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This instruction implements AFPD 13-2, ATC, Airspace, Airfield and Range Management. It 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. It provides guidance for overhead management of the airfield operations flight (AOF). It out-
lines duties and responsibilities of officers (AFSC 13MX) assigned to the unit level AOF. It sets policy
and describes unit, major command (MAJCOM) and USAF roles for managing airfield operations at
USAF locations. HQ Air Force Flight Standards Agency, Director of Airfield Operations (AFFSA/XA)
must approve all Mg or Command (MAJCOM) supplements and interim changes to previously approved
supplements to this directive prior to implementation. This instruction requires the collection and mainte-
nance of information protected by the Privacy Act of 1974. The authority to collect and maintain the
records prescribed in the instruction is Title 10, United States Code, Section 8013. Privacy Act system of
records notice FO36 AFFSA A applies. Attachment 1 lists References and other Supporting Information
used in thisinstruction.

(AFSPC) The OPR for this supplement isHQ AFSPC/XORA (MSgt Martha C. Wilkinson). This
supplement implementsand extendsthe guidance of Air Forcelnstruction (AFI) 13-204, Functional
Management of Airfield Operations. The AFI is published word-for-word without editorial review.
Air Force Space Command (AFSPC) supplemental material isindicated in bold face. Thissupple-
ment describes AFSPC’ s proceduresfor usein conjunction with thebasic AFI. It further delineates
guidance that was extracted from AFl 13-203, Air Traffic Control, and incor porated into a new
instruction, AFI 13-204. AFI 13-204 was developed to collocate managerial infor mation pertaining
to ATC and AM, where these functions overlapped. It incor porates guidance previously contained
in AFI 13-203 and AFI 13-213, Airfield Management. This supplement appliesto AFSPC subordi-
nate units providing airfield operations services and directs management of AFSPC airfield man-
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agement (AM) and air traffic control (AT C) functions, personnel and facilities. HQ AFSPC/XORA
iISMAJCOM OPR for airfield operationson all subjectscontained herein. It doesnot apply to ANG
or AFRC units. Upon receipt of thisintegrated supplement, you may discard the Air Force basic
publication. Thissupplement iscomplimentary to AFI 13-203 supplement and isto be used in con-
junction with it. While the information contained in 13-204 is not new, significant changes have
occurred in the location of managerial information regarding flight operations and overhead staff
responsibilities/qualifications. Thissupplement should bereviewed in its entirety.

SUMMARY OF REVISIONS

Implementation instructions were clarified, indicating that units that supplement this instruction must
obtain HQ AF Flight Standards Agency approval. Airfield Operations Officer Proficiency Requirements:
A policy caveat was added for airfield operations officers with prior enlisted air traffic control (ATC)
experience. Emergency Staffing Level (ESL): ATC and AM ESL policy has been significantly revised,
adding detailed steps/actions when dealing with staffing shortages and clarifying AM staff and ESL com-
putations. Releasing Mishap Recordings/Factual Information: The policy for releasing recorded informa-
tion to official safety investigation boards was clarified. Hazardous ATC Reports (HATR): Administrative
changes posted in AFI 91-202, The US Air Force Mishap Prevention Program, were incorporated into this
IC, allowing airfield operations personnel to indicate non-concurrence to final HATR reports.
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Chapter 1
GENERAL INFORMATION

1.1. Delegation of Authority. HQ USAF/XOO delegates HQ Air Force Flight Standards Agency, Air-
field Operations Directorate (AFFSA/XA) as the Air Force's executive agent for termina area airfield
operations (air traffic control and airfield management) matters. In this capacity, AFFSA/XA will take
policy guidance from the Air Staff and work airfield operations procedural, training, standardization,
architecture, career field management and integration issues with the Federal Aviation Administration
(FAA) and other agencies for the MAJCOMs. AFFSA/XA serves as the USAF representative on the
Department of Defense (DoD) Policy Board on Federal Aviation (PBFA), the Department of Transporta-
tion (DOT) FAA Air Traffic Procedures Advisory Council and other federal forums as required.

1.2. Scope and Purpose of thisInstruction. Airfield operations, within the context of thisinstruction, is
comprised of air traffic control (ATC) and airfield management (AM) services. This instruction gives
guidance on managing and operating USAF Airfield Operations services and facilities. It is comple-
mented by AFI 13-203, Air Traffic Control Procedures and Training, and AFI 13-213, Airfield Manage-
ment.

1.3. Waivers. HQ AFFSA/XA is the approval authority for all waivers to this instruction, except those
delegated to MAJCOM and below. Send waiver requests on AF Form 4058, Airfield Operations Policy
Waiver, to HQ AFFSA/XA, 1535 Command Drive, STE D-302, Andrews AFB, MD 20762.

1.3. Send all waiver requeststo: HQ AFSPC/XORA, 150 Vandenberg Street, Suite 1105, Peter son
AFB, CO 80914-4200.

1.3.1. Operations at contingency locations during combat: Operations Group Commanders, or equiv-
alent, may authorize specific deviations for their airfields when responding to immediate tactical
requirements at contingency locations; however, in the interest of flight safety, this should be only by
exception. Process deviations that go beyond immediate tactical requirements according to paragraph
13

1.4. Governing Directives. Airfield operations services are governed by applicable AFIs, FAA Orders,
applicable Parts of the Code of Federal Regulations, and host nation procedures which are adopted for
USAF use, unless compliance is specifically exempted or waived. In cases of conflicting guidance due to
FAA Orders, FAA Notices or other related ATC or AM directives not implemented by the USAF, units
must send such directives, through MAJCOM channels, to HQ AFFSA/XA for resolution. A reference
listing of AFls, AFMANSs and FAA Orders associated with providing airfield operations servicesis pub-
lished at Attachment 1.

1.5. Federal Employees Liability Reform and Tort Compensation Act of 1988 (Westfall Act). This
act gives federal employees absolute immunity from liability for state common law torts, as long as they
were in the scope of employment at the time of the alleged tort. Federal employees are generally entitled
to Department of Justice representation if lawsuits are brought against them for acts they commit in the
scope of their employment, if those acts do not violate federal statutes. (See AFI 51-501, Tort Claims).

1.6. HQ USAF and MAJCOM Responsibilities.



AF113-204_AFSPCSUP1 1 OCTOBER 2003

1.6.1. HQ AFFSA/XA:

1.6.1.1. Establishes USAF standards for providing airfield operations services through publica-
tion of this AFI, AFI 13-203, Air Traffic Control, and AFI 13-213, Airfield Management.

1.6.1.2. Coordinates airfield operations related waiver requests, document change proposals
(DCPs) and requests for interpretation of FAA Orders with HQ FAA, on behalf of unitsand MAJ-
COMs.

1.6.1.3. Develops and manages the USAF Air Traffic System Evaluation Program (ATSEP),
which evaluates compliance with USAF and FAA requirements in providing airfield operations
services. Publishes AFI 13-218, Air Traffic System Evaluation Program.

1.6.1.4. Publishes AFI 13-216, Evaluation of Air Traffic Control and Landing Systems (ATCALS),
AFI 13-207, Preventing and Resisting Aircraft Piracy (Hijacking) and AFI 13-220, Deployment of
Airfield Operations.

1.6.1.5. ServesasDoD lead for FAA Service B, flight planning system requirements. Establishes
DoD requirements and implementation guidelinesin AFIMAN 11-213, Military Flight Data Tele-
communications System.

1.6.1.6. Managesthe airfield operations officer (AFSC 13MX), enlisted AM (AFSC 1C0X1) and
enlisted ATC (AFSC 1C1X1) career fields.

1.6.1.7. Coordinateswith AETC to develop and maintain the appropriateinitial skillsand upgrade
courses, career development courses and other training courses as required. Publishes the 1C1X1,
1C0X1 and 13M X Career Field Education and Training Plans (CFETP). Develops and publishes
AM, ATC and airfield operations officer training guides and training products.

1.6.1.8. Administersthe USAF Annual Airfield Operations Awards Program, in accordance with
AFI 36-2807, Annual Awards Program, Deputy Chief of Saff (DCS), Air and Space Operations.

1.6.1.9. Reviews all USAF mishap reports involving ATC or AM services and authors AFFSA
Command Endorsements as prescribed in AFI 91-204, Safety I nvestigations and Reports.

1.6.1.10. Reviews Airfield Operations Board minutes, Hazardous Air Traffic Reports (HATRS),
FAA Military Facility Deviation (MFD) Reports, ATSEP Reports, aircraft mishap reports, etc, to
identify and correct negative trends in providing airfield operations services, staffing, training or
equipage.

1.6.1.11. Identifies, develops and provides courses to prepare NCOs and officers for unit level
facility management responsibilities.

1.6.1.12. Develops and maintains the AOF Web.

1.6.1.13. Publishes and updates current airfield operations information via the AFFSA/XA web
site and the quarterly ATC and AM News.

1.6.2. Mgor Command (MAJCOM) OPR for Airfield Operations:

1.6.2.1. Supplement USAF airfield operations related guidance with MAJCOM specific require-
ments. Provides direct airfield operations functional oversight and assistance to facilitate activi-
ties/operations of unit level Airfield Operations Flights (AOFs).
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1.6.2.1.1. Appoint a MAJCOM Functional Manager counterpart to the USAF career field
managers for each airfield operations AFSC.

1.6.2.1.1.1. (Not applicableto ANG and AFRC). Ensure AOFs are manned in accordance
with Air Force Manpower Standard (AFMS) 13E1 or units receive their allocation of
available manpower resources.

1.6.2.1.1.2. Source AEF requirements based on overarching guidance and direct coordina-
tion with the AEF Center.

1.6.2.1.1.3. MAJCOM supplementsto AFI 13-203 will serve as the source document for
unit ATC manning, to allow MAJCOMs to develop and validate their unit’'s ATC man-
power authorizations.

1.6.2.1.2. Develop qualification training packages (QTPs) for MAJCOM unique require-
ments.

1.6.2.1.3. Establish a process for selecting unit personnel to attend professional development
training such as the Military CAM Course, Terminal Instrument Procedures Course, Airspace
Management Course, USAF Facility Management Schools, etc.

1.6.2.1.4. Must review and approve all unit level local operating procedures (Base Airfield
Operations Instructions, Operations Letters, Letters of Agreement, OPLANS, etc.) which
affect unit level ATC operations, except those which address administrative matters only, prior
to implementation.

1.6.2.1.4. Includea Summary of Changeswith all LOP submissions.

1.6.2.1.5. Review/endorse al unit level waiver requeststo airfield operationsrelated AFlsand
FAA Orders. Ensure unit level waiver requests are completed using the AF Form 4058, Air-
field Operations Policy Waiver Request, prior to forwarding them to HQ AFFSA/XA for sub-
sequent action. If disapproved at the MAJCOM level, no further forwarding is necessary.
Airfield operations waivers are normally approved for 2-year periods. However, MAJCOMs
may approve temporary waivers for procedural or operational issues that their units can
resolve within 6 months. MAJCOMs will send an information copy of al temporary waiver
approval lettersto HQ AFFSA/XA. NOTE: MAJCOMs must send all waiver requests involv-
ing manpower issues, facility staffing levels and upgrade requirements to HQ AFFSA/XA for
approval.

1.6.2.2. Interface with higher headquarters agencies (i.e., HQ AFFSA, FAA Regional offices) and
MAJCOM counterparts on behalf of unit level AOFs.

1.6.2.2.1. Review all airfield waiver packages forwarded for coordination by MAJCOM/CE.

1.6.2.3. Implement the USAF ATSEP program, IAW AFI 13-218, Air Traffic System Evaluation
Program.

1.6.2.4. Establish and conduct MAJCOM Airfield Operations Annual Awards selection process
and forward winners for USAF competition, in accordance with AFI 36-2807, Annual Awards
Program, Deputy Chief of Saff (DCS), Air and Space Operations.
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1.6.2.5. Review all USAF mishap reports involving ATC or AM services at their locations and
provide input to MAJCOM Command Endorsements, as prescribed in AFI 91-204, Safety Investi-
gations and Reports.

1.6.2.6. Ensure appropriate ATC or AM representation on aircraft mishap Safety Investigation
Boards (SIBs), as prescribed in AFI 91-204, Safety Investigations and Reports.

1.6.2.6.1. Notify AFFSA/XA of mishaps requiring ATC or AM representation, to include the
name and duty station of individuals assigned.

1.6.2.6.2. When the MAJCOM is unable to provide appropriate representation to the SIB,
contact HQ AFFSA/XA to locate aqualified SIB representative.

1.6.2.7. Review Hazardous Air Traffic Reports (HATRS) and FAA Military Facility Deviation
(MFD) Reports for units within the Command to ensure problem and corrective actions areas are
accurately identified and accomplished, to sustain safe and efficient airfield operations services.

1.6.2.8. Reviews Airfield Operations Board minutes, to identify and correct negative trends in
providing airfield operations services, AOF staffing, training or equipage.

1.6.2.9. Establish and conduct MAJCOM ATCALS Review Board quarterly. The board, chaired
by MAJCOM OPR for Airfield Operations, provides MAJCOM Division Chiefs a forum to col-
lectively review the status of MAJCOM ATCALS programs and jointly resolve issues. A desk-top
study, as determined by the chairperson, may be held in lieu of aformal meeting. Meeting minutes
will be sent to HQ AFFSA/XR, all MAJCOM ATC units (who will provide a copy to their com-
muni cations, maintenance and base programming offices) and other agencies as requested. MAJ-
COMswill determineif local unit meetings are required. Agendaitems are located in Attachment
2.

1.6.2.9.1. (Added) Unitsproviding ATC serviceswill convenean ATCAL SReview Board
meeting in January, April, July and October. Publish and distribute minutes prior to the
end of the month in which the board was held. Forward minutesto HQ AFSPC/XORA
via email (AFSPC.XORA @peterson.af.mil) within 5 duty days after publishing (see
Attachment 2, basic instruction). If unable to e-mail, send to HQ AFSPC/XORA, 150
Vandenberg Street, Suite 1105, Peterson AFB, CO 80914-4200.

1.6.2.9.1.1. (Added) HQ AFSPC/XORA will convene a headquarters ATCALS
Review Board in February, May, August and November to review the status of
ATCAL S programs, projectsand issues.
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Chapter 2

AIRFIELD OPERATIONSFLIGHT STAFFING, PERSONNEL QUALIFICATIONS
AND DUTIES

2.1. Airfield Operations Flight (AOF) Services: The AOF provides ATC, AM and Terminal Instru-
ment Procedures (TERPS) support for the host wing, tenant and transient aircrews, and military/civil air-
craft operating world-wide.

2.2. Manpower Standard . (Not applicable to ANG and AFRC). Duty titles are based on UMD authori-
zations as earned in accordance with Air Force Manpower Standard (AFMS) 13E1. Failure to use autho-
rizations as described and earned on the UMD could result in reduction of these authorizations during
manpower standard reviews.

2.2.1. Units should request a variance to the manpower standard when additional related responsibil-
itieslevied on the AOF merit increased manpower authorizations. HQ AFFSA isthe approval author-
ity for variances and waivers to standardized duty titles.

2.2.2. Specific responsibilitiesof ATC and AM are outlined in AFI 13-203 and AFI 13-213.

2.2.3. Thetypical AOF staff is comprised of an AOF Commander; Termina Instrument Procedures
Specialist (TERPS); Chief, Airfield Management (CAM); Deputy CAM (DCAM); Chief, Airfield
Management Operations (CAMO); Chief, Airfield Management Training (CAMT); tower/radar facil-
ity Chief Controller (CCTLR); Chief, ATC Training (CATCT); Chief, Standardization and Evaluation
(CSE), Chief, ATC Automation (CATCA) and an Information Manager.

2.3. Airfield Operations Officer (13M X) Duty Titles, General Responsibilities, Mandatory Qualifi-
cations, Proficiency Requirements and Withdrawal.

2.3.1. Airfield Operations Flight Commander (AOF/CC):

2.3.1.1. The AOF/CCisthewing'sairfield operationsfocal point, responsible for overall manage-
ment of services provided by AOF personnel. When more than one 13M X officer is assigned, the
senior officer will be designated the AOF/CC. Additional officers assigned to the AOF will be
designated |AW para 2.3.2. except as specifically designated at Airfield Operations Officer Train-
ing Program (OTP) locations. NOTE: ANG and AFRC locations with AM and/or ATC only loca-
tions can identify those managers with a different duty title.

2.3.1.2. Qualifications for Selection as AOF/CC: Must hold Air Force Speciaty Code (AFSC)
13M3. Must have completed Airfield Operations Officer Management Training Course
(EBOBR13M1-002), a Department of Defense (DoD) Course or Federal Aviation Administration
(FAA) equivalent course. Must have at least 18-months AOF/DO or AOF/SO experience follow-
ing completion of Airfield Operations Officer Training Program Course, (AFFSA 13M3-000,
AFFSA 13M3-001 or AFFSA 13M3-002). Must have completed AT-M-11, Airfield Operations
Officer Training Guide and AT-M-10, Airfield Management Training Guide.

2.3.1.3. (Added) Where a TERPS Specialist is not assigned and during periods of vacancy,
HQ AFSPC/XORA will assume unit TERPS responsibilities. The AOF/CC will act asaliai-
son between HQ AFSPC/XORA and wing/base/tenant units. In thiscapacity, AOF/CC par-
ticipation is paramount and could directly impact flight safety.
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2.3.2. Airfield Operations Flight Operations Officer (AOF/DO) and Airfield Operations Flight Sys-
tems Officer (AOF/SO):

2.3.2.1. Thefirst responsibility of the AOF/DO, and if an additional officer is assigned AOF/SO,
is to establish a fundamental understanding of the wing air traffic system’s operational environ-
ment by completing the required facility certifications/rating. Upon completion of facility certifi-
cation/rating requirements, the officer(s) will assist in the overall management of the AOF by
performing duties as assigned by the AOF/CC. This assistance should be geared toward expanding
the officers' technical, managerial, and leadership skillswithin the 13M X functional area, through
mentoring by the AOF/CC. Specific managerial responsibilities of each officer should be speci-
fied in writing.

2.3.2.2. Qualificationsfor selection as AOF/DO or AOF/SO: Must hold Air Force Specialty Code
(AFSC) 13M3. Must have completed Airfield Operations Officer Management Training Course
(EBOBR13M1-002), a Department of Defense (DoD) Course or Federal Aviation Administration
(FAA) equivalent course. Must have completed Airfield Operations Officer Training Program
Course, (AFFSA 13M3-000, AFFSA 13M3-001 or AFFSA 13M 3-002).

2.3.3. Airfield Operations Officer Proficiency Requirementsand Follow-on Training. Airfield
Operations Officers holding the 13M1 AFSC, who fail to complete training for upgrade to 13M 3, will
be eliminated from training IAW AFI 36-2101. Officers holding AFSC 13M3 with less than 6 years
ATC experience from the date they graduated OTP (or ATC technical training for prior-enlisted con-
trollers) must obtain specific ATC position certifications within their first 12 months of assignment
and maintain proficiency. Failure to obtain required certifications within the 12-month period will
result in withdrawal from the career field. When a 13M 3 officer fails to obtain/maintain required cer-
tifications, the OSS/CC will initiate withdrawal action and accomplish actions normally performed by
the AOF/CC, IAW AFI 13-203 and AFI 36-2101. (Exception: 13M 3 officers assigned to 12-15 month
(remote) tours are not required to obtain certifications). Position certifications required are contingent
on the type of ATC facilities available at their location, as follows:

2.3.3.1. Locations with both atower and Radar Approach Control (RAPCON) facility: Certifica-
tions are required in radar approach, radar assist, and local control.

2.3.3.2. Locationswith tower and ground controlled approach (GCA) facilities: Certifications are
required in local control, radar assist, and radar final control (RFC).

2.3.3.3. Locations with tower and RFC facilities: Certifications are required in local control and
radar final control.

2.3.3.4. Locationswith tower only: Certificationsare required in local control, ground control and
flight data.

2.3.3.5. (Added) Locationswith Airfield Management: Each AOF officer will complete 2
hour s of proficiency timein the Flight Service Section (FSS) per month. Asa minimum, the
AOF/CC will accompany the CAM on the monthly airfield inspection. Document AOF
officer Airfield Management proficiency and monthly airfield inspection on AF Form 3616,
Daily Record of Facility Operation.

2.3.4. AOF/DO and AOF/SO officers must complete:

2.3.4.1. AT-M-11, Air Traffic Control Officer Training Guide, within 6 months of arrival at the
first duty location. Document in AF Form 623.
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2.3.4.2. AT-M-10, Airfield Management Training Guide, within 1 year after completion of
AT-M-11. Document in AF Form 623.

2.3.5. 13MX Hlightline Driving Requirements. All AOF officers must obtain flightline driving certi-
fication at each base of assignment.

2.3.6. 13MX Professional Development. Several follow-on training courses are available to further
the 13M X officer’s professional development and fulfill training requirements for contingency or
other unique assignments. Officers must be AOF/CC qualified IAW para 2.3.1.2. prior to attending
other training courses such as.

2.3.6.1. Military CAM Course E3AZR1C091 000, enhances the 13M3 officer’s knowledge of
requirements for managing USAF airfields.

