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This Air Force Manual (AFMAN) implements Air Force Policy Directive (AFPD) 13-2, Air
Traffic Control, Airfield, Airspace, and Range Management. It applies to all Regular Air Force
(RegAF) and including US Space Force until further notice, Air National Guard (ANG), and Air
Force Reserve (AFR) organizations (to include contracted locations) who operate or administer
functions and facilities for air traffic control (ATC). At joint, shared-use, and overseas airfields,
this manual applies to the facilities controlled and used exclusively by the Department of the Air
Force, as outlined in international agreements, real estate documents or other written agreements.

This manual outlines key duties and responsibilities of ATC personnel. This manual also provides
detailed guidance, procedures and programs for managing ATC where the Air Force has functional
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oversight responsibility. This manual may be supplemented at any level; however, all Major
Command (MAJCOM) supplements to include interim changes to previously approved
supplements must be routed to Air Force Flight Standards Agency, Director of Airfield Operations
(AFFSA/XA) for coordination prior to certification and approval. References to MAJCOM within
this publication refer to the MAJCOM Office of Primary Responsibility (OPR) for Airfield
Operations. Unit (wing or base) level supplements to this publication must be routed to the
responsible MAJCOM OPR for Airfield Operations for coordination prior to certification and
approval. The authorities to waive wing/unit level requirements in this publication are identified
with a Tier (“T-0, T-1, T-2, T-3”) number following the compliance statement. See Air Force
Instruction (AFI) 33-360, Publications and Forms Management, for a description of the authorities
associated with the Tier numbers. Submit requests for waivers through the chain of command to
the appropriate Tier waiver approval authority, or alternately, to the publication OPR for non-
tiered compliance items or requirements. Refer to Chapter 1 for additional waiver requirements
to this manual. Refer recommended changes and questions about this publication to the OPR using
the AF Form 847, Recommendation for Change of Publication; route AF Forms 847 from the field
through the appropriate functional chain of command. Ensure all records created as a result of
processes prescribed in this publication are maintained in accordance with AFI 33-322, Records
Management and Information Governance Program, and disposed of in accordance with the Air
Force Records Disposition Schedule located in the Air Force Records Information Management
System.

(AFGSC) This supplement implements and extends the guidance of Air Force Manual (AFMAN)
13-204V3, Air Traffic Control. This supplement applies to all AFGSC Regular Air Force, Air
Force Reserve, and Air National Guard units that are tenants on AFGSC bases or when mission
gained by AFGSC under Title 10 USC authority who operate or administer functions and facilities
for air traffic control (ATC). This supplement does not apply to United States Space Force. This
supplement outlines key duties and responsibilities of ATC personnel. This supplement also
provides detailed guidance, procedures and programs for managing ATC where AFGSC has
functional oversight responsibility. Ensure that all records created as a result of processes
prescribed in this publication are maintained in accordance with (IAW) AFI 33-322, Records
Management and Information Governance Program, and disposed of IAW Air Force Records
Information Management System (AFRIMS) Records Disposition Schedule (RDS). Refer
recommended changes and questions about this publication to the Office of Primary Responsibility
(OPR) using the DAF Form 847, Recommendation for Change of Publication. The authorities to
waive wing, and unit level requirements in this publication are identified with a tier number (“T-
0, T-1, T-2, T-3”) following the compliance statement. See Department of the Air Force Manual
(DAFMAN) 90-161, Publishing Processes and Procedures, for a description of the authorities
associated with the Tier numbers. Submit requests for waivers through the chain of command to
the appropriate waiver approval authority, through the publication OPR. This publication may be
supplemented at any level, but all supplements must be routed through the Major Command
(MAJCOM) Office of Primary Responsibility (OPR) for Airfield Operations (AO), HQ
AFGSC/A30A for technical/functional coordination prior to certification and approval.
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SUMMARY OF CHANGES

This publication has been substantially revised and must be completely reviewed. Major changes
include changing publication from an AFI to an AFMAN; functionally realigned air traffic control
guidance, procedures and programs into a single publication; incorporated guidance, procedures
and programs from, and rescinding, both AFMAN 13-215 Volume 1, Airfield Operations Data
Systems, and AFMAN 13-215 Volume 3, Airfield Operations Equipment Systems; complied with
Secretary of the Air Force policy memorandums to improve clarity, reduce compliance statements,
and ensure waiver approvals and authorities reside at the lowest acceptable level.

(AFGSC) This publication has been substantially revised and must be reviewed. Major changes
include changing the publication from an AFI to an AFMAN and the addition of HQ
AFGSC/A30A workflow email addresses.
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Chapter 1
GENERAL

1.1. Overview. This manual provides guidance for managing ATC personnel, programs,
facilities and airfields Air Force wide. This manual is complemented by AFMAN 13-204, Volume
1, Management of Airfield Operations.

1.2. The Military and Civilian Aviation Integration Division. The Military and Civilian
Aviation Integration Division Career Field Management is responsible for Air Force Specialty
Codes (AFSCs) 13MX, Airfield Operations officer; 1C1X1, Air Traffic Control (ATC); and
1C7X1, Airfield Management (AM), 1C8X3, Radar, Airfield and Weather Systems (RAWS).
Career Field Manager (CFM) duties will be executed in accordance with AFI 36-2101, Classifying
Military Personnel (Officer and Enlisted), AFI 36-2670, Total Force Development, and AFI 38-
201, Management of Manpower Requirements and Authorizations. This list is not exclusive.

1.3. Air Force Flight Standards Agency (AFFSA). Air Force Flight Standards Agency is
responsible for terminal area airfield operations (i.e., ATC, AM and RAWS) matters. In this
capacity, AFFSA executes responsibilities as outlined in AFMD 27, Air Force Flight Standards
Agency (AFFSA), in keeping with policy guidance provided by the Air Staff. For the purpose of
addressing specific procedural, training, standardization, architecture and integration issues
directly related to airfield operations, AFFSA may have cause to interact with the MAJCOMs,
Federal Aviation Administration (FAA), and other military services.

1.4. Operations at Contingency Locations. Contingency is defined as a situation requiring
military operations in response to natural disasters, terrorists, subversives, or as otherwise directed
by appropriate authority to protect United States interests. At contingency locations, outside the
United States, the senior airfield authority (SAA) may waive airfield operations procedures
outlined in this manual to support tactical or combat operations. This authority must not be
exercised below the SAA level. (T-1). Prior to issuance of such a waiver, the following actions
must be accomplished:

1.4.1. Conduct a risk management assessment with the rationale for the waiver and explain
(1) how complying with the requirement/compliance item impacts mission accomplishment,
OR (2) cost of compliance (training, funds, equipment, facilities, guidance or manpower)
creates unacceptable risk to a higher priority task; OR (3) expected cost of compliance
outweighs the benefit; OR (4) personnel cannot comply with the requirement due to a lack of
resources (training, funds, equipment, facilities, guidance or manpower). NOTE: SAA waiver
period must not exceed requested waiver period or 30 calendar days after the approving
commander’s deployment length, whichever is shorter. (T-1). Because waivers are the
expression of a specific commander’s risk acceptance, approved waivers automatically expire
30 calendar days after a change in commander, unless the new commander renews the waiver.

1.4.2. Forward proposed waivers to the Air Force Forces staff or equivalent for an operational
review if time permits, or at the discretion of the SAA.

1.4.3. Refer to Air Force Tactics, Techniques, and Procedures (AFTTP) 3-4.4, Contingency
Airfield Operations for additional information. This AFTTP outlines how Air Force Forces
open and operate a deployed or contingency airfield. This AFTTP volume also contains
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planning considerations for airfield management, ATC, and deployable air traffic control and
landing systems capabilities, procedures, forces, and equipment.

1.5. Airfields Operated Pursuant to Contract. This manual applies to locations where DoD or
Air Force access is pursuant to contract, to the extent specifically outlined in the contract statement
of work (SOW) and/or performance work statement (PWS). Locations unable to comply with this
criteria due to pre-existing SOWs are exempt until such time that the current contract expires.
Locations that exclude this manual, shall specifically state rationale for the exclusion in the SOW.
(T-2).

1.6. Overseas Locations. Any host nation procedures, or procedures based on otherwise
inapplicable international regulations that are being implemented to fulfill basing or similar
agreements should be implemented consistent with this manual to the extent possible. While
agreed practices adopted for Air Force use in overseas areas take precedence, every effort should
be made to conform to this manual.

1.6.1. MAJCOMs must identify any special procedures agreed with host nations in their
supplement to this manual. Refer conflicting procedures to HQ AFFSA prior to
implementation.

1.6.2. Airfield operations personnel augmenting a facility operated by another branch of the
U.S. military will comply with their regulations and procedures as applicable. (T-0).

1.7. Waivers.

1.7.1. Units shall use the AF Form 679, Air Force Publication Compliance Item Waiver
Request/Approval to process waivers to this manual. (T-1).

1.7.2. Unit waiver request must include the following:

1.7.2.1. A paragraph reference or text of the specific requirement for which the
commander/director is requesting a waiver. (T-1).

1.7.2.2. Rationale for the waiver. (T-1). Explain which one of the following reasons apply
and why: (1) How complying with the requirement/compliance item impacts mission
accomplishment, (2) Cost of compliance (training, funds, equipment, facilities, guidance
or manpower) creates unacceptable risk to a higher priority task; or (3) Expected cost of
compliance outweighs the benefit; OR (4) personnel cannot comply with the requirement
due to a lack of resources (training, funds, equipment, facilities, guidance or manpower).

1.7.2.3. Time period or circumstance the waiver is needed. (T-1). NOTE: Tier 1, 2, and
3 waivers may be approved for a period not to exceed the requested waiver period or 90
calendar after the approving commander’s tour length, whichever is shorter. Because
waiver are the expression of a specific commander’s risk acceptance, approved waivers
automatically expire 90 calendar days after a change in commander unless the new
commander renews the waiver.

1.7.2.4. Risk mitigation measures to be implemented, if necessary, by the requesting
commander during the waiver period. (T-1).

1.7.2.5. Impact if waiver is disapproved. (T-1).

1.7.3. If deemed necessary, submit additional data (e.g., local operating procedure, airspace
maps, traffic patterns, airfield diagrams) to substantiate the waiver request.
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1.7.4. Units must provide an informational copy of all Tier 3 approved waivers to MAJCOM
OPR for airfield operations. (T-2).

1.7.5. Units will submit waivers to applicable FAA publications through their respective
commander for coordination from the MAJCOM OPR for airfield operations, AFFSA/XA and
the appropriate Air Force representative (AFREP). (T-0). The AFREP submits the request to
FAA and notifies the requesting unit, MAJCOM OPR for airfield operations, and AFFSA/XA
of the results.

1.7.5. (AFGSC) Requests for waivers to FAA policy shall be forwarded to AFGSC/A30A
Airfield Operations Workflow (Email: a3.ao.airfieldoperations.1@us.af.mil) no later than 6
months prior to expiration or expected implementation date. (T-2)

1.7.6. The requestor’s unit commander must forward a copy of the approved waiver to the
AFFSA/XA workflow at hgaffsa.xa@us.af.mil within 30 calendar days of approval for
situational awareness and process improvement considerations. (T-1).

1.7.7. Approved waivers become part of the approver’s and requestor’s official records and
are appropriately filed in accordance with AFI 33-322. (T-1).

