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OJT INSTRUCTOR COURSE
Topic #9: Testing and Supplements
Purpose
The purpose of this topic is to describe the purpose and requirements for testing and completion of
Training & Readiness Supplements.
Goals



To describe the purpose of testing.
To describe how T&R Supplements are completed.

Approximate Time
1/2 Hour
Materials
 Powerpoint presentation
Instructions
1. Introduction
1.1 Follow powerpoint presentation. Slide 47.
2. Activity:
2.1
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OJT INSTRUCTOR COURSE
Topic #10: Standard Operating Procedures
Purpose
The purpose of this topic is to demonstrate the effect of standardizing procedures.
Goals



To show the difference between nonstandard and standard procedures.
To explain how to make facility recommendations.

Approximate Time
1/2 Hour
Materials
 Blank sheet of paper
 SOP Versions 1 & 2
 Ink pen
Instructions
1. Introduction
Tell the participants that they are about to take part in a demonstration of how applying
standards to a procedure enhances learning and teaching. Slide 48.
2. Activity: Draw a Pig.
2.1 Explain that this activity is a way to demonstrate how to get individuals to follow simple
procedures.
“Take a blank sheet of paper and draw a picture of a pig”
2.2 Allow a couple of minutes and then say:
“Show your picture to others around you to determine how similar the drawings are”
2.3 Pass out a sheet of lined paper and Standard Operating Procedures, Revision 1 to each
participant.
“Using the lined paper and your SOP, draw a picture of a pig”
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2.4 Allow a couple of minutes and then say:
“Show your picture to others around you to determine how similar the drawings are”
“Did everybody draw the same picture?”
2.5 Pass out a sheet of lined paper and Standard Operating Procedures, Revision 2 to each
participant.
“Using the lined paper and your revised SOP, draw a picture of a pig”
2.6 Allow a couple of minutes and then say:
“Show your picture to others around you to determine how similar the drawings are”
“Did everybody draw the same picture?”

Q. Why are there still differences in the drawings?

Q. Can we still make more revisions?
3. Summary
3.1 Review the advantages and disadvantages of standardization.
3.2 Explain how procedures are continuously revised or established with the goal of
standardization.
3.3 Explain how to submit facility recommendations.

OJT INSTRUCTOR COURSE
Topic #11: Conducting Prebriefings
Purpose
The purpose of this topic is to promote the use of prebriefings during OJT.
Goals



To describe why prebriefings are important.
To identify strategies for conducting prebriefings.

Approximate Time
1/4 Hour
Materials
 Chart paper and easel
 Markers
 Masking tape
Instructions
1. Introduction: Why Conduct a Prebriefing?
1.1 Introduce this topic by asking the following discussion questions: Slide 49.
Q. How do OJT sessions typically begin?
Q. Is there a more effective way to begin an OJT session? If so, describe how OJT sessions should
begin.
If not mentioned by the participants, point out that prebriefings should be conducted,
whenever possible.
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1.2 Next, ask the following question.
Q. What are some benefits to be gained from conducting a prebriefing?
If not mentioned by the participants, add the following items:






Provides an opportunity to review areas discussed during the last debrief.
Allows the OJTI to get input from the trainee on areas to work on.
Enables the OJTI and the trainee to identify targets to be accomplished during that
session.
Allows the OJTI and the trainee to focus on what is going to happen (helps clear the air
and make afresh start).
Allows the OJTI to present information about changing conditions (e.g., weather, Traffic
Management restrictions, NOTAMS, etc.).

1.3 Point out that it is not always possible to conduct a prebriefing. Stress that when time
permits, prebriefings should be conducted. Note that a prebriefing can be very brief
(between 2 to 5 minutes). Point out that OJTI's may want to use prebriefings when special
situation have occurred (e.g., after a difficult session, if the trainee has been on leave, etc.).
2. Activity: Conducting Prebriefings
2.1 Divide the participants into small groups.
2.2 Present the following situation to the groups for this activity. Slide #50.
Situation
During the previous OJT session, the trainee "lost the picture" and you needed to intervene by overriding.
Several other people were nearby at the time. Up to this point, the trainee's performance had been
outstanding. After the override, the trainee was able to recover and regain control of the situation.
During the debrief, the trainee dwelled on the over-ride. In addition, the trainee appeared upset by the fact
that others may have witnessed the situation. The trainee's confidence level has been shook up.
Before the next session, you decide to conduct a prebriefing.