2.3.6.2. Automated Terminal Instrument Procedures Course E30ZR13M4 000 enhances the
13M3 officer’s knowledge requirements for oversight of the base TERPS program.

2.3.6.3. Military Airspace Management Course E30ZR11A4X 000 enhances the 13M3 officer’s
knowledge of special use, terminal and enroute airspace requirements, restrictions and governing
directives.

2.3.6.4. Joint Aerospace and Command and Control Course (JAC2C), PDS Code 77L, taught at
the Air Force Command and Control Warrior School, Hurlburt Field, FL. Prepares 13M3 officer’s
to plan, produce, and execute an Air Tasking Order (ATO) in support of a Joint Task Force.

2.3.7. Airfield Operations Officer Career Field Withdrawal. Airfield operations officers who fall
to meet proficiency and training requirements within specified time limits will be withdrawn IAW
procedures outlined in AFI 13-203. Operations Support Squadron (OSS) Commanders must ensure
AOF officers are not assigned additional duties until training requirements are completed and that
they do not impact an officer's ability to maintain proficiency.

2.4. AOF Saff Duty Titlesand General Responsibilities:

2.4.1. Chief, Airfield Management (CAM). The CAM coordinates with operational and support agen-
cies to ensure a safe and well maintained airfield environment is available to support the flying mis-
sion for base assigned and transient aircrews. The CAM advises affected flying units on all airfield
matters that may affect flying operations. The CAM serves as liaison between the flying community
and base civil engineers to mitigate the impact of airfield construction requirements on flying opera-
tions. In this capacity, the CAM isacritica participant in all wing level planning meetings for activi-
ties affecting the airfield environment. The CAM operates in a one-deep position, orchestrating
24-hour operations or maintenance activities on the airfield and therefore will not be assigned addi-
tional duties that could interfere with primary responsibilities.

2.4.2. Deputy CAM. Supervises flightline operations and airfield maintenance activities to ensure
safe, effective and efficient airfield operations. Serves as the CAM during their absence (i.e. leave,
TDY, PME, transition between CAMs due to PCS, etc) or as otherwise needed. Attends meetingsin
support of special activities such as exercises, deployments, static displays, ceremonies and other
events held on or near the airfield. Develops and manages the flightline driving program.

2.4.3. Tower, RAPCON, GCA and Complex Chief Controller (CCTLR). The ATC facility CCTLR
manages the internal operation of the ATC facility. The CCTLR isresponsible for overall activitiesin
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the IFR control room or VFR tower cab, ATC services provided by that facility and for direct supervi-
sion of the personnel assigned to the facility.

2.4.4. Termina Instrument Procedures (TERPS) Specialist. The OG/CC is responsible for the base
TERPS program. The AOF/CC will appoint aunit TERPS specialist to manage the day-to-day TERPS
requirements.

2.4.4. At locationswherea TERPS specialist isnot authorized as part of the manning document,
HQ AFSPC/XORA will assume TERPS responsibilities. Wherea TERPS specialist isassigned,
but isTDY, HQ AFSPC/XORA will assist in meeting day-to-day TERPSresponsbilities. Inthe
absence of a unit TERPS specialist, the AOF/CC will establish procedures to ensure require-
ments in paragraph 2.4.4.3. of this supplement are met. NOTE: (Added-Patrick AFB Only)
Assign at least two qualified NCOsto perform as TERPS specialists (see AFI 11-230, I nstrument
Procedures, para 12.1.1.).

2.4.4.1. Qualifications:

2.4.4.1.1. Must hold either AFSC 1C151 (or higher) or GS-2152 with at least 3 years ATC
experience.

2.4.4.1.2. If military, must hold the rank of SSgt (or higher). 1C1X1 must be facility rated
prior to assuming primary TERPS specialist duties and maintain proficiency.

2.4.4.1.3. Must complete course E3AZR1C171-000, (Automated) Terminal Instrument Proce-
dures. NOTE: Graduates of Terminal Instrument Procedures Course E30ZR1611-00 meet this
requirement.

2.4.4.1.4. Must complete the appropriate TERPS section of AFJQS-002, within 6 months
after graduation from TERPS school. If there are no other TERPS qualified personnel at the
unit, MAJCOMs will provide task certification support.

2.4.4.1.5. Once assigned, should retain this duty for a minimum of 2 years, unless reassigned
to another duty location. This ensures effective management of TERPS technical school train-
ing alocations and continuity of TERPS mission support at the unit level.

2.4.4.2. TERPS Training Quotas. See AFI 11-230, Chapter 12, Instrument Procedures.
2.4.4.3. Unit TERPS Responsihilities: See AFI 11-230, Instrument Procedures, Chapter 1.

2.4.4.3. Unit TERPS Responsibilities: In addition to those responsibilities outlined in AFI
11-230, Chapter 1, AOF/CCswill ensure the requirementsin Attachment 5 (Added) of this
supplement are met.

2.4.4.3.1. (Added) The CAM natifiesthe AOF/CC of any new airfield obstructions. The
AOF/CC will advise HQ AFSPC/XORA of the obstacle height MSL, ground level eleva-
tion at the obstacle, location (latitude and longitude) for instrument procedure evalua-
tion.

2.4.5. Chief, ATC Training (CATCT). Develops and manages the AOF ATC training program to
ensure effective training and qualification of unit assigned air traffic control personnel.

2.4.6. Chief, Standardization and Evaluation (CSE). The CSE administers the ATC certification and
rating program according to FAA Order 7220.1, ATC Certification Procedures, FARs and Air Force
requirements, using standards published in certification guides.



AF113-204_AFSPCSUP1 1 OCTOBER 2003 13

2.4.7. Chief, ATC Training and Standardization (TSN): A TSN servesin the capacity of aCATCT and
CSE where only one 1C1X1 position is authorized. The TSN assumes the responsibilities of the
CATCT and CSE asindicated in paragraphs 2.4.5. and 2.4.6.

2.4.8. Chief, Air Traffic Control Automation (CATCA). Currently, the CATCA position is only an
authorized UMD position at locations with an existing manpower variance to manpower standard
13E1 authorized for Micro-EARTS locations. The CATCA manages ATC automation work center
operations.

2.4.9. Air Traffic Control System Specialist (ATCSS). Currently, the ATCSS position is only an
authorized UMD position at locations with an existing manpower variance to manpower standard
13E1 authorized for Micro-EARTS locations. The ATCSS is responsible for the overall operation and
monitoring of the facility’s ATC automated systems during their shift.

2.4.10. Airfield Management Quality Assurance Evaluator (QAE). A QAE is assigned at locations
where AM services are provided by a contractor. The QAE works directly for the AOF/CC and serves
asthe technical expert on AM duties and responsibilities. The QAE assists the base contracting squad-
ron with the development of AM Performance Work Statements (PWS) and subsequently monitors,
evaluates and certifies contractor compliance with the PWS or equivalent document.

2.4.11. Chief, AM Training (CAMT). Develops and manages the AOF AM training program to
ensure effective training and qualification of assigned personnel.

2.4.12. Chief, AM Operations (CAMO). The CAMO establishes performance standards and proce-
dures for managing the base Flight Information Publication (FLIP) account, processing flight plans,
Noticesto Airman (NOTAMSs) and airfield advisories, and other supporting flight datainformation for
personnel assigned to unit level airfield management operations. Additionally, the CAMO establishes
procedures for coordinating airfield activities, such as runway closures and unscheduled opening/
closing of the airfield, with appropriate agencies, such as ATC, CE and command post and for con-
ducting daily airfield inspections and checks.

2.5. Facility Saffing Requirements . Average operating hours of AOF facilitiesrange from 16-24 hours
daily, with assigned personnel working rotating shifts. Airfield maintenance activities frequently continue
after wing flying is completed, often extending the duty day of Airfield Management personnel. ATC per-
sonnel must adhere to crew rest requirements defined in AFI 13-203, Air Traffic Control. Core manpower
authorizations in AFM S 13E1 do not provide additional manpower for personnel to support unit/base
details and augmentees for base exercises, etc. AOF personnel must not be used outside of their UMD
authorized duties and responsibilities unless waived in accordance with AFI 36-2101, Classifying Mili-
tary Personnel.

2.5.1. Emergency Saffing Levels (ESL). (This guidance does not apply to ANG and AFRC loca-
tions. ANG and AFRC will ensure that a program is in place to monitor staffing levels.) An airfield
operations flight's ESL is the minimum number of qualified personnel required to provide normal ser-
vices without degradation of safety. It prevents over-extension of the available workforce during peri-
ods of degraded staffing. Authorized overhead staff, including the CAM, will not be factored into
determining ESL, as overhead management activities increase with the reduction of facility staffing.
Units may operate a facility at ESL not longer than 60 days. The first day of the 60-day ESL period
begins after all qualified personnel have been assigned to the affected facility. Because bases may be
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subjected to deployment taskings while under ESL, ESL computations will not be the sole factor in
determining ability to support deployments.

2.5.1.1. When an AM facility’s staffing reaches 75% of authorized, the facility has reached ESL.
AM will not factor the AOF, CAM, DCAM or any unqualified 3-levels into ESL computations.
MAJCOMs will advise each unit of total validated requirements. If variances exist to authorized
manning, address them with notes if variances are not directly related to AM-related responsibili-
ties.

2.5.1.2. ATC facilities will base ESL computations on absolute minimum position staffing per
shift, per facility, to provide advertised services. Unitswill send ESL computations for their com-
plex, by facility, to the MAJCOM OPR for ATC for validation each year. If variances exist to
authorized manning, address them with the computed figure. MAJCOMs will advise each unit of
total 5- and 7-level validated requirements. When at ESL, the following stipulations apply:

2.5.1.2. Send ESL computationsto HQ AFSPC/XORA in February for revalidation. Pro-
vide monthly ESL forecaststo HQ AFSPC/XORA based on PCS, TDY, long-term personnel
duty limitations (e.g., DNIC), etc. Notify HQ AFSPC/XORA 90 daysprior toaunit reaching
ESL.

2.5.1.2.1. A minimum of one 7-level assigned per shift unless a variance justifies additional
requirements. Use a SC concept for facilities when possible.

2.5.1.2.2. Do not consider positions authorized in FAC 13E100, 13E125 and host-nation con-
trollers when computing ESL.

2.5.1.3. Sixty days prior to reaching ESL or as soon as the ESL statusis identified, the AOF/CC
will notify the Operations Support Squadron, Operations Group and Wing Commanders, in writ-
ing, that the facility is pending ESL. This notification will include current manning status, pro-
jected manning for the next quarter and recommended actions to ensure sufficient personnel are
available to support the wing flying mission.

2.5.1.4. A copy of the ESL notification will be forwarded to the MAJCOM Airfield Operations
staff. The MAJCOM 1CO0X1/1C1X1 functional manager will coordinate with the AFFSA career
field manager and AFPC to expedite return of the facility to authorized staffing levels, contingent
on available manpower resources.

2.5.1.5. ESL status and action taken to mitigate the impact will be briefed at the base Airfield
Operations Board and documented in the minutes.

2.5.2. Thefollowing actions are within the purview of the AOF/CC or OSS/CC to implement (coor-
dination and approval with senior leadership i.e., OG/CC and WG/CC may be necessary). Any time
facility staffing falls below authorized staffing, facility management should take these actions, until
the impact on advertised services is mitigated.

2.5.2.1. Return medically qualified personnel assigned to other base/organizational duties (such
asfirst sergeant or chief enlisted manager) to AOF facilities.

2.5.2.2. Curtail al additional duties (e.g. READY program augmentation, base-level details, and
unit/organizational level additional duties).

2.5.2.3. Exempt personnel from local exercise taskings not involving AOF services (i.e., facility
evacuations, facility security guards, damage assessment).
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2.5.2.4. During known periods of low traffic density, combine ATC positions to reduce the num-
ber of controllers on shiftsto afford adequate controller staffing during peak flying periods.

2.5.2.5. During periods of low flying activity, pursue a waiver to the AM shift-staffing require-
ment, lAW AFl 13-213.

2.5.2.6. Use a senior controller concept for all ATC facilities, where possible, during periods of
non-peak flying.

2.5.2.7. Reduce ATC seven-level staffing to one per shift, unless a variance requires additional
reguirements.

2.5.2.8. Extend the ATC duty day to 10-hour shifts and/or 6/1 duty day rotation schedule and/or
reduce the wing flying schedule, commensurate with available ATC staffing. Extend the AM duty
day to 12-hour shifts and/or 6/1 duty schedule. (NOTE: To facilitate shift rotations and crew rest
requirements, this activity should be forecasted at least 2 weeks in advance).

2.5.2.9. AOF management may utilize dual-certified personnel from other facilities, the facility
chief controller and all other personnel in FAC 13E100 (except the AOF/CC) who hold certifica-
tions to work in the affected facility.

2.5.2.10. Cancd leaves, PME attendance and non-essential TDY s.

2.5.3. When afacility reaches ESL, the following additional actions should be taken to mitigate the
impact on flying operations. These actions require the involvement and support of base leadership
(from the AOF/CC to the wing commander), the MAJCOM and, when support of adjacent FAA facil-
ities is required, the FAA regional AFREP. MAJCOM airfield operations staffs must ensure the
AFREP isadvised of ESL issuesthat may require FAA support in their respective region.

2.5.3. (AFSPC) Units can reduce services and/or hours of operation only after notifying HQ
AFSPC/XO of intentions to take such action. Reduced hours may necessitate imposing an air -
field restriction. Consult para5.1. and 5.2. of the basic instruction.

2.5.3.1. Implement all actionsin paragraph 2.5.2. above.

2.5.3.2. Curtail ATC services, such as multiple precision radar approach capability, monitoring
approaches during visual meteorological conditions, etc.

2.5.3.3. Request MAJCOM relief from external visits/inspections affecting AOF facilities.

2.5.3.4. Curtail ATC facility operating hours and temporarily return the airspace to the FAA (or
host nation), according to para5.2.

2.5.3.5. Curtail AM operating hours AW AFI 13-213.

2.5.3.6. NOTAM thefacility closed and cease operations according to procedures agreed to in the
FAA parent facility contingency plan, established in accordance with FAA Order 1900.47a.

2.5.4. If personnel actionstaken have not alleviated the adverse conditions, and the facility remains at
ESL at the end of the 60-day period, facilities must reduce services or curtail operating hours.
Long-term ESL conditions require the involvement of MAJCOM, AFFSA and AFPC functional man-
agers to ensure every option is pursued to expedite the return to authorized facility staffing levels.
MAJCOMs must make every effort to resolve ESL problems with MAJCOM resources before
requesting help from AFPC.
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2.6. Special Experience Identifiers (SEls). See AFMAN 36-2108, Airman Classification, for SEI and
AFI 36-2105 Officer Classification for SEI for award criteria and applicability.
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Chapter 3

CONVERTING ATC AND AIRFIELD MANAGEMENT SERVICES

3.1. Coordination Requirements:

3.1.1. USAF/XOO0 isthe approval authority for all contracts and DoD conversions. MAJCOMs must
coordinate all proposals for competitive sourcing, contracts or conversions with AFFSA/XA.

3.1.2. Units (AOF/CC) must:

3.1.2. Send all contracts and PW S proposals/changes/modifications involving ATC and AM
operations to HQ AFSPC/XORA, 150 Vandenberg Street, Suite 1105, Peterson AFB, CO
80914-4200, prior to implementation.

3.1.2.1. Inform MAJCOM of contract and PWS proposals, developments, and negotiations. Units
must submit new contracts, proposed amendments/revisions to current contracts, quality surveil-
lance plans and checklists to the parent MAJCOM for review prior to approving/implementing
changes.

3.1.2.2. Assign aquality assurance evaluator to ensure effective oversight.

3.1.2.3. Participate in contract bid proposals and fee award certifications.

3.1.2.4. Develop plansfor contractor termination by default or walk-outs.
3.1.3. MAJCOMs must:

3.1.3.1. Coordinate the following information prior to contracting functions or converting any
military authorizationsto DoD civilians:

3.1.3.1.1. Proposed/revised contracts and PWS dates, location, host unit, and type of aircraft
served (contractor name and address, and quality assurance evaluator name and phone num-
ber, if available).

3.1.3.1.2. Proposed timetable for transfer of manpower slots, personnel and equipment (trans-
ferred wartime tasking and personnel must be trained and ready for deployment) prior to con-
version to DoD or contract services effective date.

3.1.3.1.3. Training impact statements on how converting to civilians will provide an equiva-
lent or higher level of support.

3.1.3.2. Review and coordinate on any new contract proposals or amendments.
3.1.3.3. Review and coordinate on contractor termination by default or walk-out.
3.1.3.4. Maintain copies of the contract for each contracted location.

3.1.4. AFFSA/XA will evaluate contract proposals for impact on manpower and wartime require-
ments and forward to USAF/XOO for approval.

3.2. ATC Contracting Policy . At all state-side locations and Guam, HQ USAF and the FAA have
agreed the US Air Force may contract only VFR control towerswith low density traffic operations. USAF
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may not contract IFR facilities. The ANG is responsible for contracting tower services at ANG locations
and will notify AFFSA/XA when contracting new facilities.

3.3. USAF AOF Civilian Classification Guidance. Civilian positions will be classified |AW appropri-
ate Office of Personnel Management Position Classification Standards and Air Force guidance. Three
series are normally used: GS-2150 and GS-2154 for AM and GS 2152 for ATC.
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Chapter 4
AIRFIELD OPERATIONSFLIGHT MANAGEMENT

4.1. Local Operating Procedures (L OPs).

4.1.1. The AOF/CC isresponsible for ensuring LOPs are developed which define procedures and
responsibilities for services provided by the Airfield Operations Flight. These LOPs, including the
base Airfield Operations instruction, must be reviewed and approved by MAJCOM, prior to imple-
mentation, IAW AFI 13-203, Air Traffic Control Procedures and Training, and AFI 13-213, Airfield
Management, as applicable. The following documents are examples of LOPs: Letters of Agreement
(LOA), Operations Letters, Operating Instructions (OIs), Operations Plans (OPLAN), and Base
Directived/Instructions. LOPs may be internal to the flight or a specific facility; they may be internd
to AOF facilities (Ols), they may be between two or more agencies on the base (Operations L etters);
or they may between wing agencies and external agencies such as the FAA or another operational
wing (LOAS). The level of signature may vary slightly. The senior command authority for the signa-
tory agencies should sign for their organization.

4.1.2. Each Airfield Operations Flight (AOF) must maintain a current index of applicable LOPs. The
index and LOPs must be readily accessible to all AOF assigned personnel. Forward a copy of the cur-
rent index to the MAJCOM annually. The index should include the subject/title of the LOP, date of
MAJCOM approval (when applicable), and effective date of the LOP. See AFI 13-203, Air Traffic
Control Procedures and Training, and AFI 13-213, Airfield Management, for specific explanations of
LOPs as they affect ATC and AM operations.

4.1.2. Forward copies of current indexesto HQ AFSPC/XORA in January of each year.

4.2. Air Traffic System Evaluation Program (ATSEP ). The Air Traffic System Evaluation Program
(ATSEP) is a USAF program managed by HQ AFFSA and implemented by MAJCOMs. The ATSEP
evaluates the ability of USAF air traffic systems to meet standards and operational requirements of civil
and military users. It has abroad scope and includes a compliance evaluation of airfield operations. Refer
to AFI 13-218, Air Traffic System Evaluation Program for guidance.

4.2. Conduct an annual self-assessment of all functions and services. Use AFI 13-218, Air Traffic
System Evaluation Program, checklists and AFFSA/MAJCOM generated Special Interest Items
(SI1), to complete the assessment.

4.3. Air Traffic Control and Landing Systems (ATCALS) Evaluation Program. The ATCALS Eval-
uation Program is managed by HQ AFFSA. ATCALS evaluations are conducted to systematically evalu-
ate, assess, anayze, document and archive the relationship between ATCALS equipment performance,
the environment (terrain, weather, manmade structures, etc.), and flight evaluation results. ATCAL S eval-
uations must be coordinated with the Operations Group/CC and local flying squadron commanders, to
minimize the impact on wing flying operations while optimizing the performance of ATCALS and expe-
diting completion of the evaluation. Refer to AFI 13-216, Evaluation of ATC and Landing Systems
(ATCALY), for additional information.

4.4. Flight Inspections. The Flight Inspection Program is established to verify the performance of air
navigation services and associated instrument flight procedures. Flight inspection frequency, coordination
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requirements and profiles of procedures flown are described in AFMAN 11-225, United Sates Sandard
Flight Inspection Manual. In keeping with guidelines in FAA Order 7110.65, Air Traffic Control, flight
inspection aircraft should be given appropriate operational priority to accomplish required pattern work.
Prompt and accurate coordination between affected airfield operations facility managers, NAVAIDS
maintenance personnel and the affected flying community is critical to ensuring successful and expedient
flight inspection services. The AOF/CC will track flight inspection completion dates and next periodic
evaluation requirement for each NAVAID, and brief upcoming flight inspection requirements at the base
Airfield Operations Board.

