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HOW TO USE THIS TRAINING PACKAGE
PACKAGE DESCRIPTION
* Trainer Qualification Training Package (QTP) instructional document and AF Form 797.
INSTRUCTIONS FOR THE TRAINER
* Explain training package to the trainee.
* Detach Job Qualification Standard Continuation/Command JQS (AF Form 797) and place in AF Form 623.
* Ensure all Training References (TRs) are available.
» Answer any questions the trainee may have.
* Monitor trainee progress and document completion on AF Form 797 as required.
INSTRUCTIONS FOR THE TRAINEE

* Ensure the trainer explains how to complete this training package.

CORRECTIONS TO “AT” TRAINING SERIES

* After completing this package, send recommendations, suggestions, or corrections in an email to HQ AFFSA at
AFFSA . XAOT@andrews.af.mil. Inputs provide valuable feedback enabling HQ AFFSA/XAOT to provide its
customers the best possible training materials. Inputs can also be mailed to the following address:

HQ AFFSA/XAOT
1535 COMMAND DRIVE, SUITE D-306
ANDREWS AFB, MD 20762-7002

Also remember to browse the HQ AFFSA/XA Homepage for information on current training news and
products. The Internet address is https://wwwmil.andrews.af.mil/pages/AFFSA/affsa.htm.
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PREFACE

The Trainer Qualification Training Package (QTP) is an instructional document designed for use at the
unit level to qualify an individual as an air traffic control trainer. It is composed of training objectives,
references, an ATC Trainer Job Qualification Standard Continuation/Command JQS (AF Form 797), and
learning text to provide the trainer and trainee a clear path on how to achieve the stated objectives. Prior
to beginning this training package, ensure the ATC Trainer Job Qualification Standard
Continuation/Command JQS (AF Form 797) at the end of this QTP is printed and entered into the
individual’s AF Form 623.

This (QTP) was developed with the goal of allowing the trainer to see Air Force training not only from a
quality perspective, but also as a process of teaching adults how to perform specific tasks. Training
objectives transition from theoretical concepts to realistic application. The following time requirements
are suggested for completion of this document:

Section One Understanding and Communicating With Trainees 5 days/10 hours
Section Two Keys to Adult Learning 5 days/10 hours
Section Three ATC Training Program Overview 3 days/ 6 hours
Section Four Training Qualifications and Responsibilities 2 days/ 4 hours
Section Five Planning and Conducting On-the-Job Training 2 days/ 4 hours
Section Six Air Traffic Control Training 8 days/16 hours
Section Seven Appraising Trainee Performance 7 days/14 hours
Section Eight Air Traffic Control Rating and Withdrawal Procedures 4 days/ 8 hours
Section Nine Air Traffic Control Training Documentation 9 days/18 hours

Total Recommended Completion Time 45 days/90 hours

Each section of AT-M-01 contains specific objectives to measure for each task item listed in the attached
AF Form 797. Standards necessary to complete trainer qualification remain constant throughout the
document. Minimal assistance is considered a subjective standard, allowing each facility to inject the
amount of mentoring necessary to groom controllers as trainers. Upon completion of each training
objective, document the completion date and continue to the next training section.

Air Force publications used to compile this workbook are:

AFMAN 36-2234 - Instructional Systems Design

AFI 13-203 - Air Traffic Control

AFI 13-204 - Functional Management of Airfield Operations

AF136-2201 - Air Force Training Program Volume 1-6

CFETP 1C1X1 - Air Traffic Control Operations Career Field Education and Training Plan
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UNDERSTANDING AND COMMUNICATING WITH TRAINEES

“Do not seek to follow in the footsteps of the wise. Seek what they sought” --BASHO

Objectives

To complete this section of instruction, the following objectives must be completed with minimal
assistance from the trainer. Recommended completion time for this section of instruction is five days or
ten hours.

Task References Objective
la Principles of Learning AFMAN 36-2234, Chap | Explain the purpose of each principle and law of learning.
2; AT-M-01 Demonstrate the ability to apply each principle to a

training situation. Explain how effective use of learning
principles can enhance the training environment with the
trainee.

lc Communicating With the Trainee AT-M-01 Explain the importance of demonstrating effective
communications when in a training situation.
Demonstrate the use of both verbal and nonverbal skills
that enhance the trainee’s ability to learn.

To understand what makes your trainee tick and how human needs affect individual accomplishments in
training, you should understand several psychological factors. All people are motivated by needs and
their behavior. To a great extent, motivation is based on satisfying these needs. Dr. Abraham Maslow
proposed that needs can be arranged in a hierarchy of needs or motives as follows:

e Physical needs include food, shelter, and clothing. The trainee’s pay normally satisfies these
needs; however, financial programs have a direct bearing on these needs. If they are
experiencing financial difficulty, the trainee’s learning ability and behavior will be affected.

e Safety needs include the trainee’s need to be free from physical threats or deprivation.
e Social needs include the need to be accepted as part of the team.

e Ego needs include the need for self-esteem, recognition, and status. This need is satisfied, to
some extent, by upgrading, PME completion, and promotion.

e Self-actualization needs are only obtained by a few people. This level includes creativity and
self-realization.

Figure 1-1 illustrates how personal needs are dependent upon each other. For example, if an individual is
having financial problems and is unable to support their lifestyle, family or the above listed needs, then
effective training can not be accomplished. Air Force programs are founded in providing individuals
their basic needs through pay and incentives, and most often are able to provide most safety needs to
individuals and families. If the trainee is not able to satisfy the two lower need levels prior to training,
training will not be effective.
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Figure 1-1

In the event an individual is having financial problems or situations involving emotional or physical
security, remember to refer them to the appropriate person or agency. Discreetly inform the
CCTLR/supervisor of the situation so a proper evaluation can be completed.

Human Motivation

Human beings generally direct activities towards the satisfaction of physical wants and well-being,
behave in ways that will lead to success and achievement or gaining recognition, admiration and respect,
act in ways that lead to feeling wanted, and act in ways to bring security and release from worry and
anxiety.

Psychologists report that learning has occurred when there are changes in an individual’s physical
behavior or manner of perceiving and thinking. Motivation, the force that moves a person towards a goal,
is the trainer’s most effective tool in encouraging trainees to learn. The need for security, new
experiences, recognition, self-esteem, conformity and consideration for others are all motivators.

The trainer must recognize these needs and satisfy them through instruction. The trainer must create a
desire to learn in the trainee and they must feel there is a need or reason to learn. A simple explanation of
training objectives and how these objectives fit into the overall picture will help. Trainees must know
what is expected of them and why.

All learning stems from experiences. No two people have had the same exact experience. Therefore, to
be effective, the trainer must vary each training situation so that it is meaningful to each trainee. You
must adjust to the trainee, don’t make them adjust to you. Learning committed to memory alone is not as
effective as that involving actual performance or hands-on training. The trainee must become involved in
each learning situation. (Complete the Learning Style Inventory at the end of this section).



The Learning Style Inventory at the end of this section serves a twofold purpose. First it allows the
readers of this package to explore their own learning personality. The results are by no way definitive,
only providing the individual a broad overview of probable learning preferences. The Learning Style
Inventory can also be used as an introductory tool between the trainer and the trainee. In a normal course
of air traffic control training, it can take months for trainers to learn meaningful characteristics about the
trainee. This learning forum can open up discussion between the two and set a foundation for future
communication. The Learning Style Inventory is not intended to establish a training plan for an
individual, crew, or facility. Its intentions are strictly informational and meant to stimulate the trainee and
trainer to think about the differences in the way people learn and the way people train.

Laws of Learning

The ability for a person to learn is based on many different personal and professional preferences. The
next section of AT-M-01 discusses many theories and strategies, personal evaluation, and motivation.
From an operational perspective, the trainer can set up an atmosphere that will motivate the trainee to
learn. Through utilization of the results of the Learning Style Inventory and the Laws of Learning stated
below, the trainer should have a firm grasp on what type of learning atmosphere the trainee requires and
what learning stimuli is required to motivate the individual to learn.

o The Law of Readiness - When people feel ready to act or learn, they act or learn more
effectively. Trainees are ready to learn when they feel a need or desire to master the lesson
and feel annoyed if prevented from doing so. In this state of readiness or frame of mind,
trainees are not easily distracted by other stimuli.

e The Law of Effect - Simply stated, you can catch more flies with honey than with vinegar.
People learn better in pleasant surroundings. Conversely, an attitude of fear, gruffness, and
unpleasantness will interfere with learning.

o The Law of Exercise or Repetition - Defined as “the more often activity is repeated, the more
likely it is to be learned”. The drill should be as much like the actual task as possible. The
moral of this law is simple, do not assume, because you have stated some facts to the trainee,
that these facts are automatically learned and remembered. Instead, restate and summarize
them.

o The Law of Recency - The more fresh and recent a subject, the more we remember about it.
o The Law of Intensity - The more vivid a learning experience, the better it will be learned.

e The Law of Learning By Doing - This may be the most important law of all. If you want to
learn how to thoroughly accomplish a task, then you should do it and continue to do it
repeatedly. This kind of learning will provide faster, more effective results for you than the
most brilliant lecture.

Principles of Learning
In any training environment, specific principles of learning are always applicable.

After maturity is reached, learning ability remains practically constant
Learning requires activity and is based on past experiences

Extreme emotional responses interfere with effective learning

Interest is essential to effective learning

Early success increases the chance for effective learning (known to unknown)

10



Friendly competition and challenging problems stimulate learning

Knowledge of the purpose, use, and application of things make learning more effective
Knowledge of the standards required makes learning more effective

Continuous evaluation is required for effective learning

Recognition and credit provide strong incentives for learning

The more vivid and intense the impression, the greater the chances for remembering
Things should be taught the way they are to be used

Effective learning will occur when a logical relationship exists between things being taught
Effective learning occurs when initial learning is followed immediately by application
Repetition, accompanied by constant effort toward improvement, makes for effective
development of skill

e People learn more when they are made to feel responsible for learning

Communication

One of a trainer’s most important assets is the ability to communicate effectively. For a trainer to
evaluate what type of instruction is most effective and what learning behavior is most favorable,
communication must occur. This includes the ability to be understood. The three basic elements of the
communication process are source, symbols, and receiver.

e Source - The source is the trainer and how well the message is transmitted.

e Symbols - The symbols are words, common gestures, and/or facial expressions such as the
pointing of a finger or a frown.

e Receiver - The receiver is the individual the trainer is trying to communicate with, the trainee.

One of the best ways to understand a trainee is to listen to what they have to say. It is a must in the
communication process. Hearing only what is said is not listening. A trainer must understand the
communication and sustain concentration. A good trainer should not permit emotional blocks or physical
distractions to come between the trainer and the communicator.

To be a good trainer requires continual self-analysis. Not all trainees will react the same, and each one
will require an adjustment by the trainer, not only in training methods, but also in approach. Each trainee
will gain knowledge that can be applied in other training situations. The trainer must remember that they
are dealing with human beings who have emotions and feelings. Remember that an individual’s
psychological state has a great deal to do with their ability to learn and progress. If the trainee has a
problem, the trainer should do what they can to help. If the trainer is unable to assist, elevate the problem
to someone that can help.
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REVIEW EXERCISE

1. Dr. Abraham Maslow explains personal needs and how they affect a trainee’s ability to learn. This

theory is known as Maslow’s

2. According to Maslow, what ‘needs’ have to be met before an individual can truly become a team

player?

3. How should a trainer react when a trainee expresses deep emotional problems that hamper training?

4. What is the force that moves a person towards a goal, such as learning how to be an effective air traffic

controller?

5. True or False (Circle One). Most individuals enter the learning environment with relatively the same

background and experience.

6. The Law of states that a person will learn a subject if the activity is

continually repeated.

7. The Law of implies that a trainer should create a pleasant learning

atmosphere where the trainee is at ease.

8. According to the principles of learning, friendly competition and challenging problems do what to the

learning environment?

9. List the three basic elements of the communications process.

10. Emotional blocks and physical distracters often impede the trainer’s ability to

12



The following seven pages represent a learning inventory that will allow the trainer to become familiar
with different learning capabilities. Answer each question truthfully. Tally your scores on the seventh
page, and relay them onto the chart on the eighth page. This is not meant to be a measurement device that
categorizes learners into one learning style only. It is designed to make the individual aware of the

different types of learning styles and how different individuals have varied learning styles.

Learning Style Inventory

Questions:

1.

When I make things as I am learning, I remember the learning better.

Most Like Me Least Like Me
4 3 2 1
Written assignments are easy for me to do.
Most Like Me Least Like Me
4 3 2 1
I learn better if someone reads to me than if I read it silently to myself.
Most Like Me Least Like Me
4 3 2 1
I get more done when I work alone.
Most Like Me Least Like Me
4 3 2 1
I remember what I have read better than what I’ve heard.
Most Like Me Least Like Me
4 3 2 1
When I answer questions, I can say the answer better than I can write it.
Most Like Me Least Like Me
4 3 2 1
When I do math problems in my head, I say numbers to myself.
Most Like Me Least Like Me
4 3 2 1
If I need help in learning, I will ask a coworker for help.
Most Like Me Least Like Me
4 3 2 1
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

I understand a math problem that is written better than one I hear.

Most Like Me Least Like Me
4 3 2 1
I don’t mind doing written assignments.
Most Like Me Least Like Me
4 3 2 1
I remember what I hear better than what I read.
Most Like Me Least Like Me
4 3 2 1
I like to work by myself.
Most Like Me Least Like Me
4 3 2 1
I would rather read a story than listen to it read.
Most Like Me Least Like Me
4 3 2 1
I would rather show and explain how a thing works than write about how it works.
Most Like Me Least Like Me
4 3 2 1
Saying something over and over helps me remember it better than writing it over and over.
Most Like Me Least Like Me
4 3 2 1
I like to work in a group because I learn from others in my group.
Most Like Me Least Like Me
4 3 2 1
When someone says a number, [ don’t really understand it until I see it written.
Most Like Me Least Like Me
4 3 2 1
Writing a word several times helps me remember it better.
Most Like Me Least Like Me
4 3 2 1

I find it easier to remember what I have heard than what I have read.
Most Like Me Least Like Me
4 3 2 1
I learn best when I study alone.

Most Like Me Least Like Me
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21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

4 3 2 1

When I have a choice between listening and reading, I usually read.

Most Like Me Least Like Me
4 3 2 1
I feel I speak “smarter” than I write.
Most Like Me Least Like Me
4 3 2 1
When I’'m told pages to refer to, I can remember them without writing them down.
Most Like Me Least Like Me
4 3 2 1
I get more work done when I work with someone.
Most Like Me Least Like Me
4 3 2 1
Written math problems are easier for me to solve than spoken ones.
Most Like Me Least Like Me
4 3 2 1
I like to do things with my hands, like repairs or crafts.
Most Like Me Least Like Me
4 3 2 1
The things I write down sound better if I say them.
Most Like Me Least Like Me
4 3 2 1
I study best when no one is around to talk or listen to.
Most Like Me Least Like Me
4 3 2 1
I do well learning when most of the information has to be read.
Most Like Me Least Like Me
4 3 2 1
If learning or work assignments were oral, I would find it easier to do.
Most Like Me Least Like Me
4 3 2 1
When I do a written math problem, I say it to myself to understand it better.
Most Like Me Least Like Me
4 3 2 1

I can learn more about a subject if I am with a small group.

Most Like Me Least Like Me
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33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

4 3 2 1

Seeing a number makes more sense to me than hearing a number.

Most Like Me Least Like Me
4 3 2 1
I like to make things with my hands.
Most Like Me Least Like Me
4 3 2 1
I like tests that ask me to complete a sentence or write down the answers.
Most Like Me Least Like Me
4 3 2 1
I understand more from a discussion than from reading about a subject.
Most Like Me Least Like Me
4 3 2 1
I learn better by reading than by listening.
Most Like Me Least Like Me
4 3 2 1
I would rather tell a story than write it.
Most Like Me Least Like Me
4 3 2 1
I find it easier to work out a math problem when I say the numbers to myself.
Most Like Me Least Like Me
4 3 2 1
I like to study with other people.
Most Like Me Least Like Me
4 3 2 1

Seeing the price of something written down is easier for me to understand than having someone tell
me the price.

Most Like Me Least Like Me
4 3 2 1
I understand what I have learned better when I am involved in making something for the assignment.
Most Like Me Least Like Me
4 3 2 1
The things I write down on paper sound better than when I talk about them.
Most Like Me Least Like Me
4 3 2 1

I do well on tests if they are about things I have heard about.
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Most Like Me Least Like Me

4 3 2 1
45. I can’t think as well when I work with someone else as when I work alone.
Most Like Me Least Like Me
4 3 2 1

17



LEARNING STYLES INVENTORY WORKSHEET

Transcribe the answer from the inventory to the corresponding number. Then shade in same area on next page.