What do you want to accomplish in the prebriefing? (List the desired outcomes.)
How would you conduct this prebriefing? (Outline your strategy.)

2.3 Tell each group to select a spokesperson to present the group's outcomes and strategies at the
end of the activity.
2.4 Tell the participants they have 10 minutes to complete this activity.
2.5 After 10 minutes, have the spokespersons present their indicators. After the first group
presents, instruct the other groups to present only different outcomes and strategies. (Note:
Avoid having the groups repeat information presented by a previous group.)
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3. Summary
3.1 Review the outcomes and strategies for conducting prebriefings developed by the groups.
3.2 Ask the participants if they have any other comments or suggestions about conducting
prebriefings.







Did the trainee really "lose the picture"?
Your on my ticket
First time override
Emphasize the positive
May have different attitude when trainee returns
Outside influence
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OJT INSTRUCTOR COURSE
Topic #12: Maintaining Situation Awareness
Purpose
The purpose of this topic is to identify actions that OJTI's take that may impact the trainee's ability to
maintain situation awareness (the picture, the flick).
Goals



To describe the importance of maintaining "situation awareness."
To identify the behaviors that increase and decrease the trainee's situation awareness.

Approximate Time
1/2 Hour
Materials
 Chart paper and easel
 Markers
 Masking tape
Instructions
1. Introduction
Introduce this topic by telling the participants that they will have an opportunity to recall the
things that OJTI's did when they were trainees that they found distracting or annoying. Slide
#51.
Option: Begin by demonstrating a humorous situation where an OJTI distracted a trainee.
2. Activity: It Really Bothered Me When . . .
2.1 Divide the participants into small groups.
2.2 Tell each group to think back to when they were trainees. Next, have the groups complete
the statement . . .
"When I was working a position, it really bothered me when OJTIs would . . ."
2.3 Ask the groups to list on chart paper as many actions as possible within 5 minutes. Tell the
groups to list both verbal and nonverbal actions. After 5 minutes, call time and tell the
groups to select their favorite action. Instruct the groups to develop a brief demonstration to
illustrate this action. Option: The groups could develop a poster illustrating the action.
2.4 Have the groups present their demonstrations or posters. Ask the groups to review the other
items they listed.
Hit, Kicked, Not knowing trainee status, Wrong information, Assume you know, Invade personal
Space, Playing Jeopardy during traffic.

OJT INSTRUCTOR COURSE
Topic #12: Maintaining Situation Awareness
3. Maintaining Situation Awareness
Refocus the discussion on situation awareness by asking the following questions:
Q. What can happen if the trainee is distracted by the OJTI's actions?
If not mentioned by the group, point out that the trainee could lose "the picture" or
situation awareness. Point out that a new controller has to work harder than an
experienced controller to get and maintain situation awareness. (For example: New
controllers may not be able to listen to two conversations at once.)
Q. How do you know if the trainee is losing situation awareness?
If not mentioned by the group, add:






Missed readbacks
Not understanding pilot's requests
Not keeping up with stripmarking
Developing tunnel vision - not scanning
Focusing on only one situation/aircraft

Q. What can you do to help the trainee maintain or regain situation awareness?
If not mentioned by the group, add:




Refrain from distracting the trainee.
Direct the trainee's attention to key situations ("What's your plan for ... ? Are you
watching . . . ?").
Demonstrate that you are paying attention.

Explain that you may need to end the session if the trainee cannot maintain situation
awareness.
Note: If you are not including "Intervening During OJT" in your workshop, you may want to refer
participants to page 11 in their Participant Manuals and review the strategies for intervening during
OJT.
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3. Maintaining Situation Awareness
Q. How do OJTIs demonstrate to trainees that they are paying attention?
If not mentioned by the group, add:



Nonverbal Actions: Nodding, sitting upright and leaning toward the trainee
position. The amount of physical space between the OJTI and trainee must be a
comfortable distance while being close enough to be able to observe and listen.
Verbal Actions: Asking relevant questions and making relevant comments.