4.5. AOF Training Review Board (TRB): (Not applicable to AFRC.) The AOF/CC shall conduct a
monthly training review board to monitor and document the training status of AOF personnel. Develop an
LOP that outlines administrative policies, procedures and membership required for conducting the train-
ing review board. The AOF/CC shall approve published board minutes and forward a copy to the appro-
priate MAJCOM.

4.5. Forward a copy of TRB minutesto HQ AFSPC/XORA within 5 duty days of publishing. Min-
utes can be sent electronically with a FAXed signature page to accompany them.

4.5.1. Agenda. The CATCT/TSN and CAMT shall prepare the TRB agenda based on current data
from trainees' records, facility logs, inputs from CCTLR(s) and the CAMO, etc. Publish the proposed
agenda prior to convening the TRB. As a minimum, the agenda will include the following items (as
applicable to each location):

45.1.1. Indoctrination Process. Identify all individuals involved in base, squadron, and facility
indoctrination programs to include the estimated completion dates. |dentify the status of the initia
evaluation to include any items found deficient and the method used to report the deficiency.

4.5.1.2. Five-Skill Level Upgrade Training. Identify all apprentice personnel involved in upgrade
training. Information shall include training start dates, position of training, certifications obtained,
training calendar days remaining in the position and status of trainee progression.

4.5.1.3. Seven-Skill Level Upgrade Training. Identify all journeyman personnel involved in
upgrade training. Information shall include status of trainee progression and project completion.

4.5.1.4. Quadlification Training. Identify all personnel involved in position and management train-
ing, to include TERPS. Information will include position certifications obtained, current training
position, training calendar days remaining and status of training progression.

45.1.5. Controller Proficiency. Identify controller proficiency on all rated personnel (including
staff).

4.5.1.6. Status of Traineesin Other Categories. Identify personnel in EDIT, stop training, suspen-
sions, withdrawals and assigned personnel working outside of the career field. I dentify the reason
for the category and corrective actions being taken, where applicable.

4.5.1.7. Automated Training Programs. Identify the status of ATC Simulation Equipment
(ATCTD, Tower Simulator, Enhanced Target Generator or AT Coach), AOF Web and other com-
puter based delivery systems. Information shall include availability of the system, down time,
problems/deficiencies, hours of usage and new programs, if available.

4.5.1.8. AF Form 623a Status. Discuss the results of monthly training record reviews. Report dis-
crepancy and documentation trends.
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4.5.1.9. Non-radar Training Program. Identify the status of the non-radar training program to
include non-radar proficiency training, development of new non-radar simulator scenarios, new
procedures affecting non-radar training and any adverse trends in non-radar operations.

4.5.1.10. TERPS Training Program. Identify training progress for new TERPS certifications.

45.1.11. Status of Facility Training Programs. Identify any regulatory changes received from
higher headquarters, certification guide development and implementation and feedback received
from flight personnel. Discuss any proposed changes necessary to improve the training program.
This agendaitem allows each member of the board to discuss the quality of training products, pro-
fessional development and outstanding practices.

4.5.1.12. Quality Assurance. The CSE and CAMO will identify the quality of service provided to
aircraft and other customers. Information will include, where applicable, the results of facility
crew evaluations, aircrew surveys, position certifications, monthly proficiency test/trend analysis,
and certification tests and other information garnered during the reporting period.

4.5.1.13. Open Items. Identify al items that were carried over from the previous month’s board
for corrective measures. Include the open item, point of contact, plan of action, estimated comple-
tion date and whether the item is closed or open for the next board meeting.

4.5.1.14. (Added) Combat Familiarization Training. Addressthe statusof combat familiar-
ization training. ldentify training shortfalls (where individuals are assigned to a tasked
UTC); include whether or not other AOF personnel are meeting mandatory requirements
AW AFI 10-403, Base Support and Expeditionary Site Planning, para 2.5.2. |f requirements
aren’t being met, identify the reason(s) why, corrective action and an estimated/proj ected
completion date that training will be accomplished. Units can use AF Form 1098, Special
Task Certification and Recurring Training, a matrix, or any other appropriate tool to track
“ancillary” (combat) training.

4.5.2. Minutes Classification. When TRB minutes include AT SEP observations, the minutes must be
marked FOR OFFICIAL USE ONLY.

4.6. AOF Web Program. The AOF/CC shall ensure that all flight personnel have access to the AOF
Web. The AOF Web may be duplicated and placed on individual computers or utilized in a shared drive/
Local AreaNetwork as appropriate. The training chapters of AFI 13-203, Air Traffic Control Procedures
and Training, and AFI 13-213, Airfield Management, provide more specific guidance for application of
the AOF Web Program.

4.7. Base Airfield Operations Board (AOB):

4.7.1. Thisboard providesaforum for discussing, updating, and tracking various activities associated
with support of the flying mission. The AOB will convene at least once per quarter.

4.7.1. The AOB will convene once every 90 days.
4.7.2. The board is chaired by the Operations Group Commander (OG/CC) or higher authority.

4.7.2.1. The board chairperson appoints AOB membership that is published in the base airfield
operations instruction. Membership must include representation from flying organizations, wing
stan/eval, flight safety, the AOF (ATC, AM and TERPS), communication units, CE, appropriate
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FAA or host nation ATC facilities, the OSS/ CC, base weather, aero club manager (if applicable)
and an airspace manager.

4.7.2.2. Publish items that require annual review in the base airfield operations instruction and
annotate each item with the month in which the items shall be reviewed

4.7.3. The AOF/CC schedules AOB meetings, prepares the agenda and records the minutes of the
AOB.

4.7.3.1. Distribute the agenda to board membership prior to the scheduled meeting, so attendees
have timeto preparefor their particular discussion items. Indicate the base level OPR for each dis-
cussion item on the agenda.

4.7.3.2. The agenda shall include the following items and any other pertinent issues the wing
deems appropriate. Items should be reviewed quarterly, unless annotated otherwise.

4.7.3.2.1. Airspace (terminal, en route, and special use airspace). Requires annual review or as
changes occur.

4.7.3.2.2. ATC/Flying Procedures (new, revised, rescinded and seldom used). Requires annual
review or as changes occur.

4.7.3.2.3. Military, FAA, and/or Host Nation concerns.

4.7.3.2.4. Airfield Operations Flight (Flight Support, AM, and ATC) Staffing and Proficiency.
Highlight significant changes in authorized staffing levels. Report airfield operations staffing
and proficiency in two categories:
4.7.3.2.4.1. Category | will reflect Unit Personnel Management Roster (UPMR) autho-
rized and assigned.

4.7.3.2.4.2. Category Il will reflect qualified staffing available and will specify personnel
on long term DNIC status, suspended, deployed, pending withdrawal, separating, or PCS,
and those personnel TDY (more than 2 weeks), assigned or detailed outside their primary
AFSC longer than 30 days.

4.7.3.2.4.3. Do not include unqualified apprentice ATC/AM personnel in overal numbers.
Report them separately for both categories.

4.7.3.2.5. ATCALS (flight inspection schedule, ATCALS equipment problems, status,
upgrades, €etc.).

4.7.3.2.6. Airfield Environment: Review airfield activities, problems, and programs such as:
4.7.3.2.6.1. Number and status of permanent/temporary airfield waivers.

4.7.3.2.6.1. Provide status of obstacles identified in the Airfield Obstruction Reduc-
tion Initiative (AORI), to include an action plan with funding strategy to eliminate
obstacles.

4.7.3.2.6.2. Status of deteriorating airfield/runway conditions (inspection trends, foreign
object damage/tire damage comparisons)

4.7.3.2.6.3. Status of the Annual Airfield Waiver Package accomplished IAW UFC
3-260-01. Review annually.
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4.7.3.2.7. Aircraft Parking Plan: Review annually or as required.

4.7.3.2.8. Status of flightline driving program (i.e., units visited, units scheduled for the
upcoming quarter, changes or problems with accomplishing flightline driver training, etc.).

4.7.3.2.9. Runway Intrusions/Controlled Movement Area (CMA) Violations: All CMA viola-
tions, including HATRs, regardless of impact on flight safety, must be documented in the AOB
minutes. Provide a detail description of each incident to include (who, what, when, where and
how, type vehicle/aircraft involved and action taken to prevent areoccurrence.) Highlight any
trends.

4.7.3.2.10. HATRs. Provide a brief summary of HATRSs reported in the quarter preceding the
AOB.

4.7.3.2.11. Air Traffic System Evaluation Program Observations. Include the current status of
all discrepanciesin the minutes until the observation isformally closed.

4.7.3.2.12. LOP Review: Annually review thelisting and effective dates of L OPs affecting the
local airfield/flight environment (base airfield operations instruction, letters of agreements,
operations letters, OPLAN taskings as applicable to the airfield environment, host nation
agreements, etc.)

4.7.3.2.13. TERPS: Conduct annual reviews of all instrument procedures to validate the con-
tinuing need for each. In addition to the annual requirement, review procedures when changes
occur.

4.7.3.2.14. Air Installation Compatible Use Zone (AICUZ): (Optional item). The AOB pro-
vides an optimal forum for conducting the biennial review of the local AICUZ Program, as
required by AFI 32-7063, Air Installation Compatible Use Zone Program.

4.7.3.2.15. Specia Interest Items (SI1). Report the results of new AF or MAJCOM Sl1 check-
lists, including Slis carried over from the previous year, at the first AOB following the official
release of the SI1 checklist.

4.7.3.2.16. (Added) Document all after hours operations support (date and number of
hours) where ATC and/or AM services were provided outside of published operating
hours. Forward thisinformation to HQ AFSPC/XORA as an attachment to the AOB
minutes.

4.7.3.3. Publish and distribute the minutes within 15 workdays after a board meeting.

4.7.3.3.1. If thereis no discussion associated with a particular mandatory item, annotate it as
“N/D” in the minutes.

4.7.3.3.2. When AOB minutes include ATSEP observations, the minutes must be marked
FOR OFFICIAL USE ONLY.

4.7.3.3.3. Distribute Airfield Operations Board minutes to all board members and the com-
manders of represented base agencies, to command levels as designated in the MAJCOM sup-
plement to thisinstruction, to HQ AFFSA/XA, to the AFREP of the servicing FAA region and,
if appropriate, to ANG and HQ AFRC. Forward the HQ AFFSA/XA copy via E-mail to
mailto: AFFSA. XA @andrews.af.mil or mail them to HQ AFFSA/XA, 1535 Command Dr.,
Suite D-302, Andrews AFB, MD 20762-7002.
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4.7.3.3.3. Once approved by the group commander responsible for air traffic services,
forward AOB minutes to HQ AFSPC/XORA via e-mail (AESPC.XORA @peter -
son.af.mil). Include date of commander approval. If unableto e-mail, send hard copy to
HQ AFSPC/XORA, 150 Vandenberg Street, Suite 1105, Peterson AFB, CO 80914-4200.

In addition, provide an electronic copy to AESPC.ATCAL S@peter son.af.mil and
AFSPC/CEP@peterson.af.mil.

4.8. Cooperative Quality Assurance and Safety Programs.

4.8.1. Base Level Evaluations. Several base level programs are designed to periodically assess the
AOF's integrated participation with other agencies in supporting the wing mission. These include
evaluations such as Operational Readiness Exercises (ORE) and Base Exercise Evaluations (e.g.,
Major Accident Response Exercises [MARE]).

4.8.2. The AOF aso plays a key role in supporting wing safety managed programs such as the Bird
Aircraft Strike Hazard (BASH) and the Mid-Air Collision Avoidance (MACA) Programs. These pro-
grams are directed by AFI 91-202, The US Air Force Mishap Prevention Program.

4.8.3. Pilot/AOF Liaison Program: The AOF supports the wing MACA program by establishing a
Pilot/AOF Liaison Program. The specific purpose of this program is to facilitate communication. It
enhances the wing MACA program by providing a forum for educating and addressing the concerns
of wing assigned aircrews and civilian pilots at satellite airports served by USAF air traffic control
facilities. Thisforum enhances safety and improves services provided in the local flight environment.
As the primary liaison between the AOF and the flying community, the AOF/CC establishes the liai-
son program. Extensive implementation of the program may be limited, depending on the number of
AOF personnel available to support the program. While specific requirements for implementation of
the pilot/AOF liaison program are best determined at the unit level, the following general guidelines
are recommended, when manning permits:

4.8.3.1. Assign at least one liaison to each flying squadron and each satellite airport supported by
the AOF. Recommend reciprocal pilot liaisons be identified from each flying squadron to provide
ateam liaison concept. Liaisons to satellite airports generally coordinate visitsymeetings with air-
port fixed base operators.

4.8.3.2. Maintain arecord of each liaison visit/meeting and topics discussed. Disseminate the
results of these discussions throughout the AOF and to flying squadrons/operations.

4.8.4. Annual Airfield Certification/Safety Inspection. The annual airfield inspection is conducted by
the AOF, civil engineering and safety representatives to evaluate the airfields condition and compli-
ance with USAF airfield infrastructure and safety requirements. Results of the inspection are high-
lighted to wing leadership and released to MAJCOM/DO/CE/SE by the wing commander. Annual
Airfield Inspection criteriais outlined in AFI 13-213, Airfield Management, Atch 4.

4.9. Base Airfield Operations Instruction. Develop and publish the base Airfield Operations Instruc-
tion, the consolidated source document governing operations on the airfield and in the local terminal area.
The base Airfield Operations Instruction is applicable to all units operating on the airfield. It must be
coordinated with all affected agencies tasked by the instruction, approved by the MAJCOM and signed by
the Wing/CC, prior to implementation. A listing of required items for publication in the base Airfield
Operations Instruction is provided at Attachment 3.
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4.10. ActionsFollowing an Aircraft Mishap.

4.10.1. The AOF/CC should coordinate on base mishap notification procedures to ensure appropriate
base agencies/senior leadership are notified of amishap in atimely manner. To ensure ATC facilities
are appropriately focused on mishap response activities and control of aircraft, only notification pro-
cedures directly associated with timely relay of data and mishap response activities should be desig-
nated to controllersin the ATC facilities.

4.10.2. CCTLRs will develop a facility mishap notification checklist to provide mishap response
guidance to controllers on duty. The ATC Watch Supervisor (WS) or Senior Controller (SC) initiates
completion of the mishap notification checklist. Facility checklists should contain procedures for
accomplishing the following items as a minimum:

4.10.2.1. Notify the CCTLR and/or AOF/CC that a mishap has occurred.
4.10.2.2. Coordinate facility and runway status with other ATC agencies.
4.10.2.3. Request an aircraft mishap local (SPECI) weather observation.

4.10.2.4. Notify Air Traffic Control Landing System (ATCALS) maintenance to check equipment
performance, if USAF ATCALS were involved.

4.10.2.5. Initiate NOTAMS, asrequired.

4.10.2.6. Safeguard written facility records, including events log, position logs, flight data strips,
and weather data. As soon as feasible, remove, label, store, and safeguard pertinent recording
tapes (analog and digital), cassettes, and discs.

4.10.2.7. Manning permitting, provide position relief to controllers who were on duty at the time
of the mishap. The WS/SC determines the optimal time for position relief, giving consideration to
continuity of services for mishap response support and human factors impact on controllers on
duty at the time of mishap. If the WS/SC suspects a controller may have contributed to the mishap,
the controller must be relieved from position immediately.

4.10.3. As soon as possible after being notified of an aircraft mishap, the AOF/CC or CCTLR will
assess controller involvement. If the AOF/CC or CCTLR suspects a controller’s performance contrib-
uted to a mishap:

4.10.3.1. Remove the controller from ATC duties pending a flight surgeon's evaluation. Prompt
evaluation by the flight surgeon is essential to accurately assessing the controller’s physiological
condition relative to the mishap incident.

4.10.3.2. After receiving medical clearance from the local flight surgeon, assess the controller’s
proficiency and take appropriate certification action or return the controller to ATC duties.

4.10.4. CAM will develop a mishap notification checklist to provide mishap response guidance to
AM Operations Supervisors on duty. As a minimum, locally developed aircraft mishap (on or off
base) checklists should contain the following procedures:

4.10.4.1. If mishap occurred on or near the airfield, record the following items in the events log
effective at the time of the mishap:

4.10.4.1.1. Activerunway involved
4.10.4.1.2. Runway Surface Condition
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4.10.4.1.3. NAVAID status
4.10.4.1.4. Airfield lighting status
4.10.4.1.5. Bird condition

4.10.4.2. Plot mishap location, cordon, Entry Control Point (ECP), safe route, known hazards and
other relevant information on crash grid maps.

4.10.4.3. Suspend/close operations to the runways or taxiways as required.

4.10.4.4. Conduct FOD check as required. Do not touch or remove anything, e.g., FOD, debris,
etc, from the runway. Inspect aircraft taxi routes affected by the mishap.

4.10.4.5. Send Flight Safety and/or Local NOTAM, as needed.
4.10.4.6. Obtain mishap aircraft information as needed:
4.10.4.6.1. Aircraft call sign and tail number
4.10.4.6.2. Departure base
4.10.4.6.3. Home station or organization
4.10.4.6.4. Name and rank of crew members
4.10.4.6.5. Number of personnel on board
4.10.4.7. Safeguard and make copies of the following documents:
4.10.4.7.1. Flight Plan (Weight and Balance if applicable)
4.10.4.7.2. AF Form 3616
4.10.4.7.3. Passenger Manifest (if applicable)
4.10.4.7.4. Loca airfield advisory information
4.10.4.7.5. Any other formsthat pertain to the flight

4.10.5. When afacility, service, or navigational aid is, or is suspected of being, involved in an aircraft
mishap, ATCALS maintenance must be notified to determine if equipment performance and align-
ments are within technical order (T.O.) specifications.

4.10.5.1. Radar equipment performance checks must include scope, cursor, and map alignment.

4.10.5.2. ATCALS maintenance must perform an immediate and comprehensive ground check of
equipment that remains in operation. Since ATCALS maintenance can only validate signals at
ground level, alocal flyability check should also be conducted to ensure appropriate airborne sig-
nal reception.

4.10.5.3. If equipment performance remains suspect, take the facility out of service, perform nec-
essary maintenance, and request an official flight inspection. Return the facility to service, when it
is suspected of contributing to a mishap incident, only after a successful FAA flight inspection.

4.10.6. Establish procedures to ensure AOF personnel do not release the names of individuals alleg-
edly involved in an aircraft incident or accident to agencies outside US Air Force channels. Proce-
dures should ensure personnel do not discuss the accident/incident beyond what is necessary to
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accomplish duties via the crash phone. All inquiries from non-mishap response personnel must be
directed to Public Affairs.

4.10.7. Unitswill notify their MAJCOM airfield operations staff of any mishap involving AOF ser-
vices, as soon as feasible, without impacting unit level emergency response activities. MAJCOM air-
field operations staffs will coordinate with MAJCOM safety counterparts to ensure appropriate ATC
and/or AM representation is afforded to the mishap Safety Investigation Board, as required in AFI
91-204, Investigating and Reporting Mishaps. When the command responsible for the mishap inves-
tigation differs from the command providing host base oversight, ATC/AM representation should be
provided by the command with host base oversight.

4.10.7. AOF/CC must notify HQ AFSPC/XORA telephonically. If mishap occurs after normal
duty hours, use e-mail for notification. Send information to AFSPC.XORA @peter son.af.mil.

4.11. Retaining Records. AOF/CCs file and maintain official copies of written and recorded records
pertinent to an alleged flying deviation, military facility deviation (MFD) or HATRs for six months. File
and maintain copies of written and recorded records about aircraft mishaps or accidents for two years, or
on inactivation of the unit (if sooner), according to AFMAN 37-139, Records Disposition Schedule. This
file may contain the originals or certified copies. In addition, keep other data such as crew duty schedules,
controller training records, pertinent medical data, etc., used in the investigation that the government
might require to defend air traffic control in law suit actions. Thisfile should contain only factual datathat
isgenerated in the ordinary course of business; it should not contain unsworn controller statements, sum-
maries of events, opinions and recommendations, or privileged safety information.

4.11.1. The AOF/CC is custodian for recorder voice tapes (analog and digital)/cassette and data
extraction disc recordings in USAF airfield operations facilities.

4.11.2. Continuous Data Recording (CDR) data of automated radar systems may be used in theinves-
tigation of reported incidents believed to be operational errors/deviations to determine the amount of
separation that existed or position of the aircraft. CDR data may not be used as the primary source for
reporting an incident or commencing an investigation. When CDR data is used in this capacity, the
automated system clock shall be verified as accurate and each plotted target verified as valid.

4.12. Releasing Aircraft Mishap/Incident Related Information. Persons conducting an official safety
investigation of an Air Force mishap have accessto all factual and non-factual information pertinent to an
aircraft mishap. These individuals may interview or request statements/testimony from personnel who
were controlling air traffic at the time of the mishap or who observed the mishap incident. These inter-
views, statements and testimony are not protected from public release in all cases. See specific guidance
below and in the governing AFIs for the type investigations that are associated with aircraft mishaps and
what information is protected.

4.12.1. AFI 91-204, Safety Investigations and Reports, governs the Safety Investigation Board (SIB)
process. The SIB is chartered solely for mishap prevention, to find causes of mishapsin order to take
preventive actions.

