to be reviewed. The Job Function 
Category entitled "Other" is intended for local use and adaptation. 

a. OJTJ' s pla~e checkmarks in the columns "OBSERVED" and "COMMENr as follows: 

1. OBSERVED: A checkmark in this column indicates that the operation or procedure was 
observed during the period, but that no significant comments are made. 

2. COMMENT: A checkmark in this column indicates that the operation or procedure wa::; 
observed during the period and is accompanied by a referenced comment in Block 12. 

b. The supervisor who conducts the skill che.cks uses the columns "SAT1SF ACTORY, • "NEEDS 
IMPROVEMENT," and "UNSATISFACTORY." OJTI's do not make checkmarks in these 
columns since these terms are evaluative. The terms are defmed as follows: 

1. SATISFACTORY: A checkmark in this column indicates that the developmental's 
observed perfonnance this session meets expected performance requirements and indicates 
that the developmental demonstrates the ability to work independently for this performance 
item. Examples of exemplary performance and specific comments, along with suggestions 
for improvement, shall be staled in Block 12 of the form for each job function indicated. 

2. NEEDS IMPROVEMEflit'T: A checkmark in this column indicates that the developmental's 
observed perfonnance is acceptable at this stage of traming. but must improve in order to 
meet expected perfonnance. Examples of exemplary performance and specific comments, 
along with suggestions or requirements for improvement. shall he stated in Block 12 of the 
form for each job function indicated. 

3. UNSATISFACTORY: A checkmark in this column mdicates that the developmental's 
observed perfonnance is unsatisfactory at this stage of training . Suggestions and 
recommendations for correcting each unsatisfactory job function must be stated in Block 12. 
except :at the 100-percent level. Examples of e\emplary performance and specific 
comments, along with suggestions or requirements for smprovement , shall be stated in Block 
12 of the form for each job function indicated. 

c. To certify on a skill check, all applicable items must he marked satssfactory or not observed 
(N/0). If an llem is marked (N/0), Block 12 must mthcate that the developmental has 
demonstrated satisfactory pcrfonnanceiknowledgc for that JPh fun..:twn . If nc<.·cssary. verbal 
questioning, simulation, or other methods may he used to dcmon~tratc knowll'dgc of a JOO functiOn 
when not observed. 

d. 

Page 2 

if a job function IS not applicahlc to a posttum hcmg oh~~·rveu . 11 should he recorded as "N /A" 
(not applicable). .. 
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• Block 12 

Block 13 

3120.24A CHG l 
APPENDIX 2 

COMMENTS: Used by the OJTI or the supervisor who conducted the skill check . the comment 
block provides space for the documentation of the developmental's performance during OJT 
instruction and skill-check sessions. 

OJTI Use of the Comment Block: 

This block is used by the OJTI to document an observation when a checkmark is made in the 
"Comment" column on the front of the form. The commenLc;: 

a. May be specific or general. 

b. May include exemplary, noteworthy, or unusual events. 

c. Shall describe any observed performance deficiencies. In the case of performance 
deficiencies, or when improvement is needed in a specific area, references shall be made 
to applicable procedures, letters of agreement, orders/directives, etc. 

The OJTI shall sign and date this block. 

Examiner's Use of the Comment Block: 

This block shall be used by the supervisor who conducted the skill check to: 

a. Document performance/progress. 

b. Describe performance rated as "Needs Improvement" or "Unsatisfactory" and list references 
to specific procedures, LOA's, or directives that should be reviewed by the developmental 
so that the performance problem may be corrected. 

c. Make recommendations for performance improvement, if needed. 

d. Recommend one of the following: 

1. Continuation of OJT. 

2. Skill enhancement training. 

3. Suspension of training. 

4. Certification (when appropriate) . 

The eurniner shall sign and date this block. 

NOTE: An examiner is defined as a supervisor conducting a skill che.ck . 

EXAMINER'S COMMENTS FOR SUPERVISOR'\' CONSIDERATION: DO NOT USE 
THIS BLOCK. * 

Page 3 
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* Block 14 EMPLOYEE'S COMJ\lENTS: This block may be used by the devdopmental for making 
comments pertaining to the tr.1ining period, skill check, 01 for making general comments regarding 
training . Sign and uate. A signature does not necessarily indicate concurrence with the report, 
only that the report has been discussed with the developmental. 

Block 15 

Page 4 

CERTIFICATION: This block is used by the developmental'~ supervisor to document position 
certificationire<:ertification. Record position of operation. sign, and date. .. 
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1. Name 

4. Weather 

0 VFR 

0 MVFR 

0 IFR 

9. Purpose of Report 

ATCT/ARTCC 
OJT INSTRUCTION/EVALUATION REPORT 

Workload 

0 Loght 

0 Moderate 

0 Heavy 

12 Date l 3 
1 

I 

I 

6. Complcx•ty 

0 Rout me Not Oi ff oc · :I t 

0 Occas•onally Ooflocul! 

0 Mostly Oittocult 

0 Very Diff ocult 

3 1."20 .2-lA 
c\PPL:'\D I.\ 2 

7 Hours Th1s Sessoon 

j 8 Hours (%) This Posotion 
j 

! 
Rouhng 

0 OJT 0 Evaluation 0 Certilicat ion 0 Recertification 0 Simulallon 0 Other 

11 . 

.. 
u 
c • E 
0 

l 

CJE 

"' Ill 
:; 
'0 
Cl> 
u 
0 
li. 
'0 c 
"' "' '0 
0 
s::. 
Qj 
~ 
01 
.!: 
;;; 
4i 
Q. 
0 

Job 
Function 
Category 

A. Separation 

B. Control 
Judgement 

C. Methods & 
Procedures 

D. Equipment 

c E. Communicat ion/ 
.2 Coordination ;; 
-~ c 
:> 
E 
E 
0 
u 

I , o.o .. 

! : 

Job Function 

1. Separation is ensured . 

2. Safety alerts are provided. 

3. Awareness is maintained. 

4 . Good control judgment is apPlied. 

5. Control actions are correctly planned. 

6. Positive control is provided. 

7. Prompt action to correct errors is taken. 

8. Effective traffic flow is maintained. 

9. Aircraft identity is maintained. 

10. Strip posting is complete/correct. 

11 . Clearance delivery is complete/correct/ timely. 

12. LOA's/Oirectives are adhered to. 

13. Provides general control information . 

'C 

"' > 
0 
"' D 
0 

c 
"' E 
E 
0 
u 

c 
Cl> 
E 
"' .,> 

'0~ 
CI>Q. 
CI>E z _ 

14. Rapidly recovers from equipment fai lures and emprgenc1es. 
---""-·-----t --

15. Visual scanning is accomplished. 

16. Effective work ing speed is maintained--

17. Traffic advisories are provided. 

18. Equipment status information is ma~nJa_inC.~ -- -·--- ----- ----- --- --------If-----+---1---+---t--l 
19. Computer entries are complete/correct . 

----~ -~···~·-· ·····--·-------·----------"" 
20. Equipment capabilities utilized/understood . 

21 . Required coordmations are performed.·-·---·--·--·--·· ------- ···-----
22. Cooperative. professional manner os ma,ntaoned. 

1--2-3-. _C_o_m.;_m_u_n-ic-a-ti_o_n_i_s_c_le_a_r_a_n_d_c_o_n_c_is_e ________________ ---

1-:-------.,.-------- ---------- ----------
24 . Uses prescribed phraseology. -- - ····· _ ..... . ... .. 
25. Makes only necessary transmissions 

26 Uses appropr iate commun ,cations method 

----- ___ .._ _ ___.__---l,.-----1 

_____ L ______ _L _ _J_ 

=-=f---- ·--t -l=--=::J_._+--t- -
----! t i 

. ... · t ·--·-- -·-r ----r-
·-·· --- , ·· · ···r ··-r ---w-•--·-~·•···--~- • -•·•·--·~•-•·~~ 

27 . Rehel briefongs are complete and ;Jccurate . 