Q. What are some common reasons why OJTIs lose situation awareness?
If not mentioned by the group, add:





Boredom-The trainee is close to being certified and needs little monitoring. Note
that a high percentage of operational errors/deviations occur in times of light traffic
when controllers are bored.
Distractions from other controllers.
The trainee's actions are dissimilar to what the OJTI would do in the situation. (For
example, it's the same feeling you get when a driver takes a quick right turn and you
thought the car was going to turn left. It take a while to re-orient to the situation.)
The trainee displays data differently than the OJTI would. (For example, the
development changes the board management system from the one you always use.)

Q. What are the potential consequences if the OJTI loses situation awareness?
If not mentioned by the group, add:



The OJTI will be unable to intervene quickly, if necessary.
The feedback provided to the trainee may be incomplete.

4. Summary
4.1 Summarize the discussion by emphasizing the importance that both the trainee and the OJTI
maintain situation awareness.
4.2 Tell the participants that the next topic deals with strategies for intervening during OJT.
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OJT INSTRUCTOR COURSE
Topic #13: Intervening During OJT
Purpose
The purpose of this topic is to determine the cues that indicate a trainee needs help and to describe
alternative strategies for providing the needed help.
Goals



To list the cues indicating a trainee needs help.
To develop alternative strategies for intervening during OJT.

Approximate Time
1/2 Hour
Materials





Chart paper and easel
Markers
Masking tape
Participant Manual: Page 11

Instructions
1 . Introduction
1.1 Introduce this topic by asking the following discussion question: Slide #52-53.
Q. How do you know when you should monitor the trainee versus provide more directed “training"
during OJT?
If not mentioned, add the following points:



The experience level of the trainee
The situations occurring within the position

Q. What "cues" would indicate to you that a trainee may need help?
If not mentioned, add the following points:






Missed readbacks
Changes in tone of voice
Changes in speech rate
Inability to amend to multiple situations
Lack of awareness of a potential problem area
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1.2 Next, ask . . .
Q. How do you determine how long to let a situation go before you interview?
If not mentioned, add the following points:



Not allowing the situation to get beyond your ability to correct.
Criticality of the situation.

1.3 Explain that this topic deals with intervening in OJT situations.
2. Activity: Strategies for Intervening
2.1 Divide the participants into small groups.
2.2 Ask the participants to list strategies they would use to intervene in a situation with a trainee.
2.3 Tell each group to select a spokesperson to present the group's strategies.
2.4 Tell the participants they have 5 minutes to complete this activity.
2.5 After 5 minutes, have the spokespersons present their strategies. After the first group
presents, instruct the other groups to present only different strategies. Note: Avoid having
the groups repeat information presented by a previous group.)
2.6 As the strategies are presented, write them on a sheet of chart paper. Try to arrange the
strategies into the following types:






Draw Attention
Ask A Question
Offering A Reminder
Provide A Solution
Step In

2.7 Ask the participants to turn to page 11 in their Participant Manuals. Tell them to review the
chart (presented here on the following page). Next, ask them where along this continuum
each of the strategies they developed would fall.
2.8 Stress the importance of matching the intervention strategy with the time criticality.
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2.9 Ask the participants the following questions:
Q. What can happen if you intervene too strongly in a noncritical situation?
If not mentioned by the participants, explain that less learning may occur because the
trainee does not have an opportunity for self - correction.
Q. What can happen if you intervene too indirectly in a moderately critical situation?
If not mentioned by the participants, explain that the situation may quickly require that you
step in. Note that by providing a hint when you should offer a solution can make the
situation worse.
3. Summary
3.1 Summarize the discussion by asking the following questions:
Q. How do trainees feel when an OJTI intervenes?
Some possible responses include:








Embarrassed
Incompetent
Unworthy
Foolish
Angry
Confident in their OJTI
Relieved

Q. How do you handle the situation after you have made an intervention such as an override or taking
over the position?
Some possible responses include:





Providing time to let the trainee regain situation awareness before continuing on
position.
Asking the trainee why it was necessary for you to intervene.
Explaining to the trainee why it was necessary to intervene.
If appropriate, rebuilding the trainee's confidence by sharing a similar situation you
were in.