4.12.1.1. The SIB produces a two-part report. Part | of the report contains non-privileged factual
information that may be disclosed outside the Air Force. Transcripts of Recorded Air-to-Ground
and Aircraft-to-Aircraft Communications are included in Part |, Tab N. Part |1 contains the privi-
leged information that will not be disclosed. Investigation, Analysis, Findings, and Recommenda-
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tions; Statements and Testimony of Witnesses and Persons Involved; and Statements of Persons
Cited in Finding (respectively) areincluded in Part I, Tabs T, U, and V.

4.12.1.2. Distribution of privileged reports is restricted to those with a need to know and must be
protected for interbase E-mail transmission. Refer to AFI 91-204, Chapter 2, for guidance on pro-
tecting privileged information.

4.12.1.3. Findingsin a SIB report may not be used as evidence for punitive, disciplinary or
administrative actions. AFl 91-204 protects controller statements and testimony made during the
safety investigation from public disclosure. The intent of this protection isto encourage open com-
muni cation without fear of retribution, in order to expedite the discovery of causal factorsand pre-
vent future incidents.

4.12.2. AFI 51-503, Aircraft, Missile, Nuclear, and Space Accident Investigations, governs the Acci-
dent Investigation Board (AIB) process. The purpose of accident investigationsis to gather evidence
for claims, litigation, disciplinary and adverse administrative actions and other purposes not specific
to mishap prevention. These investigators have access to factual data pertinent to the accident, (i.e.,
information contained in Part | of the SIB report). They may obtain alist of SIB witnesses. They may
interview controllers (including SIB witnesses) and get controller statements or testimony, but may
only interview SIB witnesses after the SIB President releases them. They may not have accessto tes-
timony or statements provided to the SIB, nor may they ask or allow individualsto disclose what they
told the SIB. Statements and testimony made during aircraft accident investigations are releasable to
the public under the FOIA. Controllers may seek legal counsel before making statements or providing
testimony to accident investigators.

4.12.3. Factual records about hazardous air traffic reports, near midair collision reports, systems
errors, or deviations are releasable to any government agency conducting the investigation without
reference to the FOIA. AOF/CCs should cooperate to the maximum extent possible to make factual
information available to the investigating agency. The investigator may also request AOF personnel to
provide statements as supplemental information to aid in the investigation. These statements should
contain factual information only.

4.12.4. FAA, National Transportation Safety Board (NTSB), and USAF investigators have access to
factual records pertinent to an alleged violation of flying regulations. In accordance with AFJI 91-206,
Participation in a Military or Civil Aircraft Accident Safety Investigation, military commanders will
furnish all reasonable assistance within their capability to other Government activities participating in
an aircraft accident investigation. Requests for specific information should be routed through military
commanders. These investigators may request controller statements or testimony. Controller state-
ments and testimony made during this type of investigation are releasable to the public. Controllers
may seek legal counsel before making statements or testimony to accident investigators. Do not
release names of individuals involved without the specific approval of HQ USAF/XOO.

4.12.5. The Department of the Air Force discloses its records to the public, unless these records are
exempt from public disclosure. AFI 37-131, Freedom of Information Act Program, outlines proce-
dures for disclosure of records and lists specific exemptions for withholding records. Process any
non-governmental request that cites the Freedom of Information Act through the wing or base FOIA
office.

4.12.6. Handlerequestsfor classified or unclassified datafrom foreign governments or their represen-
tatives, including host nation mishap investigation teams, through foreign disclosure policy channels
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according to AFI 16-201, Foreign Disclosure of Classified and Unclassified Military Information to
Foreign Governments and International Organizations. MAJCOMs will define the process for han-
dling requests by foreign governments.

4.13. Removing Original Records. With the exception of official safety investigations, do not release
recorded or written records concerning mishaps without authority from the OG/CC or designated repre-
sentative. Due to playback/recording capabilities of the DVRS and magnetic reel tapes (potential for
recording over or deleting original recordings), it is recommended that original recorded records be
retained in the AOF filesand a certified transcript or certified tape copy be released to appropriate author-
ities. Release transcripts/voice recordings for OFFICIAL USE ONLY to a recognized investigation
authority. To ensure custodia control, written and recorded records should not be released to an interme-
diary collection agency that is not a member of the investigation board. If the original recording is
released, keep a copy of the original recording with the custodian. NOTE: In accordance with FAA guid-
ance, a DAT recording derived from the hard drive of the DVRS is certified as an origina recording.

4.13.1. At joint-use RAPCONS, where the US Air Force has furnished recorder equipment, the FAA
maintains custodial control of recordings. If the Air Force requires access to a tape of one of its posi-
tionsin the facility, the FAA plays back the recording. If the mishap involves an FAA controller, the
FAA provides acopy of the original voice recording for the use of investigators.

4.13.2. If thereisaneed for atranscript or an additional tape copy, make it from the original record-
ing. Only two certified re-recordings of the original (DAT) recording should be made. Any additional
re-recordings should be made from a certified copy of the original. When making a tape copy include
al transmissions from initial call-up to at least 5 minutes after last contact. Use a speaker-to-micro-
phone method to copy when the equipment will not electronically connect. Preface the reproduction
with a statement containing the information in paragraph 4.14.3. Also include the date and time of
reproduction, the name of the person supervising the reproduction and a certification that the repro-
duction is atrue copy of the original recording.

4.13.3. The data extraction recordings of automated radar systems to a computer extraction disc are
normally useless to a requesting party unless reduced to a printed hard-copy form. Therefore, when
filling arequest for computer data, the disc will be reduced to printed form. After a successful reduc-
tion to printed form, the disc may be returned to service through the normal rotation cycle unless a
specific request is received to retain the disc in its entirety. The following disclaimer will be attached
to any computer reproduction: “THIS DOCUMENT IS DERIVED FROM COMPUTER MAG-
NETIC RECORDINGS OF INTERNAL COMPUTER PROCESSING. IT ISNOT AN EXACT REP-
RESENTATION OF THE CONTROL POSITION DISPLAY.” The printout data is considered a
permanent record and shall be retained as part of the records identified in paragraph 4.12.

4.14. How To Prepare Transcripts:
4.14.1. Include the following in the heading of the written transcript:
4.14.1.1. Subject.
4.14.1.2. ldentity of the recording facility.
4.14.1.3. List of facilities and controller positions, and the abbreviation for each.
4.14.1.4. Frequency, landline, or position being recorded.
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4.14.1.5. Date and time covered by the transcript.

4.14.1.6. Source of time entries; for example, time announcer, radio broadcast, reconstruction
from timing tape, etc.

4.14.1.7. Certification statement (paragraph 4.14.3.).

4.14.2. Abbreviate each facility in the transcript by using the location designator, followed by the
facility and controller position. Identify aircraft by an abbreviated call sign if confusion will not result.
Precede each transmission with the time the transmission began and identity of the transmitting
source. When the source is unknown, use UNK. Single-space the body of the transcription. Dou-
ble-space between each transmission. Show unintelligible transmissions by a series of asterisks. At
the end of the transcript, center the statement, “END OF TRANSCRIPT”.

4.14.3. Certify copies of written records or tape transcripts as follows: "I certify this to be atrue and
exact (copy or transcript) of the original recording on file at this office at (base name)” (Name and
Grade); (Title).

4.15. Hazardous Air Traffic Reports (HATRS). AFI 91-202, The US Air Force Mishap Prevention
Program, establishes and provides guidance for the USAF HATR program. The intent of the HATR pro-
gram is not only to identify potentially hazardous aviation practices or procedures at a local unit, but to
disseminate information which might prevent similar hazardous conditions at other USAF locations. Use
AF Form 651, Hazardous Air Traffic Reports (HATRS) to submit a HATR. If unit level AOF services are
identified as contributory/causal to the HATR, the AOF/CC must provide comments in the final HATR
message prepared by the wing safety office. Comments on line 11 of the preliminary HATR report and
line 2 of the final HATR report must indicate if the AOF/CC concurs or non-concurs with the content of
the HATR. If the AOF/CC non-concurs, specific details of the disagreement must be identified.

4.15. Units must notify HQ AFSPC/XORA of a filed HATR. Notification may be made by tele-
phone, FAX or e-mail. Notification will include information as outlined in paragraph 4.15.1.
(Added). (Added) of thissupplement.

4.15.1. (Added) Notification should include:
4.15.1.1. (Added) Location.
4.15.1.2. (Added) Date and local time.
4.15.1.3. (Added) Aircraft type, call sign, and command of owner ship (if known).
4.15.1.4. (Added) Air traffic service, equipment, or ATCAL Sinvolved.
4.15.1.5. (Added) Current status of equipment and ATCAL Sinvolved.
4.15.1.6. (Added) Reported weather at time of incident.
4.15.1.7. (Added) Whether or not control instructionswere recorded and readable.

4.15.1.8. (Added) Whether the supervisor on duty was acting in the capacity of a watch
supervisor or a senior controller. Include actions at the time of the incident.

4.15.1.9. (Added) Number of qualified controllers scheduled for duty, on duty, in position,
and if any training was being conducted.

4.15.1.10. (Added) A brief narrative of the event (factual information only).
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4.16. Civil Aircraft Deviations. Report alleged deviations by civil aircraft to the nearest General Avia-
tion District Office, Flight Standards District Office, Air Carrier District Office or equivalent host nation

agency.

4.17. Military Facility Deviation (MFD) Reports. MFDs are filed IAW FAAO 7210.56, Air Traffic
Quality Assurance. When a unit receives an MFD report from the FAA, or ahost nation equivalent report,
the AOF/CC must investigate and send results, along with a copy of the report, to the MAJCOM OPR for
ATC within 7 duty days after receipt. Final response must include a brief summary of the event, probable
cause, and corrective action taken (do not include any personnel actions taken beyond general statements
about additional training for an individual involved).

4.17. Notify HQ AFSPC/XORA as soon as possible of all military facility deviations. Notification
can be made via phone, FAX or e-mail (AESPC.XORA @peter son.af.mil).
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Chapter 5
AERODROME OPERATIONS

5.1. Operating Hours. AOF facilities remain open in support of the base flying mission. Radar facilities
that support the NAS may require 24 hour operations. The OG/CC specifies published ATC and AM facil-
ities' hours of operation. These hours will determine unit's manpower authorizations/base manning
requirements. Units requesting to curtail these hours must comply with para5.2. The AOF/CC will ensure
hours of operation are published in the appropriate FLIPs.

5.2. Curtailing Facility Operating Hours and Return of Airspaceto the FAA.
5.2. See AFI 13-213, para 6.2. to determineif an airfield restriction isrequired.

5.2.1. MAJCOM/DOs approve any action dealing with curtailment of operations that result in
USAF-controlled terminal airspace being permanently or temporarily returned for FAA control. This
does not apply to short term requests for holiday closures, which is at the discretion of the Wing Com-
mander, with FAA supporting facility concurrence. Overall impact on the FAA supporting facility
must be given careful consideration, when requesting FAA acceptance of terminal airspace, particu-
larly when more than one USAF location/MAJCOM requires support from the same FAA ARTCC.

5.2.2. Unitswill notify MAJCOM airfield operations staffs and Regional Air Force Representatives
(AFREPS) when a proposal to return airspace/curtail operating hours is under consideration. This
notification shall precede any negotiations outside USAF channels. To facilitate preliminary coordina-
tion with HQ FAA, include AFFSA/CC, AF/XOO-CA and AF/XOO-RA as coordination addressees
on any proposals submitted to MAJCOM/DOs.

5.3. Permanently Closing Runways . To permanently close arunway at an active Air Force base:

5.3.1. Obtain MAJCOM/DO and HQ USAF/XOO0 approva unless the USAF has directed the action.
Provide an information copy to HQ AFFSA/XA.

5.3.2. Before the effective date of an approved closure:
5.3.2.1. Notify the Air Force Representative (AFREP) of the appropriate FAA region.
5.3.2.2. Provide HQ AFFSA/OL-D with appropriate data for FLIP documents.
5.3.2.3. Ensure the civil engineer marks the closed runway IAW AFI 32-1042 and ETL 94-01.
5.4. Activating Permanently Closed Runways. Activating a permanently closed runway, except for
emergency situations, requires the following actions:

5.4.1. Comply with Unified Facilities Criteria (UFC) 3-260-01, 32-1042, 32-1043, 32-1187 and
32-1044.

5.4.2. Obtain MAJCOM/DO approval and coordinate through AFFSA/XA for AF/XOO approval.

5.4.3. Coordinate with the AFREP of the appropriate FAA region. (NOTE: Bases not under FAA
jurisdiction must coordinate with appropriate host government agencies).

5.4.4. Provide HQ AFFSA/OL-D with appropriate data for inclusion in FLIP documents.



AF113-204_AFSPCSUP1 1 OCTOBER 2003 33

5.5. Operation of Aircraft at Air Force Airfields.

5.5.1. Airfield operating hours are defined as those hours the runways, ATC tower and AM facilities
are open to support military operational needs. If the Host Wing Commander extends operating hours
outside the published airfield operating hours, essential services to include Fire/Crash, Medical, ATC
and AM must be available. MAJCOMs may waive the requirement for AM operations after published
airfield operating hours where USAF/USAFR/ANG do not have operational responsibility for the
runway.

5.5.2. Military aero club aircraft are treated as government owned military aircraft for liability pur-
poses and access to military aerodromes. Aircraft privately owned by members of amilitary aero club
require authorization to use military facilities (see AFI 10-1001 and AFI 10-1002, Agreements for
Civil Aircraft Use of Air Force Installations).

5.5.3. Civil aircraft operating at USAF airfields must comply with proceduresin
AFI 10-1001, AFI 10-1002 and AFI 10-1003.

5.5.4. Installations. Aircraft flight operations, when the tower and Airfield Management Operations
are closed, require MAJCOM/DO written approval. Host Wing Commander must forward arequest to
MAJCOM/DO addressing the following:

5.5.4. Once approved, publish operating proceduresin the AOI.
5.5.4.1. Operational impacts:

5.5.4.1.1. How mishapswould affect “next day” Air Force operations. NOTE: Air Force must
wait for National Transportation Safety Board to investigate civil aircraft accidents.

5.5.4.1.2. Delay of routine runway maintenance tasks.
5.5.4.2. Security implications:
5.5.4.2.1. Physical security:
5.5.4.2.1.1. Flightline access and ground traffic control.
5.5.4.2.1.2. Potential theft and sabotage/vandalism.

5.5.4.2.1.3. (Added) Establish proceduresto ensure Security Forces (SF) can identify
aircraft authorized to conduct closed airfield operations. Establish procedures for
closed airfield unauthorized landings and publish in the base Airfield Operations
Instruction (AOI).

5.5.4.2.2. Operational security: intelligence exploitation.

5.5.4.3. Safety implications:

5.5.4.4. Risk of mishap increased with:
5.5.4.4.1. Uncontrolled taxi operations by operators unfamiliar with procedures and facilities.
5.5.4.4.2. Mix of uncontrolled military and civil traffic.

5.5.4.4.3. (Added) Uncontrolled ground vehicle operations, specifically runway opera-
tions.

5.5.4.4.4. (Added) Aircraft emergenciestoinclude notification procedures.
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5.5.4.4.5. (Added) Overdueaircraft procedures.
5.5.4.5. Delay infire, crash or rescue responses.
5.5.4.6. Potential for injury to maintenance personnel on the airfield.
5.5.4.7. Public exposure to hazardous/dangerous activities.
5.5.4.8. Lega implications:
5.5.4.8.1. Accountability for incidents and accidents.
5.5.4.8.2. Liability for injury and damage.
5.5.4.8.3. Digtinguishing authorized and unauthorized landings.
5.5.4.9. Other aress:
5.5.4.9.1. Procedures for operating airfield lighting, if applicable.
5.5.4.9.2. Procedures for conducting airfield inspection and checks IAW AFI 13-213.
5.5.4.9.3. Outline natification and radio communication procedures.

5.5.4.9.4. (Added) Flight planning procedures to include obtaining NOTAMs and
weather.

5.5.4.9.5. (Added) Aircraft flight following procedures.

5.5.4.9.6. (Added) Agencies authorized uncontrolled operations and the type of opera-
tions (e.g., Search and Rescue).

5.5.5. MAJCOMs. Prior to approving unit’s waiver request, ensure essential services are available for
safe aircraft operations during the time frames when Tower or Airfield Management Operations are
closed. NOTE: The policy of permitting flight operations when Airfield Management operations is
closed shall not be used in lieu of authorized manning increases for increased flight operations.

5.6. Control of Ground Trafficin Controlled M ovement Areas. Publish controlled movement areas
in the base airfield operations instruction. Procedures must require specific approval by ATC for entry
onto controlled movement areas and should require direct 2-way radio communication. (When direct
2-way radio communication is not possible, procedures for use of light guns, light signals or escorts must
be specifically outlined in an LOP) Local guidance must include procedures to reposition personnel to a
safe distance from controlled movement areas and to recall personnel from controlled movement areasin
the event of atower/vehicleradio failure.
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Chapter 6

NATIONAL AIRSPACE SYSTEM (NAYS)

6.1. NAS Defined. The common network of U.S. airspace, air navigation facilities, equipment and ser-
vices, airports or landing areas, aeronautical charts, information and services, rules, regulations and pro-
cedures, technical information, and manpower and materiel. Included are system components shared
jointly by military and the FAA. The OSS/CC will identify NAS ATCALS componentsin an LOP. When
an ATCALS component is part of the NAS, coordinate with the proper ARTCC, FAA TRACON, and
Flight Service Station (FSS) for anything that affects service. Request NOTAM action through the appro-
priate agency.

6.2. Management of USAF ATCALS. AFFSA/XR is the standard system manager for US Air Force
ATCALS and is responsible for planning, implementing, and administering a program to control the
inclusion and removal of Air Force ATCALS from the NAS.

6.2.1. The program must address system development, architecture, integration, and certification
standards for all new ATCALS.

6.2.2. Coordinate with the appropriate FAA authority on all Air Force ATCALS proposed for inclu-
sioninthe NAS.

6.2.3. The FAA considers certification of NAS ATCALS an inherently governmental function that
must be performed by government personnel. The Air Force Commercial Activities Program Manager
(AF/PER) has determined that all USAF ATCALS maintenance certification is also inherently gov-
ernmental.

6.2.4. All ATCALS must meet specifications and criteria according to FAAO 8200.1 (AFMAN
11-225, US Sandard Flight Inspection Manual Procedures). Entering or removing USAF ATCALS
from the NAS does not negate flight inspection or maintenance certification procedures required by
federal regulations or other Air Force directives.

6.3. ATCALS Availablefor Inclusion in the NAS.

6.3.1. Radar Approach Control (RAPCON). Air Force facilities that provide terminal, overflight, or
enroute ATC service to civil aircraft. Designation in NAS must include associated VHF radio equip-
ment available for civil use.

6.3.2. Airport Surveillance Radars (ASR). Air Force terminal radar sensors available to provide radar
data on terminal, overflight, or enroute aircraft movements to civilian agencies.

6.3.3. Control Towers. Air Force facilities providing service at joint-use airfields. Limit NAS certifi-
cation to VHF radio equipment supporting civil operations.

6.3.4. VOR, VORTAC, and LF NDB. Air Force-owned ATCALS which civil aircraft use for instru-
ment approach procedures to joint-use airfields or which support the national airways structure.

6.3.5. PAR, ILS, and MLS. Precision instrument landing systems used to support civil operationsinto
ajoint-use airfield.
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6.4. Proceduresfor Entering ATCALSIntothe NAS. AOF/CC must refer requests to their appropri-
ate MAJCOM. The letter of transmittal must contain an evaluation of the request and, when recommend-
ing approval, a statement that the facility meets Air Force T.O. specifications and flight inspection
standards. The unit must also identify the existing facility restoral policy.

6.4.1. The MAJCOM OPR for Air Traffic Services must review the request for validity:

6.4.1.1. If they do not consider the request valid, inform the requesting agency and send a copy to
AFFSA/XR.

6.4.1.2. If they validate the request, they send it to the appropriate FAA region Air Force Repre-
sentative (AFREP) to determine if existing maintenance restoral policy satisfiesthe FAA require-
ment.

6.4.2. If the request requires additional services or equipment, advise the FAA region of the associ-
ated cost and negotiate a reimbursement agreement. Do not provide an increased posture until arrang-
ing a reimbursement method.

6.4.3. When the above actions are complete, notify the appropriate FAA region AFREP, AFFSA/XR,
and the concerned ATC unit of the effective date to enter the NAVAID into the NAS.

6.5. Withdrawing ATCALSfrom the NAS. Process requests to remove Air Force ATCALS from the
NAS asfollows:

6.5.1. Send requests received at the base level to MAJCOM.

6.5.2. The owning MAJCOM must coordinate the effective date for removal of the facility from the
NAS with the appropriate FAA region, through the AFREP.

6.5.3. MAJCOM must inform AFFSA/XR and the local AOF/CC of the effective date.
6.6. FormsPrescribed . AF Form 4058, Airfield Oper ations Policy Waiver Request.
6.7. Forms Adopted . AF Form 623, On-the-Job Training Record, AF Form 623a, On-the-Job Train-

ing Record - Continuation Sheet, AF Form 651, Hazardous Air Traffic Reports, and AF Form 3616,
Daily Record of Facility Operation.