1.8. Governing Directives. Airfield operations services are governed by AFIs, AFMANSs, and,
to the extent applicable, FAA orders, parts of the Code of Federal Regulations, and any host nation
procedures which have been adopted for Air Force use, unless specifically exempted or waived.
Unit commanders may contact AFFSA through their respective MAJCOM OPR for assistance
determining the applicability of directives. NOTE: Applicable portions of FAA Order (FAAOQO)
Joint Order (JO) 7210.3, Facility Operation and Administration have been incorporated into this
instruction.

1.9. Issuing New Air Force Airfield Operations Policy or Procedures. New policies or
procedures are sent out via message and posted on the AFFSA Airfield Operations SharePoint®
website. Airfield operations staff personnel are required to utilize the AFFSA Airfield Operations
SharePoint® website to download and/or view messages.

1.10. Duty Titles. Duty Titles are determined by the unit manpower document (UMD)
authorizations earned through the 13E1 Capabilities-Based Manpower Determinant. Failure to
use authorizations as described and earned on the UMD could result in the reduction of
authorizations or removal of personnel (not applicable to ANG and AFR). Only utilize duty titles
as prescribed in Attachment 2 for air traffic control (ATC) positions. Throughout this manual,
interpret all references to military duty titles as including the civilian equivalents unless
specifically stated otherwise. NOTE: Reference AFMAN 13-204 Volume 1 for civilian
equivalents.

1.11. Qualifications. Refer to Attachment 2 for duty position minimum qualifications.
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Chapter 2
ROLES AND RESPONSIBILITIES

2.1. AFFSA.

2.1.1. Establishes Air Force policies and procedures for providing airfield operations services
through publication of this manual and corresponding volumes.

2.1.2. Serves as the OPR for Air Force airfield operations policy, procedures and programs.

2.1.3. In coordination with Airfield Operations Career Field Managers (CFM), develops and
publishes standardized position certification guides and qualification guides; education and
training plans for both officer and enlisted AFSCs.

2.1.4. Conducts the Air Force Terminal Instrument Procedures (TERPS) Fundamentals
Course in order to train and certify qualified individuals as TERPS specialists in accordance
with AFMAN 13-204, Volume 3 as well as applicable FAA, ICAO and NATO standards.

2.1.5. Evaluates Regular Air Force, Air National Guard, and Air Force Reserve unit requests
for waivers and deviations to FAA Joint Orders (JOs), cross-functional, airfield operations and
instrument procedure policies and guidance.

2.1.6. Administers the Air Force Annual Airfield Operations Awards and Lt General Gordon
A. Blake Aircraft Save/Assist Award Programs in accordance with AFMAN 36-2806, Awards
and Memorialization Program.

2.1.7. Conducts regular, periodic system and Air Force airfield operations data/trend analysis
to monitor unit effectiveness, safety and compliance with established criteria or guidance.

2.1.8. Develops educational programs, publications, and bulletins to manage and actively
promote airfield safety.

2.1.9. In coordination with Secretary of the Air Force, Inspections Directorate (SAF/IGI) and
MAJCOM OPR for airfield operations, develops inspection guidance and criteria of airfield
operations functional areas: AM, ATC, RAWS, and Airfield Operations Management (AOM).

2.1.10. Develops Headquarters Air Force-level Self-Assessment Communicators in
accordance with AF1 90-201, The Air Force Inspection System for units to assess effectiveness,
safety and compliance with applicable criteria (e.g. Air Force, FAA, Host Nation and ICAQ).

2.1.11. Validates Headquarters Air Force-level deficiencies with MAJCOM inspectors
general and Functional Area Managers and provides corrective action replies for valid
actionable deficiencies to the Air Force Inspection Agency. Augments MAJCOM IG
inspection teams as required.

2.1.12. Coordinates on document change proposals (DCPs), and requests interpretation of
FAA directives.

2.1.13. Manages policy, procedures and execution of the Air Force Obstruction
Evaluation/Airport Airspace Analysis (OE/AAA) Program.

2.1.14. Utilizes Air Force Safety Automated System (AFSAS) to review airfield operations
related Hazardous Air Traffic Reports (HATRs), Controlled Movement Area Violations
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(CMAVs), mishaps and Bird/Wildlife Aircraft Strike Hazard (BASH) incidents for negative
trends, root causes, observations and recommendations.

2.1.15. Authors AF/A30 and AFFSA command endorsements to airfield operations related
mishaps as prescribed in AFI 91-204, Safety Investigations and Hazard Reporting, and
AFMAN 91-223, Aviation Safety Investigations and Reports.

2.1.16. Serves as GS-2150/2152/2154/0856 Career Field Advisors to address civilian AM,
ATC and RAWS personnel issues. These positions will normally be a senior civilian in GS-
2150/2152/2154 job series, reside at AFFSA and be appointed in writing by the Operations
Civilian Career Field Manager.

2.1.17. Develops standard core personnel documents (SCPD) and standard position
descriptions (SPD) for civilian air traffic control and AM positions. NOTE: GS-2154 series
are not applicable to AFRC AM personnel.

2.1.18. Ensures civilian hiring authorities use correct job series and SCPDs/SPDs to hire
civilian airfield operations personnel. The GS-2152 job series will not be used for AM
positions.

2.2. MAJCOM Airfield Operations.

2.2.1. Provides direct airfield operations functional oversight and assistance to facilitate
activities/operations of subordinate unit Airfield Operations Flights (AOFs).

2.2.2. Works with the appropriate CFM, MAJCOM A1, and Air Force Personnel Center to
ensure AOFs are staffed in accordance with the Air Force Manpower Determinant to the
maximum extent possible, while assigning units their equitable allocation of manpower
resources as available. (Not applicable to ANG and AFR units).

2.2.3. Publishes MAJCOM-unique guidance and airfield operating hours in a supplement.

2.2.4. Reviews and provides endorsing comments on AF Form 679, Air Force Publication
Compliance Waiver Request/Approval, and on waiver requests to airfield design criteria,
markings, signs, and lighting forwarded for coordination by MAJCOM/A7 and/or Air Force
Installation and Mission Support Center (AFIMSC).

2.2.5. Establishes and conducts MAJCOM airfield operations annual awards selection process
to compete at the Air Force level in accordance with AFMAN 36-2806.

2.2.6. Ensures appropriate airfield operations representation on aircraft mishap Safety
Investigation Boards (SIBs), as prescribed in AFMAN 91-223. If the MAJCOM is unable to
provide appropriate representation to the SIB, contact AFFSA/XA to locate a qualified SIB
representative.

2.2.7. Implements the Air Force Runway Safety Action Team (AFRSAT) Program, in
accordance with this publication.

2.2.8. Supplements requirements for Host Nation/Local National personnel filling airfield
operations duty positions as required.

2.2.9. Notifies AFFSA of airfield operations related capability gaps.

2.2.10. Establishes a process for prioritizing and scheduling personnel identified by the units
for career field supplemental courses, e.g., Advanced Airfield Managers Course, Military
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Airspace Management Course, Chief Controller Course and Air Traffic Control Systems
Specialist Course.

2.3. Chief Controller (CCTLR) Key Responsibilities. CCTLRs are responsible for managing
the overall ATC radar or tower facility operations, as well as directly supervising, leading, and
deliberately developing assigned personnel. Each ATC facility must have a CCTLR appointed by
the Airfield Operations Flight Commander (AOF/CC), except radar final control (RFC). (T-2).
Where manning dictates, the AOF/CC may authorize a single Complex CCTLR to manage both
the tower and radar facility. When the complex CCTLR concept is used, no other personnel is
authorized the carry the title or implement the duties of the CCTLR at the location.

2.3.1. Determine the minimum number of qualified controllers required for duty based on
published facility hours, services required by assigned flying units, and scheduled flying
activities. (T-2). Refer to 13E1 Capabilities-Based Manpower Determinant for guidance on
calculating manpower authorizations.

2.3.2. Validate and submit to the Unit Training Manager (UTM) upgrade training and Special
Experience Identifier (SEI) information for inclusion in the individual’s personnel record. (T-
3).

2.3.3. Implement approved ATC procedural changes in support of the wing flying mission,
FAA, and host nation requirements. (T-0).

2.3.4. Ensure all assigned controllers meet appropriate physical qualification requirements.
(T-0).

2.3.5. Document all trainer and facility watch supervisor certifications on AF Form 3622, Air
Traffic Control/Weather Certification and Rating Record. (T-2).

2.3.6. Ensure controller training is implemented in accordance with the training operating
instruction (OI) and initiate corrective actions as necessary. (T-2).

2.3.7. Develop a checklist for currency and accuracy of all items listed in paragraphs 3.2.3,
3.2.4 and/or 3.2.5 as applicable, and document results. (T-2). Review these products at a
minimum annually and document completion of the review. (T-2).

2.3.8. Manage unit ATC simulation resources to ensure facility personnel maximize the use
of simulation to accomplish training. (T-2).

2.3.9. Define procedures for opening and closing facilities who operate less than 24-hours a
day. (T-2). Include these procedures in a local operating procedure (LOP) coordinated with the
ATC facility which has instrument flight rules (IFR) jurisdiction. (T-0).

2.3.10. Ensure appropriate publications necessary to provide ATC services are available in
each facility. (T-0).

2.3.11. Coordinate with the installation security/anti-terrorism manager to remain current of
installation security tasking and posture as applicable to ensure the security of controlled areas.
(T-3).

2.3.12. Establish procedures for personnel returning from temporary duty (TDY), duties not
to include controlling (DNIC), and leave to receive training missed during the absences. (T-
2). Notify MAJCOM OPR for ATC for members who are DNIC for 60 calendar days or more.
(T-2).
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2.3.13. Establish and maintain a dual certification program at locations with multiple air traffic
facilities to promote development.

2.4. Assistant Chief Controller (ACCTLR) Key Responsibilities. The CCTLR will establish
specific ACCTLR key responsibilities in writing. (T-2).

2.5. Watch Supervisor (WS) Key Responsibilities.

2.5.1. The WS or senior controller (SC) shall maintain situational awareness of the overall
flow of air traffic operations at the facility assigned, and when applicable, on the controlled
movement area (CMA). (T-2). The WS is responsible for all ATC facility operations and
services during the shift and are required to ensure the effective execution of training plans.

2.5.2. If necessary, the WS or SC limits operations based on existing traffic congestion or
complexity, staffing, weather, or individual controller training and experience capabilities. (T-
2).

2.5.3. A SC will be simultaneously responsible for duties at an operating position while
performing WS duties. (T-2).

2.6. Trainer Key Responsibilities. Trainer key responsibilities are outlined in AFI 36-2670, Air
Force Training Program, and further defined in the training Ol. Additionally, ATC Trainers will:

2.6.1. Ensure each trainee has access to the most current training program documents. (T-2).
2.6.2. Provide constant feedback to the trainee on daily performance. (T-2).
2.6.3. Develop a daily training plan including training objectives and requirements. (T-2).

2.6.4. Document training evaluations, providing an accurate picture of the trainee’s
progression throughout the evaluation period. (T-2).

2.6.5. Prior to submitting a trainee for certification, correctly complete all Career Field
Education Training Plan (CFETP) documentation. (T-2).

2.6.6. Report discrepancies in the training program to the non-commissioned officer-in-charge
(NCOIC), ATC training (NATCT). (T-2).

2.6.7. Determine each trainee’s individual adult learning style and adapt training plan and
execution to the trainee’s style. (T-2).

2.7. NCOIC, Air Traffic Control Training (NATCT) Key Responsibilities. NATCT will:

2.7.1. Develop and manage the ATC Training Program, front load training (FLT) and facility
continuation training (FCT). (T-2). At those locations where the flight support element is
authorized only one 1C1X1 for the AOF staff, the duty title must be NCOIC, ATC Training
and Standardization (TSN). (T-2).