----------·-- - .. ........ -·- . .... L -
····- j ·------ ___ , __ _ 

-- ...... -. 

FAA Form 3 120-25 ,. '•:. ····•·· · .. , .. . .... ... ,, · · · 
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12. Commt•nts 

-Signature; __________ • 

13. Examiner's Commenrs lor 
Supervisory Consodcrallon 

14 . Employef: 's Comments 

T hos report has he•Jr; !l o sr: u s~t" !J 

w oth m(' (sogna tum) 

12/3/91 

Dali ' 

[J C<mltnow OJ I [l l;;u spen<l OJi 

n .• , •. 
J--------------------- ---·- ----- --··-----·---- ------------------ ----------1 

IS Cerroltcaroon 

f CCf1t fy that fh1~ ernploy•·:•: tlh~~ ! t ! ; qu:lf th t.;t t ln n u •• iUJh •fll • 't•P •> ft u 

pos•h<ln an!j IS c:l:p.'lhle of wof~. 1nq u o~t••t r;•!tt• ·ral ""')4•'"'.·"'n 

S•gnaturc ot Cc rtolmr 
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ATCT/ARTCC JOB FUNCTIONS AND INDICATORS FOR THE 
OJT INSTRUCTION/EVALUATION REPORT 
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ATCT/ARTCC 
JOB FUNCTIONS AND INDICATORS 

FOR THE OJT INSTRUCTION/EVALUATION REPORT 

CJE: OPER•\TIN(; METIIOI>S :\ND I•ROCt-: ut•RES 

Job Function Catc.•gor~· : Separation 

Job Function 

1. Separatio" is en.mred. 
Provides control instructions or 
restrictions to ensure separation 
standards are maintained at all times. 

2. $Qfety aler/5 are prol-·ided. 
Recognizes that safety alerts arc a 
first priority duty along with 
separation of aircraft, and ~emains 
.~nstantly alert for unsafe proximity 
situations. 

a. 

Indicator 

Issues appropriate control instructions or 
restrictions including speed control and 
vectoring techniques. 

b. Ensures traffic entering/departing his/her 
air!>pace is not in connict or about to lose 
separation. 

c. Obtains specific approval prior to 
entering another position's/facility's area 
of jurisdiction. 

a. Displays appropriate filter limits. 

b. Maintains awareness of untracked, 
unassociated, or primary targets within 
delegated airspace. 

c. Informs pilot or appropriate controller when 
unsafe situation has been observed. 

d. Remains aware of previously 
coordtnated traffic. 

c. Issues alternate course of action when 
feasible . 

Page 9 
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CJE: OPER·\TING METIIOUS AN() I"ROCEOllRES 

Jub •·unction Catt-gor~· : Control Judgment 

Page 10 

Job function 

3. Awareness is maintained. Maintains 
awareness of total traffic situation. 
Continuous attention is provided to 
all facets of the control environment 
to ensure that discrepancies do not 
exist. 

4. Good control j11dgment is applied. 
· Issues control irtstruction or 

restrictions· that are correct. 
Care{ully plans procedures prior to 
issuing instructions. 

a. 

b. 

Indicator 

Ensures futur.e separation or flow problems 
will not exist . Keeps alert for possible problem 
situations from other controllers/facilities. 

Uses control procedures that do not place 
workload and stress on other controllers/ 
facilities. 

c. Verifies if a discrepancy exists anytime 
an unusual or nonstandard situation 
occurs. 

d. Considers subsequent controller 
requirements. 

e. Ensures strip information is ill agreement 
with aircraft/route position. 

a. 

b. 

Controls in a manner that avoids 
compromising situ.uions and slowing of traffic. 

Adheres to priority of duties. 

c. Uses correct speed control 
procedures/techniques. 

d. Applies effective vectoring techniques. 

e. Considt~ rs airnait performance 
capabilities on control decisions. 

f. Demonstrates awah'lll'~S of aircraft 
t:quipment capabilit ies and limitation~ 
that af':n·t air traffic rontrol ittStructions. 
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CJI-:: OPERATING l\IETIIODS :\~1) I'ROCEDt:RES 

Job fum:tion Catt.•gm·~· : Cnntrnl Judgml•nt tCondudl•dl 

.Job fun(tiun 

4 Good comrol judgmt•m i.~ tlpplietl. 
Issues control instructions or 
restriction that arc l'Orrcct. Carefully 
plans procedures prior to issuing 
instructions. (concluded) 

5. Control ~ctions are correctly 
planned. Control actions are planned 
to provide safe, expeditious traffic 
flow. 

6. Positive control is prm•ided. Takes 
command of control situations and 
does not act in a hesitant or unsure 
manner. 

lndkatur 

g. Avoids the usc of cx~:cssi\'e separation or 
restrictions. 

h. Informs aircraft and appropriate personnel of 
significant situations. 

1. Docs not place aircraft in handoff status 
in conflict or situation leading to possible 
loss of separation. 

j . Makes decisions and issues instructions 
that arc corrccl and do not require 
additional instructions or corrections. 

a. Ensures control procedures are orderly and 
do not result in an unnecessary slowdown of 
traffic. 

b. Properly sequences traffic. 

c. Does not terminate or activate radar 
control prematurely. 

a. Demonstrates confidence. 

b. Takes command \lf control situations. 

c Mai ntains ~l!' ith· c control during stressful 
s i nu t inn~ . 

d. b'-Ut' ' \>nly ncn:~sary 

in -.:ru,·tiPil'- inf,llmation. 

l'.l~t: ll 
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C.JI::: OPI::R:\TIM; METIIOIJS .·\NI> PROCEI)l;RES 

.lob Function Categor~· : :\lethnds and Pron·dures 

' 
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Job Fuiil'lion 

7. Prompt action to correct t•rrors is 
take11. Recognizes when an error 
exists and takes prompt action to 
correct the error. 

8. Effective traffic flow i.'lmaimained. 
Takes into account aircraft 
characteristics and their effect on 
traffic control. Uses runway and 
taxiways to best advantage. 
Observes present and considers 

. forecasted traffic to predict if an 
overload may occur, and takes 
appropriate action to prevent or 

. lessen the situation. 

9. Aircraft idemity is maimai11ed. 
Maintains positive identification 
during the entire time the aircraft are 
within his/her area of responsibility. 

a. 

b. 

a. 

b. 

c . 

d . 

e. 

f. 

g. 

a. 

b. 

(.'. 

d. 

12/3/91 

lndkatur 

Acts rapidly to correct errors or discrepancies. 

Recognizes when incorrect information has 
been passed to aircmft or other positions. 

Makes effective usc of runways and taxiways. 

Provides orderly traffic flow with proper 
aircraft spacing. 

Considers aircraft characteristics and their 
effect on traffic now. 

Manag~s ground traffic effectively and 
efficiently. 

Recognizes potential overload situations. 

lmplcme11ts holding procedures. 

Implements flow control procedures. 

Uses radar displays to assist in maintaining 
identity. 

Docs not fail to re-identify aircraft when 
douht exists. 

Dctl·cts errors in aircraft identity. 

Employs L"llrfl'l:t 1>-:;u:on and rad:1r 
prm:(·thlfL'S. 
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C.JE: <WERATI~<; ~IETIIOilS V\1) I'ROCEUU~ES 

Joh Functiun 

16. EffectiW! working .~peetl is 
maintai11ed. Paces control actions 
and associatt•d tasks at an acceptable 
rate. 

17. Traffic ad,·isories are pro,·idetl. 
Issues traffic advisories to aircraft 
on frequency when judgment 
determines proximity warrants 
pilot's attention . 

.fob Fundion Category: Equipment 

Job Fundion 

18; Equipment status ill/ormation i.i 
maintained; Maintains knowledge of 
equipment operating status. 