VISUAL LANGUAGE

5

13
21
29
37

Total X2=

VISUAL NUMERICAL

9

17
25
33
41

Total X2=

AUDITORY LANGUAGE

3

11
19
36
44

Total X2=

AUDITORY NUMERICAL

7

15
23
31
39

Total X2=

AUDITORY - VISUAL - KINESTHETIC

1

18
26
34
42

Total X2=

18

INDIVIDUAL LEARNER

4
12
20
28
45

Total X2=

GROUP LEARNER

8

16
24
32
40

Total X2=

EXPRESSIVENESS - ORAL

6

14
22
30
38

Total X2=

EXPRESSIVENESS - WRITTEN

2

10
27
35
43

Total X2=




LEARNING STYLES PROFILE

Seeing words on books, charts, etc.
(Visual Language)

Seeing numbers rather than hearing
(Visual Numerical)

Hearing spoken words
(Auditory Learner)

Hearing numbers explained
(Auditory Numerical)

Handle, touch, feel while learning
(Auditory-Visual-Kinesthetic)

Learn better by yourself
(Individual Learner)

Learn better in groups
(Group Learner)

Like to talk to tell what you learned
(Expressiveness-Oral)

Like to write to tell what you learned
(Expressiveness-Written)

11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36 37 38

Not so hot - You learn better with 0.K. You can learn using this way Best Learning Style
other styles
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SECTION TWO

THE KEYS TO ADULT LEARNING:
THEORY AND PRACTICAL STRATEGIES

“The more you know the less you understand” --Tao Te Ching

Most of us have a picture of how to teach children. After all, we were all children at one time and have
many memories of how teachers, good and bad, conducted their classes. From this experience we have
some ideas of how to proceed, even if the details are fuzzy.

But when it comes to teaching adults, we are not as sure. Reflective educators will question whether the
teaching methods and techniques appropriate for children make sense for adults. A classroom of children
is in the same age and developmental cohort, but adults show much more diversity. Training adults may
require a different teacher-student relationship. Unlike children, adults have a great deal of knowledge
and life experience. How is learning facilitated when the students and the teachers are social and
intellectual equals? And finally, adult learning seems so varied — on-the-job training, off duty education,
PME course work — that the teacher of adults may wonder if there are any basic principles and concepts
that can be used to facilitate adult learning with all of its different settings and audiences.

Objectives
To complete this section of instruction, the following objectives must be completed with minimal

assistance from the trainer. Recommended completion time for this section of instruction is five days or
ten hours.

Task References Objective
1b Adult Learning Strategies AT-M-01 Explain how adults learn and how the adult learning
environment differs from that of children.
1d Understanding Trainee Attitude AT-M-01 Explain how adult attitudes and behaviors change as
and Behavior young individuals enter the military. Discuss each key to
adult learning with the trainer or supervisor.

Characteristics of Adult Learners

Every military member is considered an adult learner. At first it may seem easy to distinguish an adult
learner from a younger learner — just look at the difference in years. But the difference goes beyond age
and years. Think for a moment about adulthood. What makes an adult different from a child? We know
that adults are older than children, they have responsibilities in their work, families, and community,
which children do not have, and that they are in charge of their lives. Adults are defined by legal
descriptions, i.e., voting age, drinking age, by the roles they take on, by the life tasks they have. Perhaps
more important for our purposes, adults are capable of complex conscious processes. They have the
capacity to grow and develop beyond the physical dimensions associated with growth in childhood. In
what ways are you different from when you where a child or a teenager?

Adults participate in a great variety of educational activities, from formalized college classes to self

initiated learning events. What are some of the common characteristics of adult learners? As an adult
learner, how would you characterize yourself?
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e Adults have many roles and responsibilities in their lives, training for occupational
advancement being only one, and sometimes not the major task at the time of its undertaking.
In contrast, children and youth have education as their major responsibility.

e Adults are usually motivated by a pragmatic desire to immediately use or apply their
knowledge. As children, we learn information and skills that apply over the years, preparing
us for our future adult roles.

e Adults often have their learning abilities affected by a transitional event in their lives. Events
such as divorce, moving, and financial problems can be cited as reasons for impaired
learning. Children and youth have a formalized education plan that proceeds without much
influence from transitions in their lives.

Malcolm Knowles (1980) specifically cited four assumptions about adult learners that place them apart
from children and youth. He characterized adult learners as:

e having a self-concept which moves from being one of a dependent personality toward being a
self-directed human being.

e accumulating a growing reservoir of experience that becomes an increasingly rich resource
for learning.

e orienting their readiness to learn to developmental tasks of their social roles.

e changing their perspective from one which postpones the application of knowledge to one
which sees the immediacy of knowledge application.

What do these characteristics mean for the task of working with adult trainees? They mean that we must
understand the unique character of adults. Trainees are a very diverse group of adults. They come to
work with a variety of backgrounds, educational experiences, expectations, and inhibitions. As an adult
trainer, close attention must be paid to the trainees’ needs. Adult learners, for the most part, have a
wealth of experiences and expertise, and are interested in being treated with the respect associated with
adulthood. Through whatever window adults are viewed, as learners, they are different, and they learn
differently.

Styles of Adult Learning

There are many ways people can learn. Each person has their own “style” which produces results for
them. Think about the way you learn. What makes it happen for you? How would you describe your
learning style? Do you like to learn in a group setting or sitting alone poring over an operating instruction
or regulation? Is seeing the way something works important to you? Is reading about a topic enough for
you, or do you need to see and hear a demonstration on it? Do you break your information down into
many separate entities, or do you need to see the big picture first? How do you personally learn best?
Refer to the results of the first learning inventory.

Each of us is an individual, with a particular personality and learning style. Over the years we have found
successful ways to facilitate our own learning. We become quickly aware when a training situation is
presenting information in a way that is hard for us. When the trainer is unaware of this dilemma, or it is
purposely overlooked, the training situation becomes ineffective.
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One useful way to conceptualize the idea of different learning styles comes from the Myers-Briggs
Personality Type Indicator. This instrument characterizes a person’s personality type in terms of the way
that they learn, conceptualize information, make decisions, and perceive the world. The Myers-Briggs
indicator produces 16 types of learners, depending on how a person scores on the continua for four
dimensions: introversion-extroversion, sensing-intuition, thinking-feeling, and judging-perceiving.

e Introversion-Extroversion - a preference for dealing with the inner world of ideas or the
outer world of people and things

o Sensing-Intuition - a preference for taking in information through the five senses or for
relying on “gut feelings” and the possibilities of the situation

¢ Thinking-Feeling - a preference for making decisions impersonally based on analysis and
principle, or personally based on liking and disliking, on values and the impact of the
decision on people

e Judging-Perceiving - a preference for coming to final conclusions or continually taking in
information

This popular instrument has been widely used in career development, counseling, staff development, and
training and education. Its results can make us aware of our own styles, how we operate, and how we
learn. This can be reaffirming in that we recognize our own uniqueness, our capacity to learn, and that
there is no “right” way to learn. (Complete the Myers-Briggs Personality Type Indicator at the end of this
section).

Keys to Facilitating Adult Learning

Thus far, the discussion has been centered on the adult learner and what their individual capabilities and
learning differences are. The following five keys to facilitate adult learning will provide the bridge
between theory and practice.

Key One - Understand and Reduce Anxiety

Have you ever walked into a seminar or class and suddenly realized you were remembering those “horror
stories” from a previous training or educational experience? This anxiety is typical with adults. As we
know from past experience, adults function at a high level in many areas of their daily lives. They are
responsible, active and competent. However, entering a training environment may throw them back to an
earlier level, and their confidence may deteriorate. Even when an adult is excited about a new
educational venture, such as entering into air traffic control training, there may be a sense of uncertainty.

Another anxiety that adults may demonstrate when they first enter a new training program after a period
of time is related to their personal expectations. Since they are competent and knowledgeable in other
areas of their lives, they may feel that the trainer will expect them to be knowledgeable in this new area.
This may be unrealistic, but all the same it may provoke anxiety.
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So, adults may feel anxious and insecure as they enter the training program. They may recall those
negative classroom memories. They will probably expect the training session to go just like a class they
participated in years ago or just recently in technical school. They are starting something new and they
may be nervous about what will happen. However, if the training program is designed and developed on
the basis of sound adult educational principles, then the experience should be very different for the adult
student. It is important to be aware of what the adult brings to the training situation, defuse the anxiety,
and help them have realistic expectations.

Practical Strategies. How do you accomplish these objectives? When designing your training situation,
be sure to keep anxieties in mind and include time for discussion. Since the training program is not a
secret, and since you are interested in having the trainee as an active participant, it is important to include
opportunities for information sharing. Here are three strategies that will help reduce anxiety:

e Present the overall agenda at the beginning of upgrade or qualification training and the
specific agenda at the beginning of each training scenario. This provides the participant with
a clear picture of what will happen and what they can expect. They can then align their
expectations with the trainers and, if there is a conflict, it can be acknowledged at the start of
the program or class. For task-oriented learners this is very helpful. They can see what the
trainer plans to accomplish.

e Take time to describe what will occur during training, both activities and content. Many may
enjoy a pleasant surprise, but a training situation is not the place to put people on the spot.
Throughout a well-designed program, the trainer may use techniques such as group exercises
or role playing, which may make some trainees uncomfortable. Describe these activities and
create a climate that is safe for experimenting and risk taking.

e State clearly what is expected from the trainee. Whether it is on the job, in relationships, or
in a training environment, people tend to have trouble when expectations are unclear or non-
existent. Adult learners want to know what will be expected of them, how they are to
respond, what they will need to accomplish, and how the training scenario will be conducted.
This is especially true if the adult trainee is only familiar with “traditional” training methods
(lecture). They may be expecting to just sit and listen as they have done many times in the
past. If the trainer has incorporated “learn-by-doing” experiences, make it clear what the role
as a trainer and facilitator are and clarify their role as the trainee.

Key Two - Elicit and Incorporate Expectations

How adult trainees bring their own expectations to a training activity has been discussed in several areas
throughout this workbook. Whether those expectations are riddled with anxiety, as explored in the first
key, or are simple goals to be accomplished, adults have their own needs and agenda. The first place to
start in designing a training scenario is with their needs. It is important to start with where they are.
Adult trainees want to relate their training immediately to the job and how it fits into their lives. Adults
are oriented to relating their training endeavors to developmental tasks and immediate application.

Practical Strategies. The foremost strategy for activating this key is to conduct a needs assessment of the
trainee. This can be accomplished informally simply through a discussion with the trainee, where you
want to find out about the trainee, who they are and what they want. The training of adult learners is a
collaborative, participatory endeavor. It is necessary to know about the participants’ goals and
expectations when planning methods and avenues of instruction.
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e Provide an opportunity at the beginning of the training program for the trainee to share their
expectations with the trainer.

o Refer back to these expectations throughout the program to reinforce the immediacy of the
training activities. Ask the trainee to share examples of how the content of specific training
sessions will relate to their job setting. Eliciting input from the trainee is an excellent way to
incorporate their needs and make the information relevant. It also builds confidence.

Working with adult trainees’ means being flexible. This is particularly true when incorporating their
needs into the program and instruction. When you have gained the confidence in your own ability to read
trainees and in letting trainees participate in the program, this strategy will be successful for you and your
trainee.

Key Three - Acknowledge and Utilize Experience

Adult trainees have a wealth of experience - take advantage of this rich resource. Don’t be threatened by
a trainee’s level of success and expertise in various areas of their lives. They are trainees in your training
program, and they realize that they need to expand their knowledge in this new area of learning. For
example, a new seven level trainee arrives at your base. During the first training session, the trainee was
asked what experience he/she had in air traffic control. The trainee responded that he/she had worked at
two of the busiest airports in the United States Air Force, is tower, RAPCON and GCA certified, and has
prior ACATCT, ACSE experience. A normal response might be to think, “Oh no, he/she will know more
than me! What can I teach him/her?” A more constructive response would be, “Wow, what a wealth of
information and knowledge, how can I utilize this for the benefit of the entire section?” As air traffic
control trainers, when we feel comfortable with our own abilities in the training environment; we are able
to utilize the trainees’ experience in a confident and exciting manner.

Training can be a sharing experience, an experience where everyone learns. It is important to remember
that adult trainees are not empty vessels that trainers fill up with facts and information; that attitude is not
very successful with adults. Of course, adult trainees want information and knowledge when they come
to the training session, but that information and knowledge can come from many sources, including the
trainee themselves. Involving trainees in the teaching process can give them a sense of empowerment and
can enliven the training experience. Their experience can broaden your repertoire as an instructor.

Key Four - Provide and Encourage Active Participation

Adults are active participants in their daily lives. They have responsibilities in other segments of their
lives and are accustomed to self-determination regarding their actions. As discussed earlier in this
chapter, adults learn more effectively and efficiently when they actively participate in the training
activity. It is important to create an atmosphere that encourages the active involvement of the trainee.
Were some of your best learning experiences ones that there was participatory activity?

Practical Strategies. Active participation can be fostered in many ways.

e Plan and design the overall training program with numerous opportunities for trainee
involvement. A variety of training methods will not only address the trainees’ diverse
learning styles, but will make the entire program more interesting. When the content is
abstract or difficult to grasp, use numerous illustrations and analogies to make the
information more meaningful and concrete. Ask the trainee to contribute their own
illustrations and analogies.
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o Use discussions, lectures, role-playing (simulation), and practice. A variety of learning
activities not only ensures participation, but also maintains interest. We have all been put to
sleep during technical school after lunch by a long lecture. Diverse activities keep people
involved and interested. Providing variety also helps through the “down” time. An activity
which incorporates problem solving, or a lively short video will energize the trainee. Also,
thinking back to the discussion of adult learning styles, it is important to have a variety of
learning activities to meet the different learning styles of adult trainees.

e Provide opportunities for participant feedback throughout the entire training program.
Encourage the trainee to discuss how they feel about the learning process. Ask the trainee to
respond after each training session. This will provide valuable information about meeting
participant needs and learning styles, and demonstrate your concern for their participation.

Research has shown that adult training and development is best facilitated in a participative environment.
This means having a learning climate that encourages and facilitates the active interchange of ideas,
content, and experience, and the active involvement of both the trainer and the trainee. Whether
designing a one hour training session on typing the daily events log or a one week session on aircraft
separation, such an environment can be established. Develop an interactive teaching style, one where
there is an interchange of roles between you and the trainee. Foster a positive and open attitude toward
trainees’ questions and suggestions, one in which their diverse ideas and opinions are encouraged and
welcomed. This key, as the others, is grounded in the concept of respect for the trainee as an adult and as
a potential contributor to the training process.

Key Five - Identify and Incorporate Relevant Content

Adult trainees want to put their learning to use right away. Is the content of the training situation related
to the trainees’ current status in the training program? Is the content appropriate to the trainees’ level of
experience? Is the instructional methodology appropriate for the content and the trainee’s level of
experience? Can the trainee use the information in the time frame the trainer expects? These are
important considerations. Adult trainees are interested in more immediate application of information than
children and teens. With this in mind, make sure program content is on target for trainees.

Practical Strategies. Helpful strategies for implementing relevant content into a training situation are:

e Take the trainees’ needs into consideration when planning and designing the training content and
instructional methodology. Different trainees require different levels of both.

e Use real examples and refer to real problems and issues from the duty section and from the
trainee’s own experiences.

e At the end of each training session, have the trainee work on what they will do next (a sort of
action plan). How will they take what they have learned and put it to immediate use? What goals
will they set for themselves in implementing their learning experience? This process can be
helpful for participants in consolidating and assessing their learning. Reflection on one’s learning
enhances the process and helps in understanding what works within the learning environment.
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REVIEW EXERCISE
CRITICAL INCIDENT

Think back over the past few years and the various training and educational activities in which you were a
participant. What one activity was the best for you?

Describe the activity and its content:

When did it occur?

Who was involved?

What made it the best?

Now think back over that time frame and those activities. Which one was the worst training or
educational activity for you?

Describe the activity and its content:

When did it occur?

Who was involved?
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What made it the worst?

The following questions are designed to stimulate you to think about your personal philosophy in regards
to education and training, and how your thoughts and opinions may differ from others in air traffic
control.

What priority does your education and training have in your life?

What are some learning characteristics in you that have changed since completing high school?

How would you describe your learning style?

Does your learning style differ from others in your section? If so, how do they differ?
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Myers-Briggs Personality Type Indicator

Instructions: To obtain more accurate data regarding your personality temperament, this instrument employs the
magnitude scaling technique rather than the more free-choice method. This technique allows you to create your
own combination of possible responses to items. A pair of responses follows each statement. However, you are
not limited to choosing one response over the other; instead, you can assign points to each response according to
how strongly you believe that response applies to you in situations that you have experienced. You have 10
points to divide between each pair of responses.

Example:

Q. Ina large group do you more often:

A. Introduce others ....................

2
B. Getintroduced ..........ooviiiiiiiiiiiiii :I

In this case, the respondent allocated 8 points to A and 2 points to B because she believed that in most situations
she introduced others but occasionally she was introduced.

Part I. For each item below, please divide a total of 10 points between the two responses. Allocate more points
to the answer that expresses how you feel or act in most situations. Please try to use zeros or tens only if you feel
very strongly about a pair of responses. Likewise, please allocate points equally between responses (5-5) only if
you strongly believe that each response applies equally well to you.