Point out that the training team may want to discuss how interventions and transitions (back
to controlling the positions) will be handled with the trainee before OJT begins.
3.2 Ask if there are additional comments on intervening during OJT.

OJT INSTRUCTOR COURSE
Topic #14: Effective Feedback
Purpose
The purpose of this topic is to demonstrate the importance of communicating expectations and
providing feedback to the trainees during OJT.
Goals



To examine the problems that result from unclear expectations and poor feedback during OJT.
To discuss the value of an OJT debriefing.

Approximate Time
1 Hour
Materials
 Materials for the Balloon Challenge:
 3 different colors of uninflated balloons (12 per participant)
 Straight pins (1 per team)
 Timer
 Handout: Criteria for Acceptable Balloons
 Chart paper and easel
 Markers
 Masking tape
 Participant Manual: Pages 12 and 13
Instructions
1. Activity: The Balloon Challenge
1.1 Introduce the Activity: Slide #54
1.1.1

Divide the participants into teams of three to five people. If the group does not
divide into even teams, have the extra participants act as observers.

1.1.2

Explain that each team will have a coach and that the team's goal is to:
Produce more "acceptable" inflated balloons than the opposing teams.

1.1.3

Give 12 uninflated balloons to each team member (4 of each color). Tell the teams
that they will have 5 minutes to produce balloons. Tell each team to select a coach
to lead the activity.

1.2 Prepare the Coaches
1.2.1

Have one co-facilitator take the coaches outside the room. Give the coaches the
handout titled Criteria for Acceptable Balloons. Let the 'coaches" review the
following written instructions for what will be judged an acceptable balloon:
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Criteria for Acceptable Balloons
1.

Accept the first balloon from each team member.

2.

For all remaining balloons ... Accept inflated balloons that are tied if:



Team members use only their left hands to give the balloons to you.
The balloon is a different color than the last one handed to you by any of the team members.

IMPORTANT: If a balloon does not meet the above criteria, you must reject the balloon by immediately
popping it. This is the only feedback the team members will receive. No talking, gestures or explanations of
any kind are permitted. You may want to position yourself so that all team members can pass balloons with
either their left or right hands.

Give each coach a pin or other sharp object. Don't let the other participants see the
pin before the activity begins.
Ask each coach to repeat the criteria to you before returning to the room.
1.2.2

While the coaches are outside the room, the other co-facilitator should explain the
exercise to the remaining participants without giving away the criteria. Tell the
teams that their coach will accept only those balloons that meet the predetermined
criteria, and that only acceptable balloons that are inflated and tied will be counted.

If the participants ask what constitutes "acceptable," tell them that their coach will give
them constant feedback concerning the acceptability of balloons.
1.3 Prepare the Teams
1.3.1

Return to the room with the coaches.

1.3.2

Remind the teams that they have 5 minutes to produce more balloons than the
opposing teams.

1.4 Conduct the Activity
1.4.1

Set the timer for 5 minutes and give the "begin" signal.

1.4.2

Note: The participants will want verbal feedback and will become increasingly
frustrated as unacceptable balloons are popped. Some team members will try to
uncover the riddle of what made one balloon okay and caused another to be popped.
Some team members may become fearful of the "reprimand pop" and stop
producing balloons.
After 5 minutes, call "time" and stop production.

1.4.3

Count the balloons and congratulate the winning team. Give condolences to the
losers.
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2. The Balloon Challenge: Discussion Points
Lead a group discussion by asking the following questions:
Q. How did this activity make you feel?
Some possible responses are:




Frustrated
Angry
Confused

Q. Did team members pull together and help each other out during the activity or did they become
competitive?
Q. What might have facilitated the production of "acceptable" balloons?
Some possible responses are:




A clear understanding of what was expected.
Feedback from the coaches on why the balloons were or were not being "accepted".
Encouragement from the coaches for producing acceptable balloons.