CHARLESF. WALD, LtGen, USAF
DCS/Air and Space Operations
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

AFPD 13-2, Air Traffic Control, Airspace, and Range Management

AFMS 13E1, Air Force Manpower Sandard 13E1, Airfield Operations Flight

AFI 10-403, Deployment Planning and Execution (Mobility)

AFI 10-414, Requesting and Employing Combat Communications Resources in Peacetime
AFI 10-707, Spectrum I nterference Resolution Program

AFI 10-1001, Civil Aircraft Landing Permits

AFI 10-1002, Agreements for Civil Aircraft Use of Air Force Airfields

AFI 10-1003, Use of Air Force Installations for Non-Government Business by Civil Air Carriers Partici-
pating in the Civil Reserve Air Fleet (CRAF) Program

AFI 11-201, Flight Information Publications

AFI 11-202, \ol 111, General Flight Rules

AFH 11-203, Weather for Aircrews

AFJl 11-204, Operational Procedures for Aircraft Carrying Hazardous Materials
AFIMAN 11-208, The USMilitary Notice to Airmen (NOTAM) System

AFI 11-209, Air Force Participation in Aerial Events

AFIMAN 11-213, Military Flight Data Telecommunications System

AFMAN 11-217, Vol 1 & Vol 11, Instrument Flight Procedures

AFIl 11-218, Aircraft Operation and Movement on the Ground

AFMAN 11-225, FAA Handbook OAP 8200.1, US Sandard Flight Inspection Manual
AFIMAN 11-226, FAA Handbook 8260.3, US Sandard for Terminal Instrument Procedures (TERPS)
AFI 11-230, Instrument Procedures

AFI 11-290, Cockpit/Crew Resource Management (CRM) Program

AFI 13-201, US Air Force Airspace Management

AFI 13-202, Overdue Aircraft

AFI 13-203, Air Traffic Control

AFI 13-207, Preventing and Resisting Aircraft Piracy (FOUO)

AFMAN 13-209, Instrument Procedures

AFI 13-213, Airfield Management

AFMAN 13-215, ATC Radar Maps and Associated Systems
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AFI 13-216, Evaluation of ATC and Landing Systems (ATCALYS)

AFI 13-217, Assault Zone Procedures

AFI 13-218, Air Traffic System Evaluation Program

AFMAN 13-220, Deployment of Airfield Operations

AFIl 14-205, Identifying Requirements for Obtaining and Using Geospatial Information
AFMAN 15-111, Surface Weather Observations

AFMAN 15-124, Meteorological Codes

AFI 23-202, Buying Petroleum Products, and other Supplies and Services Off-Sation

AFRJl 24-108, Movement of Unitsin Air Force Aircraft
NOTE: Superceded by DoDR 4500.9-R, Defense Transportation Regulation, Part 3-Mobility, Nov 01

AFI 24-301, \ehicle Operations

AFIMAN 24-306, Manual for Wheeled \ehicle Driver

AFI 24-405, Department of Defense Foreign Clearance Guide

AFI 25-201, Support Agreement Procedures

AFI 31-101, The Air Force Resource Protection Program

AFl 31-204, Motor Vehicle Traffic Supervision

AFI 32-1002, Show and Ice Control

AFI 32-1024, Sandard Facility Requirements

AFl 32-1026, Planning and Design of Airfields

AFl 32-1041, Airfield Pavement Evaluation Program

AFI 32-1042, Sandards for Marking Airfields

AFl 32-1043, Management of Aircraft Arresting Systems

AFl 32-1044, Visual Air Navigation Systems

AFI 32-1063, Electric Power Systems

AFH 32- 1084, Facility Requirements

AFMAN 32-1076, Design Sandards For Visual Air Navigation Facilities
AFMAN 32-1123(1), Airfield and Heliport Planning and Design (UFC 3-260-01)
AFl 32-7061, The Environmental Impact Analysis Process

AFl 32-7063, Air Installation Compatible Use Zone Program

AFI 33-211, Communications Security (COMSEC) User Requirements
AFI 33-212, Reporting COMSEC Deviations

AFl 34-217, Air Force Aero Club Program

AFPD 36-4, Air Force Civilian Training and Education
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AFI 36-401, Employee Training and Devel opment

AFl 36-2101, Classifying Military Personnel

AFMAN 36-2108, Enlisted Classification

AFl 36-2201, Developing, Managing, and Conducting Training

AFI 36-2210, Airfield Operations Officer Training Program

AFMAN 36-2234, Instructional System Devel opment

AFH 36-2235, Vol 11, Information for Designers of Instructional Systems

AFI 36-2605, Air Force Military Personnel Testing Program

AFI 36-2606, Reenlistment in the United Sates Air Force

AFl 36-2807, HQ USAF Deputy Chief of Saff Air and Space Annual Awards Program

AFI 37-131, Freedom on Information Act Program
NOTE: Superseded by AFSUPDoDR 5400.7

AFMAN 37-138, Records Disposition--Procedures and Responsibilities

AFMAN 37-139, Records Disposition Schedule

AFI 48-123, Medical Examination and Medical Sandards

AFI 51-503, Aircraft, Missile, Nuclear, and Space Accident Investigations

AFI 51-701, Negotiating, Concluding and Reporting International Agreements
AFOSHSTD 91-100, Aircraft Flightline-Ground Operations and Activities

AFl 91-202, The US Air Force Mishap Prevention Program

AFl 91-204, Safety Investigations and Reports

AFRJI 91-206, Participation in a Military or Civil Aircraft Accident Safety Investigation
AFPAM 11-238, Aircrew Quick Reference to the METAR/TAF Codes

AFPAM 91-211, USAir Force Guide to Mishap Investigation

AFMP 91-212, Bird Aircraft Srike Hazard (BASH) Management Techniques

ETL 94-01, Engineering Technical Letter (ETL) 94-01: Sandard Airfield Pavement Marking Schemes
ETL 97-14, Proceduresfor Airfield Pavement Condition Index Surveys

ETL 97-17, Guide Specification-Paint and Rubber Removal from Roadway and Airfield Pavements
ETL 00-8, Airfield Pavement Design Criteria

AFJI 91-206, Participation In A Military Or Civil Aircraft Accident Safety Investigation
AFPAM 91-211, USAir Force Guide to Aviation Safety Investigation

CFETP 1C1X1, Air Traffic Control Operations

Joint Doctrine

AF Doctrine Document 2-1.7, Airspace Control in the Combat Zone
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Joint Publication 3-52, Doctrine for Joint Airspace Control in the Combat Zone
FAA Advisory Circulars (AC)

00-46, Aviation Safety Reporting Program

150/5200-18, Airport Safety Reporting Program

150/5220-9, Aircraft Arresting Systems for Joint/Military Airports

150/5300-13, Airport Design

150/5340-1, Sandards for Airport Markings

150/5340-26, Maintenance of Airport Visual Aid Facilities

150/5345-44, Specifications for Taxiway and Runway Sgns

ATC Training Series

(See Air Force Electronic Publication Library (AFEPL) for current listing of ATC training series)
Code of Federal Regulations (CFR) 14

Part 01, Definitions and Abbreviations

Part 65, Certification: Airman Other Than Flight Crew Members

Part 71, Designation of Federal Airways, Controlled Airspace, and Reporting Points
Part 73, Special Use Airspace

Part 77, Objects Affecting Navigable Airspace

Part 91, General Operating and Flight Rules

Part 93, Special Air Traffic Rules and Airport Traffic Patterns

Part 95, IFR Altitudes

Part 97, Sandard Instrument Approach Procedures

Part 99, Security Control of Air Traffic

Part 105, Parachute Jumping

Part 139, Certification and Operations: Land Airports Serving Certain Air Carriers
Part 157, Notice of Construction Alteration, Activation, and Deactivation of Airports
Part 171, Non-Federal Navigation Facilities

FAA Handbooks and Orders

6850.5, Maintenance of Lighted Navigational Aids

7100.8, Sandard Instrument Departure (SD)

7100.9, Sandard Terminal Arrival (STAR)

7110.10, Flight Services

7110.52, Suspected Illegal Use of Aircraft
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7110.65, Air Traffic Control

7110.67, Special Aircraft Operations by Law Enforcement Organizations
7110.88, Optimum Descent Procedures

7130.3, Holding Pattern Criteria

7210.56, Air Traffic Quality Assurance

7210.3, Facility Operation and Administration

7220.1, Air Traffic Control Certification Procedures

7340.1, Contractions

7350.7, Location Identifiers

7400.2, Procedures for Handling Airspace Matters

7610.4, Special Military Operations

7930.2, Noticesto Airmen

8240.36, Instructions for Flight Inspection Reporting

8240.41, Flight Inspection/Air Traffic Coordination

8260.19, Flight Procedures and Airspace

Aeronautical Information Manual (AIM)

International Civil Aviation Organization (ICAO) Publications

North Atlantic Treaty Organization Sandardization Agreements (NATO STANAGS)
Flight Information Publications (FLIP): Air Force, FAA, DaD, and ICAO Publications
DoD Flight Information Handbook

High and Low Altitude Instrument Approach Procedures

High and Low Altitude Charts

VFR and IFR Supplements

Planning Data and Procedures

Abbreviations and Acronyms

41

NOTE: Acronyms—Air Force versus FAA abbreviations and acronyms will be utilized at all Air Force,

AFRC and ANG locations when staffed with DoD or contract civilian controllers.
AFFSA—AIr Force Flight Standards Agency

AFI—Air Force Instruction

AFJI—Air Force Joint Instruction

AFIJMAN—AIr Force Joint Manua

AFMAN—AIr Force Manual
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AFJQS—AIr Force Job Qualification Standard

AFM S—Air Force Manpower Standard
AFPAM—Air Force Pamphlet

AFRC—AIr Force Reserve Command

AFREP—AIr Force Representative

AICUZ—Air Installation Compatible Use Zone
AM—Airfield Management

AOB—A.irfield Operations Board
AOF/CC—Airfield Operations Flight Commander
AOF/DO—A.irfield Operations Flight Operations Officer
AOF/SO—-A.irfield Operations Systems Officer
AOI—Airfield Operations Instruction

ANG—AIr Nationa Guard

ASR—AIrport Surveillance Radar

ATC—Air Traffic Control

ATCAL S—A.ir Traffic Control and Landing Systems
ATCS—ATC Specidist

ATCTD—ATC Training Device

ATD—A:ir Traffic Division (MAJCOM OPR for ATC)

ATM—Air Traffic Manager CCTLR, when requirement or function islimited to the internal operation of
afacility, otherwise AOF/CC.

AT SEP—A.Ir Traffic System Evaluation Program
AT CSS—A.ir Traffic Automation Control Specialist
AWDS—Automated Weather Distribution System
BASH—BiIrd/Aircraft Strike Hazard
CAMO—=Chief, Airfield Management Operations
CAMT—Chief, AM Training

CATCA—Chief, ATC Automation
CATCT—=Chief, ATC Training
CBT—Computer-Based Training
CC—Commander

CCTLR—Chief Controller

CDP—Controller Development Program
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CDR—Continuous Data Recording
CFETP—Career Field Education and Training Plan
CFO—Chief, Flightline Operations
CHUM—Chart Updating Manual
CMA—cControlled Movement Area
CSE—Chief, Standardization and Evaluation
CTO—-Control Tower Operator
CTS—Course Training Standard

DA—Drug Abuse

DBRITE—Digital Bright Radar Indicator Tower Equipment
DNIC —Duty Not Involving Controlling
DVA —Diverse Vector Area

DVRS —Digital Voice Recorder System
ESL—Emergency Staffing Level
FAA—Federal Aviation Administration
FAAO —FAA Order

FL IP —Flight Information Publication

FOC —Fear of Controlling

FOD —Foreign Object Damage/Debris
FTOR —Failure To Obtain (or Maintain) a Rating
GCA—Ground Controlled Approach
HATR—Hazardous Air Traffic Report

| L S—Instrument Landing System

| SD—Instructional System Development
JQS—Job Qualification Standard
LAAS—Low Altitude Alerting System

L OA—L etter of Agreement

L OP—L ocal Operating Procedure
MACA—Mid-air Collision Avoidance
MAJCOM—Major Command
NAS—National Airspace System
NAVAID—Navigational Aid
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NLT—No Later Than

NOTAM—Notice to Airmen
OG/CC—Operations Group Commander
OJT—On-the-Job Training

OPL AN—Operation Plan

OPR—Office of Primary Responsibility
OSS —Operations Support Squadron

PAR —Precision Approach Radar
PDS—Personnel Data System

PW S—Performance Work Statement
QAE—CQuality Assurance Evaluator
QTP—-Qualification Training Package
RAPCON—Radar Approach Control (USAF)
RFC—Radar Final Control

SC—Senior Controller

SE|—Specia Experience Identifier
STAR—Standard Arrival Route

STS —Speciaty Training Standard
TERPS—Terminal Instrument Procedures
TRB—Training Review Board

TSN—Chief, ATC Training and Standardization

UGT—Upgrade Training
USAF—United States Air Force
W S—Watch Supervisor

Terms
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Air Traffic Control and Landing Systems—Department of Defense facilities, personnel, and
equipment (fixed, mobile, and seaborne) with associated avionics to provide safe, orderly, and

expeditious aerospace vehicle movements worldwide.

ATC Tower Operator —An individual who meets the requirements for and is issued an air traffic
control specialist certificate. An air traffic control tower operator may perform duty in either a control

tower or aradar facility.

Airfield Check —Conducted by Airfield Management personnel to examine the primary takeoff,
landing, and taxi surfaces in response to in-flight or ground emergencies, to determine Runway Surface
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Condition or Runway Condition Reading, to conduct Foreign Object Damage checks, and for Bird
Aircraft Strike Hazard/Habitat control.

Airfield Facilities—Includes the following: Runways, taxiways, parking areas, servicing areas, ATC
facilities, Airfield Management Operations, navigational aids, aircraft fire suppression and rescue
services, airfield lighting systems and systems to hold or stop aircraft (where required.)

Airfield I nspection —Conducted by airfield management personnel to: Identify violations of established
obstacle clearance criteria, identify lighting, marking, and sign discrepancies, inspect construction areas
to ensure they do not present a hazard to aircraft operations, and inspect pavement conditions (including
rubber deposits.)

Airfield Management—Primary functions include: coordinating and monitoring airfield maintenance/
support, providing flight planning assistance, coordinating Notice to Airmen and activities to provide a
safe airfield environment.

Airfield Management Craftsman Cour se—Provides advanced training for personnel upgrading to the
7-skill level. (Course number E3ACR1CO071 000)

Airfield Operations|nstruction —Formerly known as the base flying regulation. Defines local
procedures for Airfield Management and Air Traffic Control. Also called AOI.

Appropriate Examiner —The Control Tower Operator (CTO) examiner or Chief/Assistant Chief,
Standardization and Evaluation, Chief/Assistant Chief, Training and Standardization.

Base Operations—A facility, located near the flightline that contains the Airfield Management
functional areas to include the Chief, Airfield Management office, Airfield Management Operations,
Flight Planning Room and Aircrew Lounge.

Career Field Education and Training Plan —A comprehensive, core training document that identifies
life-cycle training and education requirements and minimum core task requirements for the career field. It
ingtills sound objectivity in unit level training. Also called CFETP.

Cancdllation of Position Certifications and Facility Ratings—T he termination of a qualified
controller's current position certifications and facility ratings.

Computer-Based Training —Students receives lesson materials at a training terminal through student
and computer interaction.

Contractor —Any civilian company, limited business venture, sole proprietor, the Federal Aviation
Administration or Department of Defense when contracted to perform Air Traffic Control or Airfield
Management Operations for the US Air Force.

Controlled Movement Area—As defined in base Airfield Operation Instructions, any portion of the
airfield requiring aircraft, vehicles and pedestrians to obtain specific air traffic control approval for access
(normally viatwo-way radio contact with the control tower). Controlled Movement Areas include but are
not limited to areas used for takeoff, landing and as required taxiing of aircraft. NOTE: This definitionis
used in lieu of “movement area’ as defined in the FAA Pilot Controller Glossary. Also called CMA.

Controlled Movement Area Violation—An airfield infraction caused by aircraft, vehicles, or
pedestrians entering the controlled movement area without specific control tower approval. This
definition includes runway intrusions and infractions caused by communication errors.
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Dual Certification —A controller is dual certified when they hold current position certificationsin more
than one facility. The controller must maintain proficiency standards in both facilities to retain dual
certification status.

Dual Qualified —A controller is dual qualified when they have been awarded both aradar and a control
tower Special Experience Identifier.

Exter nal Sores —Items mounted on the external portions of an aircraft, including armament, fuel tanks,
baggage pods, etc., that can be released or jetti soned.

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
for the following type of facility rating issued.

Control Tower Operator (CTO) —Includeslocal control, ground control and flight data positions.

Ground Controlled Approach (GCA) —Includes al positions except watch supervisor and
coordinator.

Radar Approach Control (RAPCON) —Includes approach control, departure control, arrival
control and associated assist positions.

Radar Final Control (RFC) —Includes position that conduct precision approach radar (PAR)
approaches and/or airport surveillance radar (ASR) approaches and monitor instrument approaches.

Foreign Object Damage Check —Conducted by AM personnel prior to the start of normal flying
activities or in response to FOD reports by SOF, control tower, aircraft, etc.

Ground Controlled Approach —A fixed, mobile, or transportable facility that provides radar ATC
services within airspace designated by an approach control facility.

Host Wing (or other level) Commander —The commander with the ultimate responsibility for
operating the airfield.

Joint Facility —An ATC facility that divides responsibilities between the US Air Force and another
military or civil agency.

Joint-Use Airfield —A US Air Force installation where agreements exist among the Air Force, civil, and
host nation authorities for joint use of all or a portion of airfield facilities.

Lighting Check —Conducted by Civil Engineer (electrician) or airfield management personnel during
periods of darkness (including pre-dawn and dusk) to determine the operability of airfield lighting
systems.

L ocal Operating Procedures—Supplemental procedures issued as letters of agreement, operations
letters, operating instructions, memorandum of understanding, memorandum of agreement, squadron
regulations, operations plans, or base manual or instructions. Also called LOP.

MAJCOM —For the purpose of this instruction, includes all USAF Major Commands plus the Air
National Guard Readiness Center, Air Force Reserve Command, Direct Reporting Units, and Field
Operating Agencies.

Military Airfield Manager Course —This course provides training for selected Air Force personnel in
the knowledge of skills needed to perform the duties of the CAM. This is an advanced Airfield
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Management course designed primarily for the Air Force senior Noncommissioned Officer CAMs. Other
potential candidates for this course include Air Force Airfield Operations Flight Officers, Air Force
civilian CAMs, Civil Engineering Community Planners, Flying Safety Officers, as well as civilian
contractors performing Airfield Management duties (to be approved on case-by-case basis). (Course
number E3AZR1C091 000).

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, or Chief, Airfield Management Training that the
applicant has demonstrated the competence, qualifications and skill required to operate at a specific
position.

Precision Approach Radar —Radar displaying range, azimuth, and elevation (in relation to a glide
slope) normally encompassing an area from 10 to 20 miles on final approach to a position on the runway
intercepted by the glide slope.

Proficiency —In order to be proficient, a controllers must perform air traffic control duties under normal
workload conditions in each operating position they are certified in within the last 30 consecutive days.

Qualification Training —Actual hands-on task performance training designed to qualify anindividual in
a specific duty position. This portion of the dual channel on-the-job training program occurs both during
and after the upgrade training process. It is designed to provide the performance skills required to do the
job.

Qualified Apprentice Controller —An individual who is position certified, holds AFSC 1C131, has
successfully completed a position certification, recommended by the watch supervisor, and approved by
the CCTLR but has not been awarded an SEI.

Qualified Controller —An individual who is position certified or facility rated and holds GS-2152, or
Air Force Specialty Code 1C131 or above, holds current ratings or certifications as specified in one or
more of the following facilities and has been awarded an 053, 056, or 364 SEI:

Control Tower —Control Tower Operator rating.
GCA or RFC —Ground Controlled Approach or Radar Final Controller rating.
RAPCON —Certifications in approach control, assistant approach control, and arrival control.

Radar Approach Control —A fixed, mobile, or transportable radar facility that provides approach and/
or departure control service using surveillance radar. Also called RAPCON.

Radar Final Control —An air traffic control service that provides navigational guidance or approach
monitoring during the final approach phase of flight. This service normally includes precision approach
radar (PAR) approaches, instrument approach monitoring using precision approach radar equipment when
final approach courses are coincident, flight following, airport surveillance radar (ASR) approaches and
safety alert services. Additional services are provided within system capability. A controller assigned to
the radar final control position (called the radar final controller) normally provides this service. Also
called RFC.

Radar Final Control Facility —A fixed, mobile, or transportable radar facility that provides RFC
service. (Precision Approach Radar rating required for award of Special Experience Identifier)
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Review Training —Training conducted for the purpose of correcting specific operational deficiencies
detected through performance evaluations, supervisory observations, trends, operational evaluations, etc.