Column Number
Cl |C2 |C3 [C4 |C5 |C6 |CT |C8

1. Are you more concerned about

A. people’s feelings?

B. people’s responsibilities?

2. When you must work with people you have not met
before:

A. itrequires a good deal of concentration

B. it generally happens naturally

3. If the situation requires that you follow a schedule, does
it:

A. appeal to you?

B. cramp your style?

4. Would others judge you to be:

A. more abstract?

B. more concrete?
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5. In most situations are you:

A. rather quiet and reserved?

B. agood “mixer”?
6. Are you more satisfied with:

A. organized work?

B. work with no fixed pattern?
7. Which of these compliments would satisfy you more?

A. to be a person of feeling?

B. to be a person of action?
8. Generally, which would describe you best?

A. more enthusiastic than the average person?

B. less enthusiastic than the average person?

9. When working with other people, does it appeal more to
you:

A. to solve problems in the accepted way?

B. to invent new ways to solve problems?
10. Are you more motivated:

A. when following a carefully worked out plan?

B. when dealing with the unexpected?
11. Are you more satisfied when working with:

A. facts?

B. concepts?
12. Would you prefer to:
A. rely on facts?
B. consider possibilities?
13. When solving problems do you:

A. consider the feelings of others?

B. use logic to arrive at a solution?

Cl

C2

Cl
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C2

C3

C4

C5

C6

C7

C3

C4

C8

C5

C6

C7

C8




14.

15.

16.

17.

18.

19.

20.

21.

When you need to accomplish a task do you:

A. often wait until later?

B. generally complete it quickly?
In most situations are you:

A. energized through working with others?

B. somewhat drained after working with others?
In critical situations do you need:

A. to be less sympathetic?

B. to show much sympathy?
Would you rather be taught content:

A. involving theory?

B. involving factual information?
When you have committed to a group plan it is:

A. motivating to carry out the plan?

B. somewhat unpleasant to be tied to the plan?

When you work with others, can people determine your
interests:

A. right away?

B. only after they really get to know you?
When unforeseen events occur at work do you:

A. carefully think through your response?

B. act rather quickly to resolve the problem?
In a group setting do you generally:

A. initiate conversation?

B. listen to conversation?
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Part II. For each item below, please allocate most of your 10 points to the word that appeals to you more
often in the following pairs.

Cl |C2 |C3 |C4 |[C5 |[C6 |CT |C8

22. A. compassion

B. accomplishment

23. A. approximate

B. precise

24. A. justice

B. mercy

25. A. production

B. design

26. A. organized

B. spontaneous

27. A. fair

B. firm

28. A. emotions

B. outcomes

29. A. depth of concentration

B. breadth of experience

30. A. concepts

B. facts

31. A. literal

B. figurative

32.  A. agreeter

B. aloner

Column totals for all pages............. | | | || | | | | | | | | | | |

Cl1 C2 C3 C4 C5 Co6 C7T C8
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SCORING

Step 1. For each of the columns on the four proceeding pages, please add the scores in that column for
all four pages and place the total in the box at the bottom of the last page.

Step 2. Transfer your scores to the spaces provided below. Then in each pair, find the column number
for which your score was the highest. Circle the column number and the letter next to it. For example, if
your score for column two C2 was higher than for column C1, circle C2---1.

Cl E C3 S Cs5 T C7 J

C2 I C4 N Cé6 F C8 P

The letters next to each column number you have circled represent your Situational Temperament.

Note: If your scores for the two letters of any pair amounted to 40 points each, use the following
definitions to decide which letter best applies to you.

Extroversion (E) and Introversion (I). If you believe that your interests flow mainly to the outer world of
people and their actions or objectives, circle E. If, however, your interests flow mainly to the inner world
of ideas and concepts, circle I.

Sensing (S) and Intuition (N). If you believe that in most situations you attach more importance to
concrete realities and direct experience, circle S. If, however, you attach more importance to abstract or
inferred meanings or to relationships that you gain from experience, circle N.

Thinking (T) and Feeling (F). If you believe that in most situations you focus more on accomplishing the
task than on the feelings of others, circle T. If, however, you attach more importance to the feelings of
others, circle F.

Judging (J) and Perceiving (P). If you believe that in most situations you prefer to live in an organized,
planned, and predictable world, circle J. If, however, you prefer to live in a changing, more spontaneous,

less ordered world, circle P.

From the letters circled above, transfer the letters to the spaces below.

Your situational temperament is (transfer each circled letter)
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EXPLANATION

So what does all this mean in the world of the United States Air Force and Air Traffic Control? Well,
matching the results from the inventory with the charts on the next two pages will give you an insight into
your personality and what characteristics dominate your motivation and behavior. Moreover, it should
provoke you to think about others and what is behind their personality and behavior. Not everyone
displays the same behaviors and no two personalities are the same. For example, a majority of those
established in the United States military display the personality behaviors of an ISTJ, where individuals
need everything to be organized to work properly, are eager to take on responsibility, and are loyal and
dependable. But this is not inclusive of everyone. Newcomers in the military (most trainees) usually
exhibit traits of an INFP, where individuals are usually quiet and reserved, are curious as to what awaits
them in the training environment, and display some anxiety in adopting military tradition and procedures
into their own value structure.

In the training environment, it is important to know as much about the trainee as possible. The classic
expression “personality conflict” becomes very apparent when an overbearing, dominating trainer tries to
interface with a quiet and reserved trainee, or even worse, an overbearing, dominating trainee. As
displayed in other military awareness programs, such as Equal Opportunity and Treatment seminars, it is
imperative to understand the other person. Whether it is in a training environment or a work setting, the
more you know, or at least try to know, the better the climate. Think about some of the conflicts you’ve
had with peers, subordinates, or supervisors and senior leadership. How often have you said to yourself
after the confrontation, “If they only knew me better”, and “I have great intentions”? How often have you
thought about what makes up the other individual’s personality? Why did they say what they said? Why
did they do what they did? The key is to try to learn more about those you work with and for.
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Characteristics Frequently Associated with Each Type

ISTJ

ISFJ

INFJ

INTJ

Serious, quiet, earn success
by concentration and
thoroughness. Practical,
orderly, matter of fact,
logical, realistic, and
dependable. See to it that
everything is well organized.
Take responsibility. Make up
their own minds as to what
should be accomplished and
work toward it steadily,
regardless of protests or
distractions.

Quiet, friendly, responsible,
and conscientious. Work
devotedly to meet their
obligations. Lend stability to
any group. Thorough,
painstaking, accurate. Their
interests are usually not
technical. Can be patient
with necessary details.
Loyal, considerate,
perceptive, concerned with
how other people feel.

Succeed by perseverance,
originality, and desire to do
whatever is needed or
wanted. Put their best efforts
into their work. Quietly
forceful, conscientious,
concerned for others.
Respected for their firm
principles. Likely to be
honored and followed for
their clear visions as to how
best to serve the common
good.

Have original minds and
great drive for their own
ideas and purposes. Have
long-range vision and quickly
find meaningful patterns in
external events. In fields that
appeal to them, they have a
fine power to organize a job
and carry it through.
Skeptical, critical,
independent, determined,
have high standards of
competence and performance.

ISTP

ISFP

INFP

INTP

Cool onlookers - quiet,
reserved, observing and
analyzing life with detached
curiosity and unexpected
flashes of original humor.
Usually interested in cause
and effect, how and why
mechanical things work, and
in organizing facts using
logical principles. Excel at
getting to the core of a
practical problem and finding
the solution.

Retiring, quietly friendly,
sensitive, kind, modest about
their abilities. Shun
disagreements, do not force
their opinions or values on
others. Usually do not care to
lead but are often loyal
followers. Often relaxed
about getting things done
because they enjoy the
present moment and do not
want to spoil it by undue
haste or exertion.

Quiet observers, idealistic,
loyal. Important that outer
life be congruent with inner
values. Curious, quick to see
possibilities, often serve as
catalysts to implement ideas.
Adaptable, flexible, and
accepting unless a value is
threatened. Want to
understand people and ways
of fulfilling human potential.
Little concern with
possessions or surroundings.

Quiet and reserved.
Especially enjoy theoretical
or scientific pursuits. Like
solving problems with logic
and analysis. Interested
mainly in ideas with little
liking for parties or small
talk. Tend to have sharply
defined interests. Need
careers where some strong
interest can be used and
useful.

ESTP

ESFP

ENFP

ENTP

Good at on-the-spot problem
solving. Like action, enjoy
whatever comes along. Tend
to like mechanical things and
sports, with friends on the
side. Adaptable, tolerant,
pragmatic; focused on getting
results. Dislike long
explanations. Are best with
real things that can be
worked, handled, taken apart,

Outgoing, accepting, friendly,
enjoy everything and make
things more fun for others by
their enjoyment. Like action
and making things happen.
Know what’s going on and
join in eagerly. Find
remembering facts easier than
mastering theories. Are best
in situations that need sound
and practical ability with

Warmly enthusiastic, high
spirited, ingenious,
imaginative. Able to do
almost anything that interests
them. Quick with a solution
for any difficulty and ready
to help anyone with a
problem. Often rely on their
ability to improvise instead of
preparing in advance. Can
usually find compelling

Quick, ingenious, good at
many things. Stimulating
company, alert and
outspoken. May argue for
fun on either side of a
question. Resourceful in
solving new and challenging
problems, but may neglect
routine assignments. Apt to
turn to one interest after
another. Skillful in finding

and put together. people. reasons for whatever they reasons for what they want.
want.
ESTJ ESFJ ENFJ ENTJ

Practical, realistic, matter-of-
fact, with a natural head for
business or mechanics. Not
interested in abstract theories;
want learning to have direct
and immediate application.
Like to organize and run
activities. Often make good
administrators; are decisive,
quickly move to implement
decisions; take care of routine
details.

Warm-hearted, talkative,
popular, conscientious, born
cooperators, active committee
members. Need harmony and
may be good at creating it.
Always doing something nice
for someone. Work best with
encouragement and praise.
Main interest is in things that
directly and visibly affect
people’s lives.

Responsive and responsible.
Feel real concern for what
others think or want, and try
to handle things with due
regard for the other’s
feelings. Can present a
proposal or lead a group
discussion with ease and tact.
Sociable, popular,
sympathetic. Responsive to
praise and criticism. Like to
facilitate others and enable
people to achieve their
potential.

Frank, decisive, leaders in
activities. Develop and
implement comprehensive
systems to solve
organizational problems.
Good in anything that
requires reasoning and
intelligent talk, such as public
speaking. Are usually well
informed and enjoy adding to
their fund of knowledge.
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SECTION THREE
AIR TRAFFIC CONTROL TRAINING PROGRAM OVERVIEW
People are the decisive factor in war. It is imperative that people

receive the right education and training at the right time — AFMAN 1-1

The Air Traffic Control Training Program is an all-encompassing training program designed to provide air traffic
controllers unit level training to meet specific mission needs. The purpose of the training program is to qualify air traffic
controllers for position certification/facility rating, skill-level advancement, and facility management positions. It
includes upgrade, qualification, recurring, and review training; certification guides; combat skills familiarization training;
evaluations; automation and simulation; and is outlined in detail in the facility ATC Training Operating Instruction.

Objectives

To complete this section of instruction, the following objectives must be completed with minimal assistance from the

trainer. Recommended completion time for this section of instruction is three days or six hours.

Task

References

Objective

2a Training Program
2b Training Operating Instruction
2c¢ Facility Master Training Plan

AFT 13-203, Chap 10,
Glossary — Master
Training Plan; AFI 36-
2201, Vol 3; AT-M-01;
ATC Training OI

Explain the purpose of each component of the Training
Program and Master Training Plan. Determine if all the
essential requirements are included. Apply each section
of the ATC Training Ol as it applies to controller training

2d Instructional System Development

AFMAN 36-2234,
Chapter 1; AFI 13-203,
Chap 10; AT-M-01

Explain the concepts of ISD and how they apply to ATC
training. Explain how certification guides are developed
using the ISD process.

2¢ Career Field Education and
Training Plan (CFETP)

1C1X1 CFETP; AT-M-
01 (including Specialty
Training Standard (STS))

Explain the purpose of the CFETP and how it is utilized
in ATC training. Explain how each Job Qualification
Standard for example 1C1X1-002 and 1C1X1-004 has an
origin in the CFETP. Demonstrate the ability to find
specific training items in the STS and how they relate to
technical school training and five-level upgrade training.

2g Training Review Board (TRB)

AFT 13-204, Chap 4; AT-
M-01; ATC Training OI

Explain the purpose of the TRB and how ATC training is
addressed at the TRB, and who is required to attend.
Attend a TRB and debrief the results to the watch
supervisor.

Explanation of Terms

Upgrade Training — Mandatory training which leads to attainment of higher level of proficiency. Requirements differ
with each skill level and usually involve specific career field learning (position certifications, etc.), and completion of Air
Force time in grade and rank achievement.

Qualification Training — Actual hands-on performance training designed to qualify an individual in a specific duty
position (i.e. local control, approach control, etc.) It is designed to provide the performance skills required to accomplish

the job. This training occurs both during and after upgrade training to maintain up-to-date qualifications.

Recurring Training — Training provided to periodically review selected current operational procedures and techniques.
Recurring training is usually accomplished each month through the monthly proficiency test program.

Review Training — Training conducted for the purpose of correcting specific operational deficiencies detected through
performance evaluations, supervisory observations, trends, operational evaluations, etc.
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Position Certification — An endorsement by the Chief, Standardization and Evaluation, Assistant Chief, Standardization
and Evaluation, Chief Training and Standardization, Assistant Chief, Training and Evaluation or Control Tower Operator
examiner that the applicant has demonstrated the competence, qualifications, and skill required to operate at a specific
position unmonitored.

Facility Rating — An endorsement by the Control Tower Operator Examiner, Chief/Assistant Chief, Standardization and
Evaluation or Chief, Training and Standardization that an individual has demonstrated the competence, qualifications, and
skills required to control traffic at positions specified in AFI 13-203.

Certification Guides — Position certification guides (PCG), to include Front Load Training (FLT) guides, are documents
prepared by the Chief, Air Traffic Control Training (CATCT) to assist the trainer and supervisor in logically training
controllers in specific positions in a control facility. Task certification guides (TCG) are training materials focusing on
non-control positions such as watch supervisor, trainer, and chief controller, etc.

Components of the Training Program

The training program consolidates and standardizes air traffic control training by integrating Air Force, MAJCOM, and
unit directives into one program. The CATCT is responsible for developing the training program utilizing AFI 36-2201
Volume’s 1-6, Air Force Training Program, and AFMAN 36-2234, Instructional System Development. It must include
all necessary training materials, references, and tests as well as provide the trainer and trainee a logical sequence to follow
in order to successfully accomplish training. Figure 1-1 provides an example of some of the training components.

Position/ELT Proﬁcier}cy Tests/ Master Training
Certification Training Plan Block Tests
Guides \ / / Certification Tests
Task Certification Newcomers
Guides ~— TRAINING / Orientation
PROGRAM
Master Task / \ Weather Training
Technical Reference Procedures
Non-Radar \ Training
Training .. Evaluations
Master Training Computer Based/
Reference Index Simulator Training
Figure 3-1

As air traffic control trainers, each facet of the training program is necessary in order to provide the trainee the best
possible training environment. For example, position/FLT (or task) certification guides are mandatory in order to ensure
all required information is covered during the training sessions. Up-to-date training references allow the trainee to
research and explore specific topics covered in individual lessons. Block tests provide the trainer milestone evaluations to
assess the trainee’s progression.

Training Program Operating Instruction

The Training Operating Instruction (OI) is the foundation document of the entire air traffic control training program for a
facility. The Airfield Operations Flight Commander (AOF/CC), along with the CATCT and Chief Controller (CCTLR),
must ensure the OI reflects the current training needs of the entire operation and is implemented correctly to ensure
mission accomplishment. The Training OI establishes policies and procedures for implementing each segment of the
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training program (Figure 3-1) and defines the responsibilities of all personnel involved in the program. As a minimum,
the ATC Training OI must set specific guidelines on how to complete the following tasks:

Establish procedures for indoctrination of new control personnel

Explain how to conduct upgrade training for each facility

Define how qualification training is conducted and establish time lines for each block
Explain monthly proficiency test procedures and follow-on review training

Outline Training Review Board procedures

Explain how training evaluations and documentation will occur for each facility
Establish a training program on weather observation and reporting programs

Provide guidelines on simulator, computer based, and non-radar training

Define combat skills familiarization training

Define specific training needs reflecting mission necessities

Certification Guides \

Training References

/ Computer Based Training

Evaluation Process

MASTER
TRAINING
PLAN

Block Tests Handouts/Worksheets

Master AF Form 623 Local Training Tools

SUPERVISOR

Figure 3-2

The Training OI is reflected in each control facility in a Master Training Plan. Trainers should be completely familiar
with the location and content of the master training plan and how to use it as a training tool. The facility training plan
should include all the necessary training documents, references, evaluation items, handouts, position certification guides,
master AF Form 623, computer based training programs, and any training tools specific to the operation or facility. The
key to the successful implementation of any master training plan is the participation of all facility personnel, especially the
CCTLR, supervisor, trainer, and trainee. Refer to Figure 3-2.