19. Computer emries are 
complete/correct. Displays 
knowledge of the entries required. 

20. EqllifJmcnt capabilities 
lllili::etlfrmtler.uood. Ust•s available 
equipment to the fullest cxterll 
p<1ssible. Display" krwwlcdge of 
c<~pab i litie s and limitations of 
equipment and its as-.o~.· i<ttcd hack up. 

a. 

b. 

a. 

b. 

a. 

b. 

a. 

h. 

l' . 

3 1.:!11.2-lA 
AI'Pt :~DIX 2 

lndh:utor 

Exp~:dites traffit: as efficiently as traffic 
conditions permit. 

Expedites traffic through jurisdiction without 
creating unnecessary delay. 

Pro\'ides traffic ad\'isori " for 
radar-identified aircraft, ..1i rcraft that arc 
not radar-identified. and aircraft 
displaying Mode C that arc not 
radar-identified. 

Indicator 

Determines status of equipment performance. 

Reports malfunctions. 

Uscl' accurate computer entries. 

Enters necessary corre'-·tions/upllates in a 
timely manner. 

Entl'r~ all rl·quired llata into cumpuh:r for 
rrquirl·d ;nca displ;ty. 

Adp1"'' rad ;u prl' "l'lll . tti.~n hl prl·srnt bc't 
di,pl.n l'~'"ihk . 

l'.t~e I:' 
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UE: CO\Ii\IVNIC\TIO~ 

3 120.24A 
APPENDIX 2 

Job Function Cah.·~or~· : Communkation/Co~•rdination tContinul'd l 

Job Function 

22. Coopcratin!. professiotral mamJer iJ 
maintained. Conveys \he impression 
of a skilled professional who can 
successfully handle the situation to 
other controllers, pilots, and related 
personnel. 

23. Communication is clear and 
concise. Ensures that all data passed 
or received are understood. Does not 
have to repeat information using 
different words to convey the 
intended meaning. 

. 24. Uses prescribed phraseology. Uses 
words and phrases in accordance 
with the requirements of the duty 
being performed. 

a. 

b. 

c. 

Indicator 

Maintains a spirit of cooperation. 

Is courteous and tactful. 

Is receptive to instructor's/supcrvisor's 
suggestions for improvement of job 
performance. 

d. Remains calm under stress. 

a. Demonstrates pleasant and positive voice. 

b. Does not have a harsh voice. 

c. Demonstrates moderate, rather than too fast 
or too slow, speech rate. 

d. Listens carefully and verifies that correct 
information is transmitted and received. 

e. Demonstra!es clear pronunciation. 

f. Docs not transpose: words, numbers or 
symbols . 

a. Uses arproved procl.'dures, words, phrases, 
and formats . 

b. Listens for acknowledgment. 

c. lssu t'l'o inl'tructions that are specific. 

d. Assure~ rc;tdhat:ks arc corrcl1. 

Pa~c 17 
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C.JE: COMMUNIC\TIO~ 

12/3/91 

Job Funl·tion Categor~· : Communication/Coordination (Concluded) 

Page 18 

Job FunC'tion 

25. Makt•.t only neces.mry tra11smi.uio11s. 
Transmits only information that is 
required over radio or interphonc. 
Does n.ot transmit separate message 
when it would be more effective to 
combine information. 

26. Uses appropriate commu,icatiolls 
method. Transmits information using 
the communications method that is 
appropriate. 

27. Relief briefings are complete alld 
accurate. Ensures duty 
familiarization and transfer of 
position responsibility are complete 
and accurate. Follows approved 
ch~cldist when·exchanging 
information and both individuals 
;tcknowledge the positive transfer of 
responsibility. 

a. 

b. 

c. 

a. 

b. 

a. 

b. 

c. 

d. 

Indicator 

Uses radio/interphonc only when necessary. 

Transmits only required information/ 
instructions. 

Docs not usc abusive <'f profane language. 

Formulates message before transmitter is 
keyed. 

Uses radio/interphone when required. 

Communicates pertinent status infor11'1ation. 

Communicates weather information to 
re1ic:ving specialist.!~ necessary. 

Communicates overall traffic situation. 

Ensures that umesolved questions about the 
operation of the position are resolved bciore 
transfer of ;esponsibility. 

e. When assuming a position, completes the 
appropriate position log to indicate 
rc!.ponsibility for a specific position or 
combined position. 
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FSS/AFSS 
GUIDE FOR THE OJT INSTRUCTION/EVALUATION REPORT 

FAA Form 3120-26 

3120.24A CHG I 
APPENDIX 2 

This guide contains instructions for completing the FSS/ AFSS OJT Instruction/Evaluation Report 
(FAA Form 3120-26). FAA Form 3120-26 is used by OJTI's and first-level supervisors to record their 
observations of the performance and progress of the developmental ATCS during OJT instruction and skill-check 
sessions. The form is provided on pages 22 and 23 of this appendix. 

Using the Form: Complete the following items. Block numbers correspond to the numbered blocks on the 
form. 

Block 1 

Block l 

Block 3 

Block 4 

Block 5 

'Block' 

BlOck I 

Blo&9 

Block 10 

NAME: Print developmental ' s last name, first name. 

DATE: Enter month, day, year. 

POSITION(s): Enter position(s) of operation on which training or skill check is being performed. 

WEATHER: Record description of weather as VFR, MVFR, IFR. Check the one box most 
represeatative of the session. Conditions that impact training should be noted in Block 12. 

WORKLOAD: Check description of traffic volume. Check the one box most representative of 
abe seaiaa. 

COMPlE)QT\': Check description of c:omplexity of operat\ons. Check the one box mo!:lt repre
~e~~tiai~ of the -session'. NOte any unusual situa,ions, equip~ent ouag~. contigurations, and/or 
restric:tioas thai impact training in Block 12. 

HOURS TIUS SESSION: Enter actual clock hours and minutes for thi~ session. 

HOpRS (*)THIS POSITION: Enter total clock hours and minutes spent in training on this 
positioa. biclude tbis sesSion. As an option, enter percent of allotted hours .:xpended so far for 
this pasitioo. 

flJRPO- OF REPORT: Check appropriate purpose of report ·011 the form. Check ·oJT· for 
any activity that is i:ounted as part of lhe assigned training time. Indicate •other· if used for OJF 
or !Wll eribaocement trainllig and document specifiC use in Block 12. Indicate ·simulation· if 
simulation laboratory is used. as required in lPG. The supervisor checks ·Evaluatior.· when 
administering a performance skill check or checks ·certification• if administering a certification 
skill checlc. 

ROUTING: According to facility requirements. 

Page 19 
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8/30/93 

• Block 11 PERFORMANCE: Block II of the form consists of the performance section. This section 
contains critical job elements (CJE), job fwtction categories, and job functions used as a basis for 
instructing and evaluating the developmental ATCS. 

Users of this form should review the definitions of all job functions and their respective 
performance indicators in the attached checklist. These descriptions are guidelines to be used by 
all participants involved in OJT to ensure that what is expected is mutually understood. This 
checklist is not all-inclusive and is not meant to limit the duties to be reviewed. The Job Function 
Category entiJled •ather· is intended for local use and adaptation. 

a. OJTI's place checkmarks in the colunms •oBSERVED• and ·coMMENT• as follows: 

1. OBSERVED: A checkmark in this column indicates t&at the operation or procedure was 
observed during the period, but that no significant comments are made. 

z. COMMENI': A checlcmark in this column indicates that the operation or procedure was 

observed durina the period and is KOOmpanied by a referenced comment in Block 12. 

b. Tbe supervisor who conducts the skill checks uses the columns ·sATISFACTORY." •NEEDS 
IMPROVEMENT; and •uNSATISFACTORY.· OJTI's do not make checkmarks in these 
columns since these terms are evaluative. The terms are defined as follows: 

1~ SATISFACTORY: A checkmark in this column indicates that the developmental's 
Obseived penot1Dance this session meets expected performance requirements and indicates 
that the developmental demonstrates the ability to work independently for this performance 
item. Examples· of exemplary performance and specific comments, alons with SUBJestions 
for imp,OVemeat, shall ~be stated in Block 12 of the form for each job function indicated. 

l. NEEDSIMPROVEMENI': A checlcmark in this column indicates that !he developmental's 
~·perfo,i1J:aance is acceptable at this stase of trainins. but must improve in order to 
meet. expectecf.,erformance. Examples of exemplary performance and specific comments, 

·.. &,lone: Witlr:suQC5tions or requirements for improvement, shall be stated in Block 12 of th': 
form for each jOb function indicated. 