Runway Intrusion —A Controlled Movement Area violation that is the result of an unauthorized entry
or erroneous occupation of arunway or other surface used for takeoff and landing of aircraft regardless of
impact on aircraft safety. These incidents can be caused by aircraft, vehicles, pedestrians, or
communication errors.

Shared Use —An airfield jointly used by civil and military flight activitiesthat islocated at a civil airport
under control of civil authorities.

Skill —The ability to perform ajob-related activity that contributes to the effective performance of atask.
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.

Suspension of Air Traffic Control Specialist Certificate —Administrative action by the commander to
temporarily remove an individual from air traffic control duties.

Suspension of Position Certification or Facility Rating —Action by the chief controller, Airfield
Operations Flight officer, or appropriate examiner to restrict a qualified controller pending additional
training, evaluation, or cancellation of a position certification or facility rating.

Uncontrolled Movement Areas —Taxiways and ramp areas not under the control of air traffic. NOTE:
This definition is used in lieu of inon-movement aredi as defined in the Federal Aviation Administration
Pilot Controller Glossary.



AF113-204_AFSPCSUP1 1 OCTOBER 2003 49

Attachment 2
ATCALSREVIEW BOARD

A2.1. Procedures Explained.

A2.1.1. Agenda. Show open, closed items, and estimated completion dates where applicable. Rec-
ommended areas to address:

A2.1.1. Thefollowinginformation will be addressed in the agenda:
A2.1.1.1. Facilitiescommissioned or decommissioned.
A2.1.1.2. Repair schedules (for example, depot, on-site Mobile Depot Maintenance (MDM).
A2.1.1.3. Active and proposed communications-computer projects.
A2.1.1.4. Modification programs and schedules.
A2.1.1.5. Allied support status for ATCAL S installations.
A2.1.1.6. Special problem facilities or areas.
A2.1.1.7. Funding issues.
A2.1.1.8. National Airspace System Plan and associated ATCAL S issues.
A2.1.1.9. Status of implementation programs.
A2.1.1.10. (Added) Satusof new or proposed ATC military construction program projects.
A2.1.1.11. (Added) Allied support status of any programs/projectsthat affect the airfield.
A2.1.1.12. (Added) Other ATCALS programming issues/concerns.

A2.2. ATCALSReview Board. A board that will convene quarterly, to discuss and make recommenda-
tions concerning various ATCALS programs, projects, and issues. The meeting should include discussing
new agenda items and reviewing previous items, as required by the chairperson.

A2.3. ATCALSReview Board Minutes. Signed by chairperson and approved by the Director of Air
Traffic Services, or designated alternate authority. Accomplish ATCALS Review Board minutes by letter.
MAJCOMs will send one copy of combined unit review board minutes to AFFSA/XR, 38 EIS/XP, FAA/
AAT-5 (liaison officer), FAA/AVN-550, NGB/SC. MAJCOMs determine additional distribution.

A2.4. Membership.

A2.4.1. MAJCOMs determine ATCALS Review Board membership. The following are recommen-
dations:

A2.4.1. Asaminimum, ATCALS Review Board membership will consist of the following per-
sonnel/unit representatives. AOF/CC/DO, Meteorological Navigation (METNAV) Mainte-
nance, Radio and Radar Maintenance, Communications Squadron, Facility Chief Controller
(CCTLR), Terminal Enroute Procedures (TERPS) Specialist, Chief of Airfield Management
(CAM) and Civil Engineering (CE).
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A2.4.1.1. Air Traffic Services (Chairperson).
A2.4.1.2. ATCALS system managers.

A2.4.1.3. Civil engineering.

A2.4.1.4. Plansand programs.

A2.4.1.5. Logistics.

A2.4.1.6. Current operations.

A2.4.1.7. Airfield Management.

A2.4.1.8. Other representatives as deemed necessary.

A2.4.2. ATCALS Review Board membership will consist of division chiefs or their designated repre-
sentatives from:

A2.4.2.1. ATC Operations and Procedures.

A2.4.2.2. ATC ATCALS Resources.

A2.4.2.3. Command and Control Requirements Division.
A2.4.2.4. ATCALS Surveillance Systems Division.
A2.4.2.5. Civil Engineering Program Division.

A2.4.2.6. DO Financia Management Division.
A2.4.2.7. Programs Division.

A2.4.2.8. Other MAJCOM Divisions as required.
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Attachment 3
AIRFIELD OPERATIONSINSTRUCTION (AOI) REQUIREMENTS

A3.1. Thefollowing items must be addressed in the base AQI, as applicable. Specific procedures may be
outlined in a separate local directive; however, that directive must be referenced in the base AOI.

A3.1.1. Genera Information Regarding Airfield Facilities

A3.1.1.1. Runway(s) and Taxiways — Airfield Diagram Depicting Runway/Taxiway Desigha-
tions, Field Elevation/Gradient, Designation of Primary Instrument Runway, Depiction of ILS
Critical Areaand Instrument Hold Lines

A3.1.1.2. Runway Selection Procedures

A3.1.1.3. Controlled Movement Area (CMA) — Describe the parameters of the CMA and proce-
dures for gaining access/exiting the CMA

A3.1.1.4. Airfield Lighting Systems
A3.1.1.5. Permanently Closed/Unusable Portions of the Airfield

A3.1.1.6. Aircraft Arresting Systems — Describe the type, location and standard configuration and
coordination procedures for aircraft arresting systems. Use easy to understand descriptions such as
"operational, not operational” and "in-service, out of service" consistently when reporting system
status.

A3.1.1.7. Parking Plan/Restrictions
A3.1.1.8. Air Traffic Control Facilities— Operating Hours, Frequencies, Designated Airspace
A3.1.1.9. Local Frequencies

A3.1.1.10. Navigational Aids (NAVAIDSs), to include Preventive Maintenance Inspection (PMI)
schedule and Generator Power

A3.1.1.11. Transient Alert — Services/Facilities Available to Support Transient Aircraft
A3.1.1.12. Automated Terminal Information Service (ATIS) Procedures

A3.1.1.13. Aircraft Special Operations Areas’Ramps — Arm/De-Arm Areas, Engine Run-up
Areas, Drag Chute Jettison Areas, Hot Pit Refueling Areas

A3.1.1.14. Aircraft Towing Procedures

A3.1.1.15. Aircraft Taxiing Requirements/Routes (to include Heavy Aircraft Jet Thrust Avoid-
ance Procedures)

A3.1.1.16. Airfield Maintenance — Sweeper Operations, Grass Mowing, etc.

A3.1.1.17. Runway Surface Condition (RSC) and/or Runway Condition Reading (RCR) Values
A3.1.1.18. Procedures/requirements for conducting runway inspections/checks

A3.1.1.19. Engine Test/Run-up Procedures

A3.1.1.20. Noise Abatement Procedures

A3.1.1.21. Protecting Precision Approach Critical Areas
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A3.1.1.22. Restricted/Classified Areas on the Airfield (When Applicable)
A3.1.1.23. Proceduresfor Suspending Runway Operations
A3.1.1.24. Proceduresfor Opening and Closing the Runway

A3.2. Flying Areas
A3.2.1. Loca Flying Area/Designation of Airspace
A3.2.2. VFR Local Training Areas

A3.3. VFR Procedures
A3.3.1. VFR Weather Minimums
A3.3.2. VFR Traffic Patterns
A3.3.3. Specia Procedures (Helicopter, Functional Check Flight, Paradrop Operations)
A3.3.4. Reduced Same Runway Separation Procedures (if applicable)
A3.3.5. Intersection Departures

A3.4. IFR Procedures
A3.4.1. Radar Traffic Patterns

A3.4.2. Availability/Restrictions for Surveillance (ASR) Approaches and Precision Approach Radar
(PAR) Approaches/Monitoring

A3.4.3. Local Departure Procedures
A3.4.4. Radar Vector to Initial Procedures

A3.5. Emergency Procedures
A3.5.1. Operation of the Primary and Secondary Crash Net

A3.5.2. Emergency Response Procedures - In-Flight/Ground Emergency Procedures (On/Off Base).
Designation and Responsihilities of the On-Scene Commander.

A3.5.3. External Stores Jettison Area Procedures

A3.5.4. Fuel Dumping

A3.5.5. Emergency Arresting/Barrier Gear Procedures

A3.5.6. Hot Brake Area and Procedures

A3.5.7. Abandonment of Aircraft (Controlled Bail-Out, Ejection, Plotting Aircraft Coordinates)

A3.5.8. Personnel/Crash Locator Beacon Signal/Emergency Locator Transmitter (ELT) response pro-
cedures

A3.5.9. Hung Ordnance Procedures
A3.5.10. Wind Limitations on Control Tower
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A3.5.11.
A3.5.12.

Evacuation of ATC and AM Operations Facilities
Other Emergency Procedures as Locally Determined (SFO, Precautionary Approaches)

A3.6. Fightline (CMA) Vehicle/Pedestrian Operations

A3.6.1.

Responsibilities — Overview of AM, flightline agency and unit commander responsibilities

for control of vehicle/pedestrian operations on the airfield (See AFI 13-213, Airfield Management)

A3.6.2.
A3.6.3.
A3.6.4.
A3.6.5.
A3.6.6.
A3.6.7.
A3.6.8.
A3.6.9.

Flightline Driving Requirements

Agencies Authorized Privately Owned Vehicle (POV) Passes, if any

Flightline Driving Violations and Penalties

Vehicle Traffic Procedures (to include addressing bicycle traffic, when applicable)
Vehicular Call signs

Procedures for Gaining Access to the CMA (Access and Communications Responsibilities)
Emergency vehicle operations (Fire and Rescue, Ambulance, Security Forces)

Airfield Construction/Work Crew/Maintenance Restrictions

A3.7. Hight Planning Procedures

A3.8. Miscellaneous Procedures

A3.8.1.
A3.8.2.
A3.8.3.
A3.8.4.
A3.8.5.
A3.8.6.
A3.8.7.
A3.8.8.
A3.8.9.

A3.8.10.
A3.8.11.
A3.8.12.
A3.8.13.
A3.8.14.
A3.8.15.
A3.8.16.

Airfield Operations Board (AOB) membership
NOTAM Procedures
Flight Information Publication (FLIP) Accounts, Procedures for Requesting Changes
Waiversto Airfield/Airspace Criteria
Prior Permission Requested (PPR) Procedures
Arriving Air Evac Notification and Response Procedures
Unscheduled Aircraft Arrivals
Distinguished Visitor Notification Procedures
Dangerous/Hazardous Cargo
Wear of Hats
Local Aircraft Priorities
Lost Communications Instructions
Standard Climb-Out Instructions
Opposite Direction Take-Offs and Landings
Breakout/Go Around/Missed Approach Procedures
Flightline Smoking Policy
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A3.8.17. Civilian Aircraft Operations
A3.8.18. Civil Useof Military NAVAIDs
A3.8.19. Aero Club Operations

A3.8.20. Weather Dissemination and Coordination Procedures — Hazardous/Severe Weather Notifi-
cation Procedures; Lightning Response

A3.8.21. Airfield Snow Removal Operations

A3.8.22. Bird/Wildlife Control - Local Bird/Aircraft Strike Hazard (BASH) Program Guidelines
A3.8.23. Bird Watch Conditions - locally established Bird Watch Conditions (BWC)

A3.8.24. Supervisor of Flying (SOF) Operating from the Tower

A3.8.25. Taking of Photographs
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Attachment 4

IC 2003-1 TO AFI 13-204, FUNCTIONAL MANAGEMENT OF AIRFIELD OPERATIONS

30 MARCH 2003

Thisinstruction implements AFPD 13-2, Air Traffic Control, Airspace, and Airfield and Range Manage-
ment. It directs the management of US Air Force, AFRC and ANG air traffic systems, personnel (to
included DoD and contract civilians as delineated or outlined in the Statements of Work) and facilities. It
directs the administration of facilities, the use of equipment, the operation of control towersand air traffic
control (ATC) radar facilities and the training of USAF air traffic controllers. HQ Air Force Flight Stan-
dards Agency, Director of Airfield Operations (AFFSA/XA) must approve all Mgor Command (MAJ-
COM) and unit level supplements and interim changes to previously approved supplements to this
directive prior to implementation. This instruction requires the collection and maintenance of information
protected by the Privacy Act of 1974. The authority to collect and maintain the records prescribed in the
ingtruction in Title 10, United States Code, Section 8014. Privacy Act system of records notice FO36
AFFSA A applies.

SUMMARY OF REVISIONS

Implementation instructions were clarified, indicating that units that supplement this instruction must
obtain HQ AF Flight Standards Agency approval. Airfield Operations Officer Proficiency Requirements:
A policy caveat was added for airfield operations officers with prior enlisted air traffic control (ATC)
experience. Emergency Staffing Level (ESL): ATC and AM ESL policy has been significantly revised,
adding detailed steps/actions when dealing with staffing shortages and clarifying AM staff and ESL com-
putations. Releasing Mishap Recordings/Factual Information: The policy for releasing recorded informa-
tion to official safety investigation boards was clarified. Hazardous ATC Reports (HATR): Administrative
changesposted in AFI 91-202, The US Air Force Mishap Prevention Program, were incorporated into this
IC, alowing airfield operations personnel to indicate non-concurrence to final HATR reports.

2.3.3. Airfield Operations Officer Proficiency Requirements and Follow-on Training. Airfield Oper-
ations Officers holding the 13M 1 AFSC, who fail to complete training for upgrade to 13M3, will be elim-
inated from training IAW AFI 36-2101. Officers holding AFSC 13M 3 with less than 6 years ATC
experience from the date they graduated OTP (or ATC technical training for prior-enlisted controllers)
must obtain specific ATC position certifications within their first 12 months of assignment and maintain
proficiency. Failure to obtain required certifications within the 12-month period will result in withdrawal
from the career field. When a 13M 3 officer fails to obtain/maintain required certifications, the OSS/CC
will initiate withdrawal action and accomplish actions normally performed by the AOF/CC, IAW AFI
13-203 and AFI 36-2101. (Exception: 13M3 officers assigned to 12-15 month (remote) tours are not
required to obtain certifications). Position certifications required are contingent on the type of ATC facil-
itiesavailable at their location, as follows:
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2.3.7. Airfield Operations Officer Career Field Withdrawal. Airfield operations officers who fail to
meet proficiency and training requirements within specified time limits will be withdrawn IAW proce-
dures outlined in AFI 13-203. Operations Support Squadron (OSS) Commanders must ensure AOF offic-
ers are not assigned additional duties until training requirements are completed and that they do not
impact an officer's ability to maintain proficiency.

2.5.1. Emergency Saffing Levels (ESL). (This guidance does not apply to ANG and AFRC locations.
ANG and AFRC will ensure that a program isin place to monitor staffing levels.) An airfield operations
flight’'s ESL is the minimum number of qualified personnel required to provide normal services without
degradation of safety. It prevents over-extension of the available workforce during periods of degraded
staffing. Authorized overhead staff, including the CAM, will not be factored into determining ESL, as
overhead management activitiesincrease with the reduction of facility staffing. Units may operate afacil-
ity at ESL not longer than 60 days. Thefirst day of the 60-day ESL period begins after all qualified per-
sonnel have been assigned to the affected facility. Because bases may be subjected to deployment taskings
while under ESL, ESL computations will not be the sole factor in determining ability to support deploy-
ments.

2.5.1.1. When an AM facility’s staffing reaches 75% of authorized, the facility hasreached ESL. AM will
not factor the AOF, CAM, DCAM or any unqualified 3-levelsinto ESL computations. MAJCOMs will
advise each unit of total validated requirements. If variances exist to authorized manning, address them
with notes if variances are not directly related to AM-related responsibilities.

2.5.1.2. ATC facilities will base ESL computations on absolute minimum position staffing per shift, per
facility, to provide advertised services. Unitswill send ESL computationsfor their complex, by facility, to
the MAJCOM OPR for ATC for validation each year. If variances exist to authorized manning, address
them with the computed figure. MAJCOMs will advise each unit of total 5- and 7-level validated require-
ments. When at ESL, the following stipulations apply:

2.5.1.2.1. A minimum of one 7-level assigned per shift unless avariancejustifies additional requirements.
Use a SC concept for facilities when possible.

2.5.1.2.2. Do not consider positions authorized in FAC 13E100, 13E125 and host-nation controllers when
computing ESL.

2.5.1.3. Sixty days prior to reaching ESL or as soon as the ESL statusisidentified, the AOF/CC will
notify the Operations Support Squadron, Operations Group and Wing Commanders, in writing, that the
facility ispending ESL. This notification will include current manning status, projected manning for the
next quarter and recommended actions to ensure sufficient personnel are available to support the wing fly-
ing mission.
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2.5.1.4. A copy of the ESL notification will be forwarded to the MAJCOM Airfield Operations staff. The
MAJCOM 1C0X1/1C1X1 functional manager will coordinate with the AFFSA career field manager and
AFPC to expedite return of the facility to authorized staffing levels, contingent on available manpower
resources.

2.5.1.5. ESL status and action taken to mitigate the impact will be briefed at the base Airfield Operations
Board and documented in the minutes.

2.5.2. The following actions are within the purview of the AOF/CC or OSS/CC to implement (coordina-
tion and approval with senior leadership i.e.,, OG/CC and WG/CC may be necessary). Any time facility
staffing falls below authorized staffing, facility management should take these actions, until the impact on
advertised servicesis mitigated.

2.5.2.1. Return medically qualified personnel assigned to other base/organizational duties (such asfirst
sergeant or chief enlisted manager) to AOF facilities.

2.5.2.2. Curtail all additional duties (e.g. READY program augmentation, base-level details, and unit/
organizational level additional duties).

2.5.2.3. Exempt personnel from local exercise taskings not involving AOF services (i.e., facility evacua
tions, facility security guards, damage assessment).

2.5.2.4. During known periods of low traffic density, combine ATC positionsto reduce the number of con-
trollers on shifts to afford adequate controller staffing during peak flying periods.

2.5.2.5. During periods of low flying activity, pursue awaiver to the AM shift-staffing requirement, |AW
AFI 13-213.

2.5.2.6. Use asenior controller concept for all ATC facilities, where possible, during periods of non-peak
flying.

2.5.2.7. Reduce ATC seven-level staffing to one per shift, unless a variance requires additional require-
ments.

2.5.2.8. Extend the ATC duty day to 10-hour shiftsand/or 6/1 duty day rotation schedule and/or reduce the
wing flying schedule, commensurate with available ATC staffing. Extend the AM duty day to 12-hour
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shifts and/or 6/1 duty schedule. (NOTE: To facilitate shift rotations and crew rest requirements, this activ-
ity should be forecasted at least 2 weeks in advance).

2.5.2.9. AOF management may utilize dual-certified personnel from other facilities, the facility chief con-
troller and all other personnel in FAC 13E100 (except the AOF/CC) who hold certificationsto work in the
affected facility.

2.5.2.10. Cancel leaves, PME attendance and non-essential TDY's.

2.5.3. When afacility reaches ESL, the following additional actions should be taken to mitigate the
impact on flying operations. These actions require the involvement and support of base leadership (from
the AOF/CC to the wing commander), the MAJCOM and, when support of adjacent FAA facilitiesis
required, the FAA regional AFREP. MAJCOM airfield operations staffs must ensure the AFREP is
advised of ESL issues that may require FAA support in their respective region.

2.5.3.1. Implement all actionsin paragraph 2.5.2. above.

2.5.3.2. Curtail ATC services, such as multiple precision radar approach capability, monitoring
approaches during visual meteorological conditions, etc.

2.5.3.3. Request MAJCOM relief from external visits/inspections affecting AOF facilities.

2.5.3.4. Curtail ATC facility operating hours and temporarily return the airspace to the FAA (or host
nation), according to para5.2.

2.5.3.5. Curtail AM operating hours AW AFI 13-213.

2.5.3.6. NOTAM the facility closed and cease operations according to procedures agreed to in the FAA
parent facility contingency plan, established in accordance with FAA Order 1900.47a.

2.5.4. If personnel actions taken have not alleviated the adverse conditions, and the facility remains at
ESL at the end of the 60-day period, facilities must reduce services or curtail operating hours. Long-term
ESL conditions require the involvement of MAJCOM, AFFSA and AFPC functional managersto ensure
every option is pursued to expedite the return to authorized facility staffing levels. MAJCOMs must make
every effort to resolve ESL problems with MAJCOM resources before requesting help from AFPC.

4.7.3.2.4.1. Category | will reflect Unit Personnel Management Roster (UPMR) authorized and assigned.
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4.13. Removing Original Records. With the exception of official safety investigations, do not release
recorded or written records concerning mishaps without authority from the OG/CC or designated repre-
sentative. Due to playback/recording capabilities of the DVRS and magnetic reel tapes (potential for
recording over or deleting original recordings), it is recommended that original recorded records be
retained in the AOF files and a certified transcript or certified tape copy be released to appropriate author-
ities. Release transcripts/voice recordings for OFFICIAL USE ONLY to arecognized investigation
authority. To ensure custodial control, written and recorded records should not be released to an interme-
diary collection agency that is not a member of the investigation board. If the original recording is
released, keep a copy of the original recording with the custodian. NOTE: In accordance with FAA guid-
ance, a DAT recording derived from the hard drive of the DVRS is certified as an origina recording.