Instructional System Development

Instructional System Development (ISD) is a systematic approach used in the process of planning and developing training
programs that ensure personnel are taught the knowledge and skills essential for successful job performance. ISD calls for
analyzing and documenting job performance requirements and developing explicit training objectives stated in terms of
expected performance (behavior), conditions under which that behavior is to be performed, and the standard to which it is
to be performed. Training or objectives not necessary for job performance are eliminated. Certification guides and
performance and knowledge tests are designed utilizing ISD principles. Though a trainer is not required to build these
products, it is important to realize the background of how instructional products are designed. Refer to Figure 3-3 for an
illustration of the ISD process.
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From the description of the ISD process, it is apparent that developing an instructional system involves a great effort.
Practical consideration such as time, money, other resources, and the number of personnel to be trained will dictate the
depth of ISD principles to be applied. As a minimum, the following essentials should be accomplished:

Determine the essential job tasks

Determine the skills and knowledge required to perform these tasks

Develop objectives that, when met, will ensure achievement of the skills and knowledge

Develop test items for these objectives that are standardized and can be used to determine whether or not the
objectives are achieved

Devise the means for the trainee to achieve these objectives

e Determine whether or not the trainee has achieved the objectives

The correlation between ISD and the trainer/trainee relationship is through position/FLT/task certification guides. When a
trainee is placed into position qualification training, the trainer is issued a position certification guide that completely
outlines the required training progression for that position. Each learning objective will have four distinct components
(task, reference, objective, and standard) with other optional information provided depending on the facility.

Task — A task listing is developed by completing a thorough evaluation of a specific activity. CFETP 1C1X1 is an
example of a task listing for air traffic control. A position certification guide is a reflection of a task analysis done on a
specific control position. A task is a unit of work activity or operation which forms a significant part of a duty. A task is
performed for its own sake; that is, it is not dependent on other tasks, although it may fall in a sequence with other tasks in
a duty or position.

Training Reference — Each task item in a position certification guide must be accompanied with the technical references or
Master Task and Technical Reference line number (MTTR) to support that item. References can be from a myriad of
sources such as FAAO 7110.65, AFI 13-203, computer based training presentations, and air traffic control training series,
just to name a few. Each reference must support the training objective and supply the trainee with all the necessary
information to become proficient in that learning objective.
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Objective/Standard — An objective is a precise statement of the learned capability — skills, knowledge, or attitudes (SKA).
A student is expected to be able to demonstrate the condition under which the SKA is to be exhibited and the minimum
standard of acceptable performance. Objectives must be short ranged and easily attainable. They must establish clear and
concise student goals while determining the content of the instructional system. Objectives are broken down into three
components: 1) Behavior — the task to be accomplished; 2) Condition — the situation under which the task is to be
performed; and 3) Standard — the level of proficiency.

Examples of Poor Objectives Examples of Good Objectives

1. “Understand tower procedures” 1. “The trainee shall, in a live environment, demonstrate the
ability to control heavy jet aircraft with no separation errors”

2. “Know radar procedures” 2. “The trainee shall, in a live or simulated
environment, separate formation flights from other aircraft with
no more than one error, except no errors may be made involving
altitude
assignment and/or separation”

In each of the good examples there is a behavior — “control heavy aircraft”, “separate formation flights from other
aircraft”; a condition —‘in a live environment”, “in a live or simulated environment”; and a standard —‘with no separation
errors”, “with no more than one error, except no errors may be made involving altitude assignment and/or separation.”

Refer to Figure 3-4 for an example of a learning objective found in a position certification guide.

BLOCK 3

START DATE COMPLETION DATE

BLOCK OBJECTIVES: Demonstrate the knowledge/skill associated with the clearance delivery as described in the tasks below;
provide proper coordination, and safe traffic management actions in the correct order and priority, with only one assist from the trainer.

SPECIALTY TRAINING STANDARD: 7.51,7.92,7.93,7.94,7.95

RECOMMENDED TIME FOR BLOCK 3 REQUIREMENTS:

3 Skill Level: 40 days

5/7 Skill Level: 20 days (without prior similar experience)

5/7 Skill Level: 15 days (with prior similar experience)

TASK: Requests For Information From Non-ATC Agencies
AFSTS: 7.51

MTTR: 160

OBJECTIVE: Know when the term “A-T-C Clears/Advises/Requests” is used and when it can be omitted.

STANDARD: Knowledge: Explain when the terms “A-T-C Clears/Advises/Request” is used. Trainee must score 80% or better on the
position certification test. Practical Application: Use the correct phraseology when passing information to non-ATC agencies without
error or assistance.

Figure 3-4

Training Publications/References

There are many regulations, publications, and documents available affecting air traffic control operations and training.
For the purpose of providing training, they can be broken down into two categories, publications and references.
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Publications are those documents that have no direct bearing on the training environment in the facility, but are necessary
for the development, administration, or implementation of an effective program. References are documents that are listed
in each position certification guide and are necessary to complete trainee qualification training. All publications and
references must be listed in a Master Reference Index and available to every air traffic controller.

Publications

AFMAN 36-2234 - Instructional System Development — describes principles and processes for developing education and
training programs in the United States Air Force.

AFI 36-2201 - Air Force Training Program Volumes 1-6 — prescribes Air Force training policy, training requirements,
and validation. Establishes responsibilities for the development, management, and conduct of military training.

AFMAN 36-2108 — Enlisted Classification — Establishes the occupational structure of the enlisted force. Includes duty
descriptions, responsibilities, and Special Experience Identifiers (SEI).

AFCAT 36-2223 - USAF Formal Schools Catalog, has been converted to a database. The title of the new database is Air
Force Education and Training Course Announcements (ETCA) located at the following URL:
https://etca.randolph.af.mil/. This web site contains specific MAJCOM procedures, fund citations, reporting instructions,
and listings for formal courses conducted or managed by the MAJCOMs or FOAs.

References

FAAO 7110.65 — Air Traffic Control — Prescribes air traffic control procedures and phraseology for use by persons
providing air traffic control services.

AFI 13-203 - Air Traffic Control — Directs the management of US Air Force, AFRC, and ANG air traffic systems,
personnel (to include DoD and contract civilians) and facilities. Directs the administration of facilities, the use of
equipment, the operation of control towers and air traffic control (ATC) radar facilities and the training of USAF air
traffic controllers.

AFI 13-204 — Functional Management of Airfield Operations - Directs the management of US Air Force, Air Force
Reserve Command (AFRC) and Air National Guard (ANG) air traffic control (ATC) and airfield management (AM)
functions, personnel (to include DoD civilians) and facilities. Provides guidance for overhead management of the airfield
operations flight (AOF). Outlines duties and responsibilities of officers (AFSC 13M3) assigned to the unit level AOF.
Sets policy and describes unit, major command (MAJCOM) and USAF roles for managing airfield operations at USAF
locations.

AFI 11-290 - Cockpit/Crew Resource Management Training Program — Establishes requirements for developing and
managing tailored, mission specific, crew resource management (CRM) training programs. Provides fundamental
program principles to functional area requiring cooperative/interactive time critical efforts.

Other training references include Flight Information Publications (FLIPS), Computer Based Instruction (CBI), Air Traffic
Control Training Series, command and local regulations, and other national or mission specific learning requirements to
effectively control air traffic.

Career Field Education and Training Plan (CFETP)

The CFETP is a comprehensive core training document identifying life cycle education and training requirements,
training support resources, and core task requirements for a specialty. CFETP is used to plan, manage, and execute
training within the career field. Familiarity with the CFETP and the Field Evaluation Questionnaire (FEQ) is the key to
conducting a fair and comprehensive appraisal of the quality of formal three-skill level training provided by the AETC
technical school. When the CFETP Specialty Training Standard (STS) and the FEQ are properly used, they will serve as
a useful tool in determining course deficiencies. Using the guidance provided in the CFETP Part I also ensures
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individuals receive effective and efficient training at the appropriate point in their career. Be sure the most current CFETP
is in use or evaluation efforts will be wasted.

The CFETP consists of two parts; both parts of the plan are used by supervisors to control training within the career field.

1.

Part I provides information necessary for overall management of the specialty. Section A explains how
everyone will use the plan. Section B identifies career field path and progression information, duties and
responsibilities and training strategies. Section C associates each level with specialty qualification
(knowledge, training, education, training experience). Section D indicates resource constraints. Note: See
AFMAN 36-2108, Enlisted Classification, for 3/5/7/9 level formal OJT training.

Part II provides a comprehensive listing of training courses and standards available to support career field
training requirements. Section A identifies the Specialty Training Standard (STS) and includes training
standards, specialty core tasks and technical references to support Air Education Training Command (AETC)
conducted training and the Air Force On-the-Job Training Program. The STS is required to be maintained in
each individual AF Form 623. Section B contains course objectives, training standards and behavioral
statement lists. Supervisors will use this section to determine if airmen satisfy training requirements. Section
C identifies available OJT support materials. Qualification Training Packages identified in this section have
been developed to support both upgrade and qualification training. Section D identifies a training course
index supervisors can use to determine training strategies and annual budget resources available to support
training. Included here are both mandatory and optional courses. Section E identifies MAJCOM unique
training requirements supervisors can use to determine additional training for associated qualification needs.

Training Review Board

In order to effectively evaluate the training program, a Training Review Board (TRB) is required by every unit having an
air traffic control mission. The Airfield Operations Flight Commander (AOF/CC) is required to convene the monthly
TRB to discuss current training programs, status of all trainees, and any trends occurring in the facilities.

From a trainer’s perspective, the training review board is an official evaluation of how well training is being conducted.
The board membership brings a vast amount of experience and cross-functionality to the meeting. The main objective of
the TRB is to ensure the host air traffic control facility has the best training program possible. As each individual trainee
is discussed, progress and deficient areas are examined to ensure training is being accomplished effectively. If the board
identifies problems, corrective actions must be established. If positive trends are noted, trainers and supervisors are
commended. Individual trainers may be approached and questioned as to specific training methods if or when this occurs.
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REVIEW EXERCISE

1. Who is responsible for preparing air traffic control position certification guides?

2. Training necessary to achieve a higher skill level is while

requires hands-on training to qualify individuals to work a specific duty position.

3. Name four components (or more) of an Air Traffic Control Training Program.

4. The document explaining air traffic control training within a control facility is

5. The acronym ISD stands for

6. What principles are used to develop position certification guides?

7. List the three components of a learning objective.

8. What publication lists the duties and responsibilities of an air traffic controller?

9. The Specialty Training Standard is found in Part II of the

10. What document must be used (when available) to evaluate the knowledge level of a new three level?
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SECTION FOUR
TRAINING QUALIFICATIONS AND RESPONSIBILITIES

“I can teach you to dance, but you’ll have to hear the music.” - Carl Hamerschlag

Objective

To complete this section of instruction, the following objective must be completed with minimal assistance from the
trainer. Recommended completion time for this section of instruction is two days or four hours.

Task References Objective
3¢ Trainer Qualifications and AFI 36-2201, Vol 3 Explain what personal and regulatory qualifications are
Responsibilities Chap 6; AFI 13-203, necessary to be a trainer. Explain what associated
Chap 12; AT-M-01; responsibilities are inherent in the job.
Training OI

Trainer Qualifications
Individuals selected as air traffic control trainers must meet the following qualifications. They must:

e Hold AFSC 1C151or above, GS-2152 or 13M (Controllers holding AFSC 1C131 may train or monitor 60 days
after award of facility rating SEI.

Be position certified and or facility rated prior to training an individual on a task.

Attend the Air Force Trainers course.

Complete AT-M-01, Trainers Qualification Training Package and local Trainer TCG.

Be recommended by the supervisor, appointed in writing by the unit commander (or designated representative)
o Appointed based on qualifications and experience, not on skill level.

Individuals selected as air traffic control trainers should possess the following personal attributes. They must be:

Motivated toward training

Operationally and procedurally knowledgeable
Objective during all facets of training

Credible

In Possession of good human relations and communications skills

Trainer Responsibilities

The trainer is someone who directs growth and prepares others for a test or skill. To become an effective trainer, it is
necessary to put into practice the proven principles taught in Basic Military Training and Professional Military Education
(PME) programs and use established ISD guidelines. Managers must ensure they are selecting only the most qualified
personnel to perform this critical function. Each individual must also remain current with new procedures in the field and
new developments in training methods. The challenge to develop and keep a highly qualified force must be met by
managers and trainers alike.
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Preparation

The trainer must first obtain the skill, experience, and knowledge to be fully qualified to do the job, then maintain those
skills and experiences to be effective. Much of the subject knowledge required to do the job comes from ATC
publications such as FAA orders, AFI’s, and facility directives. Once prepared to

be an effective trainer, preparation must be accomplished to actually conduct the training. Establish an introduction-
briefing checklist. Indoctrinate the trainee about the overall mission and define their role in the mission, showing how the
training goals will meet the mission goals. Define the overall training goal and guide the trainee in establishing
intermediate goals, as necessary, to achieve a facility rating. Ensure the trainee has the necessary knowledge to work at
their assigned position.

Communicative Skills

To provide hands on task training, as well as subject knowledge training required to perform a task, the trainer must
communicate effectively with trainees. In order to communicate effectively, start by getting to know the trainee better.
What type of background knowledge does the trainee have? How much education does the trainee have? How much
experience does the trainee have? Establishing an effective environment that promotes a personal and professional cross—
flow of information allows the trainer and trainee to discuss issues in a forum that will maximize the training effort. It is
important for the trainee to have an opinion on training issues that directly affect him/her.

It is imperative to observe trainee feedback. Do this by noting verbal and nonverbal feedback when conducting and
reviewing training. Recognize when a trainee begins to ask questions or looks confused.

Planning Training

Effective training does not just happen, it takes a great deal of planning. The supervisor and trainer share this
responsibility. Prepare a training schedule or task breakdown to guide the trainee in reaching the desired level of learning
and understanding for each task or block of instruction. Utilize certification guides and lesson plans when accomplishing
this objective. Pick two or three tasks in a block of instruction and explain the task objectives and standards to the trainee.
Try not to let situations like “We’re training in local today” happen. Local control is a very large objective to attempt to
train on as a whole. Training objectives should be outlined during the pre-duty familiarization briefing or just before the
training session begins. Don’t expect the trainee to know what the trainer is thinking.

Am | fraining in Local?
Ground? Flight Data?
Need a Chow Run?

Isn't he supposed
to be training or
something?
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Conducting Training

Conducting and planning training go hand in hand. Conduct the training just as the trainer and supervisor planned it.
Give the trainee a demonstration by allowing them to watch and listen while a specific function is being performed. Have
the trainee explain the function in order to assess their understanding. Instruct the trainee using all available training aids
and show how necessary improvements can be made. Provide theory and background information.

Evaluate Training

Evaluate the trainee’s effectiveness and ensure that proper feedback is accomplished after each training session. Focus
feedback on those task objectives/standards identified with the training during the planning stage. Debrief the trainee on
his/her performance on the specific objective including what was accomplished right, what was wrong, what areas need
further improvement, and most importantly, a means to improve. Comprehensive documentation (note taking) during
training sessions is paramount to effective feedback and training evaluation preparation. Again, stay focused on the
training session’s objectives; don’t jump ahead to more advanced standards in later blocks.

The trainer must be a motivator, coach, and evaluator. Trainers must communicate the correct procedure, knowledge, or
technique, and, most importantly, the right attitude. Trainers should look at their tasks as one of assisting trainees to learn
the job.

Trainee Responsibilities

Just as a trainer has responsibilities towards training, trainees also have responsibilities. If trainees do not meet one or all
of their responsibilities, the training session can, and normally will, suffer. The trainee is the focal point of the AF
training program. The success and quality of trainee training greatly depends on the relationship between the supervisor,
trainer, and trainee. As a trainer, ensure trainees understand the importance of adhering to the following responsibilities:

Actively participate in all opportunities for upgrade and qualification training

Comprehend the applicable CFETP and JQS requirements and career path

Obtain and maintain knowledge, qualifications, and appropriate skill level within the specialty
When necessary, request assistance from the supervisor, trainer, and Unit Training Manager (UTM) when having
difficulty with any part of training

Acknowledge and document task qualification upon completion of training

Complete objectives/assignments within the predetermined time limits either on or off duty
Arrive each day physically and mentally ready to train

Review and understand certification guide and block requirements, objectives, and standards
Give the supervisor/trainer feedback on the training received

Strive to learn and progress

Chief Controller (CCTLR) Responsibilities

The CCTLR plays a vital role in the training and development of all air traffic controllers within their facilities. AFI 13-
203 outlines regulatory responsibilities levied on CCTLRs. The CCTLR is responsible to ensure the effective
management of manpower and resources assigned to the ATC facility. The CCTLR must ensure the training program is
implemented according to the ATC Training OI, and revised to reflect any changes in mission and CCTLR requirements.

Watch Supervisor (WS) Responsibilities
The WS is responsible for the overall operation of a control facility during their shift. This includes imbedding crew and
individual training requirements into daily operations. The WS affords training opportunities to the trainer by allowing

the trainee to work live traffic, allowing the trainer and trainee to conduct training on the Air Traffic Coach (ATCoach),
Tower Simulation System (TSS), Simulation and Integration of Ground Network and Air Links (SIGNAL) or other
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training platforms, and by providing time for one-on-one instruction to explain difficult or critical ATC operational
regulations.

The relationship between the WS and the trainer is critical in order to accomplish effective training. The trainer must be
aware of the responsibilities and priorities of the WS and support all decisions made regarding how training will be
conducted on the crew. The WS has the authority to limit or disapprove air traffic operations (to include training) based
on existing traffic congestion or complexity, staffing, weather, and individual controller training and experience.
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REVIEW EXERCISE

List four attributes an air traffic control trainer should possess.

What is the first and foremost attribute to obtain before becoming a trainer?