3. UNSATISFACTORY: A cbeckmark in this column indicates that the developmental's 
observed performance is unsatisfactory at this stage of training. Suggestions and 
recommendafions for correcting each unsatisfactory job f.anction must be stated in Block 12, 
except at the · iOO,.pen:ent level. Examples of exemplary performance and specific 
comments, along with suggestions or requirements for improvement, shall be stated in Block 
12 of tbe form for each job function indicated. 

c. To certify on a skill check, all applicable itemc; must be marked satisfactory or not observed 
(N/0). If an item is marked (N/0), Block 12 must indicate that the developmental has 
demonstrated satisfactory performance/knowledge for that job function. If necessary. verbal 
questionins, simulation, or other methods may be used to demonstrate knowledge of a job function 
when not observed. 

d. 

Page 20 

If a job functaon is not applicable to a position being observed , it should be recorded a.'> "N/ A· 
(not applicable). • 
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• Block 12 

Block 13 

3120.24A CHG I 
APPENDIX 2 

COl\tMENTS: Used by the OJTJ or the supervisor who conducted the skill check, the comment 
block provides space for the documentation of the developmental's performance during OJT 
instruction and skill-check sessions. 

The OJTI Use of the Comment Block: 

This block is used by the OJTI to document an observation when a checkmark is made in the 
•eomment" column on the front of the form . The comments: 

a. May be specific or general. 

b. May include exemplary, noteworthy, or unusual events. 

c. Sball describe any observed performance deficiencies. In the case of performance 
deficiencies, or when improvement is needed in a specific area, references shall be made 
to applicable procedures, letters of agreement, orders/directives, etc. 

The OJTI shall sign and date this block. 

Examiner's Use of the Comment Block: 

This block shall be used by the supervisor who conducted the skill check to: 

a. Document performance/progress. 

b. Describe performance rated as "Needs Improvement" or "Unsatisfactory• and list references 
to specific procedures, LOA's, or directives that should be reviewed by the developmental 
so that the performance problem may be corrected. 

c. Make recommendations for performance improvement, if needed. 

d. Recommend one of the following: 

1. Continuation of OJT. 

2. Skill enhancement training. 

3. Suspension of training. 

4. Certi fication (when appropriate). 

The examiner shall sign and date this block. 

NOTE: An examiner is defined as a supervisor conducting a skill check. 

EXAMINER'S COMMENTS FOR SUPERVISORY CONSIDERATION: DO NOT USE 
THIS BLOCK. • 
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• Block 14 

Block IS 

Page 22 

EMPLOYEE'S COMMENTS: This block may be used by the developmental for making 
comments pertaining to the training period, skill check, or for making general comments regarding 
training. Sign and date. A signature does not necessarily indicate concurrence with the report. 
only that the report has been discussed with the developmental. 

CERTIFICATION: This block is used by the developmental's supervisor to document position 
certification/recertification. Record position of operation, sign, and date. 
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FSS/AFSS 
OJT INSTRUCTION/EVALUATION REPORT 

1. Name 2 Date I 3 

I 
POSitiOn(s) 

4. Weather I 5 Worl-.load 6 Cornplex•ty 
I 

0 VFR 0 Routine Not D•tf•cult 
0 MVFR D L•ght Li Occastonally D•lf•cult 
0 IFR 0 Moderate 0 Mostly Dilf icult 
0 LIFR 0 Heavy 0 Very D•fl•cult 

9. Purpose of Report 

0 OJT 0 Evaluation 0 Certification 0 Recer tification 0 Simulat ion 0 Other 

11 . 

Job 
CJE Function Job Function 

Category 

1. Adheres to priority of duties. 

A. Methods and 2. Demonstrates ability to handle unusual situations. 
Procedures 3 . Initiates requ ired search and rescue situations. ., 

-o., 
4. Maintains basic weather watch. OQ> 

s:;. .... 
-::;, 

5. Compiles, evaluates, records and disseminates data . G>'O 
~G> 
OltJ 6. Equipment status is maintained. 
cE --:.::n. B. Equipment 7. Computer entries are correct. f!-o 
Q) c 8. Equipment capabilities are utilized/maintained. a.cu 
0 9. Equipment malfunctions are recognized/restored. 

c. Maintenance 
10. Performs routine maintenance of NWS instruments. 

11 . Replaces expendable materials as necessary. 

12. Preduty/Relief briefings are complete and accurate .·--··· 
···---c 13 . Maintains cooperative professional manner. . 2 ------··-·-·--·--------iii D. Communication/ 14. Sensitive to needs of system users. 

G> tJ 
Coordination ------------ -----·--tJ ·c: 15. Communication is clear/concise. c :> ., 

E Uses prescribed phraseology. E 16. 

~ 
E 
0 17. Coordination is thorough. 

G> 0 -·-··---
ll. 18. Makes only necessary transmissions. 

19. Obtains surficient background data. 
-~-··~-·-···•-·•••w •--. •••• .......•... ..., .......... ....-.... .,.. . .._..,..,.,.._ 

0> E. Pilot Weather 20. Presents briefing in prescnbcd f?!~.~~:..-·--··-·--·--- ---·-··· . ···-·· .. --.!:: Briefing t-:: . 
'lS :1'1. Briefs in a tailored/organizcd/clcartconciSC manncc 
~ - -·---~·~·----~--~'"""--~---~~- - -~- -·-· ... ~ ....... """ ------ ~----~ 

22 . Maintains awareness of current weather and forecasts. .... 
23- "i.1aintains r~quired displays 

hhNNN-~,-~-.--.· NOoh-.A~·-Mo-.~AA 

C) 
s::. 
;;; 24-:- Api>iies vNR pro.cc~7C'S:i5i);c·;;-c;~t)i!<i :·-· .. ··· 

~-ON~-. ..... no 

ll> 
~ '25~'M;1intai-;;·s con;plcte. acCu7,iiC7C..Ii ~t;,;;c -.;.;aitwr 

" .. .. -~- . 
EFAS 

£ '26' Develops flight adviso,estor ro~Hc!\73it;IC(ie$--- - - - --- -
0.:: 

. 27'-coordi~atcs Wltll NWS a-;,(,'cwsu . --·---- -- ------· - - - --

---~ ~--- . ___ , .. •• ••••w••• 

F. Other 

....... , -

I I 
I I 
I I 
I I 

I 
I I 

I ! 
i I I I 

! I 
! 

fAA Form 3120-26 ' '· '"" · ... ,. .. , ., , .. ,, .. , , .... ,,,.,·. o . ,,, .. , 

3120.24A 
APPENDIX 2 

7. Hours This Session 

8. Hours(%) This Position 

10. Routing 

c >-
0 c:> 

'0 c E c:> c:> u G> 
~ E "' ~e c:> E ~ "' C>Q. .0 0 iii C>E 0 0 (/) z_ 

I 
1-·--

~----~- ..... --
->~-~---- -·--- -- --

- •• K.~AO.~ ---· 
-- .... "·------- ------ -~ ------
--~--- --

--
-·--- - ---· 

,_,. ______ ·------ ···-

>-
0 
u ., 
~ 
10 .. 
c 
::> 

---

- --
---
--

I 
. -- ·····- -----~------ ---·--····-· ---·--- -1----

, . ! ················· .... I ···-· ---i 
- --------· --- .... 

l I 
I 1 ! I l ' I l 
I I 

I 

i I l 
! I 

I I I ' ' 
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ThiS repcwt '-5 been discussed 

with 1M (Signalute) ------ ····· . 