2.7.2. Coordinate monthly controller knowledge training requirements with the ATC staff. (T-
2). Provide controllers with a monthly proficiency training requirement letter. (T-2). As a
minimum, include required review, recurring and supplemental training for the month. (T-2).

2.7.3. Monitor facility-training effectiveness. (T-2).

2.7.4. Inspect training record documentation for accuracy, completeness, and standardization.
(T-2). Provide the ATC staff with inspection results at least monthly. (T-2).
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2.7.5. Manage computer-based instructional/training (CBI/T) programs if applicable. (T- 2).
2.7.6. Organize and brief the AOF Training Review Board (TRB). (T-2).

2.7.7. Develop and maintain facility master training record (e.g., AF Form 623, Individual
Training Record Folder). (T-2).

2.7.8. Develop and maintain facility master training plans in accordance with AFI 36-2670.
(T-2).

2.7.9. Supplement HQ AFFSA developed Qualification Training Package (QTP) with
additional training items as required. (T-2).

2.7.10. Coordinate and process annual formal school training requirements according to the
Education and Training Course Announcement (ETCA) website: https://appl0-
eis.aetc.af.mil/etca/SitePages/Home.aspx. (T-2).

2.7.11. Coordinate simulation administrator activities (e.g., development and maintenance of
sector and scenario simulation products) with the respective CCTLRs, or Air Traffic Control
Simulation Equipment (ATCSE) program specialist. (T-2).

2.7.12. Coordinate with the UTM to ensure Training Status Codes (TSC) reflect the accurate
status of personnel assigned according to AFI 36-2670, Attachment 11. (T-2). NOTE: Not
applicable to AFR.

2.7.13. Administer Advanced Distributed Learning Course (ADLS) ATC 7-level Craftsman
End-of-Course exam. (T- 2).

2.7.14. Manage the Air Traffic Control Trainer Course (ATCTC) program to include: (T-2).
2.7.14.1. Track ATCTC instructor proficiency via the TRB. (T-2).
2.7.14.2. Coordinate and schedule courses with AOF staff. (T-2).

2.7.14.3. Forward graduate course completion certificates to the UTM for update in the
Military Personnel Database System (MilPDS). (T-2). Track submissions until reflected in
MilPDS. (T-2).

2.7.15. Assistant NATCT (ANATCT) appointment and key responsibilities will be
coordinated with the respective CCTLR. The NATCT will establish responsibilities in writing.
(T-2).

2.8. NCOIC, Standardization and Evaluation (NSE) Key Responsibilities. The NSE
administers the ATC certification and rating program and serves as the primary Designated
Examiner (DE). The NSE may also serve as the Control Tower Operator (CTO) examiner at
contract facilities, but must be delegated these responsibilities by the FAA regional representative.
(T-0). NSEs must:

2.8.1. Perform position certifications, controller, special, and annual evaluations by evaluating
performance against standards published in the applicable facility Position Certification Guide
(PCG). (T-1).

2.8.2. Ataminimum, evaluate the training program, to include the ATCTC, annually to ensure
the program meets mission, CCTLR, and NAAM requirements. (T-1). Evaluate components
of the training program using guidance contained in Air Force Handbook (AFH) 36-2235
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Volumes 1-13, Information for Designers of Instructional Systems and AFI 38-401,
Continuous Process Improvement. (T-1). Document evaluation results in a memorandum for
record or TRB minutes. (T-2). NOTE: At locations with a TSN, a facility rated 7-level should
be selected in accordance with AFMAN 13-204 VVolume 1 to evaluate the training program.

2.8.3. Develop and administer all controller testing and evaluation requirements. (T-2).

2.8.4. Assistant NSE (ANSE) appointment and key responsibilities will be coordinated with
the respective CCTLR and established in writing by the NSE. (T-2).

2.9. NCOIC, ATC Training and Standardization (TSN) Key Responsibilities. TSN will:

2.9.1. Be responsible for the ATC training and standardization/evaluation programs at
locations where only one 1C1X1 position is authorized in the flight support element. (T-1).

2.9.2. Assume the responsibilities of the NATCT and NSE as indicated in paragraphs 2.7 and
2.8 Throughout this manual, “ANATCT” and “ANSE” should be interpreted as “ATSN” at
locations with TSN.

2.9.3. Assistant NCOIC, ATC Training and Standardization (ATSN) appointment and
key responsibilities will be coordinated with the respective CCTLR. The TSN will establish
responsibilities in writing. (T-2).

2.10. NCOIC, Airfield Automation Management Key Responsibilities. NAAM will work
directly for the AOF/CC to manage/establish procedures for the airfield operations automation
section(s). (T-2). NAAMs must:

2.10.1. Develop monthly NAAM/Airfield Operations System Specialist (AOSS) duty
schedule to ensure an adequate number of automation personnel are scheduled to support
mission requirements to maintain airfield automation systems. (T-2). Notify the AOF/CC,
CCTLR(s) and WS if AOSS support is unavailable.

2.10.2. Define Continuous Data Recording (CDR) procedures in a LOP, to include procedures
for reviewing, storing and securing CDR media. (T-1).

2.10.3. Direct automation activities for system analysis, design, programming operations,
maintenance, security, systems management, technical support, and resource management. (T-
1). Help users define requirements and recommend automation methods to enhance resource
use.

2.10.4. Maintain configuration control over Standard Terminal Automation Replacement
System (STARS) operational computer programs, ensuring compliance with FAA, Air Force
local directives and specifications for the National Airspace System (NAS). (T-1).

2.10.5. Evaluate and coordinate automated system updates and enhancements with the ATC
staff and other supported remote tower facilities prior to implementation. (T-1). After
coordination, implement approved ATC automation programming and functional system
changes in support of the wing flying mission and FAA requirements. (T-1).

2.10.6. When system deficiencies are recognized, direct actions to ensure the adequacy of
recovery and debugging procedures. (T-1). Coordinate software problems with the ATC staff,
MAJCOM, AFFSA/XA and appropriate FAA/Department of Defense (DoD) support
personnel. (T-1). Document and submit the appropriate automated system
enhancement/deficiency reports as required. (T-1).
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2.10.7. Direct and plan testing of ATC automation computer software. (T-1).

2.10.8. Maintain the automated ATC system administration, CDR, radar playback systems,
and the implementation and maintenance of Low Altitude Alert Systems (LAAS). (T-1).
Coordinate with Terminal Instrument Procedures (TERPS) to obtain current MAJCOM-
approved Minimum Vectoring Altitude (MVA) map data for inclusion in the STARS database.
(T-2).

2.10.9. Assign STARS user group and associated access privileges in accordance with STARS
System Administration Security Handbook, and define procedures in a LOP. (T-0).

2.10.10. Provide facility management guidance in development of all LOPs/memorandum of
understandings (MOUs) that define roles, responsibilities, and restoration priorities for all NAS
Standard Terminal Automation Replacement System (STARS)/Micro Enroute Automated
Radar Tracking System (MEARTS) equipment. (T-1).

2.10.11. Provide facility management guidance in development of local contingency and
disaster restoration plan in accordance with local directives and FAAO JO 1900.47E. (T-0).

2.10.12. Perform and document STARS periodic security administration procedures. (T-0).
Retain documentation of daily, weekly, and bi-weekly security checks for six months. (T-0).
Retain documentation of monthly and quarterly security checks for one year. (T-0).

2.10.13. Ensure completion of all required training as prescribed by guidance listed on the HQ
AFFSA Airfield Operations SharePoint website as applicable to assigned location and scope
of responsibility. (T-3).

2.10.14. Establish Time Compliance Technical Order (TCTO) management process in writing
with Radar, Airfield, and Weather Systems (RAWS) personnel, as appropriate. (T-2).
2.10.15. Assume AOSS responsibilities when determined by the AOF/CC in writing.

2.11. Airfield Operations System Specialist Key Responsibilities. AOSS will:
2.11.1. Monitor the operations of the facility’s ATC automated systems during the shift. (T-
2).
2.11.2. Develop, modify, integrate and test computer software. Arrange test routines and
prepare documentation. (T-2).

2.11.3. Perform system updates. (T-1). Provide NAAM feedback on the integration of
automated ATC radar system’s site adaptation, Minimum Safe Altitude Warning (MSAW) and
digital map databases. (T-1).

2.11.4. Recommend system enhancements and functional changes and identify system
problems. (T-2). Document and report enhancements and system problems as required. (T-2).

2.11.5. Store, control, and safeguard automated systems operational computer software
programs in accordance with LOP. (T-1). Maintain the CDR storage library and administer
CDR media changes. (T-2).

2.11.6. Perform system playback, backup and restore functions in accordance with LOP. (T-
1).
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2.11.7. Provide technical assistance to the NATCT on training and brief users on the
operational use of supported computer systems as required. (T-3).

2.11.8. Ensure compliance with directives governing security of automated ATC computer
systems. (T-0).

2.11.9. If appointed in writing by the AOF/CC, may accomplish NAAM duties during
extended NAAM absences.

2.12. Terminal Instrument Procedures Specialist Key Responsibilities. Refer to AFMAN 11-
230, Instrument Procedures.
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Chapter 3
RECORDS MANAGEMENT, INQUIRIES AND DATA

3.1. ATC Forms. Unless otherwise indicated, maintain all forms as official facility records
according to AFI 33-322. Publish proper documentation and management of forms in the
appropriate LOP.

3.1.1. The CCTLR will ensure forms are ordered through the base publications office or
nearest FAA facility as required. (T-2).

3.1.2. Flight Progress Strips. Use any FAA approved form, as determined by the type of
printing system. Destroy after 6 months.

3.1.3. AF Form 3616, Daily Record of Facility Operation. Use AF Form 3616 or suitable
substitute to document all abnormal conditions and occurrences during each shift in the airfield
operations facilities. An ATC controller other than the watch supervisor (WS) or senior
controller (SC) must include the controller’s operating initials when making entries to the AF
Form 3616 or suitable substitute. (T-2). NOTE: The operating initials of a controller
performing WS training are not required following trainee entries. Facilities may initiate a new
form at the beginning of each shift or use one form for a 24-hour period. CCTLRs must sign
the AF Form 3616 or suitable substitute to indicate a review for operationally relevant
information. (T-2). This form may be computer generated, typed or handwritten. Destroy after
6 months.

3.1.3.1. WS or SC accepts responsibility for the facility by making an initial entry with the
exact time and their operating initials in the remarks section. Document temporary
absences during the shift unless the WS or SC can immediately recall the controller to duty
as determined by the CCTLR. Anytime a WS or SC is relieved, enter the first name initial
and last name and indicate the transfer of responsibility for the shift on AF Form 3616
(e.g., "1310 C. BOWEN OFF, DE ON AS WS"). Entering the name of the relieved WS or
SC serves the same purpose as signing the certification statement at the top of the actual
form. The WS or SC responsible for the shift must sign the AF Form 3616 or suitable
substitute. (T-2). Individuals must not change the entries of a previous WS or SC without
the member’s consent unless procedures are defined in the facility OI for administrative
changes (e.g., acronyms, time sequence, and missed personnel absences). (T-3).

3.1.3.2. Use only authorized Air Force, FAA, and International Civil Aviation
Organization (ICAQ) abbreviations and phrase contractions. Exception: In addition to Air
Force, FAA, and ICAO abbreviations, facility CCTLRs may develop local abbreviations
provided. Include these local abbreviations in the facility Ol.

3.1.3.3. CCTLRs may authorize the use of this form to log position times instead of AF
Form 3626, Position Log. The CCTLR specifies which form to use and procedures for
logging the position times in a facility Ol. The CCTLR should ensure use of either form is
consistent throughout the facility (i.e., use AF Form 3616 all the time or AF Form 3626 all
the time).