The effective cross-flow of information between the trainer and trainee is an example of

Who is responsible for effectively planning a training situation?

How often is feedback conducted on a trainee?

True or False (circle). A trainer may include an assessment on a performance objective that will be
covered later in training on a training evaluation?

List four important training responsibilities of the trainee.

Who must ensure the training program is implemented according to the Training OI?

Who has the authority to limit or increase the amount of training conducted during a particular shift?
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SECTION FIVE
PLANNING AND CONDUCTING ON-THE-JOB-TRAINING
“ What you learn is more important than where you learn it.” - Frank Betances
As originally adopted by the Air Force, the goal of on-the-job training (OJT) was to increase the effectiveness and
efficiency of education and training by placing the trainee into the work environment as soon as practical. By eliminating
irrelevant information from formal courses while ensuring the student acquired the necessary basic skill, knowledge and
attitude to do the job, Air Force OJT provides the highest impact training setting that meets the critical long-term needs.

Objectives

To complete this section of instruction, the following objective must be completed with minimal assistance from the
trainer. Recommended completion time for this section of instruction is two days or four hours.

Task References Objective
3a Upgrade, Qualification, Review, AFT 13-203, Chap 10; Explain each type of Air Force level training and how
Recurring, and On-the-Job AFI 36-2201, Vol 1 they apply to air traffic control training. Discuss with the
Training Terms; AT-M-01 trainer or supervisor how to plan each type of training

scenario and the necessary steps involved to prepare the
trainee, the training environment, and then actually
conduct the training situation.

Types of Training

e On-the-Job Training - Planned training program designed to qualify air traffic controllers through supervised
instruction. The intent is to train all individuals to perform their assigned duties while actually working.
Situations that indicate a need for OJT are formal upgrade training to the five and seven-skill levels, new
systems and procedures, and periodic reinforcement of current operating procedures and techniques.

o Advantages of OJT include reducing the cost of training, permitting a trainee to learn from practical
experiences, and allowing trainees to learn at their own pace. The trainee usually adjusts to the job
quickly, gains confidence, and remains in the production cycle during training.

e Disadvantages of OJT include a degree of reduced services, are time consuming, and labor intensive.

e Upgrade Training - Training for the purpose of upgrading to a higher skill level, i.e. 1C131 to 1C151.
Upgrade training is part of the concept of on-the-job training.

e Qualification Training - Hands-on performance training designed to qualify a controller in a specific position,
i.e. previously qualified 5 levels; TERPS, etc. This training occurs both during and after upgrade training to
maintain up-to-date qualifications. Qualification training is designed to increase knowledge of skill in
particular tasks.

e Review Training - Conducted for the purpose of correcting specific procedural or operational deficiencies
detected through performance evaluations, supervisory observations, trends, and operational evaluations.

Example: missed proficiency test items.

e Recurring Training - Provided to periodically review selected current operational procedures and techniques.
Example: Anti-Hijack, BASH, Aircraft Characteristics, etc.
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Though not directly a responsibility of the trainer, the training environment can occur in many different settings. The
trainer must adapt to whatever training concept is agreed upon by the CCTLR or CATCT. There are three common
methods of conducting training for apprentice controllers. It is important to note that there is no Air Force direction when
choosing what method a facility will adopt.

e Assigning the trainee to a working crew with a designated trainer. This is the most common method of
providing training. The greatest weakness in this method is the strong reliance placed on the trainer to
provide all the necessary training. The training administered and the progress of the trainee is a direct
reflection of the trainer. If the trainer is sub-par, the trainee’s training will suffer. If the trainer is well above
average, the trainee will excel. This method can be effective under the following conditions:

e The trainer is highly qualified and motivated toward training.

o The trainee, trainer, supervisor, CCTLR, CATCT and CSE are involved in establishing and meeting
training objectives.

e The number of apprentice controllers in upgrade training on the crew is such that the trainee can
progress through the training program without training interruptions.

e The training class method involves a training staff of select controllers, all experienced and motivated
towards training. Trainers are responsible for preparing lesson plans, providing classroom training,
monitoring the trainee’s progress, and reinforcing practical/position training with classroom training. The
training section controls the trainee from initial assignment to upgrade.

e The Front Load Training (FLT) Classroom/Lecture’s purpose is to insert a large amount of information
and performance training requirements at the beginning of a training program. To accommodate large
numbers of trainees, the FLT facilitators will utilize classroom and simulation training and supply one-on-one
training as required. After completing the required training, the trainee is normally assigned to a regular
crew. The training on this crew entails controller proficiency and completion of remaining task items.

When using the FLT or training section method you must establish training requirements, ensure the trainees are assigned
a trainer responsible for their training during each phase of training, and ensure the trainers and trainees are thoroughly
familiar with the overall training program. The method of training selected for apprentice controllers after FLT will
depend on your facility’s complexity, manning, hours of operation, and management preferences.

Planning On-the-Job Training

Trainers are not professionally qualified educators; however, they are expected to use certain training methods and
techniques that are known to be effective. To properly organize the training setting, the trainer must evaluate which
training method he/she will utilize. The type of training method chosen is usually dependent on the topic to be discussed
that day or the number of trainees in the training session. On-the-job training generally involves four instructional
methods of presenting new knowledge or practice skills.

e Lecture Method - A lecture is useful for imparting information. Often the effectiveness is increased when
combined with one or more of the other instructional methods. When the training objective is the
development of new practical skills, the lecture or telling method alone has limited value.

e Discussion Method - Discussion is a valuable training method because it promotes a two-way exchange of
ideas. This method may be used in group or individual instruction when the objective is to provide
background information or procedures which are common interest to the entire group (i.e., monthly
review/recurring training). Questioning is a very useful tool to inform trainees and/or check their retention of
the instruction they have received. To help trainees think through logical steps of new tasks, phrase questions
so they cannot be answered with a straight yes or no. Use questions which begin with words such as what,
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who, where, when, why, and/or how. Questioning can be used effectively with all instructional methods.
Discussion is critical after each practical training session. Feedback is invaluable.

e Demonstration Method - Demonstration or “showing” is most effective when the training objective is the
development of new manual skills. It is particularly useful in presenting the various steps of a very long
operation that must be performed without stopping. The trainee is taught the additional steps, with the trainer
again completing each step of the operation first. In this way, the trainee learns the whole job in small
segments. The effectiveness of the demonstration method is increased when it is combined with the
discussion method.

e Performance Method - Performance is by far the most effective training method. Initially, a person in training
should be given a simple job to do such as answering telephones or posting information. After a person has
received training on some particular task or phase of work, the trainee should be permitted to perform that
task until he/she is able to do it with the desired proficiency. The trainee should then be rotated to another
task. With a progressive rotation plan, the trainee grows in skill, until he/she is able to effectively perform in
a duty position.

Basic principles apply to all training situations. Once the method of instruction has been decided upon and the training
staff has organized itself for effective instruction, the trainee’s instructional needs must now be addressed. Trainers and
supervisors should understand and apply certain principles and techniques on how to actually begin and conduct a training
scenario. No two trainers will follow the same format when conducting training, though the following points can assist
the trainer in effectively planning a learning situation (Refer to Figure 5-1). Remember from previous sections of this
guide, not all trainees learn the same way, have the same knowledge level, and/or agree with the trainer’s training
methodology.

e Prepare the training situation - Ensure that the required certification guides, training scenarios, manuals,
regulations, handbooks, etc., are available and up-to-date and, if training aids are to be used, ensure they are
available and in working order. Simulated scenarios are critical and trainers must ensure each scenario meets
the training session objective.

e Prepare trainees to receive instruction - Put trainees at ease and help them build confidence. The trainer’s
efforts are likely to be in vain if the trainee is nervous or ill at ease. Find out what the trainee already knows
about the task. Gain the trainee’s interest. Explain the task or operation and relate it to the entire control
position. Don’t have the trainees look at the job backwards or from an angle other than that from which they
will be working.

e Present the operations to the trainees - Tell, show, illustrate, and question the trainees. Then, when
understood, have the trainees do the job. Give the trainee only a few instructions at one time. Understanding
is gained more quickly if ideas are presented gradually. Make key points clear. These make or break the
operation. To a large extent, they determine the ultimate success or failure of the training. Use all available
training aids; they help to emphasize and clarify key points. Don’t use them to fill in time. Before using any
training aid, be sure it works and applies directly to the objective. Don’t use irrelevant or broken training
aids. If necessary, repeat the operation and explanation.
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Figure 5-1

e Try out performance - Have trainees do the job under close supervision. Then have them do it again and
explain what they are doing and why. Some people don’t realize the importance of actions they are observing
and repeating. Trainees must understand what they are doing and why. Have trainees explain the key points.
Correct errors and omissions in a positive manner and continue to have trainees perform tasks until you know
they can accomplish them correctly.

e Follow-up - To the extent possible, with flying safety paramount, let trainees gradually feel they are working
on their own, so they will get the “feel” of the job by doing it. Be on the look out for incorrect or unnecessary
moves. Expect a few mistakes; if there are none; congratulate the trainees for a job well done. Get the
trainees to look for key points as they progress. Taper off the coaching, until the trainee is able to work under
normal supervision.

The trainer must remember the overall objective is to train trainees for facility ratings and/or upgrade to the next skill
level. It serves no purpose to teach irrelevant information (i.e., do not teach apprentice controllers how to conduct
meetings or how to develop operating instructions). Stick to the tools of the trade, such as AFI 13-203, FAA publications,
letters of agreement, operating instructions, the base flying instruction, etc.

Conducting Training

After accomplishing proper organization and planning, the trainer is now ready to conduct OJT training. The following
principles outline instructional activities that motivate the student to learn, while developing a meaningful relationship
between the trainee and the material to be taught. Properly sequenced instruction should give the student a roadmap of
where they are going and how they are going to get there. Consistency of content ensures that skill progression is orderly
and that prerequisite knowledge and skills have been acquired.

e Go from the known to the unknown. Find out what the trainee already knows about the subject and build
from there. Sit down with the trainee and quiz him/her orally on the tasks in the certification guide, CFETP,
and JQS. Relate the new material to what the trainee already knows. Give the trainee a complete briefing on
the overall program and where they fit into it. Acquaint the trainee with expected goals. Make sure the
trainee understands his/her part in the organization and that they are a valued member of the team.

e Go from the easy to the difficult. Always begin with the simplest part of the job. The trainee’s gained

knowledge is used to perform parts of the job after a short practice period. This will give the trainee
confidence and inspiration to learn the whole job.
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Teach the task(s) as close to actual job application as possible. For example, if the trainee will be learning
how to mark a flight progress strip, do not teach the trainee how to write down the information on a piece of
paper; use flight progress strips. Stay focused on the training objective contained in the certification guide.

Emphasize accuracy and understanding. Speed will come through repetition.
Clearly define the training objective and let the trainee know what is expected.

Present new material in short units that can be finished in one session. Short, related training units are not as
likely to confuse the trainee.

Always remember trainees learn best by doing. Put them to work as soon as they understand what there is to
do. Give trainees plenty of practice. Simulating scenarios can be an extraordinary aid in reinforcing learned
behavior.

Allow trainees to develop by learning while you guide and help them. Be careful not to dominate, but do not
relax your supervision to a point which would allow the trainee to create a hazardous situation. However,
give the trainee time, especially during training scenarios (simulation exercises) to assess the situation and
resolve conflicts. The trainer must balance when to step in and when to allow the trainee time to see the
conflict.

Recognize the trainee’s work and let them know how they are doing.

Never try to bluff, resort to sarcasm, or ridicule. Always remember that you are trying to develop the
trainee’s knowledge and expertise, not impress them with yours. The best approach to designing the proper
size or sequence of instruction is to start with minimal information. Then rely on validating how much the
trainee learns to determine if additional instruction is needed to obtain the desired result. This method,
combined with feedback from training evaluations, will provide the trainer with the necessary information on
how to deliver training to a particular trainee. If the trainer has provided more instruction than necessary in
the beginning, it may be difficult to measure and hard to revert back to more simple training methods.
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REVIEW EXERCISE

—

. Review training is conducted to

[\

. True or False (Circle One). Individuals who have a formal background in instructional methods
normally conduct OJT in the United States Air Force.

3. The four types of instructional methods used for air traffic control training are:

4. The most effective training method in air traffic control training is the method.

5. In most ATC facilities, trainees are usually assigned to

for the majority of their training experience.

6. What should a trainer do once the training situation has been prepared?

7. Properly sequenced instruction will the trainee and provides a

on where they are going.

8. Beginning instruction starting with the simplest part of the job gives the trainee

9. The best approach to training is to start with information.

10. True or False (Circle One). Follow-up sessions and providing feedback on a trainee’s progression

after each training situation is necessary to let the trainee know how they are doing.
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SECTION SIX
AIR TRAFFIC CONTROL TRAINING PROGRAM

Air traffic control training is founded in many diverse training methods, principles, and theories. The main objective is to
qualify apprentice personnel to become safe and effective air traffic controllers to support the wartime commitment of the
United States Air Force and sustain the National Airspace System. To successfully train individuals to fulfill this
commitment, apprentice controllers need to be trained far beyond the minimum level of proficiency. Air traffic control
training provides specific skills and knowledge needed to perform at an advanced level so as to entrust the complete safety

of Air Force personnel and property.

Objectives

To complete this section of instruction, the following objectives must be completed with minimal assistance from the

trainer. Recommended completion time for this section of instruction is eight days or sixteen hours.

Task

References

Objective

3b (1) Position Certification Training

AFT 13-203, Chap 10;
AT-M-01; Training OI

Explain the process of position certification training in
ATC. Describe the different components of position
certification training and how to effectively tailor a
program to suit an individual trainee. Explain the use of
PCG’s and how they benefit both the trainer and trainee.

3b (2) Simulator Training

AFT 13-203, Chap 13 &
16; Training OI; Tower
Simulation System, Air
Traffic Coach, Air
Traffic Control Training
Device or other training
platform Manual; AT-M-
01; PCG

Explain the purpose of simulation training in ATC.
Identify how to utilize the applicable simulation platforms
available to include operating the device for different
upgrade and qualification scenarios. Demonstrate the
ability to plan and conduct training using simulation to a
three or five level trainee.

3b (3) Airfield Operations Flight Web
and Computer Based Training

AFT 13-203, Chap 16;
Training OI; PCG; AT-
M-01

Explain AOF Web/CBT concepts and how it is utilized in
ATC. Demonstrate the ability to access the AOF
Web/CBT library. Plan and conduct a training session
using AOF Web/CBT.

3b (4) Non Radar Training

AFT 13-203, Chap 16;
Air Traffic Coach , Air
Traffic Control Training
Device or other training
platform Manual; AT-M-
01; Training OI; PCG

Explain the purpose and applicability of a non radar
training program. Explain how to train from the simple to
complex topics both in upgrade and qualification training.
Demonstrate the ability to plan and conduct non radar
training with a three or five level trainee.

3b (5) Initial Evaluation
Procedures

AFT 13-203, Chap 11;
AFI 36-2201Vol 3, ; AT-
M-01; Training OI;
1C1X1 CFETP; FEQ

Explain three level initial evaluation procedures and their
importance in ATC. Demonstrate the ability to conduct
an evaluation and to recognize a deficient task item.
Explain how to report deficiencies to Air Education &
Training Command.

2f Field Evaluation
Questionnaires

AT-M-01; AFI 13-203,
Chap 11; Training OI;
1C1X1 CFETP; FEQ

Explain the purpose of an FEQ. Identify the evaluation
criteria outlined in the FEQ and display the ability to
plan, conduct, and submit the results to the CATCT.

3b (6) Newcomers Indoctrination

AFT 13-203, Chap 10;
AT-M-01; AT-M-08;
Training OI

Explain the different components of the Newcomer’s
Indoctrination Program. Describe the duties and
responsibilities of each staff member with emphasis on
the trainer’s role. Schedule a meeting with the CATCT
for a briefing on how the trainer fits into the program.
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Position Certification Training

Position certification training involves training an individual in a specific air traffic control position such as approach,
arrival assistant, local, or flight data. At times, it may be called qualification training when an individual is training on a
specific position in order to obtain a job skill. For the trainer, position certification training is the primary responsibility,
and encompasses utilizing Position Certification Guides (PCG) in order to complete the task.

When initially assigned a trainee for a specific position, the first action should be to interview the trainee and determine
the knowledge level of the individual. To accomplish this, conduct an initial training evaluation (see Figure 6-1) by
following the PCG, item by item, and verbally asking questions on exactly what they know on the subject matter. The
trainer should annotate the proficiency level of each item and refer to it when conducting position certification training, so
as not to over-simplify information the trainee already knows. If the task requires the apprentice to perform an item,
utilize the Air Traffic Control Simulation Equipment (ATCSE) or live traffic to evaluate the trainee’s performance.

Trainer Trainer Found Document
Assigned Conducts Proficient Controller AF
Apprentice — % Initial —> Form‘ 623a or
Controller Evaluation suitable
substitute
Recommend
Found Not Apprentice
Proficient
Train Controller
Apprentice For
Controller Certification
On Item
Figure 6-1

If the trainee meets the facility requirements for a specific task, sign the individual off in the STS. If not, follow the
training guidelines outlined in the PCG. Ensure training standards and objectives are met or exceeded when concluding
that an apprentice has fulfilled the requirements levied in the position certification guides. As the trainee progresses from
one position to another, more task items will be found proficient during the initial training evaluation.