0 Conhnue OJ T 

I certify U..llhis employee rm!els qu:tloloc.aloon tcquouHnenls lm 
position ..CS IS ~able of worlung unde o <Jellf!tal sup•~•v•s•••n 

of Certitiet . - --- - - . 
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Date 

0 Certotocatoon Evaluatoon 0 Suspend OJT 

Dale 

Ualt' 
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FSS!AFSS JOB FUNCTIONS AND INDICATORS FOR THE 
OJT INSTRUCTION:EVALUATION REPORT 
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FSSI AFSS 
ASSIGNMENT OF JOB FUNCTIONS TO POSITIONS 

Job Function 

' . Ad\efes 10 priori!)' of oolies. X X X 

2. Oemonstmtes ability to handle unusual situations. X X 

3 . Initiates req~Ared search at\d rescue situations X 

5. Comples, evaluates. necords and dsseminates da.la. X X X X 

6. Equipment status is maintained. X 

X 

X )( X X 

X X 

10. Paforms routine mail'lllenance of NWS inslnlments. 

12. ~~~.,.complete and aoc:urale. X X X 

X X X 

X X X X 

16. Usa~.~. X X X 

11. ~wn .is lhotough. X 

19. Obtains sufficient background data. X 

2 L Briefs in a tailorodlorganizedlclearteoncise manMr 

X 

23. Maintains required dsplays. )( 

24 . Apples VNR Pfccedurcs as prescribOO X 

26. Develops flight advi!>ories for rou:mJa!utudcs 

2 7 Coord!oate:> with NWS and CWSU 

.1120.2JA 
-\I'P! :--DI\ : 

)( 

X 

X 

)( 

X 

X 

X 

X 

X 

X 

)( 
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X 
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FSS/AFSS 
JOB FUNCTIONS AND INDICATORS 

FOR THE OJT INSTRUCTION/EVALUATION REPORT 

WEATHER OBSERVER 

JI20.:Z4A 
APPENDIX 2 

CJE: OPERATING METHODS AND PROCEDl'RES 

Job Function 

J. Adherfts to priority of dutiN. 

4. Mlliltltlilu btlsic wuther watch. 

5. Cowrpil~s. ft\-tlllllltes, records and 
4Uutrlilultes d11111. 

a. 

Indicator 

Performs all positi•m functions in 
accordance with locally published 
priority of duties. 

b . Evaluates observation elements in 
prescribed order. 

a. Records meteorological and 
non-mc:tc:orological data accurately and 
promptly. 

b. Make~ scheduled and unscheduled 
obsef'·ations. 

a. Evaluat~s sky co\·cr. 

tl. Determine~ ceiling and heights. 

c. Determines visibilit\' . 

d . Rccvnh and reports awmsphcric 
phcno mt·na. 

t: . lkt~·rmim:~ 1>ca Jc \·cl pressure . altimctn 
selling'. ;md 'tation pressure . 

!! · Dctct mi ncs wind .lata . 
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WEATHER OBSERVER (Continued) 

U L 01'1-:R \TJ\(; \I ET IIOilS \\ll I'ROCI·: Ul'JU:s 

.lnh Funrtiun 

~ - Equipmt'111 capabilain tlrt' 
u ttl i ::t'ii/ma i lilt/ i ned. 

Job Function Categor~: \tainten;mn· 

Job Ftml·tion 

I 0. Pc'rforms ro llfine maintl!II«IICC 011 

National Weather St•tTice (NWS) 
instrumems. 

CJF.:: COMMUNICATION 

a. 

lndil'atur 

Opcrat!:\ po~ition equipment/backup 
<:quipnwnt Uloing pr,·scribcd pron·dures. 

lndkatnr 

Adju~t~. deans. resets. stores, makes minor 
rout ine repairs to. and replaces expendable 
materials in equipment. 

b. Perfoilns adjust ments to ddicatc 
precision instruments. 

c. Keeps instruments dean and pnHectl·d 
from damage. 

Job Function Categor~· : Communk:ttiun/Cnunlinatiun 

Job Function 

12. Predttty!Rdw( lmcfing'i arc 
cnmplt•tc ami acrurtJ/('. 

:t . 

1• . 

lndiratnr 

h•llnw' pn~iti.m rdid (ht·<·klist wlll'n 
C\ dunginF informatiun . 

I· n'ure' that hPt h indi, iduab 

ad.rll''' kd!!l' the l''''iti' l' tr.m~kr ,11 
l'('l'tlll'ihlit\ . 
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APPE!'DIX 2 

WEATHER OBSERVER (Concluded) 

CJE: COMMtNIC\TI<):\ 

.lob Fmu:tion Cah.·~tlr~· : ( ·nnununk:ttiun/Courdinatiun (( 'unrhuJI.'d I 

Job Fun,·tion 

12. l'retluty/Rdief brit1'ing.~ are 
complete and accllrtllc. (concllldetl) 

13. Maintains cooperati1·e professimwl 
manner. 

15. Communication is clear/co11cise. 

16. Uses prescribed phraseology. 

c. 

a. 

b. 

c. 

d. 

c. 

lndkator 

Whl·n assuming a position. completes the 
;tppropriatc position log/computer entry 
to imliGlle responsibility for a specific 
position or combined position. 

1\bintains a spirit of cooperation. 

Is courteous and tactful. 

I:; receptive to suggestions for 
improvement of job performance. 

Remains calm under stress. 

Docs not usc abusive or profane 
language. 

Demonstrates clear and understandable 
speech rate. 

Uses approved procedural words, 
phrases. and formats. 



3120.14A 
APPENDIX~ 

12 /3 /91 

BROADCAST 

CJE: OPERATII'iG i\IETIIODS ,\:\1> PROCEOllRf.S 

Job Function Categor~· : ;\h•thods and Procedures 

Job Fun~·tion 

I . Adheres to priority of dutit•s. 

5. Compiles, e~·aluates, records, and 
disseminates data. 

Job Function Category: f.quipmenl 
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Job Function 

8. Equipment capabilities are 
wilized!maintained. 

a. 

Indicator 

Performs all position functions in 
accordance with locally published 
priority of duties. 

Discards nonpertinent data and makes 
corrections as required. 

b. Checks all sources for peninent 
broadcast data. 

c. Obtains required data from alternate 
sources when required. 

d. Updates data as required. 

e. Starts all broadcast recordings at 
designated times. 

f. Adheres to prescribed content and format . 

a. 

Indicator 

Operates position equipment/backup 
equipment using prescribed procedures. 

b. Removes and replaces obsolete data. 

c. Rcclnds and monitors broadcast. 

l.l. Record~ and monitors weather ad\'i!iories 
;md sur fan.· rcportl'. 



12/3/91 
3120.2-tA 

AI'PEI':DIX 2 

BROADCAST (Continued) 

CJE: ot•ERATIM; METIIOilS .-\:'\ill t•ROCEilt.:RES 

Job Function CateJ!m·~· : [(IUipml'ltt 1Cnndudcd1 

Job •·unction 

8. Equipment capabilities are 
wili:ed!maimained. (concluded) 

9. Equipmelll malfullctions are 
recognized/restored. 

CJE: COMMUNICATION 

e. 

lndic::ator 

Records and monitors PI REP ~ummarics. 
NOT AM, and MTR/MOA statements. 

f. Ob~crves schedule and time restrictions. 

g. Announces missing items. 

h. Makes suspension announcements. 