3.1.4. AF Form 3626, Position Log. Use AF Form 3626 or a suitable substitute to record
individuals responsible for each operating position. The controller being relieved must ensure
the relieving controller’s operating initials are on the form at the time they assume
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responsibility for the position. (T-2). If assigning a trainee to a position, include the trainee’s
initials on the form followed by the relieving controller’s operating initials. CCTLRs may
specify multiple positions to use a single position log, each position using one side of the form
(e.g., positions that are side by side, simulator positions) in a facility Ol. The WS position does
not require a position log. Destroy after six months.

3.1.5. AF Form 3624, Equipment Outage Log. Use AF Form 3624, AF Form 3616, or suitable
substitute for recording equipment outages or malfunctions and maintenance notifications. Use
one form until filled, or as directed by the CCTLR in a facility Ol. Transfer open entries when
starting a new log. Use will be consistent throughout the facility (e.g., use AF Form 3624, AF
Form 3616, or suitable substitute all the time). Destroy after 6 months.

3.1.6. AF Form 3622, Air Traffic Control/Weather Certification and Rating Record. Use AF
Form 3622 to document weather certifications, ATC position certifications, WS certifications,
trainer certification, and facility ratings as defined in paragraph 11.3.

3.1.7. AF Form 3623, Daily Traffic Count, reference details for use in paragraph 3.1.9.2.

3.1.8. ProTime. ProTime is a mandatory airfield operations data system for tracking and
reporting air traffic controller proficiency times for AF air traffic control (ATC) facilities. This
program provides a centralized data storage and reporting tool for manning activity in all
control, monitor, and training positions.

3.1.8.1. The CCTLR ensures the ProTime data system includes the following:

3.1.8.1.1. Facility specific configurations (tower, radar, and ground controlled
approach (GCA).

3.1.8.1.1.1. All positions within a facility.

3.1.8.1.1.2. Airport Surveillance Radar (ASR) and Precision Approach Radar
(PAR) configuration data, as required.

3.1.8.1.1.3. Qualification levels (e.g., staff, 5-level, dual rated).

3.1.8.1.1.4. Minimum proficiency time requirements for each qualification level in
accordance with the facility operating instruction.

3.1.8.1.2. Editable crew assignments.

3.1.8.1.3. Capability of creating a single record for each controller performing ATC
duties including the following personnel information, at a minimum:

3.1.8.1.3.1. Rank/grade, last name, first name, and operating initials.
3.1.8.1.3.2. Crew assignment.
3.1.8.1.3.3. Qualification level.
3.1.8.1.4. Position logs with the following minimum information:
3.1.8.1.4.1. Proficiency start time in accordance with facility operating instruction.
3.1.8.1.4.2. Controller operating initials.
3.1.8.1.4.3. Monitor operating initials.
3.1.8.1.4.4. ASR and PAR counts, as applicable.
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3.1.8.1.4.5. Proficiency termination time in accordance with facility operating
instruction (documented by placing “CLSD” in the “operating initials” column).

3.1.8.1.5. Reporting.
3.1.8.1.5.1. Ability to produce a read-only report.

3.1.8.1.5.2. Each report indicates where a controller did not meet minimum
proficiency requirements (i.e., requirements not met are highlighted in red).

3.1.8.2. The CCTLR shall coordinate corrections and/or recommendations to the ProTime
data system through the appropriate MAJCOM ATC representative and then forwarded to
the HQ AFFSA, Air Traffic Control Division (AFFSA/XAT) (hgaffsa.xat@us.af.mil).
(T-2).

3.1.9. Air Traffic Activity Reporting System (ATARS).
3.1.9.1. Submitting reports and focal points:

3.1.9.1.1. Unit responsibilities. Serve as the focal point for initiating traffic count data
and developing reports.

3.1.9.1.1. (AFGSC) Units will forward monthly traffic count data in XML format to
AFGSC/A30A Airfield Operations Workflow (Email:
a3.ao.airfieldoperations.1@us.af.mil) no later than the 14th duty day following the
quarter (T-2) Additionally, units will forward annual traffic count data in XML format
to AFGSC/A30A Airfield Operations Workflow (Email:
a3.ao.airfieldoperations.1@us.af.mil) no later than the 5th of November. (T-2)

3.1.9.1.2. MAJCOM responsibilities.

3.1.9.1.2.1. Serve as the focal point for compiling unit reports and forwarding
annual data submissions to AFFSA/XAT (hgaffsa.xat@us.af.mil).

3.1.9.1.2.2. Forward annual traffic count data inputs to AFFSA/XAT no later than
15 November, for the prior fiscal year.

3.1.9.1.2.3. Resolve unit traffic count information problems associated with
ATARS.

3.1.9.1.2.4. Submit annual reports in XML format.

3.1.9.1.2.5. Coordinate with AFFSA/XAT to approve counting activities in the
"special use" sub-category.

3.1.9.1.3. HQ AFFSA Responsibilities.

3.1.9.1.3.1. Serve as the focal point for gathering, compiling, and disseminating
ATARS reports.

3.1.9.1.3.2. Resolve MAJCOM traffic count information problems associated with
ATARS.

3.1.9.1.3.3. Provide composite annual reports to the Air Staff, MAJCOMs, and
other appropriate agencies upon request.

3.1.9.2. Traffic count documentation.
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3.1.9.2.1. CCTLRs ensure daily, monthly, and quarterly documentation of air traffic
activities using ATARS.

3.1.9.2.2. Retain AF Form 3623, or suitable substitute, as a backup to the automated
report program.

3.1.9.2.3. Retain current and previous fiscal year traffic count documentation (e.g.,
paper, digital).

3.1.9.2.4. Count air traffic activity in four, six-hour periods per day, beginning at 0000
local.

3.1.9.2.5. Control tower facilities record a count of one for each aircraft in the
formation regardless of the category, type, or approach.

3.1.9.2.6. Radar facilities record a count of one for the flight for each category, type,
or approach, when controlling a formation through instructions to a single aircraft
within the flight. NOTE: Record a count of one for each formation or single aircraft
for each category and type of approach, when formation flights split into smaller
formations or single aircraft.

3.1.9.2.7. Count aircraft operations according to category, type of activity, and type of
approach.

3.1.9.2.8. Do not count aircraft traversing special use airspace (SUA) (e.g., Military
Operating Areas [MOASs]) as a separate operation for traffic count purposes.

3.1.9.3. ATARS consist of the following information:

3.1.9.3.1. Separate activity categories for: military, civil general aviation, air carrier/air
taxi, unmanned aircraft systems (UAS), helicopter, and other (tower only).

3.1.9.3.2. Separate sub-categories to count the type of activity in each main category.
3.1.9.3.3. IFR arrivals (tower and radar).
3.1.9.3.4. IFR departures (tower and radar, excluding Radar Final Control).
3.1.9.3.5. Visual Flight Rules (VFR) local and VFR itinerant (tower only).
3.1.9.3.6. VFR service, over-flights, PAR, ASR and Instrument Landing System (ILS).
3.1.9.3.7. Special use (tower and radar).
3.1.9.4. ATARS categories (defined):
3.1.9.4.1. Military — aircraft belonging to a nation's armed forces.

3.1.9.4.2. General aviation — aircraft of any national registry operated by a private
person, company, public company, government agency, or flying club not conducting
air carrier or air taxi operations.

3.1.9.4.3. Scheduled air carrier or air taxi — aircraft conducting operations for
compensation or hire (e.g., World Air, Tower Air, Federal Express, U.S. Commercial
Airlines, and charter services such as Tango Cessna TN4426E).

3.1.9.4.4. Unmanned aircraft systems — all UAS operations. This includes operations
conducted under IFR and/or VFR.
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3.1.9.4.5. Helicopter — military helicopter operations. This includes operations
conducted under IFR and/or VFR.

3.1.9.4.6. Other — operations wherein a VFR tower receives a point-out for an IFR
aircraft executing an instrument approach to an adjacent airport, or as otherwise
coordinated and approved for use by the MAJCOM. This area constitutes a non-
countable category and values tabulated in this area do not affect the "type of activity"
sub-categories totals (e.g., IFR arrivals, IFR departures).

3.1.9.5. Type of activity (defined):

3.1.9.5.1. IFR departure — IFR or Special Visual Flight Rules (SVFR) departures and
IFR, SVFR, or VFR aircraft flying an instrument approach which terminates in other
than a full-stop landing and continues to receive IFR service.

3.1.9.5.2. IFR Arrival — IFR, SVFR, and VFR aircraft, that fly an instrument, visual,
or contact approach to an airport or point-in-space.

3.1.9.5.3. VFR Local — VFR aircraft that arrive or depart an airport served by the
control tower.

3.1.9.5.4. VFR ltinerant — VFR aircraft that originate outside the tower’s designated
airspace and fly through the airspace without making an approach.

3.1.9.5.5. VFR Service — VFR aircraft that receive services but do not make an
instrument approach.

3.1.9.5.6. Over-flight — IFR or SVFR aircraft that originate outside the area of
jurisdiction and fly through the area without making an approach. “Area of jurisdiction”
is defined as the total designated or depicted airspace (lateral and vertical) boundaries
over which an ATC facility has authority, including all subdivided sectors for air traffic
control reporting purposes. Do not count aircraft transitioning the area of jurisdiction
as multiple over-flights and/or SUA activities when tabulating one aircraft or a flight’s,
route of flight.

3.1.9.5.7. Special use — Aircraft that conduct activities in airspace of defined
dimensions identified by an area on the surface of the earth wherein activities are to be
confined because of their nature or wherein limitations may be imposed upon aircraft
operations that are not a part of those activities.

3.1.9.5.7.1. Count activities conducted in alert areas, controlled firing areas,
MOAs, prohibited areas, restricted areas, and warning areas as special use
operations.

3.1.9.5.7.2. Any other area or activity not listed requires MAJCOM approval.

3.1.9.5.7.3. Counting of SUA operations only occurs when an aircraft or flight
employs the intended purpose of the SUA.

3.1.9.5.7.4. Use of multiple sectors within the same MOA by the same aircraft or
flight is only counted as one SUA operation. This includes aircraft or flights
authorized to work combined sectors within the same MOA, or those which
transition from working one sector to working another sector within the same
MOA. Exception: When elements of a flight operating in assigned SUA require
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separate ATC identification and services, count each operation as a separate SUA
activity. For counting purposes, the key determinant is after flight split-up, each
element requires separate ATC identification and services apart from previous
flight activities. In this case, count each operation as separate SUA activity using
the provisions of this paragraph.

3.1.9.5.8. An aircraft or flight may be counted as either an over-flight or a SUA
activity, but not both.

3.1.9.6. Type of approach (defined):
3.1.9.6.1. PAR —any aircraft which conducts a PAR approach.
3.1.9.6.2. ASR — any aircraft which conducts an ASR approach.
3.1.9.6.3. ILS —any aircraft which conducts an ILS approach.

3.1.9.6.4. Tactical Air Navigation — any aircraft which conducts a Tactical Air
Navigation approach.

3.1.9.6.5. Area Navigation — any aircraft which conducts an Area Navigation
approach.

3.1.9.6.6. Global Positioning System — any aircraft which conducts a Global
Positioning System approach.

3.1.9.6.7. Non-Directional Beacon — any aircraft which conducts a Non-Directional
Beacon approach.

3.2. Charts, Maps, Publications and Instruction Files.

3.2.1. CCTLRs must maintain current Flight Information Publications (FLIP) pertinent to
their area of responsibility. (T-2). CCTLRs must ensure depictions of the area of control and
the location (e.g., bearing and distance) and frequency of each Navigational Aid (NAVAID)
are readily available. (T-2). Control towers and RFC facilities are exempt from maintaining a
depiction of their area of control.