4.15. Hazardous Air Traffic Reports (HATRS). AFI 91-202, The US Air Force Mishap Prevention Pro-
gram, establishes and provides guidance for the USAF HATR program. The intent of the HATR program
isnot only to identify potentially hazardous aviation practices or procedures at alocal unit, but to dissem-
inate information which might prevent similar hazardous conditions at other USAF locations. Use AF
Form 651, Hazardous Air Traffic Reports (HATRS) to submit aHATR. If unit level AOF services are
identified as contributory/causal to the HATR, the AOF/CC must provide commentsin the final HATR
message prepared by the wing safety office. Comments on line 11 of the preliminary HATR report and
line 2 of the final HATR report must indicate if the AOF/CC concurs or non-concurs with the content of
the HATR. If the AOF/CC non-concurs, specific details of the disagreement must be identified.



60 AF113-204_AFSPCSUP1 1 OCTOBER 2003

ATTACHMENT 5 (ADDED)
AOF/CC RESPONSIBILITIESWHEN TERPS SPECIALIST ISNOT ASSIGNED OR ISTDY

A5.1. (Added-AFSPC) Where a TERPS Specialist has not been assigned and during periods of
vacancy HQ AFSPC/XORA will assume unit TERPS procedure development and maintenance
responsibilities. The AOF/CC will act asa liaison between HQ AFSPC/XORA and wing/base/ten-
ant units. In thiscapacity, AOF/CC participation isvital to flight safety.

A5.1.2. (Added-AFSPC) Perform required coordination for new and revised procedures as
requested by HQ AFSPC/XORA.

A5.1.3. (Added-AFSPC) Prior to 15 August, coordinate with local flying customersto validate
and document the oper ational need for each procedure. Determineif all maintained approaches
are necessary to meet specific misson needs as published. Documentation will be published in
the quarterly Airfield Operations Board meeting minutes.

A5.1.4. (Added-AFSPC) Notify HQ AFSP/XORA when any object on the airport proper is
altered, moved or added. The AOF/CC will remain vigilant for any obstacle in the class D sur-
face area that may impact instrument procedures. The AOF/CC will advisesHQ AFSPC/XORA
of the obstacle height MSL, ground level elevation at the obstacle, location (latitude and longi-
tude) for instrument procedure evaluation.

A5.1.5. (Added-AFSPC) Ensureall FAA Forms 7460-1, FAA Notices of Proposed Construction
or Alteration, areforwarded to HQ AFSPC/XORA (TERPS) for review of effectson instrument
procedures, DVA, MVAC, MIFRAC, and MSAW/LAAS (see AFI 11-230, para 11.11.). Addi-
tionally, the AOF will act asthefocal point for all FAA Forms 7460-1 and ensure Air space Man-
agement; ATC manager and Airfield Management participate in the review process. HQ
AFSPC/XORA shall be advised in writing (e-mail is satisfactory) of all reviews and comments
concer ning Notices of Proposed Construction that affect USAF air space, instrument procedures
or IFR charts, within 5 duty days of completion. Ensure HQ AFSPC/XORA is notified of any
proposed base construction, which could affect instrument procedures. NOTE: The AOF/CC
will not act as TERPS signatory for review of construction projects.

Ab5.1.6. (Added-AFSPC) Develop and maintain a continuity folder including, asa minimum, the
following: Key Personnel, Projects in Progress, Procedures Listing (AFFSA annual review
spreadsheet acceptable). File Maintenance and Disposition Plan and Current Procedural Data.
In this section, compile the following source documentation (originals, copies, or a statement
identifying their location): AF Form 3628, TERPS Automation Data Summary; AF Form 3629,
Obstruction Data; FAA Form 8240-8, Flight Inspection Report (for all base ATCALS); FAA
Form 8240-22, Facility Data (for all base NAVAIDS); Source Documentation (airfield surveys,
ATCALS reports, vegetation growth information); HQ AFSPC guidance such as policy letters
or interim changes and HQ AFSPC/XORA TERPS Evaluation Checklists (hard copy or elec-
tronic copies ar e acceptable).

A5.1.7.(Added-AFSPC) Ensure base Civil Engineers (CE) supply HQ AFSPC/XORA updated
CE Maps annually, NLT June (IAW AFI 11-230, para 1.4.5.). Thismay be either on paper or
Compact Disk (CD) with read/write CD being the preferred method. If provided on CD, ensure
the CE Map issaved in AutoCAD 2000 or later format.
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A5.1.8. (Added-AFSPC) Using AF Form 813, Request For Environmental Impact Analysis,
developed by TERPS personnel, provide notification of instrument procedure revisionsto the
installation environmental management (EM) office to conduct an environmental impact analy-
sis. Simultaneously provide a copy of the AF Form 813 to the BCE/community planner to
ensure compatibility with the AICUZ. Additionally, notify wing Airspace Management for
evaluation against local Special Use Airspace or Military Training Routes (MTRS). Provide
information tothe CATCT/CSE/TSN or Facility Manager for controller training and ready-r ef-
erencefile update.

A5.1.9. (Added-AFSPC) Advise HQ AFSPC/XORA within 24 hours of NOTAMS issued that
affect any published TERPS procedure.

A5.1.10. (Added-AFSPC) Ensure Airfield Management is provided data on instrument proce-
duresrequiring NOTAM action.
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	1.6.1.12. Develops and maintains the AOF Web.
	1.6.1.13. Publishes and updates current airfield operations information via the AFFSA/XA web site...

	1.6.2. Major Command (MAJCOM) OPR for Airfield Operations:
	1.6.2.1. Supplement USAF airfield operations related guidance with MAJCOM specific requirements. ...
	1.6.2.1.1. Appoint a MAJCOM Functional Manager counterpart to the USAF career field managers for ...
	1.6.2.1.1.1. (Not applicable to ANG and AFRC). Ensure AOFs are manned in accordance with Air Forc...
	1.6.2.1.1.2. Source AEF requirements based on overarching guidance and direct coordination with t...
	1.6.2.1.1.3. MAJCOM supplements to AFI 13-203 will serve as the source document for unit ATC mann...

	1.6.2.1.2. Develop qualification training packages (QTPs) for MAJCOM unique requirements.
	1.6.2.1.3. Establish a process for selecting unit personnel to attend professional development tr...
	1.6.2.1.4. Must review and approve all unit level local operating procedures (Base Airfield Opera...
	1.6.2.1.5. Review/endorse all unit level waiver requests to airfield operations related AFIs and ...

	1.6.2.2. Interface with higher headquarters agencies (i.e., HQ AFFSA, FAA Regional offices) and M...
	1.6.2.2.1. Review all airfield waiver packages forwarded for coordination by MAJCOM/CE.

	1.6.2.3. Implement the USAF ATSEP program, IAW AFI 13-218,
	1.6.2.4. Establish and conduct MAJCOM Airfield Operations Annual Awards selection process and for...
	1.6.2.5. Review all USAF mishap reports involving ATC or AM services at their locations and provi...
	1.6.2.6. Ensure appropriate ATC or AM representation on aircraft mishap Safety Investigation Boar...
	1.6.2.6.1. Notify AFFSA/XA of mishaps requiring ATC or AM representation, to include the name and...
	1.6.2.6.2. When the MAJCOM is unable to provide appropriate representation to the SIB, contact HQ...

	1.6.2.7. Review Hazardous Air Traffic Reports (HATRs) and FAA Military Facility Deviation (MFD) R...
	1.6.2.8. Reviews Airfield Operations Board minutes, to identify and correct negative trends in pr...
	1.6.2.9. Establish and conduct MAJCOM ATCALS Review Board quarterly. The board, chaired by MAJCOM...



	Chapter 2
	2.1. Airfield Operations Flight (AOF) Services:
	2.2. Manpower Standard
	2.2.1. Units should request a variance to the manpower standard when additional related responsib...
	2.2.2. Specific responsibilities of ATC and AM are outlined in AFI 13-203 and AFI 13-213.
	2.2.3. The typical AOF staff is comprised of an AOF Commander; Terminal Instrument Procedures Spe...

	2.3. Airfield Operations Officer (13MX) Duty Titles, General Responsibilities, Mandatory Qualific...
	2.3.1. Airfield Operations Flight Commander (AOF/CC):
	2.3.1.1. The AOF/CC is the wing’s airfield operations focal point, responsible for overall manage...
	2.3.1.2. Qualifications for Selection as AOF/CC: Must hold Air Force Specialty Code (AFSC) 13M3. ...

	2.3.2. Airfield Operations Flight Operations Officer (AOF/DO) and Airfield Operations Flight Syst...
	2.3.2.1. The first responsibility of the AOF/DO, and if an additional officer is assigned AOF/SO,...
	2.3.2.2. Qualifications for selection as AOF/DO or AOF/SO: Must hold Air Force Specialty Code (AF...

	2.3.3. Airfield Operations Officer Proficiency Requirements and Follow-on Training.
	2.3.3.1. Locations with both a tower and Radar Approach Control (RAPCON) facility: Certifications...
	2.3.3.2. Locations with tower and ground controlled approach (GCA) facilities: Certifications are...
	2.3.3.3. Locations with tower and RFC facilities: Certifications are required in local control an...
	2.3.3.4. Locations with tower only: Certifications are required in local control, ground control ...

	2.3.4. AOF/DO and AOF/SO officers must complete:
	2.3.4.1. AT-M-11, Air Traffic Control Officer Training Guide, within 6 months of arrival at the f...
	2.3.4.2. AT-M-10, Airfield Management Training Guide, within 1 year after completion of AT-M-11. ...

	2.3.5. 13MX Flightline Driving Requirements. All AOF officers must obtain flightline driving cert...
	2.3.6. 13MX Professional Development. Several follow-on training courses are available to further...
	2.3.6.1. Military CAM Course E3AZR1C091 000, enhances the 13M3 officer’s knowledge of requirement...
	2.3.6.2. Automated Terminal Instrument Procedures Course E30ZR13M4 000 enhances the 13M3 officer’...
	2.3.6.3. Military Airspace Management Course E30ZR11A4X 000 enhances the 13M3 officer’s knowledge...
	2.3.6.4. Joint Aerospace and Command and Control Course (JAC2C), PDS Code 77L, taught at the Air ...

	2.3.7. Airfield Operations Officer Career Field Withdrawal.

	2.4. AOF Staff Duty Titles and General Responsibilities:
	2.4.1. Chief, Airfield Management (CAM). The CAM coordinates with operational and support agencie...
	2.4.2. Deputy CAM. Supervises flightline operations and airfield maintenance activities to ensure...
	2.4.3. Tower, RAPCON, GCA and Complex Chief Controller (CCTLR). The ATC facility CCTLR manages th...
	2.4.4. Terminal Instrument Procedures (TERPS) Specialist. The OG/CC is responsible for the base T...
	2.4.4.1. Qualifications:
	2.4.4.1.1. Must hold either AFSC 1C151 (or higher) or GS-2152 with at least 3 years ATC experience.
	2.4.4.1.2. If military, must hold the rank of SSgt (or higher). 1C1X1 must be facility rated prio...
	2.4.4.1.3. Must complete course E3AZR1C171-000, (Automated) Terminal Instrument Procedures.
	2.4.4.1.4. Must complete the appropriate TERPS section of AFJQS-002, within 6 months after gradua...
	2.4.4.1.5. Once assigned, should retain this duty for a minimum of 2 years, unless reassigned to ...

	2.4.4.2. TERPS Training Quotas: See AFI 11-230, Chapter 12,
	2.4.4.3. Unit TERPS Responsibilities: See AFI 11-230,

	2.4.5. Chief, ATC Training (CATCT). Develops and manages the AOF ATC training program to ensure e...
	2.4.6. Chief, Standardization and Evaluation (CSE). The CSE administers the ATC certification and...
	2.4.7. Chief, ATC Training and Standardization (TSN): A TSN serves in the capacity of a CATCT and...
	2.4.8. Chief, Air Traffic Control Automation (CATCA). Currently, the CATCA position is only an au...
	2.4.9. Air Traffic Control System Specialist (ATCSS). Currently, the ATCSS position is only an au...
	2.4.10. Airfield Management Quality Assurance Evaluator (QAE). A QAE is assigned at locations whe...
	2.4.11. Chief, AM Training (CAMT). Develops and manages the AOF AM training program to ensure eff...
	2.4.12. Chief, AM Operations (CAMO). The CAMO establishes performance standards and procedures fo...

	2.5. Facility Staffing Requirements
	2.5.1. Emergency Staffing Levels (ESL).
	2.5.1.1. When an AM facility’s staffing reaches 75% of authorized, the facility has reached ESL. ...
	2.5.1.2. ATC facilities will base ESL computations on absolute minimum position staffing per shif...
	2.5.1.2.1. A minimum of one 7-level assigned per shift unless a variance justifies additional req...
	2.5.1.2.2. Do not consider positions authorized in FAC 13E100, 13E125 and host-nation controllers...

	2.5.1.3. Sixty days prior to reaching ESL or as soon as the ESL status is identified, the AOF/CC ...
	2.5.1.4. A copy of the ESL notification will be forwarded to the MAJCOM Airfield Operations staff...
	2.5.1.5. ESL status and action taken to mitigate the impact will be briefed at the base Airfield ...

	2.5.2. The following actions are within the purview of the AOF/CC or OSS/CC to implement (coordin...
	2.5.2.1. Return medically qualified personnel assigned to other base/organizational duties (such ...
	2.5.2.2. Curtail all additional duties (e.g. READY program augmentation, base-level details, and ...
	2.5.2.3. Exempt personnel from local exercise taskings not involving AOF services (i.e., facility...
	2.5.2.4. During known periods of low traffic density, combine ATC positions to reduce the number ...
	2.5.2.5. During periods of low flying activity, pursue a waiver to the AM shift-staffing requirem...
	2.5.2.6. Use a senior controller concept for all ATC facilities, where possible, during periods o...
	2.5.2.7. Reduce ATC seven-level staffing to one per shift, unless a variance requires additional ...
	2.5.2.8. Extend the ATC duty day to 10-hour shifts and/or 6/1 duty day rotation schedule and/or r...
	2.5.2.9. AOF management may utilize dual-certified personnel from other facilities, the facility ...
	2.5.2.10. Cancel leaves, PME attendance and non-essential TDYs.

	2.5.3. When a facility reaches ESL, the following additional actions should be taken to mitigate ...
	2.5.3.1. Implement all actions in paragraph
	2.5.3.2. Curtail ATC services, such as multiple precision radar approach capability, monitoring a...
	2.5.3.3. Request MAJCOM relief from external visits/inspections affecting AOF facilities.
	2.5.3.4. Curtail ATC facility operating hours and temporarily return the airspace to the FAA (or ...
	2.5.3.5. Curtail AM operating hours IAW AFI 13-213.
	2.5.3.6. NOTAM the facility closed and cease operations according to procedures agreed to in the ...

	2.5.4. If personnel actions taken have not alleviated the adverse conditions, and the facility re...

	2.6. Special Experience Identifiers (SEIs).

	Chapter 3
	3.1. Coordination Requirements:
	3.1.1. USAF/XOO is the approval authority for all contracts and DoD conversions. MAJCOMs must coo...
	3.1.2. Units (AOF/CC) must:
	3.1.2.1. Inform MAJCOM of contract and PWS proposals, developments, and negotiations. Units must ...
	3.1.2.2. Assign a quality assurance evaluator to ensure effective oversight.
	3.1.2.3. Participate in contract bid proposals and fee award certifications.
	3.1.2.4. Develop plans for contractor termination by default or walk-outs.

	3.1.3. MAJCOMs must:
	3.1.3.1. Coordinate the following information prior to contracting functions or converting any mi...
	3.1.3.1.1. Proposed/revised contracts and PWS dates, location, host unit, and type of aircraft se...
	3.1.3.1.2. Proposed timetable for transfer of manpower slots, personnel and equipment (transferre...
	3.1.3.1.3. Training impact statements on how converting to civilians will provide an equivalent o...

	3.1.3.2. Review and coordinate on any new contract proposals or amendments.
	3.1.3.3. Review and coordinate on contractor termination by default or walk-out.
	3.1.3.4. Maintain copies of the contract for each contracted location.

	3.1.4. AFFSA/XA will evaluate contract proposals for impact on manpower and wartime requirements ...

	3.2. ATC Contracting Policy
	3.3. USAF AOF Civilian Classification Guidance.

	Chapter 4
	4.1. Local Operating Procedures (LOPs).
	4.1.1. The AOF/CC is responsible for ensuring LOPs are developed which define procedures and resp...
	4.1.2. Each Airfield Operations Flight (AOF) must maintain a current index of applicable LOPs. Th...

	4.2. Air Traffic System Evaluation Program (ATSEP
	4.3. Air Traffic Control and Landing Systems (ATCALS) Evaluation Program.
	4.4. Flight Inspections.
	4.5. AOF Training
	4.5.1. Agenda. The CATCT/TSN and CAMT shall prepare the TRB agenda based on current data from tra...
	4.5.1.1. Indoctrination Process. Identify all individuals involved in base, squadron, and facilit...
	4.5.1.2. Five-Skill Level Upgrade Training. Identify all apprentice personnel involved in upgrade...
	4.5.1.3. Seven-Skill Level Upgrade Training. Identify all journeyman personnel involved in upgrad...
	4.5.1.4. Qualification Training. Identify all personnel involved in position and management train...
	4.5.1.5. Controller Proficiency. Identify controller proficiency on all rated personnel (includin...
	4.5.1.6. Status of Trainees in Other Categories. Identify personnel in EDIT, stop training, suspe...
	4.5.1.7. Automated Training Programs. Identify the status of ATC Simulation Equipment (ATCTD, Tow...
	4.5.1.8. AF Form 623a Status. Discuss the results of monthly training record reviews. Report disc...
	4.5.1.9. Non-radar Training Program. Identify the status of the non-radar training program to inc...
	4.5.1.10. TERPS Training Program. Identify training progress for new TERPS certifications.
	4.5.1.11. Status of Facility Training Programs. Identify any regulatory changes received from hig...
	4.5.1.12. Quality Assurance. The CSE and CAMO will identify the quality of service provided to ai...
	4.5.1.13. Open Items. Identify all items that were carried over from the previous month’s board f...

	4.5.2. Minutes Classification. When TRB minutes include ATSEP observations, the minutes must be m...

	4.6. AOF Web Program.
	4.7. Base Airfield Operations Board (AOB):
	4.7.1. This board provides a forum for discussing, updating, and tracking various activities asso...
	4.7.2. The board is chaired by the Operations Group Commander (OG/CC) or higher authority.
	4.7.2.1. The board chairperson appoints AOB membership that is published in the base airfield ope...
	4.7.2.2. Publish items that require annual review in the base airfield operations instruction and...

	4.7.3. The AOF/CC schedules AOB meetings, prepares the agenda and records the minutes of the AOB.
	4.7.3.1. Distribute the agenda to board membership prior to the scheduled meeting, so attendees h...
	4.7.3.2. The agenda shall include the following items and any other pertinent issues the wing dee...
	4.7.3.2.1. Airspace (terminal, en route, and special use airspace). Requires annual review or as ...
	4.7.3.2.2. ATC/Flying Procedures (new, revised, rescinded and seldom used). Requires annual revie...
	4.7.3.2.3. Military, FAA, and/or Host Nation concerns.
	4.7.3.2.4. Airfield Operations Flight (Flight Support, AM, and ATC) Staffing and Proficiency. Hig...
	4.7.3.2.4.1. Category I will reflect Unit Personnel Management Roster (UPMR) authorized and assig...
	4.7.3.2.4.2. Category II will reflect qualified staffing available and will specify personnel on ...
	4.7.3.2.4.3. Do not include unqualified apprentice ATC/AM personnel in overall numbers. Report th...

	4.7.3.2.5. ATCALS (flight inspection schedule, ATCALS equipment problems, status, upgrades, etc.).
	4.7.3.2.6. Airfield Environment: Review airfield activities, problems, and programs such as:
	4.7.3.2.6.1. Number and status of permanent/temporary airfield waivers.
	4.7.3.2.6.2. Status of deteriorating airfield/runway conditions (inspection trends, foreign objec...
	4.7.3.2.6.3. Status of the Annual Airfield Waiver Package accomplished IAW UFC 3-260-01. Review a...

	4.7.3.2.7. Aircraft Parking Plan: Review annually or as required.
	4.7.3.2.8. Status of flightline driving program (i.e., units visited, units scheduled for the upc...
	4.7.3.2.9. Runway Intrusions/Controlled Movement Area (CMA) Violations: All CMA violations, inclu...
	4.7.3.2.10. HATRs. Provide a brief summary of HATRs reported in the quarter preceding the AOB.
	4.7.3.2.11. Air Traffic System Evaluation Program Observations. Include the current status of all...
	4.7.3.2.12. LOP Review: Annually review the listing and effective dates of LOPs affecting the loc...
	4.7.3.2.13. TERPS: Conduct annual reviews of all instrument procedures to validate the continuing...
	4.7.3.2.14. Air Installation Compatible Use Zone (AICUZ): (Optional item). The AOB provides an op...
	4.7.3.2.15. Special Interest Items (SII). Report the results of new AF or MAJCOM SII checklists, ...