1. Rc=1ds and resets counters. 

Notifies maintenance of malfunctions in 
accordance with prescribed IC'cal 
procedures. 

Job Function Category: Comm.unication/Coordination 

Job Function 

12. Preduty!Relief briefings are 
complete and accurate. 

a. 

lndkator 

Fl)llllWS position rclid checklist when 
exchanging information. 

b. En~urc~ that bmh individuals 
ad\lll)wk·dge the po~itivc transfer of 
n.:spnnsihil ity . 

l.'. \\'hl!n ;~~stnning a position. (:omplctcs the 
appr,,priatc P•'~ition log, l.·ornputer t•ntry 
111 indic;ttc Tl'~P•Hl~ibility for a spn·ific 
po~i t i1•n or cnmhincli P•'~ition. 



3120.2~A 
r\PPENDIX 2 l2/3/91 

BROADCAST (Continued) 

CJE: C0i\li\ll1NIC-\ TION 

Job Fun~tion Category: Communication/Coordination (Concluded) 
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Job Funt:tion 

I 3. Maintains cooperatit·e professional 
manner. 

IS. Communication is clear/concise. 

16. Uses prescribed phraseology. 

18. Makes only necessary tr01ami.uions. 

Indicator 

a. Maintains a spirit of cooperation. 

b. Is courteous and tactful. 

c. Is receptive to suggestions for 
improvement of job performance . 

d. Remains calm under stress. 

e. Does not use abusive or profane 
language. 

a. 

b. 

c. 

d. 

;t, 

Has pleasant and positive voice. 

Formulates message before transmitter is 
keyed. 

Selects appropriate channels. 

Has clear and understandable speech rate. 

Uses approved procedural words. 
phrases, and formats . 

Radio/intcrphone arc used only when 
necessary. 

h. Transmits only required 
in form at ion/instruct ions. 



12/3/91 

3120.2~A 
APPENDIX 2 

BROADCAST (Concluded) 

CJE: PILOT WEATHER BRIEFING 

Job Function Catego~· : Pilot Weather Briefing 

Job Function 

24. Applies VNR procedures as 
prescribed. 

Indicator 

Applies VNR procedures as prescribed. 
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3120.24A 
APPENDIX 2 

12/3/91 

FLIGHT DATA/NOTAM/COORDINATOR 

CJE: OPER•\TING METIIODS ..\~() I,ROCEI>URES 

Job Function Category: Methods and Procedures 
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Job Funttion 

1. Adheres to priority of duties. 

2. Demonstrates ability to handle 
unusual situations. 

3. Initiates required search and rescue 
situations. 

5. Compiles, e\'0/uatc.s. records. and 
disseminates data. 

a. 

Indicator 

Performs all position functions in 
accordance with locally published 
priority of duties. 

Demonstrates ability to handle unusual 
situations. 

Takes timely action regarding overdue, 
missing, or lost aircraft. 

b. Performs local communications search. 

c. Initiates QALQ, INREQ, or ALNOT. 

d. Expands communications search. 

e. Prepares complete/accurate SAR 
messages. 

f. Forwards field status reports and other 
pertinent data within prescribed time 
limits. 

g. Cancel<; all SAR messages. 

a. Accuratdy routes and distributes 
received flight data. 

h . Addresses outbound traffic as required . 

,.. Pt''as all new !light data accurately and 
promptly. 



12/3/91 
3120.24A 

APPEI'DIX 2 

FLIGHT DATA/NOTAM/COORDINATOR (Continued) 

CJE: OPERATING l\IETIIODS .-\Nf) I'ROCEI>URES 

Job Function Category: Methods and Procedures (concluded) 

Job Function 

5. Compiles, evaluates, records ami 
disseminates data. (concluded) 

Job Functions Category: Equipment 

Job Function 

6. Equipment status is maintai11ed. 

7. Computer entries are correct. 

8. Equipment capabilities are 
utilized!maillfained. 

d. 

Indicator 

Uses authorized symbols and 
abbreviations. 

e. Revises night data promptly a~ necessary. 

f. Correctly formats/edits all messages. 

g. Classifies, formats, and distributes 
NOT AM 's as prescribed. 

h. LABS-Adheres to transmission schedule. 

a. 

Indicator 

Maintains circuit operation, taking 
appropriate action during circuit 
interruptions. 

b. Uses weather chart reproduction and 
display equipment. 

Uses prescribed procedures for computer 
emry. 

Op(•ratcs position equipment/backup 
equipmL·nt using prescribed procedures. 



3120.2-tA 
.-\PPENDIX 2 12/3/91 

FLIGHT DATA/NOTAM/COORDINATOR (Continued) 

C.JE: <WER-\TI~G :\IETIIOI>S :\NI> t•ROCEI>URES 

.Jub Function Categm·~· : Equit)mcnt tcnnduded) 

job Function 

9. Equipment malfunctions are 
recognizelllrcstorcd. 

Job Function Calegor~· : Mainlenance 

Job Function 

II. Replaces expendable materials as 
necessary. 

CJE: COMMUNIC,\TION 

a. 

Indicator 

Activates spare/backup equipment when 
required. 

b. Notifies maintenance of equipment 
malfunctions in accordance with 
prescribed local procedures. 

Indicator 

Replaces ribbons and paper correctly. 

Job Funclion Category: Communication/Coordination 
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Job Function 

I 2. Preduty/Relief briefings are 
complete and accurate. 

a. 

Indicator 

Follows position relief checklist when 
exchanging informati(ln. 

h. En!->urcs that hoth individuals 
acknowledge the positive transfer of 
rcsponsihility . 

c When assuming a position, completes the 
appn 1priatc position log/computer entry 
to indicat~· r~·sr(lnsibility for a specifil" 
pn~ition or comhirwd pl1Sition. 



12/3/91 31 :20 . 2~:\ 
:\I'P E ~DIX 2 

FLIGHT DATA/NOTAM/COORDINATOR (Continued) 

CJE: COl\ll\lllNIC\TIO~ 

.Jnb Fun(:tion Catcgnr~· : Cnmmunic:atinn/Cnurdinatinn tContinul·dl 

Job Function 

13. Maintains cooperatit·e professional 
manner. 

14. Sensitive to needs of.~ystem u.5ers. 

15. Communication is clear/conci.~e. 

lndicatnr 

a. l\faintains a spirit of cooperation. 

b. Is courteous and tactful. 

c. Is rcl.·eptin: to suggestions for 
improvement ~) f job performance. 

d. Remains calm under stress. 

e. Docs not usc abusive or profane 
language. 

a. 

Listens and responds to user requests in a 
courteous and tactful manner. 

Answers calls in a timely manner. 

b. Has pleasant and positive voice. 

c. Has clear and understandable speech rate. 

d. Identifies calling facility when required. 

c. Uses correct comrnunk;Jtion line to 
forward data . 

f. E:..changcs initials as n:quired. 

•' n~~:tctivatl'S CllllH11UiliCation line. ,.. 



31.20.24A 
APPENDIX 2 

12/3/91 

FLIGHT DATA/NOTAM/COORDINATOR (Concluded) 

CJE; CO:\IMUNIC:\TION 

Job Function Category: Communication/Coordination tConcludcdJ 

Job Function 

16. Uses prescribed phraseology. 

17. Coordination is thorough. 
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a. 

Indicator 

Uses approved procedural words, 
phrases, and formats. 

b. Listens for acknowledgment. 

c. Issues instructions that are specific. 

d. Assures readbacks are correct 

a. Conducts lntra!lnterfacility coordination 
in a timely manner. 

b. Forwards IFR departures, progress 
reports, and arrival reports to A TC upon 
request. 



12/J/91 

PREFLIGHT 

CJE: OPER·\lT\(; METHOI>S :\\'1> J>ROCEI>L'RES 

Job Fun<'tion Category: '1ethods and Procedures 

Job Function 

1. Adheres to priority of dutieJ. 

., 
Demonstrates ability to handle 
unusual siruarions. 