3.2.2. CCTLRs must provide a Recent Information File (RIF) and ensure review by all
controllers. (T-2).

3.2.3. CCTLRs must develop a Ready Reference File (RRF) tailored to each operating
position (e.g., Approach Control, Approach Assist). (T-2). Define, identify and maintain local
procedures or instructions supplementing regulatory guidance pertinent to an operating
position. Automated versions may have a backup hard copy. NOTE: The intent of a RRF is to
streamline information for rapid reference in time-sensitive situations using concise
statements.

3.2.4. CCTLRs must ensure the control tower contains the following:

3.2.4.1. Current on-base emergency management grid map (i.e., crash grid map) (off-base,
when available). (T-2). CCTLRs shall ensure inclusion in Civil Engineering (CE) update
notification procedures and verify the accuracy of grid maps with base CE annually. (T-2).
The CCTLR should coordinate with CE for training materials on local mapping products
as required.
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3.2.4.2. Airport diagram (e.g., runways, ramps, barrier or arresting gear, blind spots,
overrun information, precision approach critical areas, Precision Obstacle Free Zone
(POFZ) markings). (T-2).

3.2.4.3. Visibility checkpoint chart(s) and/or visibility aids (day and night markers)
developed in accordance with AFMAN 15-111, Surface Weather Observations, with
assistance from the local weather station. (T-2). CCTLRs shall ensure local weather
personnel validate visibility checkpoint charts annually (not applicable to Moron AB). (T-
2). NOTE: Limited Aviation Weather Reporting Stations (LAWRS) certified CCTLRs
may certify visibility checkpoint charts.

3.2.4.4. Current sunrise and sunset tables. (T-2). Tables are accessible from the United
States Naval Observatory (USNO) website at http://aa.usno.navy.mil/data.

3.2.4.5. Intersection takeoff diagram (at locations that authorize intersection takeoffs).
Show the remaining runway length from each authorized departure intersection. Show all
unauthorized departure intersections on the diagram. For example: //INO TAKEOFF//.
Combine the intersection takeoff diagram with the airport diagram, when possible. Acquire
measurements from an official source and record them on the diagram, reduced to the lower
50-foot increment. (T-1).

3.2.4.6. Diagram (e.g., video display, chart) of the airfield lighting system. Quick
reference checklist or table identifying the operation of the airfield lighting system and
proper light settings. (T-0).

3.2.4.7. Consolidated wake turbulence chart if authorized for use. (T-2).

3.2.5. CCTLRs must ensure the radar facility contains the following:

3.2.5.1. A runway diagram for each airport served. As a minimum, include length and
width, barrier or arresting gear, and overrun information. (T-2).

3.2.5.2. A Minimum Vectoring Altitude (MVA) chart developed in accordance with
FAAO 8260.3D, United States Standard for Terminal Instrument Procedures (TERPS). (T-
0).

3.25.3. A minimum IFR altitude chart for each NAVAID required for non-radar
operations. Develop in accordance with AFMAN 11-230 and AFMAN 13-215 Volume 2,
Airfield Operations Charts and Instrument Operations Procedures Support. (T-0).

3.2.5.4. Recommended altitudes for surveillance approaches developed in accordance
with AFMAN 11-230, if applicable. (T-0).

3.2.5.5. Consolidated wake turbulence chart if authorized for use. (T-2).
3.2.5.6. Diverse vector area chart if applicable. (T-2).
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Chapter 4

ATC DEVELOPMENT/UPGRADE TRAINING (ENLISTED), FACILITY
MANAGEMENT, AND OPERATING PROCEDURES

4.1. ATC Upgrade Training (UGT). Upgrade training is necessary to be awarded a higher skill
level. Personnel are entered into 5-level UGT on the date arrived station (DAS) and 7-level UGT
on the first day of the SSgt (E-5) promotion cycle. Individuals must meet AFI 36-2670 training
requirements and the following for award of the below skill levels:

4.1.1. ATC Apprentice (1C131). Primary Air Force Specialty Code (PAFSC) 1C131 is
awarded upon completion of the ATC Operations Apprentice Course at Keesler AFB Technical
Training Center or as a result of the recruiting process when an individual has successfully
completed a formal DoD/FAA ATC course.

4.1.2. ATC Journeyman (1C151). PAFSC 1C151 is awarded after completing requirements
for the 053, 056, or 364 SEI.

4.1.3. ATC Craftsman (1C171). For 7-skill level upgrade, individuals must satisfactorily
complete all training requirements identified in the Craftsman Course Training Standard (CTS)
and the Craftsman ADLS. (T-2). NOTE: Trainees are automatically enrolled in ATC ADLS
course EGACS1C171 000, Craftsman Course by Air Force Personnel Center (AFPC) upon
notification of out-of-cycle promotion, except for promotees and re-trainees. Trainees must
successfully pass the end of course test within 180 calendar days of the course start date.
National Guard Bureau (NGB) will coordinate enrollment of their personnel in the ADLS
course. (T-2).

4.2. Special Experience Identifier (SEI). The official guide for SEI award/removal criteria, and
the guidance used by AFPC, is the Air Force Enlisted Classification Directory (AFECD) located
on the myPers website at: https://mypers.af.mil. The CFM keeps applicable portions of the
AFECD current. Attachment 2 of this publication supplements the AFECD criteria.

4.2.1. Some ATC positions/skill-levels defined in this publication have an associated SEI.
ATC SEls represent combat capabilities and are also used for assignment requirements. AOF
leadership is expected to ensure personnel records for each assigned ATC Airman represents
the most current experience an Airman possesses.

4.2.2. The CCTLR must ensure processing of an AF Form 2096, Classification/On-The-Job
Training Action, to award the appropriate SEI. (T-3). This is done to award the appropriate
SEI when the training requirements have been fulfilled for a special experience position. The
process is completed in accordance with qualifications listed in the AFECD, the Air Traffic
Oversight (AOV) credentialing system, and Attachment 2 of this publication, as applicable.
(T-3). NOTE: The Airfield Operations Prioritization and Sequencing Guidance, located on
the HQ AFFSA Airfield Operations SharePoint website, may contain additional instructions
concerning the posturing of certain SEIs after initial award. Air and Space Expeditionary Force
(AEF) posturing guidance should be published at AEF Online or distributed electronically by
higher headquarters (HHQ) if deemed necessary.

4.3. ATC Facility Ol Construction. CCTLRs must ensure that each ATC facility has a facility
Ol that addresses the following at a minimum:
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4.3.1. Responsibilities and functions of each operating position. (T-2).

4.3.1.1. Operating position that will have an operational aural alarm for weather alerts. (T-
2).

4.3.1.2. Position responsible for collecting and disseminating weather data during
equipment outages. (T-2).

4.3.1.3. Most complex operating position(s). (T-2).
4.3.2. Proficiency program requirements and procedures. (T-2).
4.3.3. Position consolidation procedures. (T-2).
4.3.4. Pre-duty familiarization procedures. (T-2).
4.3.5. Alternate communications. (T-2).

4.3.5.1. Interim or alternate communications procedures to use if primary radios or
landlines fail. (T-2).

4.3.6. Alternate ATC capabilities, as applicable. (T-2).

4.3.6.1. Transition procedures and any restrictions on flight operations and/or vehicle
movement. (T-2).

4.3.7. Equipment checklist procedures. (T-2).
4.3.8. Form documentation instructions. (T-2).
4.3.9. RIF review/documentation requirements. (T-2).

4.3.10. Voice recorder operating procedures, to include tape change procedures if applicable.
(T-2).

4.3.11. Facility evacuation procedures. (T-2).

4.3.12. Restricted runway operation procedures, as applicable. (T-2). Refer to paragraph
6.11.1 for specific requirements.

4.3.13. Annual Uninterruptible Power Supply (UPS) operational check procedures. (T-2).
4.3.14. Facility opening and closing procedures, if applicable. (T-2).
4.3.15. NAVAID monitoring procedures, if applicable. (T-2).

4.3.16. Normal workload conditions. Normal workload conditions are a period where normal
traffic workload and conditions are expected to occur. (T-2).

4.4. Facility Staffing Requirements. CCTLRs must staff each ATC facility with the following
minimums:

4.4.1. Control tower, GCA or RFC: One qualified watch supervisor/senior controller and one
qualified controller. (T-2). When an additional qualified controller is not assigned, or critical
mission requirements do not allow the CCTLR to schedule an additional qualified controller,
a control tower, GCA or RFC may operate with only one qualified watch supervisor/senior
controller during mid-shifts or other periods of low traffic density (e.g., early dayshift, wing
down days). NOTE: Thule AB operates as a Terminal Radar Approach Control in tower cab
with one senior controller and one qualified controller.
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4.4.2. Radar Approach Control (RAPCON): One qualified watch supervisor/senior controller
and two qualified controllers. (T-2).

4.4.2.1. RAPCONs without the PAR function only require one qualified watch
supervisor/senior controller and one qualified controller. (T-2).

4.4.2.2. CCTLRs must ensure additional controllers are on duty, as required, to cover
periods of increased traffic activity. (T-2).

4.4.3. The published MAJCOM supplement or policy letter, serves as the manpower
authorization source document in accordance with the 13E1 Capabilities-Based Manpower
Determinant. The published operating hours per facility should be established according to the
example in Table 4.1.

Table 4.1. Published Operating Hours per Facility Example.

Days Facility # Positions # Hours
4 16
Tower
2 8
Weekdays 7 12
RAPCON o 6
3 6
3 3
Tower
2 3
Weekends 5 12
RAPCON
3 4

Table 4.1. (AFGSC) Published Operating Hours per Facility Example.

LOCATION FACILITY FACILITY
WEEKDAY WEEKEND
TOWER RAPCON TOWER RAPCON
# of Hours # of Hours # of Hours # of Hours
Positions Positions Positions Positions
BARKSDALE 4 8& 2 24*
3 8&
2 8*
DYESS 4 8& 2 24*
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LOCATION FACILITY FACILITY
WEEKDAY WEEKEND
TOWER RAPCON TOWER RAPCON
# of Hours # of Hours # of Hours # of Hours
Positions Positions Positions Positions
3 8&
2 8*
WHITEMAN 5 8& 8 8& 2 g* 3 9*
COMPLEX 3 8% 5 8%
2 8*
MINOT 4 8&
2 8*
ELLSWORTH 4 9& 7 8& 3 24*
COMPLEX 3 g* 5 8%
2 8*

* Denotes Senior Controller Concept until closing.
& Denotes Watch Supervisor Concept

4.5. ATC Restrictions and Duty Limitations. To manage or operate a control position in an Air
Force ATC facility, individuals must comply with Title 14, Code of Federal Regulations, Part 65,
Certification: Airmen Other Than Flight Crewmembers as well as requirements identified in
paragraph 11.3. (T-0). Applicable requirements have been incorporated into this manual. The
CCTLR must develop local procedures to ensure compliance with the following. (T-0).

4.5.1. Medical Requirements:

4.5.1.1. Military controllers must meet physical qualifications according to AFI 48-123,
Medical Examination and Standards. (T-1). Civilian (GS-2152) controllers must obtain
and maintain a valid Class Il FAA physical examination and certificate. (T-0). The physical
examination for GS-2152s must be performed by a designated aero medical examiner
(AME) or flight surgeon’s office. (T-2). NOTE: Payment for the annual General Schedule
(GS)-2152 Class Il physical examination is a unit responsibility as a condition of
employment. Per the Air Force Medical Support Agency, an AME-certified military doctor
can perform duties of AME.