	4.7.3.3. Publish and distribute the minutes within 15 workdays after a board meeting.
	4.7.3.3.1. If there is no discussion associated with a particular mandatory item, annotate it as ...
	4.7.3.3.2. When AOB minutes include ATSEP observations, the minutes must be marked FOR OFFICIAL U...
	4.7.3.3.3. Distribute Airfield Operations Board minutes to all board members and the commanders o...



	4.8. Cooperative Quality Assurance and Safety Programs.
	4.8.1. Base Level Evaluations: Several base level programs are designed to periodically assess th...
	4.8.2. The AOF also plays a key role in supporting wing safety managed programs such as the Bird ...
	4.8.3. Pilot/AOF Liaison Program: The AOF supports the wing MACA program by establishing a Pilot/...
	4.8.3.1. Assign at least one liaison to each flying squadron and each satellite airport supported...
	4.8.3.2. Maintain a record of each liaison visit/meeting and topics discussed. Disseminate the re...

	4.8.4. Annual Airfield Certification/Safety Inspection. The annual airfield inspection is conduct...

	4.9. Base Airfield Operations Instruction.
	4.10. Actions Following an Aircraft Mishap.
	4.10.1. The AOF/CC should coordinate on base mishap notification procedures to ensure appropriate...
	4.10.2. CCTLRs will develop a facility mishap notification checklist to provide mishap response g...
	4.10.2.1. Notify the CCTLR and/or AOF/CC that a mishap has occurred.
	4.10.2.2. Coordinate facility and runway status with other ATC agencies.
	4.10.2.3. Request an aircraft mishap local (SPECI) weather observation.
	4.10.2.4. Notify Air Traffic Control Landing System (ATCALS) maintenance to check equipment perfo...
	4.10.2.5. Initiate NOTAMs, as required.
	4.10.2.6. Safeguard written facility records, including events log, position logs, flight data st...
	4.10.2.7. Manning permitting, provide position relief to controllers who were on duty at the time...

	4.10.3. As soon as possible after being notified of an aircraft mishap, the AOF/CC or CCTLR will ...
	4.10.3.1. Remove the controller from ATC duties pending a flight surgeon's evaluation. Prompt eva...
	4.10.3.2. After receiving medical clearance from the local flight surgeon, assess the controller’...

	4.10.4. CAM will develop a mishap notification checklist to provide mishap response guidance to A...
	4.10.4.1. If mishap occurred on or near the airfield, record the following items in the events lo...
	4.10.4.1.1. Active runway involved
	4.10.4.1.2. Runway Surface Condition
	4.10.4.1.3. NAVAID status
	4.10.4.1.4. Airfield lighting status
	4.10.4.1.5. Bird condition

	4.10.4.2. Plot mishap location, cordon, Entry Control Point (ECP), safe route, known hazards and ...
	4.10.4.3. Suspend/close operations to the runways or taxiways as required.
	4.10.4.4. Conduct FOD check as required. Do not touch or remove anything, e.g., FOD, debris, etc,...
	4.10.4.5. Send Flight Safety and/or Local NOTAM, as needed.
	4.10.4.6. Obtain mishap aircraft information as needed:
	4.10.4.6.1. Aircraft call sign and tail number
	4.10.4.6.2. Departure base
	4.10.4.6.3. Home station or organization
	4.10.4.6.4. Name and rank of crew members
	4.10.4.6.5. Number of personnel on board

	4.10.4.7. Safeguard and make copies of the following documents:
	4.10.4.7.1. Flight Plan (Weight and Balance if applicable)
	4.10.4.7.2. AF Form 3616
	4.10.4.7.3. Passenger Manifest (if applicable)
	4.10.4.7.4. Local airfield advisory information
	4.10.4.7.5. Any other forms that pertain to the flight


	4.10.5. When a facility, service, or navigational aid is, or is suspected of being, involved in a...
	4.10.5.1. Radar equipment performance checks must include scope, cursor, and map alignment.
	4.10.5.2. ATCALS maintenance must perform an immediate and comprehensive ground check of equipmen...
	4.10.5.3. If equipment performance remains suspect, take the facility out of service, perform nec...

	4.10.6. Establish procedures to ensure AOF personnel do not release the names of individuals alle...
	4.10.7. Units will notify their MAJCOM airfield operations staff of any mishap involving AOF serv...

	4.11. Retaining Records.
	4.11.1. The AOF/CC is custodian for recorder voice tapes (analog and digital)/cassette and data e...
	4.11.2. Continuous Data Recording (CDR) data of automated radar systems may be used in the invest...

	4.12. Releasing Aircraft Mishap/Incident Related Information.
	4.12.1. AFI 91-204,
	4.12.1.1. The SIB produces a two-part report. Part I of the report contains non-privileged factua...
	4.12.1.2. Distribution of privileged reports is restricted to those with a need to know and must ...
	4.12.1.3. Findings in a SIB report may not be used as evidence for punitive, disciplinary or admi...

	4.12.2. AFI 51-503,
	4.12.3. Factual records about hazardous air traffic reports, near midair collision reports, syste...
	4.12.4. FAA, National Transportation Safety Board (NTSB), and USAF investigators have access to f...
	4.12.5. The Department of the Air Force discloses its records to the public, unless these records...
	4.12.6. Handle requests for classified or unclassified data from foreign governments or their rep...

	4.13. Removing Original Records.
	4.13.1. At joint-use RAPCONs, where the US Air Force has furnished recorder equipment, the FAA ma...
	4.13.2. If there is a need for a transcript or an additional tape copy, make it from the original...
	4.13.3. The data extraction recordings of automated radar systems to a computer extraction disc a...

	4.14. How To Prepare Transcripts:
	4.14.1. Include the following in the heading of the written transcript:
	4.14.1.1. Subject.
	4.14.1.2. Identity of the recording facility.
	4.14.1.3. List of facilities and controller positions, and the abbreviation for each.
	4.14.1.4. Frequency, landline, or position being recorded.
	4.14.1.5. Date and time covered by the transcript.
	4.14.1.6. Source of time entries; for example, time announcer, radio broadcast, reconstruction fr...
	4.14.1.7. Certification statement (paragraph

	4.14.2. Abbreviate each facility in the transcript by using the location designator, followed by ...
	4.14.3. Certify copies of written records or tape transcripts as follows: "I certify this to be a...

	4.15. Hazardous Air Traffic Reports (HATRs).
	4.16. Civil Aircraft Deviations.
	4.17. Military Facility Deviation (MFD) Reports.

	Chapter 5
	5.1. Operating Hours.
	5.2. Curtailing Facility Operating Hours and Return of Airspace to the FAA.
	5.2.1. MAJCOM/DOs approve any action dealing with curtailment of operations that result in USAF-c...
	5.2.2. Units will notify MAJCOM airfield operations staffs and Regional Air Force Representatives...

	5.3. Permanently Closing Runways
	5.3.1. Obtain MAJCOM/DO and HQ USAF/XOO approval unless the USAF has directed the action. Provide...
	5.3.2. Before the effective date of an approved closure:
	5.3.2.1. Notify the Air Force Representative (AFREP) of the appropriate FAA region.
	5.3.2.2. Provide HQ AFFSA/OL-D with appropriate data for FLIP documents.
	5.3.2.3. Ensure the civil engineer marks the closed runway IAW AFI 32-1042 and ETL 94-01.


	5.4. Activating Permanently Closed Runways.
	5.4.1. Comply with Unified Facilities Criteria (UFC) 3-260-01, 32-1042, 32-1043, 32-1187 and 32-1...
	5.4.2. Obtain MAJCOM/DO approval and coordinate through AFFSA/XA for AF/XOO approval.
	5.4.3. Coordinate with the AFREP of the appropriate FAA region. (
	5.4.4. Provide HQ AFFSA/OL-D with appropriate data for inclusion in FLIP documents.

	5.5. Operation of Aircraft at Air Force Airfields.
	5.5.1. Airfield operating hours are defined as those hours the runways, ATC tower and AM faciliti...
	5.5.2. Military aero club aircraft are treated as government owned military aircraft for liabilit...
	5.5.3. Civil aircraft operating at USAF airfields must comply with procedures in
	5.5.4. Installations
	5.5.4.1. Operational impacts:
	5.5.4.1.1. How mishaps would affect “next day” Air Force operations.
	5.5.4.1.2. Delay of routine runway maintenance tasks.

	5.5.4.2. Security implications:
	5.5.4.2.1. Physical security:
	5.5.4.2.1.1. Flightline access and ground traffic control.
	5.5.4.2.1.2. Potential theft and sabotage/vandalism.

	5.5.4.2.2. Operational security: intelligence exploitation.

	5.5.4.3. Safety implications:
	5.5.4.4. Risk of mishap increased with:
	5.5.4.4.1. Uncontrolled taxi operations by operators unfamiliar with procedures and facilities.
	5.5.4.4.2. Mix of uncontrolled military and civil traffic.

	5.5.4.5. Delay in fire, crash or rescue responses.
	5.5.4.6. Potential for injury to maintenance personnel on the airfield.
	5.5.4.7. Public exposure to hazardous/dangerous activities.
	5.5.4.8. Legal implications:
	5.5.4.8.1. Accountability for incidents and accidents.
	5.5.4.8.2. Liability for injury and damage.
	5.5.4.8.3. Distinguishing authorized and unauthorized landings.

	5.5.4.9. Other areas:
	5.5.4.9.1. Procedures for operating airfield lighting, if applicable.
	5.5.4.9.2. Procedures for conducting airfield inspection and checks IAW AFI 13-213.
	5.5.4.9.3. Outline notification and radio communication procedures.


	5.5.5. MAJCOMs

	5.6. Control of Ground Traffic in Controlled Movement Areas.

	Chapter 6
	6.1. NAS Defined.
	6.2. Management of USAF ATCALS.
	6.2.1. The program must address system development, architecture, integration, and certification ...
	6.2.2. Coordinate with the appropriate FAA authority on all Air Force ATCALS proposed for inclusi...
	6.2.3. The FAA considers certification of NAS ATCALS an inherently governmental function that mus...
	6.2.4. All ATCALS must meet specifications and criteria according to FAAO 8200.1 (AFMAN 11-225,

	6.3. ATCALS Available for Inclusion in the NAS.
	6.3.1. Radar Approach Control (RAPCON). Air Force facilities that provide terminal, overflight, o...
	6.3.2. Airport Surveillance Radars (ASR). Air Force terminal radar sensors available to provide r...
	6.3.3. Control Towers. Air Force facilities providing service at joint-use airfields. Limit NAS c...
	6.3.4. VOR, VORTAC, and LF NDB. Air Force-owned ATCALS which civil aircraft use for instrument ap...
	6.3.5. PAR, ILS, and MLS. Precision instrument landing systems used to support civil operations i...

	6.4. Procedures for Entering ATCALS Into the NAS.
	6.4.1. The MAJCOM OPR for Air Traffic Services must review the request for validity:
	6.4.1.1. If they do not consider the request valid, inform the requesting agency and send a copy ...
	6.4.1.2. If they validate the request, they send it to the appropriate FAA region Air Force Repre...

	6.4.2. If the request requires additional services or equipment, advise the FAA region of the ass...
	6.4.3. When the above actions are complete, notify the appropriate FAA region AFREP, AFFSA/XR, an...

	6.5. Withdrawing ATCALS from the NAS
	6.5.1. Send requests received at the base level to MAJCOM.
	6.5.2. The owning MAJCOM must coordinate the effective date for removal of the facility from the ...
	6.5.3. MAJCOM must inform AFFSA/XR and the local AOF/CC of the effective date.

	6.6. Forms Prescribed
	6.7. Forms Adopted

	Attachment 1
	Attachment 2
	A2.1. Procedures Explained.
	A2.1.1. Agenda.
	A2.1.1.1. Facilities commissioned or decommissioned.
	A2.1.1.2. Repair schedules (for example, depot, on-site Mobile Depot Maintenance (MDM).
	A2.1.1.3. Active and proposed communications-computer projects.
	A2.1.1.4. Modification programs and schedules.
	A2.1.1.5. Allied support status for ATCALS installations.
	A2.1.1.6. Special problem facilities or areas.
	A2.1.1.7. Funding issues.
	A2.1.1.8. National Airspace System Plan and associated ATCALS issues.
	A2.1.1.9. Status of implementation programs.


	A2.2. ATCALS Review Board.
	A2.3. ATCALS Review Board Minutes.
	A2.4. Membership.
	A2.4.1. MAJCOMs determine ATCALS Review Board membership. The following are recommendations:
	A2.4.1.1. Air Traffic Services (Chairperson).
	A2.4.1.2. ATCALS system managers.
	A2.4.1.3. Civil engineering.
	A2.4.1.4. Plans and programs.
	A2.4.1.5. Logistics.
	A2.4.1.6. Current operations.
	A2.4.1.7. Airfield Management.
	A2.4.1.8. Other representatives as deemed necessary.

	A2.4.2. ATCALS Review Board membership will consist of division chiefs or their designated repres...
	A2.4.2.1. ATC Operations and Procedures.
	A2.4.2.2. ATC ATCALS Resources.
	A2.4.2.3. Command and Control Requirements Division.
	A2.4.2.4. ATCALS Surveillance Systems Division.
	A2.4.2.5. Civil Engineering Program Division.
	A2.4.2.6. DO Financial Management Division.
	A2.4.2.7. Programs Division.
	A2.4.2.8. Other MAJCOM Divisions as required.



	Attachment 3
	A3.1. The following items must be addressed in the base AOI, as applicable. Specific procedures m...
	A3.1.1. General Information Regarding Airfield Facilities
	A3.1.1.1. Runway(s) and Taxiways – Airfield Diagram Depicting Runway/Taxiway Designations, Field ...
	A3.1.1.2. Runway Selection Procedures
	A3.1.1.3. Controlled Movement Area (CMA) – Describe the parameters of the CMA and procedures for ...
	A3.1.1.4. Airfield Lighting Systems
	A3.1.1.5. Permanently Closed/Unusable Portions of the Airfield
	A3.1.1.6. Aircraft Arresting Systems – Describe the type, location and standard configuration and...
	A3.1.1.7. Parking Plan/Restrictions
	A3.1.1.8. Air Traffic Control Facilities – Operating Hours, Frequencies, Designated Airspace
	A3.1.1.9. Local Frequencies
	A3.1.1.10. Navigational Aids (NAVAIDs), to include Preventive Maintenance Inspection (PMI) schedu...
	A3.1.1.11. Transient Alert – Services/Facilities Available to Support Transient Aircraft
	A3.1.1.12. Automated Terminal Information Service (ATIS) Procedures
	A3.1.1.13. Aircraft Special Operations Areas/Ramps – Arm/De-Arm Areas, Engine Run-up Areas, Drag ...
	A3.1.1.14. Aircraft Towing Procedures
	A3.1.1.15. Aircraft Taxiing Requirements/Routes (to include Heavy Aircraft Jet Thrust Avoidance P...
	A3.1.1.16. Airfield Maintenance – Sweeper Operations, Grass Mowing, etc.
	A3.1.1.17. Runway Surface Condition (RSC) and/or Runway Condition Reading (RCR) Values
	A3.1.1.18. Procedures/requirements for conducting runway inspections/checks
	A3.1.1.19. Engine Test/Run-up Procedures
	A3.1.1.20. Noise Abatement Procedures
	A3.1.1.21. Protecting Precision Approach Critical Areas
	A3.1.1.22. Restricted/Classified Areas on the Airfield (When Applicable)
	A3.1.1.23. Procedures for Suspending Runway Operations
	A3.1.1.24. Procedures for Opening and Closing the Runway


	A3.2. Flying Areas
	A3.2.1. Local Flying Area/Designation of Airspace
	A3.2.2. VFR Local Training Areas

	A3.3. VFR Procedures
	A3.3.1. VFR Weather Minimums
	A3.3.2. VFR Traffic Patterns
	A3.3.3. Special Procedures (Helicopter, Functional Check Flight, Paradrop Operations)
	A3.3.4. Reduced Same Runway Separation Procedures (if applicable)
	A3.3.5. Intersection Departures

	A3.4. IFR Procedures
	A3.4.1. Radar Traffic Patterns
	A3.4.2. Availability/Restrictions for Surveillance (ASR) Approaches and Precision Approach Radar ...
	A3.4.3. Local Departure Procedures
	A3.4.4. Radar Vector to Initial Procedures

	A3.5. Emergency Procedures
	A3.5.1. Operation of the Primary and Secondary Crash Net
	A3.5.2. Emergency Response Procedures - In-Flight/Ground Emergency Procedures (On/Off Base). Desi...
	A3.5.3. External Stores Jettison Area Procedures
	A3.5.4. Fuel Dumping
	A3.5.5. Emergency Arresting/Barrier Gear Procedures
	A3.5.6. Hot Brake Area and Procedures
	A3.5.7. Abandonment of Aircraft (Controlled Bail-Out, Ejection, Plotting Aircraft Coordinates)
	A3.5.8. Personnel/Crash Locator Beacon Signal/Emergency Locator Transmitter (ELT) response proced...
	A3.5.9. Hung Ordnance Procedures
	A3.5.10. Wind Limitations on Control Tower
	A3.5.11. Evacuation of ATC and AM Operations Facilities
	A3.5.12. Other Emergency Procedures as Locally Determined (SFO, Precautionary Approaches)

	A3.6. Flightline (CMA) Vehicle/Pedestrian Operations
	A3.6.1. Responsibilities – Overview of AM, flightline agency and unit commander responsibilities ...
	A3.6.2. Flightline Driving Requirements
	A3.6.3. Agencies Authorized Privately Owned Vehicle (POV) Passes, if any
	A3.6.4. Flightline Driving Violations and Penalties
	A3.6.5. Vehicle Traffic Procedures (to include addressing bicycle traffic, when applicable)
	A3.6.6. Vehicular Call signs
	A3.6.7. Procedures for Gaining Access to the CMA (Access and Communications Responsibilities)
	A3.6.8. Emergency vehicle operations (Fire and Rescue, Ambulance, Security Forces)
	A3.6.9. Airfield Construction/Work Crew/Maintenance Restrictions

	A3.7. Flight Planning Procedures
	A3.8. Miscellaneous Procedures
	A3.8.1. Airfield Operations Board (AOB) membership
	A3.8.2. NOTAM Procedures
	A3.8.3. Flight Information Publication (FLIP) Accounts, Procedures for Requesting Changes
	A3.8.4. Waivers to Airfield/Airspace Criteria
	A3.8.5. Prior Permission Requested (PPR) Procedures
	A3.8.6. Arriving Air Evac Notification and Response Procedures
	A3.8.7. Unscheduled Aircraft Arrivals
	A3.8.8. Distinguished Visitor Notification Procedures
	A3.8.9. Dangerous/Hazardous Cargo
	A3.8.10. Wear of Hats
	A3.8.11. Local Aircraft Priorities
	A3.8.12. Lost Communications Instructions
	A3.8.13. Standard Climb-Out Instructions
	A3.8.14. Opposite Direction Take-Offs and Landings
	A3.8.15. Breakout/Go Around/Missed Approach Procedures
	A3.8.16. Flightline Smoking Policy
	A3.8.17. Civilian Aircraft Operations
	A3.8.18. Civil Use of Military NAVAIDs
	A3.8.19. Aero Club Operations
	A3.8.20. Weather Dissemination and Coordination Procedures – Hazardous/Severe Weather Notificatio...
	A3.8.21. Airfield Snow Removal Operations
	A3.8.22. Bird/Wildlife Control - Local Bird/Aircraft Strike Hazard (BASH) Program Guidelines
	A3.8.23. Bird Watch Conditions - locally established Bird Watch Conditions (BWC)
	A3.8.24. Supervisor of Flying (SOF) Operating from the Tower
	A3.8.25. Taking of Photographs


	Attachment 4
	Attachment 5 (Added)
	A5.1. (Added-AFSPC) Where a TERPS Specialist has not been assigned and during periods of vacancy ...
	A5.1.2. (Added-AFSPC) Perform required coordination for new and revised procedures as requested b...
	A5.1.3. (Added-AFSPC) Prior to 15 August, coordinate with local flying customers to validate and ...
	A5.1.4. (Added-AFSPC) Notify HQ AFSP/XORA when any object on the airport proper is altered, moved...
	A5.1.5. (Added-AFSPC) Ensure all FAA Forms 7460-1, FAA Notices of Proposed Construction or Altera...
	A5.1.6. (Added-AFSPC) Develop and maintain a continuity folder including, as a minimum, the follo...
	A5.1.7.(Added-AFSPC) Ensure base Civil Engineers (CE) supply HQ AFSPC/XORA updated CE Maps annual...
	A5.1.8. (Added-AFSPC) Using AF Form 813, Request For Environmental Impact Analysis, developed by ...
	A5.1.9. (Added-AFSPC) Advise HQ AFSPC/XORA within 24 hours of NOTAMS issued that affect any publi...
	A5.1.10. (Added-AFSPC) Ensure Airfield Management is provided data on instrument procedures requi...