5. Compiles, e~·a/uates, records, and 
disseminates data. 

a. 

Indicator 

3120.24A 
API'El\DIX 2 

Performs all position functions in 
accordance with locally published 
priority of duties . 

Demonstrates ability to handle unusual 
situations. 

Completes required night plan and 
cntrie!>. 

b. Assists pilot in nigh t planning. 

Job Function Category: Equipment 

Job Function 

7. Computer elllries are correct. 

8. £quipmcm capabilities are 
utilized!maintaim:d. 

9. Equipmefllmalfunction.\ arr 
recogni::cd/r(!storcd. 

Indicator 

Uses prescribed procl.'dures for computer 
entry . 

Operate!' position equipment using 
prescribed prot·cdurcs. 

:\oti fil.'' n~;tintcnan .. ·l.' of malfunctionl> in 
acc,,rdarKc with prl.'"criht~d local 
pn ' L'I.'d u n: ~ . 
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·' 1211.2-IA 
API'FNDI\ 2 12/3/91 

PREFLIGHT (Continued) 

C.JE: CO\tl\llJ~IC\TIO~ 

.Jub Fum:tion Categnr~· : Commtank;llion,·c uurdinatiun 

Job Function 

12. Predury!Relief brit~fings art• 
complere and accurate. 

13. Maintaim cooperative professional 
manner. 

14. Sensitive to needs of system w;er.s. 

I 5. Communication is clear/concise. 

b. 

c. 

a. 

b. 

c. 

d. 

e. 

a. 

Indicator 

Follows position relief checklist when 
exchanging information. 

Ensures that both individuals 
acknowledge the positive transfer of 
responsibility. 

When assuming a position, completes the 
appropriate position log/computer entry 
to indicate responsibility for a specific 
position or combined position. 

Maintains a spirit of cooperation. 

Is courteous and tactful. 

Is receptive to suggestions for 
improvement of job performance. 

Remains calm under stress. 

Does not use abusive or profane 
language. 

Listens and responds to user requests in a 
courteous and tactful manner. 

Has pleasant and positive voice. 

b. Has ch::u and understandable speech rate. 
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12/3/91 
3!20.24.'\ 

APPENDIX~ 

PREFLIGHT (Continued) 

CJE: COMMUNICATION 

Job Function Category: Communication/Coordination (Concluded) 

Job Function 

16. Uses prescribed phraseology. 

CJE: PILOT WEATIIER BRIEFING 

Job Function Category: Pilot Weather Briefing 

Job Function 

19. Obtains suffici~nt background data. 

20. Presents briefing in prescribed 
foriMt. 

21. Briefs in a tailor~d/organized/ 
clear/concise manner. 

a. 

b. 

a. 

Indicator 

Uses approved procedural words, 
phrases, and formal. 

Indicator 

Receives request and determines actions 
required. 

Obtains sufficient, pertinent information 
to properly conduct preflight briefing. 

Presents standard, abbreviated, or 
outlook briefing in accordance with 
prescribed procedures. 

Provides information tailored to a 
specific flight. 

b. Solicits PI REP's when applicable. 

c. Provides other prescribed assistance or 
information upon request . 
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31 ~0.24:\ 
APPEN DIX 2 12/3/91 

PREFLIGHT (Concluded) 

CJE: l,lLOT \\'f..-\THER URif.FI!\G 

Job function Catcgor~: Pilot Weather Briefing (Concluded) 
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job function 

::!2. Maintains awareness of current 
weather and forecasts. 

23. Maintains required displays. 

24. Applies VNR procedures as 
prescribed. 

a. 

Indicator 

Reviews and analyzes all weather and 
aeronautical data. 

b. Indicates recognition of all significant 
discrepancies between actual and 
forecast data. 

c. Takes correct action in accordance with 
prescribed procedures, when 
discrepancies exist. 

a. Plots/posts weather charts correctly. 

b. Maintains PIREP display. 

Applies VNR procedures as prescribed. 



12/3/91 
3120.2-IA 

APPE!I<DIX 2 

·IN FLIGHT 

CJE: OPERATING METHODS AND PROCEDURES 

Job Function Category: Methods and Procedures 

Job Function 

1. Adheres to priority of duties. 

2. Demonstrates ability to handle 
unusual situations. 

3. Initiates required search and rescue 
sitlllltions. 

5. Compiles, e\•aluates, records and 
disseminates data. 

a. 

Indicator 

Performs all position functions in 
accordance with locally prescribed 
priority of duties. 

Demonstrates ability to handle unusual 
situations. 

Indicates recognition of overdue aircraft. 

b. Attempts radio contact of overdue aircraft. 

a. Records aircraft contacts. 

b. Uses prescribed symbols/abbreviations. 

c. Provides weather advisories. 

d. Provides flight plan services. 

e. Solicits/prepares/disseminates PIREP's 
in prescribed format when applicable. 

f. Performs unscheduled broadcasts. 

g. Issues altimeter settings as prescribed. 

h. Provides Airport Advisory 
Scrviceslt\irport Information Services. 

Page -15 



3120.24A 
t\PPENDIX 2 12/3/91 

INFLIGHT (Continued) 

CJE: OI'ER-\TII\G ~IETIIOUS ..\1\1> PROCEI>UU:S 

job Fun\·tion Caccgor~· : ~lt'lhuds and t•ron•dures (Cundudt'(ll 

Job •·unction 

5. Compiles. eraluar(~s. records ami 
dissemin •• :eJ data. (ccmcludedJ 

Job Function Category: Equipment 
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Job Function 

7. Computer entries are correcc. 

8. Equipment capabilities are 
utilized/maintai11ed. 

lndkacor 

i. Provides special VFR services. 

j . Provides hazardous area reporting scn:ices. 

k. Pro\' ides emergency services. 

I. Keeps airmen and weather informatiun 
current. 

m. Provides VFR cruising level advisories. 

Indicator 

Uses prescribed procedures for computer 
entries. 

Operates position equipmcntJbackup 
equipment using prescribed procedures. 

b. Uses primary/seC\llldary radios 
sclcclt\·cly. 

c. Compares console in:-trumcnts. 

d. l scs circular slide ruk to solve prohkms 
("fHrCCtly . 



12/3/91 
:> 120.24A 

APPENDIX 2 

INFLIGHT (Continued) 

C.JE: OI,ER-\TIM; :\tETIIO()S \~I> PROCEOllRES 

.lob Function Catt•J!ur~: EtJttipment (Concluded I 

Job Function 

9. Equipment malfunctions are 
recognized/restored. 

CJE: COMMUNICATION 

Indicator 

a. Resets console clocks as required. 

b. Responds promptly to aural/visual alarms. 

c. Ensure:; status of NA VAID equipment. 

d. Notifies maintenance of malfunctions in 
accordance with prescribed local 
procedures. 

Job Function Category: Communication/Coordination 

Job Function 

12. Preduty!Relief briefings are 
complete and accurate. 

13. Maintains cooperatit·e professional 
manner. 

a. 

Indicator 

Follows po!;ition relief checklist when 
exchanging information. 

b. Ensures that both individuals 
acknowledge the positive transfer of 
responsibility. 

c. When assuming a position; completes the 
appropriate position log.!computcr entry 
to indicate responsibility for a specific 
position or combined position. 

a. Maintains a spirit of cooperation. 

h. b l·tnntcllus and tactful. 



31:!0.24A 
APPENDIX 2 12/3/91 

INFLIGHT (Continued) 

CJE: COMMUNICATION 

Job Function Category: Communication/Coordination (Continued) 
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Job Function 

13. Maintains cooperati,·e professional 
manner. (concluded) 

14. Sensitive to needs of system users. 

15. Communication is clear/concise. 

16. Uses pre.fcribed phraseology. 

c. 

d. 

e. 

a. 