4.5.1.2. Personnel ordinarily assigned to an operating position, including those who
directly supervise within the facility, must not use any drug likely to affect alertness,
judgment, vision, or state of consciousness within a 24-hour period before assumption of
duty unless a medical waiver is obtained. (T-1). NOTE: Controllers should contact the
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flight surgeon’s office immediately for any prescriptions received from non-flight surgeon
personnel.

4.5.1.3. Controllers must not be assigned ATC duties for at least 12 hours after donating
blood (formal flight surgeon restriction not required). (T-2). Controllers must coordinate
with the CCTLR prior to giving blood to minimize mission impact. (T-2).

4.5.1.4. Appropriate medical authority must clear controllers receiving unscheduled
medical or dental treatment (e.g., emergency room) before the controller performs ATC
duties. (T-2). If emergency medical care/treatment is required, notify the CCTLR as soon
as possible. The appropriate Aero Medical Examiner must clear Civilian (GS-2152)
controllers. (T-2).

4.5.1.5. Controllers must coordinate with the CCTLR prior to scheduling and receiving
non-emergency medical/dental treatment or immunizations which could affect duty
performance capability. (T-2). NOTE: Controllers cannot perform ATC duties for at least
eight hours after receiving a local or general anesthetic agent.

4.5.1.6. Controllers must coordinate elective medical procedures with the CCTLR to avoid
unplanned loss of work due to DNIC status, which may result from the procedure. (T-2).

4.5.1.7. Controllers must neither perform ATC duties nor directly supervise other
controllers, while under the influence of alcohol, (blood alcohol level of .04 or greater) or
within 12 hours of consuming any amount of alcohol. (T-1). If alcohol is used during off-
duty time, the usage should be conservative, so an individual’s mental alertness and ability
to perform are not reduced by the after-effects (hangover) of alcohol. Abstinence 12 hours
before commencing ATC duties does not guarantee blood alcohol level below .04 at the
start of duty when large amounts are consumed.

4.5.1.8. Remote or Isolated Duty. Controllers going to a base/location that does not have
an Air Force medical treatment facility with a physical examination section, must complete
a preventive health assessment (PHA) or periodic medical examination as required, if the
exam is due during the tour/deployment. (T-1). Additional guidance is available in AFI 44-
170, Preventative Health Assessment.

4.5.2. Hours of Duty. To enhance flight safety, air traffic controllers’ duty hours are restricted
to ensure they are not fatigued while performing ATC duty. CCTLRs must comply with the
following guidance when scheduling air traffic controllers for duty.

4.5.2.1. A normal shift should be eight hours and must not exceed ten hours. (T-1).

4.5.2.2. A scheduled off-duty period between shifts must occur. (T-1). The duration of the
off-duty period will be at least 12 hours for military, DoD civilian controllers filling Unit
Type Code (UTC) taskings, and civilian controllers assigned as a reservist to a deployable
UTC. The duration of off-duty time will be at least 8 hours for Civilian DoD controllers.
(T-1).

4.5.2.3. When unforeseen events prevent staffing a facility as scheduled (emergency
leaves, controllers in DNIC status, or other short-notice unexpected loss of personnel),
controllers may be recalled to ATC duty with only eight hours between shifts.

4.5.2.4. Duty time begins with the first scheduled duty, either ATC or non-ATC. Once
duty time begins, it is continuous. After ten hours of continuous duty, controllers must not
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perform further ATC duty. (T-1). A 12-hour uninterrupted break (8 hours when unforeseen
events occur and/or for non-UTC tasked DoD civilian controllers) must occur before the
controller’s next scheduled duty time requiring performance of ATC duties. (T-1).
Controllers must have at least 24 hours of uninterrupted, off-duty time following 6
consecutive days of duty. (T-1).

4.5.2.5. MAJCOM and numbered air force commanders may direct 12-hour surge shifts
only at locations outside the NAS, where required to support contingencies or exercises.
When using surge shifts, controllers must have a 12-hour uninterrupted rest period between
shifts. (T-1).

4.6. Proficiency Program. CCTLRs must establish monthly position time requirements and
track controller proficiency time in accordance with paragraph 3.1.8. (T-2). Track proficiency
time requirements from the first to the last day of each calendar month, and outline additional
actions for a controller who fails to meet monthly proficiency time requirements in a facility Ol.
(T-2).

4.6.1. Controllers must maintain proficiency, competency as well as required time minimums,
in all positions in which they are certified. (T-2). When positions are combined, proficiency
time may count for each position provided the controller performs ATC duties associated with
each position under normal workload conditions. A controller must perform air traffic control
duties under normal workload conditions in each operating position they are certified in no
later than the end of the last day of each month. (T-2).

4.6.2. Only apprentice controllers, prior to receiving initial SEI, can receive proficiency time
while being monitored for the positions in which they are certified. NOTE: 13M1s who have
completed required certifications but do not have a facility rating may also receive proficiency
time while being monitored for the positions in which they are certified.

4.6.3. Simulation scenarios may be used to maintain controller proficiency; however,
CCTLRs must ensure simulation does not exceed 50% of the overall time requirement. (T-2).

4.6.4. Certified Watch Supervisors may count time worked while monitoring WS trainees for
Special Duty Assignment Pay requirements.

4.7. Consolidating Positions. The WS must assign personnel to positions as required by activity,
equipment and facility function. (T-3). The WS should consolidate positions only after considering
activity and qualifications of the personnel involved (reference paragraph 4.4 for facility staffing
requirements). The WS shall not combine local control with any other operating position, except
during periods of authorized single-controller operations. (T-1).

4.8. Operating Initials. CCTLRs must assign unique two-letter operating initials to controllers
to identify them for record purposes. (T-0). Unless signatures are specifically requested,
controllers use assigned operating initials for all operating forms, interphone contacts, marking of
recordable data media, and other records. CCTLRs must maintain a listing of controller initials.
(T-3). Duty rosters with name and initials can meet this requirement. NOTE: ATC personnel shall
use payroll initials (i.e., HDD) on the AF Form 1098, Special Task Certification and Recurring
Training, CFETP, or AF Form 797, Job Qualification Standard Continuation/Command Job
Qualification Standard. (T-2).
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4.9. Pre-Duty Familiarization. CCTLRs must establish pre-duty familiarization procedures that
provide for a comprehensive and smooth transition from one crew to the next in a facility Ol. (T-
0). Procedures should allow for continuity of ATC services without interruption. CCTLRs may
increase the number of items and/or the level of detail of the pre-duty briefing and the position
relief checklist as deemed necessary.

4.9.1. CCTLRs must ensure the following areas to facility operations are in the pre-duty
familiarization briefing, as applicable:

4.9.1.1. Status Information Areas/Boards. (T-3).

4.9.1.2. Equipment (e.g., NAVAIDs, radar, radios, weather dissemination systems). (T-
3).

4.9.1.3. Airport Conditions/Status (e.g. runway surface condition (RSC), runway
suspensions). (T-3).

4.9.1.4. Airport Activities (e.g., snow removal, vehicles on runway). (T-3).

4.9.1.5. Altimeter/Trends. (T-3).

4.9.1.6. Weather (current and forecasted). (T-3).

4.9.1.7. Special Activities (e.g., restricted/warning areas in use, small-unmanned aerial
system (SUAS), flight checks). (T-3).

4.9.1.8. Special Instructions/Restrictions (e.g., due to adjacent position training, non-
standard staffing/configuration). (T-3).

4.9.1.9. Facility Staffing/Training Assignments (e.g., current/proposed daily training
plan). (T-3).

4.9.1.10. New procedures. (T-3).
4.9.1.11. Applicable Notice to Airman (NOTAM). (T-3).

4.9.2. CCTLRs must ensure position relief briefings follow locally developed checklist and
that briefings are be recorded. (T-2).

4.9.3. Controllers must read/sign off on operational procedure changes (e.g. RIF) prior to
assignment to an operational position. (T-2).

4.10. Wind Information.

4.10.1. Select wind sensors for the approach end of runway unless an operational advantage
will result from another setting. Advise pilots if reported wind is from other than the approach
end of runway. Including this information on the Automatic Terminal Information Service
(ATIS) broadcast satisfies this requirement, if pilots advise they have current ATIS
information. Exception: Locations where only one wind sensor is installed are not required to
advise pilots the wind is not from the approach end.

4.10.2. Controllers shall issue wind direction and speed from wind displays. (T-2). For
example: WIND TWO-TWO-ZERO AT ONE-FIVE. When wind displays are unavailable,
issue wind information contained in the latest weather sequence, prefaced with the term “wind
estimated.” NOTE: Base Weather is the authority for determining if winds should be
estimated at locations without LAWRS certified controllers.
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4.10.2.1. Controllers shall issue wind gusts when observed. (T-3). For example: WIND
TWO-TWO-ZERO AT ONE- FIVE, GUST TWO-SEVEN. Wind gust is defined as a 10-
minute peak wind speed only when the peak exceeds the wind speed lull by 10 knots or
more.

4.10.2.2. Controllers shall issue variable wind information when observed. (T-3). For
example: WIND THREE-ONE-ZERO AT ONE-FIVE, VARIABLE BETWEEN TWO-
SEVEN-ZERO AND THREE-FOUR-ZERO. Variable wind is defined as a wind direction
change of 60 degrees or more in the preceding 2 minutes, when the wind speed is greater
than 6 knots. For reasons of operational advantage or pattern efficiency, the Operations
Group Commander (OG/CC) may waive the requirement to issue variable winds to wing
aircraft. If waived, document procedures in the Airfield Operations Instruction (AOI).

4.10.2.3. Controllers should issue gust spread only if specifically requested by the pilot.
For example: GUST SPREAD TWO-THREE. Gust spread is defined as the difference
between wind speed lull and wind speed peak during the preceding 10 minutes.

4.11. Use of Communications. Use ATC frequencies for the transmission of authorized ATC
instructions and information in accordance with FAAO JO 7110.65Y, Air Traffic Control,
Chapter 2.

4.11.1. Controllers must not transmit or permit the transmission of:

4.11.1.1. Non-ATC instructions and information, except as in paragraph 4.11.2 and 4.11.3
below. (T-0).

4.11.1.2. Obscene, indecent or profane language. (T-0).
4.11.1.3. False or deceptive communications. (T-0).
4.11.1.4. Willful or malicious interference with other communications. (T-0).

4.11.1.5. Superfluous or unauthorized transmissions including remarks of a personal
nature. (T-0).

4.11.2. Occasionally, it is necessary to transmit a message not directly associated with ATC,
but pertains to safety of aircraft operation or preserving life or property. In these situations,
controllers or non-ATC individuals may transmit such a message. A non-ATC person shall
only transmit this kind of message if:

4.11.2.1. The transmission is coordinated with ATC facilities prior to transmitting. (T-0).
4.11.2.2. ATC instructions are not issued. (T-0).
4.11.2.3. Controllers can interrupt transmissions to continue ATC services. (T-0).

4.11.3. ATC facilities relay essential non-ATC instructions to aircraft if no other source of
communications is available and transmissions do not interfere with the controller’s
responsibility to prevent collision between aircraft.

4.11.3.1. Commanders must ensure maximum use of pilot-to-dispatch, operations center,
or similar facilities to relay non-ATC information. (T-2).