Simulation Training

Simulator training is usually conducted on AT Coach, SIGNAL or TSS (depending on facility equipment), and requires a
relationship between trainer, trainee, and the CATCT, CATCA or ATCSS simulation administrator. Simulation
equipment is programmed with specific scenarios that provide the trainer an operational environment that simulates a task
item (See SIGNAL example Figure 6-2). Most items in the PCG that relate to air traffic control operations will have an
associated simulator problem, and provide a written objective and standard for the trainee to complete in order to be
deemed proficient. As part of the initial training evaluation, the trainer must conduct a simulator problem on the trainee to
evaluate performance capabilities. AFI 13-203 requires the administrator to develop position scenarios to serve as a
device to measure standards during initial evaluations. Additionally, trainee controllers (all skill levels) should not control
live traffic until completing a comprehensive simulation program for the position in which certification is being
accomplished. Exceptions are approved only by the facility CCTLR.
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The Simulation and Integration of Ground, Network, and Air Links (SIGNAL) program was developed by the FAA and is
currently used at the FAA Academy and USAF RADAR facilities to train future air traffic controllers. SIGNAL requires two
Pentium III 500 MHz computers running Windows 2000 or XP.

SYSTEM FEATURES

Over all features: TCP/IP network connection, pause, rewind and replay, 3D display of airspace, to include sectors and
approaches.

CREATE2000: An extremely powerful airspace and scenario development tool. The ease of developing airspace is greatly
enhanced through the use of Lat/Longs, as well as radials and DME’s (from already built fixes). Wind, weather, visibility,
sectors, Flight Plan Areas and Student Areas of Control are built in CREATE2000.

Radar Scope Simulation: DEDEM simulates the radar scope for the student position. Components consist of the following
buttons: zoom in and out, increase and decrease font size, individual intensity settings, offset and centering, WX display, and
compass rose display. Of course primary returns, secondary aircraft data blocks, alphanumeric tagging, NEXRAD or ASR 9
WX radar display, and video mapping overlays are also available.

Pilot Scope Simulation: PILOT provides the ability to instantaneously add aircraft on the fly as well as changing a flight plan
without interruption to training. PILOT also utilizes the pause, rewind and playback buttons. Three different views of aircraft
data tags are available: EnRoute, ARTS, and aircraft silhouette. Pilot Prompts, System Prompts and Scenario Info provide the
pseudo pilot additional scenario information. 3D Pilot is a new feature added and although it is not to be used for actual
piloting of aircraft, it does provide the ability to see “what happened” from a different perspective during rewind and playback

Aircraft Simulation: All aircraft categories are built into the SIGNAL program. Any aircraft not already included can be
directly added in the CREATE2000 master file. There is currently no reasonable limit to the amount of aircraft SIGNAL can
generate.

When training on a task item that requires radar simulator training, cover the reference material provided in the PCG first.
Allow the trainee to become thoroughly familiar with the core knowledge of a specific topic, then allow them to progress
to the simulator. When conducting a simulator training session, explain to the trainee what the scenario is going to cover,
what is expected of them, and what will be evaluated during the exercise. Continue to utilize the simulator problem until
the trainee has mastered the information. If the need for a more comprehensive scenario is necessary, inform the CATCT
and ATCTD administrator to discuss the possibilities.

Airfield Operation Flight (AOF) Web and Computer Based Training (CBT)

AOF Web is designed to be an all inclusive information retrieval tool. Computer based training (CBT) is an individual
learning system that utilizes a personal computer for instructional delivery. CBT provides a color graphic, text, and sound
presentation of basic air traffic control concepts such as wake turbulence, vectoring, and airspace configurations. Both
AOF Web and the CBT program are managed by Air Force Flight Standards Agency (AFFSA). CBTs are designed to
give the trainee or seasoned controller basic air traffic control information that is applicable to air traffic control agencies.

Each applicable task in a position certification guide will reference a correlating CBT (i.e. CBT A-5, Non-Radar). The
CBT should be utilized as a supplemental or reinforcement learning tool that allows the apprentice controller to view a
topic from a different medium and perspective. It is not intended to be the only reference source on air traffic control
information. AOF Web and CBT learning does not require the trainer to be present while the trainee is viewing the
information and presentation, although the trainer must instruct the trainee on how to use the AOF Web and CBT
programs prior to allowing self-directed learning to occur.

Non-Radar Training
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The first duty priority of an air traffic controller is separating aircraft and issuing safety alerts. This applies when the
radar equipment is operational and when it is not. It requires a sound working knowledge of the control area and nonradar
separation standards. The definition of nonradar is “the separation used when aircraft position information is derived
from sources other than radar” or “the spacing of aircraft in accordance with established minima without the use of radar
derived vertical, lateral, and longitudinal separation.” As a trainer in a radar environment, it is imperative to learn these
important elements, apply them to a nonradar environment, and assist others in learning how to control aircraft without
the assistance of radar.

Task: Lateral Separation

AFSTS: 84.

MTTR: 252

Objective: Explain the concept of diverging radials and how minimum separation is achieved. Be
familiar with diverging radial charts and how to utilize them in a non-radar environment. Demonstrate
the ability to separate aircraft using diverging courses.

Supporting Information: Lateral separation is considered to exist between aircraft established on
radials of the same NAVAID that diverge by at least 15 degrees. when either aircraft is beyond the
airspace to be protected for the other aircraft. [Remember, each aircraft must have at least 4 miles of
protected airspace on each side of the aircraft, meaning at least 8 miles separation].

Standard: Effectively separate three aircraft without error.

Figure 6-3

Note: Supporting Information is an ISD technique used in developing lesson plans. It is not a
mandatory category in PCG development and used here only in an example format.

Nonradar lessons are addressed in position certification guides (see Figure 6-3) or as a stand-alone program taught after or
before an operational position. The ATC Training OI will outline how the non-radar program is applied in the facility.
Before embarking on this training objective, the trainee must read Chapter Six of FAAO 7110.65. Upon completion of
any nonradar training program, the trainee will:

e Have a thorough working knowledge of the airspace and control area.

e Have the ability to correctly annotate and sequence flight progress strips.

e  Correctly apply vertical, longitudinal, lateral, and initial separation to aircraft.

e Control IFR nonradar traffic throughout the operational control area.
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Evaluating Formal Course Graduates

The purpose of the formal course evaluation is to evaluate the adequacy of formal training (334" Training Squadron) by
comparing what the trainee knows or how they perform to the standards in the Specialty Training Standard (STS) portion
of the CFETP (excluding deferred items at the unit). The initial evaluation is the only means of feedback the schoolhouse
has to assess the graduate’s ability after leaving Keesler AFB. It is conducted on all apprentice controllers during the first
90 days following assignment. Though it is to be completed by the graduate’s immediate supervisor, often the trainer and
supervisor are the same. Evaluate as a minimum:

1. Military Bearing.

2. Technical ability. Using the Specialty Training Standard (STS) contained in the CFETP, evaluate the graduate’s
ability to perform tasks taught in the formal course at the specified training level.

Use the Customer Service Information Line (CSLI) listed in the CFETP to report training deficiencies identified during
the initial evaluation. Document the deficiencies in the graduates’ AF Form 623a. When requested, use evaluation results
to complete the AETC Graduate Assessment Survey (GAS) or Field Evaluation Questionnaire (FEQ) to provide feedback
on the quality of formal course graduates. The GAS is sent to supervisors of graduates approximately 90 days after
graduation. FEQs are conducted every 2 years (initial skill, AFSC awarding and mandatory 7-level courses) and are sent
to supervisors of graduates 4 to 6 months following graduation.

Newcomer’s Indoctrination Program

The immediate supervisor must prepare for the initial interview/briefing of the trainee (a sample is illustrated in Figure 6-
4). Ensure all training materials are on hand (i.e. CFETP, JQS, technical references, trainee’s AF Form 623, appropriate
certification guide, and any other applicable training documents). The meeting should be conducted in a well lit, quiet
room with the trainee’s designated trainer present. The initial interview is designed to welcome the trainee, familiarize the
trainee with training goals and rating/certification requirements, and explain how becoming a qualified controller and
building job expertise relates to promotion.

When beginning the briefing, put the trainee at ease and get to know them. Show a genuine interest in what the trainee is
discussing. Explain that proper training and a positive attitude results in a successful training experience. Each
supervisor, trainer, and trainee must develop this attitude to be successful.

Review the composition of the Air Traffic Control training program with the trainee. Ask if there are any questions
toward any aspect of training. Make sure the trainee understands what is expected of him/her throughout the training
process. Finally, document the training meeting on an AF Form 623a or suitable substitute.

Support material is needed at times to help clarify difficult points or to simplify the task being taught. After the lesson

plan has been developed, identify the support materials needed (i.e. computer, overhead slides, videotapes, cassette
recorders, tests, handouts, regulations, etc.).
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Newcomer’s Checklist

e Advise the trainee of your expectations and ask their expectations in training.
e Training

How will training be conducted?
On-the-job training will incorporate the use of position certification guides, computer based
training products, and Air Force/Base instructions. Trainee will gain task proficiency by
performing tasks on a routine basis, under the supervision of a trainer and supervisor.

Where will training be conducted?
Generally, trainees will receive training in their assigned section, however there may be
instances where a trainee will need to attend locally developed courses and lectures (non-
radar, etc.). Attendance at these is contingent on individual's qualifications, when they
arrive on station. Administrative training may be obtained from support agencies when
circumstances dictate.

When will training be conducted?
Normally, training on specific requirements will be accomplished during the assigned shift.
Training on detailed task requirements may be accomplished during scheduled down times
to ensure uninterrupted training. Be prepared to work on your off-duty time.

What is the estimated duration of training?
It should take the average trainee (1C1X1) approximately 6 months to become facility rated.
The trainee's past experience and abilities are the determining factors in satisfying training
requirements. This area is outlined within the certification guides.

e  How will performance and knowledge be evaluated?

Will be evaluated by reviewing course work, working in position, asking questions about a task

e  When will performance and knowledge be evaluated?

Will be evaluated on a daily basis. Written evaluations will also be completed.

e  Trainer Responsibilities

Primary responsibility is to ensure trainee is trained according to job standards.
Responsible for monitoring the trainees performance.

Ensures work center duty positions qualifications and upgrade requirements are met.
Conducts evaluations and certifies and decertifies qualifications.

Plans and schedules training and adjusts training plan as required to accomplish training.
Documents’ training records and seeks assistance from the training manager when needed.

e Trainee Responsibilities

Primary responsibility is to obtain and maintain qualifications and skill level.
Become a productive team member, learn the assigned training task and develop job knowledge.

Understand their role in performing the mission with other units, specialties, and coworkers.

Figure 6-4
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REVIEW EXERCISE

1. The first action a trainer should take when entering an apprentice controller into position certification

training is to conduct an

2. How does a trainer annotate that a trainee is proficient on a task item during the initial task analysis?

3. What training product provides the trainee with a graphic representation of specific ATC topics?

4. Who can waive the requirement that an apprentice controller must complete a comprehensive radar

simulation program prior to working live traffic at a facility.

5. What training program outlines non-radar training procedures?

6. True or False (Circle One). Three level initial evaluations are not conducted on re-trainees.

7. How are deficient areas found during a task analysis forwarded to AETC?

8. What is the purpose of a Field Evaluation Questionnaire?

9. Who is responsible for preparing an initial interview for the trainee when first assigned to the crew?

10. List three areas that should be included during an initial interview with a new trainee?
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SECTION SEVEN
APPRAISING TRAINEE PERFORMANCE
“Teachers open the door, but you must enter yourself” -- Chinese Proverb

Trainers are constantly required to appraise the progress of trainees and provide feedback on how well they are doing.
Studies have shown that when trainers take the time to explain performance standards to a trainee, productivity usually
increases. Feedback is primarily geared to improve the trainee’s knowledge level and control abilities, not to focus on
past performance and deficient training areas. To be effective, feedback must be clearly stated and the trainer must ensure
the trainee understands it.

Objectives

To complete this section of instruction, the following objectives must be completed with minimal assistance from the
trainer. Recommended completion time for this section of instruction is seven days or fourteen hours.

Task References Objective
4a Components of an Evaluation AFI 13-203, Chap 11; Explain what a performance evaluation is and its impact
4b Application of Performance AFMAN 36-2234, Chap | on the training process. Describe the different
Feedback and Evaluation 8; AT-M-01 components of an effective evaluation and what not to do

during the evaluation process. Demonstrate the ability to
conduct a verbal and written evaluation on an individual
after completing a task item in a PCG.

4d ATC Testing and Certification AFI 13-203, Chap 13 & Describe the different types of ATC testing. Explain how
Procedures 14; AFMAN 36-2234, testing is conducted. Describe ATC certification process.
Chap 5; AT-M-01
3e Experiencing Difficulty In AFI 13-203, Chap 11; Explain when a trainee may be entered into EDIT status.
Training (EDIT) Procedures Training OI; AT-M-01 Explain CCTLR responsibilities during the EDIT process.
Types of Feedback

Verbal feedback is a must in any training environment. Verbal feedback is instantaneous and provides the trainee an
immediate overview of how they performed during the training situation. It does not need to be elaborate or in-depth,
although it should be specific enough to give the trainee a direction as to what to expect later during a more official
performance evaluation. Common courtesy and accepted Air Force communications criteria must be used for an effective
verbal feedback session. See Figure 7-1 for specific items to include and not include in a performance appraisal.

Two forms of written feedback are utilized in air traffic control training; AF Form 623a training evaluations and position
certifications/facility ratings.

e Training evaluations - You must accomplish written evaluations on all trainees at least twice a month. This is
the minimum requirement and evaluations may be conducted more often if needed or directed by the CCTLR.
Evaluations are used to apprise the trainee’s progress on a continuous basis. If trainees experience difficulty
in training, the CCTLR will determine if the frequency of evaluations should increase.

e Position certifications — Position certifications are performed by the Chief, Standardization and Evaluation
(CSE), or other designated individuals, as an official determination of the level of proficiency the trainee has
achieved. The CSE will observe the trainee’s performance for a reasonable period of time under normal
workload conditions using the standards specified in the certification guide. If successful, the trainee will
obtain a position certification or a facility rating.
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PERFORMANCE APPRAISAL “DO’S” AND “DO NOTS”

Performance Appraisal Do’s

Reassure the trainee by building on strengths.

Use a “We” attitude when discussing problems.

Be specific when discussing performance.

Keep the interview or critique on track.

Draw the trainee out by asking thought provoking questions, then listen to the response.
Listen with warmth, frankness, sincerity, and real interest.
Talk about job results.

Function as a coach or facilitator, not as an inspector.
Close properly, positively.

Summarize and plan for improvement and changes.

Write down the results.

Performance Appraisal Do Nots

Use negative words or too many negative criticisms.

Use a “You versus Me” attitude.

Give insincere or excessive praise.

Use generalities that can not be backed up by specific examples.
Dominate the conversation.

Place much emphasis on personality traits.

Be extremely fussy or seem impatient.

Be or seem hurried.

Figure 7-1

Components of an Evaluation

The purpose of performing evaluations is to determine trainee progress toward task/block objectives contained in the
certification guide, identify level of skill achieved, pinpoint areas needing improvement, identify methods to be used to
make improvements, identify strengths, and identify trainee’s attitude towards training. There are two styles of evaluating
a trainee: subjectively and objectively. The goal of the trainer is to routinely provide an objective evaluation throughout
the training process.

e Subjective - A subjective evaluation means the appraisal is influenced by a variety of things (outside
influences) such as opinion, no common standard, or the personal feelings of the evaluator that affects their
judgments. Examples: controller technique, attitudes, etc.

e Objective - Trainees are fairly evaluated on their ability to perform the job using a common standard. Clear
standards are established in FAA directives, AFI 13-203, Federal Air Regulations, Operating Instructions,
certification guides, etc.

In order to increase the credibility of an objective evaluation, evaluate performance against an established standard that is
known to the evaluator and trainee and use well constructed appraisal instruments such as written tests, oral tests,
predictive and/or performance tests. Using a combination of the above will create an effective evaluation that is useful to
the trainee (see Figure 7-2). The CATCT and/or CSE will normally have performance objective tests (such as block tests)
available to the trainer or watch supervisor. As a minimum, address the following on every training evaluation:

e Name, inclusive dates of evaluation, position start date and total calendar days allowed for position.
e Specific tasks covered during the evaluation period.
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e Status of trainee development. Assess the trainee’s progress, or lack of progress, toward the block objectives.
Include deficient areas and strengths. Identify the cause (s) of unsatisfactory progress, if applicable.

Results of previous corrective actions.

Time spent in each category of training (live, simulator, non-positional).

Other comments. Include all interruptions to training (stop training days, to include reason).

Trainee comments, if necessary.

Identify specific action(s) to correct deficient areas or unsatisfactory progress, if applicable.

Note: Trainees may have deficient areas and still be progressing satisfactorily. The Chief Controller must identify
trainees who are not progressing satisfactorily as “experiencing difficulty in training” and specify in the training
evaluation corrective actions to be taken. The Chief Controller must also identify when a controller is no longer
“experiencing difficulty in training”.