Indicator 

Is receptive to suggestions for 
improvement of job performance. 

Remains calm under stress. 

Does not use abusive or profane 
language. 

listens and responds to user requests in a 
courteous and tactful manner. 

Has a pleasant and positive voice. 

b. Has clear and understandable speech rate. 

c. Responds promptly to aircraft calls. 

d. Relays A TC clearances/advisories 
verbatim. 

e. Formulates message before keying 
transmitter. 

a. Uses approved procedural words. 
phrases. and formats. 

h. Li!'lens for acknowledgment. 

c. !!'sues instructions that arc specific. 

d. Assmc~ T(';ldbacks arc correct. 



12/3/91 
3120.2-lA 

APP E:"DIX 2 

INFLIGHT (Continued) 

CJE: COMMUNICATION 

Job Function Catego~· : Conununic;JtionlCoordination (Concluded) 

Job Function 

17. Coordination is thorough. 

t 8. Makes only necessary transmissions. 

CJE: PILOT WEATHER BRIEFING 

Job Function Category: Pilot Weather Briefing 

Job Function 

19. Obtains sufficient background data. 

20. Presents briefing in prescrih!!d 
format. 

a. 

Indicator 

Conducts lntrailntcr-facility coordination 
in a timely manner. 

b. Forwards IFR departures, progress 
reports and arrival reports to ATC upon 
request. 

a. Radio/interphone arc used only when 
necessary. 

b. Transmits only required 
information/instructions. 

c. Does not transmit separate messages 
when it would be more effective to 
combine information. 

a. 

h. 

Indicator 

Receives requests and determines actions 
required. 

Obtains sufficient. pertinent information 
to properly conduct prellight briding. 

Presents stnndarJ. ahbrc,·iatcd. or 
outlook briefing in accordance" ith 
prescribed procedures. 



.) 120.2-!A 
A I'Pr :\ Dl :'\ -~ 

12/3/91 

INFLIGHT (Concluded) 

.fcth Fun,·tiun C<lll'j!IH'~: l'ilut \\ t•:tthl·t· Uridin~ l{'••ndmkdl 
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.Job Fum:lion 

21 . Brief~ in a wilorcd'orgcmi:c((c/,•ar : 
concise mtm/lcr. 

22. Maimaim awarc11CS.5 of currem 

weatht•r attd foreca.~ts. 

23. Maintains required di~ploys. 

24. Applies VNR procedures 1H 

prescribed. 

a. 

h. 

c . • 

I ndic::tlor 

Provides information tailored to a 
!Op~cific !light. 

S•llicits PIREP's when applicable . 

Pro\'idc:s othc:r prc:scribed assistance or 
information upon rc:quest. 

Rc:views and analyzes all incoming 
weather and aeronautical data. 

b. Indicates recognition of significant 
discrepancies between actual and 
forecast data . 

c. Takes correct action in accordance with 
prescribed procedures. when 
discrepancies exist. 

a. Plots/posts weather charts correct! y. 

h. Maintains PI REP displays. 

:\pplirs VNR procedures as prescribed. 



12/3/91 

EFAS 

~ I.)J.~..j,\ 

:\PPL;-.JDI\ 2 

C.JE: OPERA TIN<; METIIOHS A\H PIU)CEJ>f'I{ES 

Job Function Cate~«n)·: Mt•lhuds :uull'n•n·dun•s 

Job Functiun 

1. Adheres to priority of duties. 

2. Demonstrates tlbility to lumdlc 
wrusual sill4ations. 

Job Function Category: Equipment 

Job Function 

6. Equipment statu.~ is maimaincd. 

7. Computer ellfries are correct. 

8. Equipment capa/Ji/ities are 
utilized/maimained. 

9. Equipment malfunctions arc 
recognize(/!rl'stored. 

a. 

lndic:1tor 

Performs all position functions in 
accordance with locally published 
priority of duties. 

Demonstrates ability to handle unusual 
situations. 

Indicator 

Checks transmitters and receivers. 

b. Verifies status of weather radar. 

c. Verifies status of weather chart 
reproduction and display equipment. 

d. Verifies status of GOES satellite. 

c. Verifies operation of SVC A 
request/ reply. 

Usc~ presnibcd procedures for computer 
entries. 

Opcratt·s position equipment/backup 
equipment using presnihcd procedures. 

Notific~ rnaintt·nann· of malfunctions in 
:tcnndann· with prcsnihed local 
pwn.:durcs. 
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3120.24A 
APPENDIX 2 

EFAS (Continued) 

CJE: COl\IMUlliiC.\ TIO~ 

Job Function Categor~· : Communication Coordination 
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Job Function 

12. Preduty!Reiief briefings are 
complece/accurace. 

13. Maintains cooperative professional 
manner. 

15. Communication is clear/concise. 

a. 

Indicator 

Obtains preduty weather briefing fron: 
appropriate source. 

h. Follows position relief checklist when 
exchanging information. 

c. Ensures that both individuals 
acknowledge the positive transfer of 
responsibility. 

d. When assuming a position, completes the 
appropriate position log/computer entry 
to indicate responsibility for a specific 
position or combined position. 

a. Maintains a spirit of cooperation. 

b. Is courteous and tactful. 

c. Is receptive to suggestions for improvement 
of job performance. 

d. Rem::!ins calm under stress. 

e. Does not use abusive or profane 
languJge. 

Ha~ pka~ant and positive voice. 

h. lla~ dear and understandable speech ra te. 

c. hnmulat~· ~ me~~agc before key ing 
i i :111 s 111 i It cr. 



12/3/91 J 120.24;\ 
APPEN DIX 2 

EFAS (Continued) 

c.J E: COt\11\HJNICATION 

.Job Function catl>gory: Communication/Coordination (concluded) 

Job Function 

16. U.5es prescribed phraseology. 

18. Makes only necessary transmiuions. 

CJE: PILOT WEATHER BRIEFING 

Job Function category: Pilot Weather Briefing 

Job Function 

1'9. Obtains sufficient background data. 

21. Briefs in a tailored!orgcmized!clt•ar/ 
concise manner. 

24. Applies VNR proceclures as 
pre.\cribed. 

a. 

Indicator 

Uses approved procedural words, 
phrases, and formats. 

b. Listens for acknowledgment. 

c. Issues in ;,tructions !hat are specific. 

d. Assures rcadbacks arc correct. 

a. Radio/interphone arc used only when 
necessary. 

b. Transmits only required 
information/instructions. 

Indicator 

Receives requests and determines actions 
required . 

Provides inrnrmation tailored to a 
specific night. 

Applies VNR procedures as prescribed . 



\ 

.1120.24A 
APPENDIX 2 12/3/91 

EFAS (Concluded) 

CJE: PILOT WE:\ TilER URIEFI11\G 

.Jub Function Catrgor~· : Pilot Wrathrr Briefing (Concludrd) 
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Job Function 

25. lfaintains complete. accurate 
real-time weather. 

26. Develops flight advi.~ories for 
routes/altitudes. 

27. Coordinates with the National 
Weather Service (NWS) and tire 
Center Weather Services Unit 
(CWSU). 

a. 

b. 

c. 

d. 

e. 

a. 

Indicator 

Solicits. disseminates, and posts PIREP's 
according to prescribed local procedures. 

Reviews. describes, compares, and points 
out significant factors depicted on the 
various charts used at the position. 

Selects all new relevant charts and 
updated displays. 

Selects all new relevant SVC A data, and 
updates flight advisory materials and 
displays. 

Modifies posted charts to reflect 
real-time weather. 

Advises aircraft of alternate 
routes/altitudes to avoid areas of 
hazardous weather. 

Alerts WSFO. CWSU immediately when 
conditions arc reported that differ from 
forecasts. 

h. Dcsnibcs significant current weather 
changes. 

c. Vrrifil~ S infnrmatit'll with the NWS and 
cwsu. 