4.11.3.2. Relaying Distinguished Visitor (DV) information is necessary for military
protocol. An ATC facility with direct landline capability may relay DV information to a
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single agency (AM, operations center or command post). The use of automated
notifications is authorized if procedures are contained in a LOP or AOL.

4.11.3.3. When an unauthorized agency uses an ATC frequency, the WS must make an
entry on the AF Form 3616. (T-2).

4.11.4. Unless safety of flight or necessity for the control of air traffic dictates otherwise,
controllers should avoid transmitting to aircraft in the following critical phases of flight: short
final, touchdown, landing roll, departure roll, and initial climb-out.

4.12. Landline Operations. CCTLRs must ensure ATC facilities have direct and reliable
landline communications with adjacent terminal and enroute facilities and specified base agencies.
(T-0). The CCTLR must ensure each telephone line and landline terminates in a communications
key system in the facility, if possible. (T-0). A direct landline is a dedicated telephone circuit that
terminates in two facilities only, with no access available by another facility. Two-digit ring lines
between enroute and terminal facilities meet the above criteria. NOTE: The optimum
configuration between ATC facilities is a direct ring line or a "shout" line.

4.13. Radar and Tower Coordination.

4.13.1. To ensure proper sequencing of all arriving radar traffic, define radar and tower
coordination procedures in a LOP.

4.13.1.1. Establishing Local Procedures and Requirements:

4.13.1.1.1. Define inbound aircraft notification and coordination procedures to include
distances from touchdown or end of runway for the coordination points listed in the
LOP. Adjust distances outward, if necessary, to meet local operating conditions in a
LOP.

4.13.1.1.2. Define multiple approach procedures, where required.
4.13.2. Coordinate all arriving radar traffic as follows:

4.13.2.1. Inbound Notification. When an arriving aircraft has reached a specified point
from the runway (normally 15 flying miles):

4.13.2.1.1. Radar controller provides the tower controller with aircraft identification,
type, position, type of approach, and type of landing. State range if other than specified
in the LOP.

4.13.2.1.2. Tower controller acknowledges receipt of arrival information.

4.13.2.1.3. CCTLRs must develop procedures in a facility Ol that stipulate when to
transfer communications to tower, unless local procedures require radar monitoring
using PAR equipment. (T-2).

4.13.2.2. Landing Clearance. When an aircraft is (minimum) four miles from touchdown
or end of the runway, the radar controller should request tower clearance for landing, touch-
and-go, stop and go, low approach or for the option.

4.13.2.2.1. Radar controller should, verbally state type landing and operating position.
State range if other than specified in the LOP.
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4.13.2.2.2. Tower controller acknowledges and issues a verbal landing, touch-and-go,
stop and go, low approach or for the option clearance when the aircraft is no closer than
3 miles, from touchdown or end of runway. The clearance includes field and traffic
information if appropriate, and altitude restrictions for a low approach, if required.

4.13.2.2.3. Radar controller relays the tower clearance verbatim (may simultaneously
transmit the clearance to the aircraft and tower).

4.13.2.3. Establish procedures to cancel the clearance for aircraft on final approach to
include go around/breakout instructions.

4.13.2.3.1. Tower controller shall furnish a reason when denying or canceling a
clearance. (T-2).

4.13.2.3.2. The radar controller must verbally advise the tower of a radar-initiated go-
around for the first aircraft on final. (T-2). Tower acknowledgment indicates receipt of
the radar-initiated go-around.

4.13.3. Minimum Distance Without Final Clearance. Do not continue a radar or radar-
monitored approach closer than three miles from touchdown using PAR equipment or three
miles from end of runway using ASR equipment without verbal clearance from the tower
controller. These requirements must be contained in a LOP between the tower and the servicing
radar facility. (T-2).

4.14. Automated Functions.

4.14.1. When automated functions are used to coordinate arrivals, the CCTLR must ensure
the LOP governing tower/radar coordination procedures specifies:

4.14.1.1. Procedures for data transfer between the radar facility and tower. (T-2).
4.14.1.2. Communications changeover points. (T-2).

4.14.1.3. Hours or conditions under which facility policy prohibits use of these functions.
(T-2).

4.14.1.4. Operating positions with the authority to determine whether use of automated
functions is satisfactory or some other means of arrival coordination. (T-2).

4.14.2. Rolling/boundary notification. Automation is an authorized/approved method to
establish nonverbal rolling/boundary notification for each departing aircraft. Nonverbal
notification can be accomplished via a manual, electronic, or automation (e.g., Airfield
Automation System (AFAS) notification).

4.14.3. Initial Departure Separation Authority (e.g., Automatic Releases). When the radar
facility delegates automatic release authority, tower personnel must provide initial separation
for arriving/departing aircraft provided these procedures are identified in a LOP. (T-2).

4.14.3.1. The CCTLR must ensure at a minimum, that the LOP covering procedures for
Initial Departure Separation (Automatic Releases) include:

4.14.3.1.1. Arrival/Departure minimum cut-off distances. (T-2).

4.14.3.1.2. A statement mandating “automatic releases are not authorized when the
official weather for the airport is reported as less than a 1000-foot ceiling and/or less
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than three miles official visibility or when the tower visibility is reported as less than
three miles.” (T-2).

4.14.3.1.3. Either facility may cancel automatic releases when deemed necessary. (T-
2).

4.15. Opposite Direction Traffic. CCTLRs must develop and define Opposite Direction
Operation (ODO) procedures in the AOI and in a Letter of Agreement (LOA) when the FAA
provides radar services or the Tower/RAPCON coordination LOP where the Air Force provides
approach and tower services. (T-0). Controllers must restrict same-runway opposite direction
operations with opposing traffic inside the applicable cutoff points unless an emergency situation
exists. (T-0). NOTE: The Air Force ATC definition for ODO is: IFR/VFR operations conducted
to the same or parallel runway, greater than 135 degrees in a reciprocal direction of the runway
being utilized for the ODO operation.

4.15.1. ODO procedures apply to all aircraft whether or not the aircraft is operating VFR or
IFR. At locations that conduct ODOs for aircraft receiving separation services, the CCTLR
must ensure facility directives define minimum cutoff points, distances or fixes for same
runway operations. (T-0). Consider all airfield conditions and flight profiles (e.g., aircraft
performance, runway configuration, type of approach, tactical procedures) which may affect
ODOs.

4.15.2. For aircraft receiving IFR/VFR services that are conducting ODO to the same runway,
CCTLRs must ensure facility directives define minimum cutoff points between:

4.15.2.1. An arrival and a departure. (T-2).
4.15.2.2. An arrival and an arrival. (T-2).

4.15.2.3. The cutoff points established must be in flying miles and ensure required lateral
separation exists. (T-1). NOTE: Established cutoff points do not absolve the controller
from the application of any applicable time-based wake turbulence criteria.

4.15.2.3.1. When a departing aircraft becomes airborne and has been issued a turn to
avoid conflict or when the first aircraft has crossed the runway threshold for opposite
direction arrivals. (T-2).

4.15.2.3.2. If the above conditions are not met, action must be taken to ensure control
instructions are issued to protect the integrity of the cutoff points. (T-2).

4.15.2.4. For VFR aircraft which are conducting ODO to same or parallel runways,
CCTLRs must ensure facility directives specify that VFR aircraft are issued a turn to avoid
conflict with opposing IFR/VFR traffic. (T-1).

4.15.3. For aircraft receiving IFR services that are conducting ODO to parallel runways,
regardless of distance between centerlines:

4.15.3.1. Ensure aturn away from opposing traffic is issued when opposing traffic is inside
cutoff points.

4.15.3.2. Use of visual separation is authorized once a turn from opposing traffic is issued.

4.15.4. Controllers must conduct all coordination on a recorded line. (T-1). Controller’s initial
coordination must include, “OPPOSITE DIRECTION DEPARTURE/ARRIVAL, (CALL
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SIGN) (TYPE AIRCRAFT), RUNWAY (number).” (T-1). All coordination thereafter
between  controllers must include the phrase "OPPOSITE DIRECTION
DEPARTURE/ARRIVAL, RUNWAY (number)." (T-1).

4.15.5. CCTLRs must ensure facility directives require traffic advisories to participating
opposite direction aircraft. (T-0). Example: “OPPOSITE DIRECTION TRAFFIC (distance)
MILE FINAL, (type aircraft) or OPPOSITE DIRECTION TRAFFIC DEPARTING
RUNWAY (number), (type aircraft), OPPOSITE DIRECTION TRAFFIC, (position), (type
aircraft).”

4.15.6. CCTLRs must prescribe procedures for use of a memory aid for ODO (e.g., “ODO”
strip, use of red-colored ink pen/marker, use of automation to bring attention to tag). (T-0).

4.16. Practice Approaches/Departures. Controllers must ensure VFR aircraft practicing
instrument approaches at the approach control’s primary airport are provided IFR separation. (T-
0). The primary airport is the airport from which approach control service is provided.

4.16.1. CCTLRs must ensure tactical approach/departure requirements are established in a
LOP between participating agencies and aircraft. (T-2). CCTLRS must ensure guidance
includes traffic patterns and procedures to ensure protection of non-participating aircraft. (T-
2).

4.17. Clearance Delivery. The WS must ensure the clearance delivery function is performed by
a controller not actively controlling airborne traffic, except when facilities are staffed by a SC. (T-
2). The CCTLR must ensure a clearance delivery position in a RAPCON has a discrete frequency
dedicated to clearance delivery and must not be keyed simultaneously with other frequencies. (T-
0).

4.18. Emergency Frequencies. CCTLRs must ensure ATC facilities, except GCA and RFC,
have transmit and receive capability on emergency frequencies 121.5 and 243.0 Megahertz. (T-0).
Continuously monitor the emergency frequencies during operational hours. When more than one
Air Force ATC facility shares the emergency radio equipment, the tower CCTLR must ensure the
control tower has override capability. (T-0). Tower should have override capability on emergency
radio equipment shared with FAA ATC facilities. CCTLRs must ensure ATC facilities have an
override capability on emergency radio equipment shared by non-ATC agencies. (T-0). NOTE:
Check override capability at least once daily.

4.18.1. Controllers will normally handle an unscheduled personnel, emergency, or crash
locator beacon signal, as an emergency, regardless of duration. (T-3). The Wing Commander
(WG/CC) may require a lesser level of notification and response and direct ATC not to activate
the Primary Crash Alarm System (PCAS). The WG/CC must ensure notification and response
procedures are established. (T-2). If controllers do not activate the PCAS, the ATC facility
notifies a single named, base agency and the Air Route Traffic Control Center (ARTCC) or
appropriate host nation equivalent. CCTLRs must define procedures in the AOI. (T-2).

4.18.2. Operational testing of a personnel, emergency, or crash locator beacon may not require
a response when the test is conducted within the first five minutes of the hour and is no longer
than three audio sweeps.

4.19. Monitoring NAVAID Equipment. An internal monitor is an integral part of each
NAVAID which automatically transfers transmitters or shuts down the NAVAID when its
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performance falls below established tolerances. CCTLRS must ensure each NAVAID used for
instrument flight is monitored. (T-1).

4.19.1. When a Remote Status Indicator (RSI) is inoperative or the RSl monitoring facility is
unmanned, controllers should continue to use NAVAIDs equipped with an internal monitor as
long as pilot or maintenance reports show the NAVAID is operating normally.

4.19.2. At locations where NAVAIDs operate less than 24-hours daily, the CCTLR must
ensure NAVAID operating hours are published in appropriate FLIPs. (T-2).

4.19.3. Refer to AFMAN 13-204 Volume 1 for facility monitoring, category downgrading,
and snow effects on ILS glide slope requirements.