Several rules exist to assist in building an effective evaluation. Planned communication with the trainee helps overcome
fear during the actual evaluation.

e Evaluate your own performance - Are you responsible for the trainee’s good or bad performance? Were you
a crutch or safety net for the trainee?

e  Warm-up period - Take time to develop rapport and discuss the advantages of a periodic evaluation. Set the
trainee at ease. Explain the evaluation process, especially standards.

e Be candid and specific - Get right to the point on discussing the trainee’s performance. “Sugar coating” a
poor performance will only hurt the trainee in the long run. When you are candid and specific the trainee

immediately knows what is expected of him/her.

¢ Build on strengths — Promote trainee to work toward their greatest potential. Trainees must use their strengths
to accomplish the job, not their weaknesses.

e Be a positive listener - Listen with your ears and eyes. Nonverbal communication often says more than
words.

o Evaluate the task - Judge the trainee’s performance and the results; do not judge the person.
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ON-THE-JOB TRAINING RECORD
CONTINUATION SHEET

. POSITION: SELECT TRAINING POSITION TYPE EVAL:
INCLUSIVE DATES- PHASE/BLOCK/SECTION: SELECT # SELECT TYPE EVAL.
POSITION START DATE: POSITION TRAINING “TARGET DATE”: POSITION TRAINING TIME LIMIT: () Days
DAYS USED THIS EVAL: 0 Days TOTAL DAYS FROM PREV. EVAL: 0 Days OVERALL TOTAL DAYS USED:  0.00 Days
TOTAL HOURS (if LIVE SIM/STATIC NON-POSITIONAL PREVIOUS EVAL. TOTAL USED: OVERALL TOTAL HOURS USED:
required

THIS EVAL. 0.00 Hours 0.00 Hours 0.00 Hours 0.00 Hours 0.00 Hours

RESULTS OF PREVIOUS EVALUATION’S CORRECTIVE ACTION: 1If corrective actions are indicated on the previous evaluation, outline
the methods used and status of remedial training.

SPECIFIC TASKS COVERED: Describe the specific task(s) covered during this round of instruction. Use the STS number and the
corresponding task description. If the specific task(s) covered are a carryover item(s) indicate so by writing "carryover" in
parenthesis after the description. Remember not to task saturate the trainee.

STATUS OF TRAINEE DEVELOPMENT: This is the most important aspect of the training evaluation. Assess the trainees progress, or
lack of progress, toward meeting block objectives. Identify specific tasks trained and completed. Do this by beginning the entry with
STS Items Completed followed by a brief discussion of what the trainee did to meet the specific task. Discuss how each task was
trained and evaluated. Utilize standards established in the PCG. After identifying and discussing all STS tasks completed, identify
STS task items remaining open. Be specific about learning deficiencies or areas needing improvement. Discuss these deficiencies
and the means to overcome them in the "corrective action" category below. Don’t embellish with abstract opinions.

CAUSES OF UNSATISFACTORY PROGRESS (IF APPLICABLE): Be specific as possible and do not restate the deficient areas only.

SPECIFIC ACTIONS TO CORRECT DEFICIENT AREAS OR UNSATISFACTORY PROGRESS: ldentify specific action(s) to correct deficient
areas or unsatisfactory progress (if applicable). Describe distinct study references, simulation criterion, and other means to correct
areas needing improvement or items covered in unsatisfactory comments. Specificity is extremely important in this category.

OTHER COMMENTS IE “STOP TRAINING DAYS” OR [NEW POSITION TRAINING “TARGET DATE”: This area should describe items
such as interruptions to training or "Stop Training" days for unaccounted for events (ex: Leave, SP augmentation etc.), change of
trainer, request for CCTLR extension, request for EDIT, and/or stop training. REMEMBER, you must have CCTLR approval for all
"Stop Training" days! If necessary and CCTLR approves "Stop Training" days, document a new "Target Date" for training here! If
necessary, any information regarding training that doesn't fall under the purview of another heading, address it here.

TRAINEE COMMENTS.: The trainee may make comments directly related to the assessment made in this evaluation. Once signed, the
trainee is confirming that the information contained within is accurate. If the trainee opts to not make any comments than a simple
“N/A” accompanied by the trainees initials, may be entered into this section.

TRAINEE: CCTLR:

TRAINER: CATCT:

WS: AOF/CC:

SUPERVISOR: (AOF signature required for EDIT training only)

Name (Last, First MI)

Figure 7-2
Testing and Certification

The primary purpose of testing is to assess the trainee’s attainment of the behavior specified in the PCG for a particular
objective. Tests also serve as a medium to identify problems or weaknesses in instruction, whether crews are performing
up to standards on specific objectives, and to evaluate trainer proficiency. AFI 13-203 charges the CSE to develop and
administer all controller proficiency and evaluation instruments, however, it is important for the trainer to be aware of
how and why testing tools are developed in the manner they are.

Block, position certification and facility rating examinations are used to evaluate the trainee’s mastery of a specific
instructional objective. The objective is described in detail in the associated PCG, and the criterion is intended to measure

64




only that which is written. To show that the trainee has attained the objective, they must meet or exceed the standard
specified in the objective. Each ATC facility has specific certification processes. Refer to the local ATC Training OI for
unit certification procedures.

Types of Certification Tests

Air traffic control utilizes two types of test measurements to assess a controller’s ability: performance and predictive
tests.

A performance test is one which requires the apprentice to demonstrate the skill required to achieve the position
certification. Many ATC tasks, especially aircraft separation functions, involve many different capabilities that have to be
performed in an integrated manner. For example, the task of separating arrivals from aircraft conducting IFR pattern
operations involves the recall of many procedures (vectoring, speed adjustments, wake turbulence), physical performance
of steps (Enhanced Terminal Voice Switch, airfield lighting panel, PIDP), recognition of support materials (AWDS, flight
strips), observation of rule use (separation criteria, priorities), and attitudes (safety first). In this type of evaluation,
performance cannot be measured by a written test.

If the actual behavior cannot be tested in a performance test, or is a measurement of comprehension, the next best option
is to test the apprentice in a written or oral format to determine, or predict, if a certain knowledge level was obtained. For
instance, if a trainee can draw every IFR approach to a specific airport, there is a probability that the apprentice can recall
the same information when actually controlling live aircraft. It is important to note that tests that do not measure the
actual performance of an objective are valid to the extent that they predict student performance on the actual task. Most
predictive tests are written tests, oral examinations, and in some cases computer-based instructional tests.

Trainer Developed Testing

In most ATC facilities, the trainer is not responsible to construct block tests for PCG’s. However, the trainer may want to
develop testing tools to bring the trainee up to a level to successfully complete block test requirements. This can be
accomplished by using a number of instructional tools depending on the situation.

One technique utilized by trainers is to instruct the trainee to outline specific task item references. Once completed, the
trainer and trainee talk about the outline and add or delete information until it entails all the learning material. The trainer
then instructs the apprentice controller to write a sizable (dependent on the amount of information) test (any format) on
the required information. The trainer and trainee go over the test verbally, ensure the questions are valid, and then
proceed to the next set of objectives. The trainer keeps the test. This process continues until the trainee has completed the
entire block of instruction. At this time, the trainer administers the test questions developed throughout the block, and
continues the process until the trainee knows all the required information.

Another testing technique is the use of worksheets and diagrams. It is difficult to measure a trainee’s knowledge of
airspace, approaches, maps, and radio frequencies through performance tests. Supervisors and trainers can develop
worksheets that allow the trainee to fill in the blanks, testing the knowledge level of the trainee. It is also common to have
trainees draw airspace and/or approaches free hand on a blank piece of paper. The key to this technique is repetition.
Conducting this exercise only once before a block test will usually prove disastrous. Have the trainee complete this
exercise daily until the worksheets are perfect. Document the results in the AF Form 623.

One final technique is to allow the trainee to re-teach the information in a specific block of instruction back to the trainer.
It is a proven instructional practice that when an individual is required to instruct others on a particular subject, they will
be more aggressive to learn, and spend more time investigating details on the subject. With this testing scenario, the
trainer is able to assess if the trainee covers all the material, can present it logically, and can ask questions if weak areas
become apparent.

Evaluation and criticism is a recurrent part of training. As a trainer, you must have the ability to analyze, appraise, and
evaluate the performance of trainees. Trainees must have confidence in you before criticism is accepted. A critique is
pointless unless trainees profit from it. If trainees have a weakness, provide positive guidance for improvement. Trainers
must remain flexible in their approach to each critique. You must remain sensitive to the trainee’s needs. To dwell on a
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given criticism too long may have a negative effect. Do not criticize unless you can suggest an improvement. Avoid
placing the trainee in a defensive position; take time to explain your criticism objectively.

Skill Checks

The key word in this type of training evaluation is “skill.” In this context, skill means the ability to perform a job-related
activity that contributes to the effective performance of a task. Skills involve physical or manipulative activities that often
require knowledge for their execution. All skills are actions having specific requirements for speed, accuracy, or
coordination. There are two types of skill-checks that can be performed on air traffic control trainees, the performance
skill-check and the certification skill-check.

Performance skill-checks are conducted for a variety of reasons varying from observing that a trainee is progressing way
ahead of schedule to being evaluated as EDIT status. The trainee’s watch supervisor or a supervisor who maintains
familiarity or currency on the operating position conducts performance skill checks. The skill-check is documented by the
supervisor on AF Form 623a. Performance skill-checks are used to:

e Compare the knowledge and skill level of a trainee to those required for certification.
o Assist the trainee in performing comfortably with monitors other than their assigned trainer.
o Identify those areas requiring improvement to achieve certification.

The trainee’s watch supervisor (or other delegated controller) conducts certification skill-checks. These skill-checks are
conducted on tasks trained and signed off on the trainee’s JQS or AF Form 797, as appropriate, and documented on the
AF Form 623a. The trainee’s performance of the knowledge and skills required for certification are assessed through the
certification skill-check sessions that may include verbal questioning, simulation, live traffic, or other methods.
Remember that skill-checks are not mandatory but are a viable tool when assessing a trainee’s performance.

Experiencing Difficulty in Training

It is unrealistic to assume that every trainee who enters the ATC career field will succeed. Even though apprentice
controllers may graduate from technical school, it is not a given that the trainee will be successful. The technical school
environment is simply a screening tool to determine if the individual has the core capabilities to be a controller. The real
proof is when actual on-the-job training begins and the apprentice is required to control real airplanes.

The trainer is the key to a successful training program. But as a trainer, an inherent responsibility is to identify a trainee’s
deficient knowledge and performance areas. This is achieved by documenting each and every training session on the AF
Form 623a. More times than not a trainee will progress satisfactorily within the specified time limits. However, trainees
may have deficient areas and still be progressing satisfactorily. A trainee can be identified as “Experiencing Difficulty in
Training” (EDIT) for many reasons. The most frequent causes of an individual entering EDIT status are:

e Exceeding block or position certification time limitations set by the CCTLR.

e Inability to comprehend a specific task item within the allotted time limitations.

e Continually decertified on specific task items already trained.
The trainer must avoid certain pitfalls of evaluation. The most common pitfall is evaluator leniency. The trainer
instinctually wants the trainee to be successful. In doing so, the trainer may be hesitant to write an evaluation that has any
negative information in it. This practice impedes effective training, wastes valuable resources, and provides the facility
chief a deceptive description of the trainee’s abilities. Inversely, some trainers tend to consistently write only negative

comments or penalize the trainee for differences in technique. This is commonly known as evaluator differences.

EDIT Process
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The trainer will be the first person to recognize that an individual is having trouble learning or is unable to grasp the
concept of ATC in an operational environment. When this occurs it will usually surface as one of the three examples
noted above and be annotated in the individual’s training records. The AF Form 623 is then forwarded to the CCTLR for
review and a decision will be made as to whether the individual will enter EDIT status. If so, the chief controller will
counsel the trainee on the decision and, as a result of the interview, may grant up to 50 percent of the original training
time for the trainee to learn the information. CCTLRs extensions may be granted for each block or the entire position.

The result of the CCTLR decision will be entered into the trainee’s training records on AF Form 623a or suitable
substitute and forwarded back to the trainee with specific instructions. The CCTLR may assign daily evaluations and
verbal updates on the trainee’s progress. A new crew or trainer may be assigned, or the CCTLR may suggest a specific
training method to be emphasized more than others (i.e., intense simulator training). In the event the trainee is unable to
accomplish the learning objective within the CCTLR extended time limit, the individual will be entered into either
withdrawal status or referred to the MAJCOM for a training extension beyond the CCTLR’s.

Once it has been determined that a trainee will be withdrawn from the career field, the trainer has completed his/her duties

in the training process. The trainee will be submitted for withdrawal under the Failure to Obtain or Maintain Position
Certification or Facility Rating (FTOR) category.
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REVIEW EXERCISE

. What are the two forms of written feedback used in air traffic control training?

How often, as a minimum, must training evaluations be accomplished in air traffic control training?

When injecting your opinion into a performance evaluation, you are evaluating

True or False (Circle One). Trainees can not be progressing satisfactorily if they are having difficulty
in training or have a training deficiency in a specific area.

List four rules to remember when building an effective evaluation.

The primary purpose of testing in air traffic control is

Name two types of air traffic test measurements.

When will a CSE utilize a written test for controller certification?

The three most frequent causes of individuals entering EDIT status are

The CCTLR may grant a training extension not to exceed of each block or

of the original time allotted for the position.
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SECTION EIGHT

AIR TRAFFIC CONTROL RATING AND WITHDRAWAL PROCEDURES

Objectives

To complete this section of instruction, the following objectives must be completed with minimal assistance from the
trainer. Recommended completion time for this section of instruction is four days or eight hours.

Task References Objective
3d Recommendations for Position AFI 13-203, Chap 11, 12 | Explain the USAF ATC certification, rating, and
Certification/Facility Rating & 14; FAR Part 65, withdrawal process. Explain what criteria a controller
Subpart A & B; FAAO must complete to be recommended for certification.
7220.1A, Chap 4 & 5; Explain the different categories of ATC withdrawals.
Training OI; PCG; AT- Demonstrate the ability to recommend an apprentice
M-01 controller for position certification criteria found in the
Training OI.
3f Air Traffic Control Withdrawal AFI 13-203, Chap 15 & Explain the ATC withdrawal process. Discuss each
Procedures Atchs 2-9; AT-M-01 withdrawal category with the trainer.

Air Traffic Control Ratings

An air traffic control facility rating in the USAF means that the individual is qualified to work in every control position in
the facility that they are assigned. The trainer is responsible to instruct the apprentice controller on performance standards
to obtain each position individually, recommend them for position certification, and move on to the next position. The
trainer does not perform any of the evaluations that measure the ability of the trainee to control aircraft in a position. A
“check and balance” system is inherent in the ATC system that requires a third party member to evaluate training
capabilities.

Facility personnel trained are trained to examine performance and knowledge behavior and compare those observations
with a set of criteria deemed to be the facility standard, conduct ratings and certifications. They include the CSE,
Assistant CSE (ACSE), Chief, ATC Training and Standardization (TSN), Assistant TSN (ATSN). Upon completion of
the training requirements for each position in the facility, a document is prepared to recommend the individual for
certification (refer to ATC Training Ol for recommendation procedures). Recommendations are forwarded through
facility staff personnel until they reach the CSE, where arrangements are made for testing and evaluation.

Tower personnel are required to complete certifications in ground control, flight data, and local control prior to receiving
a facility rating. When completed, the CSE will issue a Temporary Airman Certificate to the certified controller allowing
the trainee to work in the facility unmonitored, pending receipt of the FAA CTO certificate.

Radar Approach Control (RAPCON) personnel are required to complete certifications in all control positions except
Radar Final Control prior to receiving a facility rating. When completed, the CSE will document the type of rating on the
reverse side of the ATCS Certificate that the apprentice was issued upon graduation from technical school. Additionally,
for both Tower and RAPCON facility ratings, the CSE will annotate each individual position, type facility, and type rating
on the individual’s AF Form 3622.

ATC Withdrawals
Not every apprentice controller will successfully complete the rigid training standards required to become an air traffic
controller. As discussed earlier, individuals may be entered into EDIT status when experiencing problems with specific

learning objectives or when they require additional time for seasoning. When the CCTLR has exhausted all available
options or the individual has become disqualified, a withdrawal process begins. The trainer is not responsible for advising
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the trainee on the pending withdrawal, building the withdrawal package, or acting as the only reference source for
withdrawal information. ATC managers are required to identify substandard apprentice controllers to the squadron
commander as soon as possible. The commander is responsible for trainee notification, withdrawal actions, and final
disposition. Refer to AFI 13-203 for detailed guidance.