4.20. Alternate ATC Capabilities. The OG/CC determines if there is a need for alternate ATC
capabilities to sustain ATC services during emergency conditions. Where a need has been
established define transition procedures and any restrictions on flight operations or vehicle
movement due to alternate ATC facility limitations in a LOP.

4.20.1. CCTLRs must ensure the following requirements are available for fixed alternate ATC
facility operations:

4.20.1.1. Ultra  High  Frequency  (UHF)/Very  High  Frequency (VHF)
transmitters/receivers. (T-2).

4.20.1.2. Landline communications. (T-2).

4.20.1.3. Land Mobile Radio (LMR) with transmit/receive capability. (T-2).
4.20.1.4. Control of airfield lighting. (T-2).

4.20.1.5. Applicable publications. (T-2).

4.20.1.6. NAVAID monitoring. (T-2).

4.20.1.7. Voice recording equipment (if capability exists). (T-2).

4.20.1.8. Access to pertinent airfield information (e.g., NOTAMSs, weather). (T-2).

4.20.2. During emergency/contingency situations, OG/CCs must determine what minimum
equipment is necessary for ATC operations to ensure flight safety. (T-2).

4.21. Precision Approach Critical Areas. Protect the precision approach critical areas in
accordance with the AOI and FAAO 7110.65Y.

4.21.1. Category (CAT) I and Il ILS Localizer Critical Areas.

4.21.1.1. When the reported ceiling is less than 800 feet and/or the visibility is less than 2
miles, controllers must restrict all aircraft and vehicle operations in the localizer critical
area. (T-2). Do not permit vehicles or aircraft to transit the localizer critical area when an
aircraft on the ILS approach is inside the Final Approach Fix (FAF). Exception: A
preceding aircraft, approaching the same runway or another runway, may pass through the
area while landing, departing, or exiting the runway; do not allow aircraft to stop within
the critical area.

4.21.1.2. When the reported ceiling is less than 200 feet and/or Runway Visual Range
(RVR) 2,000 or less (1/2 mile visibility if no RVR), controllers must not authorize vehicle
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or aircraft operations in or over the area when an arriving aircraft is inside 1 Nautical Mile
(NM) final approach. (T-2).

4.21.2. CAT Il and Il ILS Glide Slope Critical Areas.

4.21.2.1. When the reported ceiling is less than 800 feet and/or visibility less than 2 miles,
but at or above 200 feet and/or visibility at or above 1/2 mile (RVR 2,400), controllers
must restrict all aircraft larger than fighter type size. (T-2). Controllers shall not permit
these aircraft to taxi beyond the instrument hold line when an aircraft executing an ILS
approach is inside the FAF. (T-2).

4.21.2.2. When the reported ceiling is less than 800 feet and/or visibility less than 2 miles,
controllers must restrict all vehicles. (T-2). NOTE: Vehicles (e.g., launch essential vehicle,
mission support vehicle, and end of runway vehicle) escorting the fighter type size aircraft
under the conditions of paragraph 4.21.2.1 are authorized to proceed into the
glideslope/elevation critical area with the aircraft (aircraft tows are not authorized).
Controllers shall not permit vehicles to proceed beyond the instrument hold line when an
aircraft executing an ILS approach is inside the FAF, unless the arriving aircraft has
reported the runway in sight or is circling to land on another runway. (T-2).

4.21.2.3. When the reported ceiling is less than 200 feet and/or visibility less than 1/2 mile
(RVR 2,400), controllers must restrict all aircraft and vehicles. (T-2). Controllers shall not
permit aircraft to taxi or vehicles to proceed beyond the instrument hold line when an
aircraft executing an ILS approach is inside the FAF. (T-2).

4.21.3. PAR Touchdown Areas. When the reported ceiling is less than 200 feet and/or the
RVR is 2,000 or less (1/2 mile visibility if no RVR), controllers shall not authorize vehicles or
aircraft in the PAR touchdown area when an aircraft conducting an approach or missed
approach is inside the Middle Marker (MM) or 1 NM from touchdown if no MM. (T-2).

4.21.4. Criteria for Protecting Critical Area. The DoD is authorized to define criteria for
protection of precision approach critical areas at military controlled airports. The criteria apply
to both military and civilian aircraft operating at military controlled airports.
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Chapter 5
ATC EQUIPMENT

5.1. Equipment Checks.

5.1.1. CCTLRs must ensure proper operations of all equipment, to include actions after a
power failure and generator changeover. (T-0).

5.1.1.1. CCTLRs, with technical assistance from the NAAM or facility managing the
equipment (e.g., remote Tower Display Workstation [TDW]) must:

5.1.1.1.1. Publish procedures and develop a detailed checklist ensuring operations of
STARS automated equipment and all locally defined systems. (T-0).

5.1.1.1.2. Include procedures for periodic checks, system monitoring, and actions after
a power failure and generator changeover. (T-0).

5.1.1.2. The WS/SC opening the facility must complete all equipment checks, as
applicable, prior to officially opening the facility. Additionally, each on-coming WS must
initiate an equipment checklist at the beginning of each shift and complete the checklist as
soon as possible. (T-3). ATC services and functions will not be performed prior to official
facility opening. (T-2).

5.1.2. The WS must verify equipment outages daily with the appropriate base agency, and
document completion of the equipment outage check on AF Form 3616. (T-3). Locations must
establish localized procedures in a LOP to verify outages. (T-3). NOTE: These procedures
should account for days which RAWS personnel are on-call if on-call is authorized.

5.1.2.1. Air Traffic Control and Landing Systems (ATCALS) equipment status must be
classified as either in-service or out-of-service. (T-1). ATCALS equipment logged as out-
of-service must not be used to provide ATC services. (T-1). When maintenance reports
equipment as usable and indications are the equipment is usable, the equipment should be
logged "in service" and, if necessary, an airborne check must be accomplished as soon as
practical. (T-3). ATC should not solely delay closing work orders due to aircraft non-
availability to conduct equipment checks.

5.1.3. For automated systems, verification of the accuracy of new or modified digital maps
must be accomplished through the use of "targets of opportunity” flying over displayed fixes
or navigational aids. (T-1). Document any observed discrepancies to indicate the observed
direction and displacement. If any identified error cannot be corrected or if a facility is
otherwise dissatisfied with the results from "targets of opportunity,” request a flight check if
necessary. (T-0).

5.1.4. For remotely maintained system outages, controllers will contact the Remote
Maintenance Center at Defense Switch Network (DSN) 312-884-8651 or commercial 405-
734-8651. (T-2).

5.2. Facility Clocks. A reliable clock showing hours, minutes and seconds must be visible from
each control position. (T-2). Facilities without a direct coded time source must obtain a time check
at the beginning of each shift. (T-0).
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5.2.1. Acquire time checks from IFR facilities equipped with a coded time source, the USNO
(DSN 312-762-1401) or https://www.usno.navy.mil/USNO/time/display-
clocks/simpletime, a radar facility which provides approach service, host nation ARTCC/area
control center responsible for the terminal area, or a Global Positioning System (GPS)/Digital
Audio Legal Recorder (DALR)/STARS source. (T-0).

5.2.2. Set non-direct coded clocks to within 15 seconds of the time source. Check clocks
immediately after the facility goes on backup power and again 30 minutes after. If found to be
inaccurate, check clocks hourly until restoring normal power. NOTE: Wind sensor equipment
which provides a reliable clock must be checked at the beginning of each shift unless connected
to a direct coded time source. (T-0).

5.2.3. A direct coded time source can be connected directly to the installation Local Area
Network (LAN). The LAN must provide a network time protocol in accordance with National
Institute of Standards and Technology regulations to synchronize clocks with a local GPS
receiver. (T-0).

5.3. Weather Equipment.

5.3.1. Warning Devices (not applicable to Morén AB). Current observations and pertinent
severe weather warnings, advisories, and pilot reports must be available at all controller
positions. (T-0). Where this is not possible, set up coordination procedures to ensure changes
to the weather promptly reach each controller position. Equip automatic weather displays with
a visual and aural alarm system suited to local operational needs. Facilities with multiple
weather displays need only have the aural alarms operational at one position. Volume must be
set loud enough for all positions to hear. (T-2).

5.3.1.1. Weather Equipment Display. Controllers shall only issue/use the altimeter setting
contained in the official weather observation. (T-0).

5.3.2. Radar Displayed Weather (STARS facilities only). There are no alarms to indicate to
the controller/Radar maintenance personnel when there is a significant signal loss within the
weather channel. To mitigate this problem, the following procedures must supplement
guidance located in FAAO JO 7110.65Y, Chapter 2 Section 6. (T-0). CCTLRs and NAAMs
must ensure these procedures are published in a LOP in accordance with paragraph 3.1. (T-
0).

5.3.2.1. Atthe beginning of every shift check the accuracy of the digitized weather display
using the best means available (e.g., Next-Generation Radar [NEXRAD]). NOTE:
CCTLRs should develop a table to correlate STARS weather intensities with secondary
weather displays (e.g., NEXRAD) when available. Reference Table 5.1 as an example.

Table 5.1. Weather Levels Correlation Example.

STARS STARS STARS Weather Radar Weather Radar
Displays Term Level Level Display

Light Blue "Light" Level 1 less than 30 dBZ Green

L'.ght Blue "Moderate" | Level 2 30to 40 dBZ Yellow

with Dots
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Dark Blue " " Light brown orange to

with Dots Heavy Level 3 40 to 50 dBZ bright red

Light Brown "Heavy" Level 4 40 to 50 dBZ L'.ght brown orange to
bright red

L'.ght Brown "Extreme" Level 5 >50dBZ Dark red

with Dots

Dgrk Brown "Extreme" Level 6 >50dBZ Dark red

with Dots
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5.3.2.2. Relay known weather channel status during position relief for all STARS display
control/assist positions.

5.3.2.3. If a weather channel discrepancy is noted, document the problem and notify
maintenance. Ensure appropriate NOTAM is issued.

5.4. Digital Audio Legal Recorder (DALR) Administration.

5.4.1. CCTLRs must ensure personnel performing DALR checks are trained on proper
methods to be used and task certification is documented on the CFETP and local 797 (as
applicable). (T-3). NOTE: 1C131 personnel may accomplish DALR checks when properly
trained and certified on the CFETP and local 797 (as applicable).

5.4.2. Daily Check.

5.4.2.1. Validate the Simple Network Management Protocol software is operational and
verify normal operations of equipment prior to opening the facility. NOTE: This function
can be accomplished by either Air Traffic or Technical Operations personnel depending on
local agreements in accordance with FAAO JO 6670.16, Maintenance of Digital Audio
Legal Recorder Types 1, 2, and N (DALR1/DALR2/DALR-N).

5.4.2.2. CCTLRs must ensure personnel include an entry on the AF Form 3616 identifying
date, time, and the initials of the person accomplishing the check, at a minimum. (T-3).

5.4.3. Recordings.

5.4.3.1. Rewriteable Compact Discs, Digital Versatile Discs, or any type of flash media
are NOT authorized for use on the DALR system. Recordings shall be on a Compact Disc
- Recordable (CD-R) or Digital Versatile Disc - Recordable (DVD-R) only. (T-1).

5.4.3.1.1. CD-Rs/DVD-Rs shall be marked with date extracted, date/time of incident,
facility name, and rank/name of individual accomplishing recording. (T-1).

5.4.3.2. Recordings must adhere to the requirements of AFMAN 13-204 Volume 1,
Chapter 5. (T-1).

5.4.3.2.1. The High Density Logger establishes a 45-day protection window on
recorded data automatically.

5.4.3.3. Recordings shall not be emailed. (T-1