Types of Withdrawal

An apprentice controller can be withdrawn from the career field for reasons other than substandard performance. Other
incidents occur that the trainer has no control over. ATC withdrawals fall into the following categories:

¢ Fear of Controlling — This category is a non-medical term for a simple mindset or phobia that an individual professes
a fear of controlling aircraft. It requires the individual to be evaluated by a psychiatrist. In any case, the individual is
considered as self-eliminating themselves from the career

e Failure to Obtain or Maintain Position Certification or Facility Rating (FTOR) — The trainee has failed to meet
the standards outlined in the ATC Training OI or has failed to maintain the proficiency/ability to control aircraft
safely and effectively in a position already rated in. ATC managers may also withdrawal a controller if they are
unable to complete the facility’s radar simulator program, as long as the problems are not more difficult than actual
routine traffic.

e Character and Behavior Disorder (CBD) — This withdrawal rarely affects the ATC trainer. An apprentice may only
use this disqualifying factor within six months from the initial oath to enter the Air Force. A disorder is defined as a
condition that may be detrimental to the individual’s performance of ATC duties and a hazard to flying.

e Alcohol Abuse — If a controller, apprentice or journeyman is involved in an alcohol related incident, it may be
grounds for ATCS certificate withdrawal. Each case is evaluated individually by the squadron commander and a
determination whether to allow the controller to return to duty after recommendations are made from base counseling
agencies.

e Drug Use or Abuse (DA) — The use of drugs is very dangerous when mixed with controlling aircraft. The trainer’s
role in this category is to be aware of any sudden changes in motivation and behavior in the trainee and advise
supervisory personnel.

e Other — This withdrawal category is utilized when a controller displays a condition that could affect flying safety.

An example would be performing in the approach position where an individual’s control practices create a hazardous
situation. It can be due to one specific incident or a series of unsafe control practices.
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REVIEW EXERCISE

1. Who conducts position certifications and facility ratings?

2. What document is issued to a controller who has just received a control tower rating?

3. What Air Force Form is documented when an individual completes a facility rating in a control tower

or a RAPCON?

4. List five types of air traffic control withdrawal.

5. Which withdrawal type does a trainer have the most impact on?
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SECTION NINE

AIR TRAFFIC CONTROL TRAINING DOCUMENTATION

Documenting a training session is probably the most difficult task a trainer has, or at least it appears that way in many
training programs. You’ve just completed a training situation, you’re tired, you verbally debriefed the trainee, and now
you must write an evaluation. On top of that the Chief Controller is constantly looking in the training records only to find
missed evaluations. When does it end?

This section of AT-M-01 shows the trainer how to document each phase of training through the use of examples that
display a correct way to document all types of training to include the periodic evaluation of position certification training,
monthly proficiency studying and training, review training, and JQS completion.

Objectives

To complete this section of instruction, the following objective must be completed with minimal assistance from the
trainer. Recommended completion time for this section of instruction is nine days or eighteen hours.

Task References Objective
4c AF Form 623 Documentation AFI 13-203, Chap 11 & Explain each heading in a performance evaluation.
Procedures 13; CFETP 1C1X1, JQS | Explain the different types of training that a trainer is

002; AF Forms 623a & required to document in a trainee’s records. Demonstrate

1098, Training OI; PCG; | the ability to write a proper evaluation using the required

AT-M-01 format at the unit, annotate monthly and review training,
and how to enter and complete a task item in the CFETP
1CI1X1 and JQS-002.

Monthly Proficiency Training

AFI 13-203 requires all ATC personnel to participate in monthly training. The CSE develops and administers the
monthly controller proficiency tests and other associated evaluation requirements and the manner that it is administered
and recorded is outlined in the ATC Training OI. Monthly training is considered recurring training and is required to be
annotated on AF Form 1098. (Figure 9-1 is the correct way to annotate monthly training).

TASK OR RECURRING DATE SIGNATURE OF INITIAL SCORE TYPE FRE- DUE
TRAINING AND COMPLETED CERTIFYING OFFICIAL OF OR QUENCY DATE
TECHNICAL REFERENCES TRAINEE HOURS

Dec Proficiency Training
TR: CATCT Ltr.3 Dec 03 15 Dec 03 Deanna Dennis LT 2+00 Ss M Jan 04

Dec Proficiency Test 29 Dec 03 Deanna Dennis LT 100% w M Jan 04

Dec Proficiency Retest
(if applicable)

Figure 9-1

The information in italics is required to be filled in by ATC personnel. All other information is preprinted on an AF Form
1098 prepared by the CATCT. The December training letter was dated 3 Dec 03 and is listed in the first column of the
AF Form 1098. Column two is the date the training or the proficiency test was completed. The certifying official
referenced in the third column must be a qualified controller. The certifying official is verifying that training was
conducted and the score achieved on the proficiency test. The trainee initials each entry of the AF Form 1098 to verify
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the accuracy of the information. Proficiency training is also annotated by the number of hours an individual has studied
for the test, while proficiency test scores are listed underneath.

Position Evaluations

An evaluation is a judgment expressed as a measure or ranking of trainee achievement progress or application. As a
trainer, it is impossible not to enter subjective data into the evaluation. For example, the trainee met the facility standard
outlined in the PCG but was unable to meet the trainer's expectations and standards. A proper evaluation will put
subjective information at a minimum and guide the trainer to evaluate a person on how they are progressing according to
written standards.

The most effective means to use when conducting an evaluation is not to wait until the day the evaluation is due to begin
the process. By maintaining progress checks and performance data on a daily basis, it is relatively easy to write an
objective evaluation that states whether a trainee has met the facility standards or not. Evaluate the entire training period.
Don’t focus on one specific incident whether good or bad. It may not reflect the overall progress of the individual.

Trainers must accomplish training evaluations at least twice a month to document the trainee’s progress toward task/block
objectives contained in the certification guide, CFETP, and/or appropriate JQS. Evaluations may be required more
frequently as deemed appropriate by the facility CCTLR. Use AF Form 623a or a suitable substitute for all evaluations.
As a minimum, address the following in every training evaluation:

e Name, inclusive dates of evaluation, position start date and total calendar days allowed for position.

e Specific tasks covered during the evaluation period.

e Status of trainee development. Assess the trainee’s progress, or lack of progress, toward the block objectives.
Include deficient areas within the block of training.

e Results of previous corrective actions.

e Time spent in each category of training (live, simulator, non-positional).

Identify the causes of unsatisfactory progress, if applicable. Be as specific as possible and do not restate the

deficient areas only.

Identify specific action(s) to correct deficient areas or unsatisfactory progress (if applicable).

Other comments; i.e., interruptions, date identified as “experiencing difficulty in training”.

Trainee comments.

Other comments relevant to the training progress

Trainee, trainer, supervisor, WS, CCTLR, and CATCT signatures

AOF/CC signatures on trainees in EDIT status

Refer to Figure 9-2 for a detailed example of a training evaluation. It is important to note that written evaluations may
take on many forms depending on what is defined in the facility ATC Training OI.

Review Training
Review training is conducted for the purpose of correcting specific operational deficiencies detected through performance
evaluations, supervisory observations, trends, or operational evaluations. The purpose of this example is to correct missed

items on monthly proficiency tests. Review training is mandatory for anyone who scores less than 100% on the monthly
proficiency test. Refer to the Figure 9-2 on how to annotate review training on AF Form 1098.
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TASK OR RECURRING DATE SIGNATURE OF INITIAL SCORE TYPE FRE- DUE
TRAINING AND COMPLETED CERTIFYING OF OR QUENCY DATE
TECHNICAL REFERENCES OFFICIAL TRAINEE | HOURS
Dec Proficiency Training Deanna Dennis
TR: CATCT Ltr3 Dec 03 15 Dec 03 RLT 2+00 Ss M Jan 04
Deanna Dennis
Dec Proficiency Test 29 Dec 03 LT 67% " M Jan 04
Dec Review Training Qeanna Dennis
(if applicable) 2 Jan 04 2L 1+30 SS M Jan 04
Dec Proficiency Retest Qeanna Dennis
(if applicable) 5 Jan 04 LT 100% w M Jan 04
Figure 9-2

CFETP/JQS Task Completion

The CFETP STS (refer to Figure 9-4) identifies training references and minimum core task requirements for the ATC
Operations specialty. Each item listed in the STS is required training at all Air Force installations for the facility
indicated, unless the item has a # symbol beside it in the master STS. If so, the item has been deferred at that facility.
CCTLRs may defer training items when deemed necessary. An asterisk (*) next to a task indicates a specialty or general
core task requirement for the AFSC and can only be deferred by the ATC Air Force Career Field Manager. Each item is
also contained in the appropriate PCG.

Referring to the training scenarios in Figure 9-4, Amn Taylor entered training on STS items 5.25. and 5.26 on 11 June
2003. After the training scenario, he was found qualified on equipment knowledge about the primary crash phone and
Intercom operation. He did not complete all the requirements for operating the primary crash phone. So how do you
document the training on the individual’s STS? First, refer to the Part II of the STS for explanations on each column of
the STS. Second, observe that Amn Taylor began training on specific tasks on 11 Jun 03. He completed the training
requirements for Intercom knowledge and operation on 17 Jun 03. To document certification, it requires the training
completion date, trainee’s (TI) and trainer’s (TR) initials. Do not fill in the training completion date for the primary crash
phone until Amn Taylor has completed all the requirements and the trainer is satisfied with the performance. The training
process for an individual in each air traffic control position, in each facility, is not complete until all the items circled in
the STS addressing that position have been completed.

Figure 9-5 shows a similar training item completion for JQS 1C1X1-002.
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Core Certification For OJT Technical School
Tasks, Knowledge and References | Task Proficiency Codes
s
Tower Radar 3 Level
Tng Traine . . .
Tng Trainer Tng Tng Trainee | Trainer
Start Comp I .e. Initials Start Comp Initials Initials A T R
nitials
* A
/Wind Indicators
B 2b
@Light Guns
* A
/Radio/Landlines
*
@Clocks A
@ 11 Jun 03 17Jun 03 | ARB DD
/ Intercoms S
@Primary Crash Phone 11 Jun 03 B | 2b
Figure 9-3 CFETP STS
TASKS AND TECHNICAL REFERENCES CERTIFICATIONS
TSD TCD TI TR CO
5. CHIEF CONTROLLER (CCTLR)
a. Define CCTLR/ACCTLR Qualifications and | ! Pe¢03 | 7Dec03 RR7 wec DD
Responsibilities
TR: AFI 13-203, Chap 1
b. Facility Operations 1 Dec 03

(1) Establish crew change procedures
TR: AFI 13-203; FAAH 7210.3

Figure 9-4 JQS 1C1X1-002
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REVIEW EXERCISE

1. Conduct a training scenario on any task item found in the position certification guide. After completion, fill out a
blank facility AF Form 623a or suitable substitute. (Note: This may not be an example of the locally generated AF Form
623a suitable substitute used at the unit)

CONTINUATION SHEET

ON-THE-JOB TRAINING RECORD

NAME- POSITION: SELECT TRAINING POSITION TYPE EVAL:

INCLUSIVE DATES: PHASE/BLOCK/SECTION: SELECT # SELECT TYPE EVAL.

POSITION START DATE: POSITION TRAINING “TARGET DATE”: POSITION TRAINING TIME LIMIT: Days

DAYS USED THIS EVAL: Days TOTAL DAYS FROM PREV. EVAL: Days OVERALL TOTAL DAYS USED: 0.00 Days

TOTAL HOURS LIVE SIM/STATIC NON-POSITIONAL PREVIOUS EVAL. TOTAL USED: OVERALL TOTAL HOURS USED:
THIS EVAL. Hours Hours Hours Hours 0.00 Hours

RESULTS OF PREVIOUS EVALUATION’S CORRECTIVE ACTION:

SPECIFIC TASKS COVERED:

STATUS OF TRAINEE DEVELOPMENT:

CAUSES OF UNSATISFACTORY PROGRESS (IF APPLICABLE):

SPECIFIC ACTIONS TO CORRECT DEFICIENT AREAS OR UNSATISFACTORY PROGRESS:

OTHER COMMENTS IE “STOP TRAINING DAYS” OR [NEW POSITION TRAINING “TARGET DATE”]:

TRAINEE COMMENTS:

TRAINEE: CCTLR:

TRAINER: CATCT:

WS: AOF/CC:

SUPERVISOR: (AOF signature required for EDIT training only)

Name (Last, First MI)
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2. Using the monthly training requirement in your facility, correctly annotate studying for the training and completing the

test.
TASK OR RECURRING DATE SIGNATURE OF INITIAL SCORE TYPE FRE- DUE
TRAINING AND COMPLETED | CERTIFYING OFFICIAL | OF OR QUENCY | DATE
TECHNICAL REFERENCES TRAINEE HOURS

Proficiency Training
TR: CATCT Ltr SS M
Dec Proficiency Test W M

3. Correctly complete the following CFETP 1C1X1 task item with a start date. Conduct a training scenario with your
trainer or supervisor and complete the remainder of the form.

Core Certification For OJT Technical School
Tasks, Knowledge and References | Task Proficiency Codes
s
Tower Radar 3 Level
Tng Tng Trainee Trainer Tng Tng Trainee | Trainer A T R
Start Comp Initials Initials Start Comp Initials Initials
5.21. Wind Indicators * A
5.22. Light Guns B | 2b
5.23. Radio/Landlines * A
5.24. Clocks * A
5.25. Intercoms
5.26. Primary Crash Phone B | 2b
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AIR TRAFFIC CONTROL TRAINER QTP AT-M-01
JOB QUALIFICATION STANDARD CONTINUATION/COMMAND JQS
TASKS, KNOWLEDGE AND TECHNICAL REFERENCES
Z & START COMPLETION v A
5 | = DATE DATE I " x 3
= |z 25 57 Eag
s |k zZz o =23
= | % <e | 35 | g52
o = =4 E & O&Z

Training & Learning Principles/Techniques
Explain/Apply Principles of Learning

TR: AFMAN 36-2234, Chap 2; AT-M-01

Explain Adult Learning Strategies

TR: AT-M-01

Explain/Apply Effective Communications With Trainee

TR: AT-M-01

Explain Purpose of Understanding Trainee Attitude/Behavior

TR: AT-M-01

IATC Training Program
Explain the ATC Training Program

TR: AFI 13-203, Chap 10; AFI 36-2201, Vol 3; AT-M-01; ATC
Training OI

Explain/Apply ATC Training Program Operating Instruction

TR: AFI 13-203, Chap 10; AFI 36-2201, Vol 3; AT-M-01; ATC
Training OI

Explain/Apply Facility Master Training Plan

TR: AFI 13-203, Chap 10, Glossary — Master Training Plan; AFI
36-2201, Vol 3; AT-M-01; ATC Training OI

Explain Instructional System Development (ISD)

TR: AFMAN 36-2234, Chapter 1; AFI 13-203, Chap 10; AT-M-
01

Explain the Purpose/Use of Career Field Education & Training

e. [Plan (CFETP)

X
TR: 1C1X1 CFETP; AT-M-01
Explain/Use Field Evaluation Questionnaires (FEQs)
f.
X TR: AT-M-01; AFI 13-203, Chap 11; Training OI; 1C1X1
CFETP; FEQ
Explain Purpose of Training Review Board (TRB)
X | g
TR: AFI 13-204, Chap 4; AT-M-01; ATC Training Ol
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w

Air Traffic Control Training

Explain Upgrade, Qualification, Review, Recurring, & On-
the-Job Training

TR: AFI 13-203, Chap 10; AFI 36-2201, Vol I Terms; AT-M-01

(1)

Explain/Demonstrate How to Plan/Conduct the Following
Training:

Position Certification Training

TR: AFI 13-203, Chap 10; AT-M-01; Training OI

X 12

Radar Simulator Training

TR: AFI 13-203, Chap 13 & 16; Training OI; Tower Simulation
System, Air Traffic Coach, Air Traffic Control Training Device
or other training platform Manual; AT-M-01; PCG

X | (3)

Computer Based Training (CBT)

TR: AFI 13-203, Chap 16; Training OI; PCG; AT-M-01

“4)

Non-Radar Training

TR: AFI 13-203, Chap 16; Air Traffic Coach , Air Traffic
Control Training Device or other training platform Manual; AT-
IM-01; Training OI; PCG

< | ®

Initial Evaluation Procedures

TR: AFI 13-203, Chap 11; AFI 36-2201, Vol 3,; AT-M-01;
Training OI; 1C1X1 CFETP

X | (6)

Newcomer’s Indoctrination Program

TR: AFI 13-203, Chap 10; AT-M-01; AT-M-08; Training OI

Training Qualifications and Responsibilities

TR: AFI 36-2201, Vol 3 Chap 6; AFI 13-203, Chap 12; AT-M-
01; Training OI

Explain/Apply Recommendations for Position
Certification/Facility Rating

TR: AFI 13-203, Chap 11, 12 & 14; FAR Part 65, Subpart A &
B; FAAO 7220.1A, Chap 4 & 5; Training OI; PCG; AT-M-01

Explain/Apply EDIT Procedures

TR: AFI 13-203, Chap 11; Training OI; AT-M-01

X | f

Explain ATC Withdrawal Procedures

TR: AFI 13-203, Chap 15 & Atchs 2-9; AT-M-01
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Evaluation and Documentation Procedures

Explain Components of Effective Feedback/Evaluation

TR: AFI 13-203, Chap 11; AFMAN 36-2234, Chap 8; AT-M-01

Explain/Apply Performance Feedback/Evaluation

TR: AFI 13-203, Chap 11; AFMAN 36-2234, Chap 8; AT-M-01

Explain/Apply AF Form 623 Documentation Procedures

TR: AFI 13-203, Chap 11; ATC Training OI; PCG; AT-M-01;
CFETP; AFJQS 1C1X1-002; AF Forms 623a, 797, 1098

Explain Air Traffic Control Testing and Certification
Procedures

TR: AFI 13-203, Chap 13 & 14; AFMAN 36-2234, Chap 5; AT-
M-01
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