Q. What criteria did coaches use for accepting balloons?
Review the criteria (accept the first balloon from everyone, then only left-hand and different
color).
Q. What can happen when a trainee is unclear about why he or she is getting positive or negative
feedback?
If not mentioned by the participants, add the following points:



Trainee may not know why the action worked and may try the same action in an
inappropriate situation.
Trainee may not know how to correct the problem.

Q. What are some common OJT expectations that do not get communicated clearly to trainees?
If not mentioned by the participants, add the following points:




OJTIs preferences such as how the position is managed or control techniques
Position-specific knowledge requirements
Informal arrangements on how positions interface with one another (as opposed to
LOA's and other formal procedures)
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Working conditions such as break rotations, etc.
Norms for how crew members interact with one another

Point out that communicating clear expectations is critical
Q. What tools can be used to communicate expectations to trainees?
If not mentioned by the participants, add that position checklists can be used to
communicate expectations.
Q. Did you observe any other similarities between the OJT environment and the "Balloon Challenge"
activity?
3. Characteristics of Effective Feedback
3.1 Transition the discussion to the characteristics of effective feedback by asking the following
question:
Q. What impact does lack of feedback during OJT have on trainees?
Some possible responses are:





Stop Learning: Trainees may stop learning because they are frustrated, anxious, and
resentful if they don't know what is expected of them.
Repeat Inappropriate Response: Trainees may repeat incorrect actions without knowing
what they are doing wrong.
Fail To Repeat Appropriate Responses: Trainees may fail to repeat a correct action
without being properly, reinforced.
Fail To Understand Conditions: Trainees may not understand under what conditions an
action is acceptable, and may try that action again when it is not appropriate.

3.2 Stress that trainees need to know how they are doing at all stages of OJT if they are going to
learn effectively and improve their performance.
3.3 Next, ask the following question:
Q. Why do OJTIs and supervisors often fail to provide feedback to trainees during OJT?
Some possible responses are:




It takes too much time.
They don't feel comfortable providing feedback.
They assume the trainee already knows how he or she is performing.

3.4 Point out that feedback is only useful if it is provided in an effective and constructive er.
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3.5 Tell the participants to turn to page 12 and 13 in their Participant Manuals. Point out that
these pages discuss the characteristics of effective feedback. Review the characteristics with
the group.
3.6 Ask the group if they have any characteristics to add to the list.
4. The Importance of Debriefing
4.1 Note that the debriefing is an excellent way for OJTI's and supervisors to provide feedback
to trainees throughout all stages of OJT.
4.2 Point out that the MCABE ATC Order requires OJTI's and supervisors to discuss the
trainee's performance as soon as possible after each session. Note that this discussion should
include:




An overview of the OJT session
An identification of the trainee's strengths and weaknesses
Specific recommendations to improve performance

4.3 Ask the following question:
Q. What learning occurs during a debriefing?
Add the following points if not mentioned:






Skills and knowledge that can't be taught during OJT due to time constraints are often
taught during the debriefing.
The debriefing provides an opportunity to explore alternate techniques.
The debriefing provides a forum for the OJTI/supervisor and the trainee to exchange
ideas and share expectations about OJT.
During the debriefing, the trainee learns about performance areas that require
additional attention.
During the debriefing, the trainee receives reinforcement for positive performance.

5. Summary
Summarize this topic by asking the participants if they have any additional comments on setting
expectations, providing feedback, and debriefing. Option: You may want to pop one or more
balloons and remind the participants that as OJTI's they should avoid "bursting the trainee's
hopes and confidence."
Criteria for Acceptable Balloons
1. Accept the first balloon from each team member.
2. For all remaining balloons . . . Accept inflated balloons that are tied if:



Team members use only their left hands to give the balloons to you.
The balloon is a different color than the last one handed to you by any of the team members.
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IMPORTANT: If a balloon does not meet the above criteria, you must reject the balloon by
immediately popping it. This is the only feedback the team members will receive. No talking or
explanations of any kind are permitted. You may want to position yourself so that all team members can
pass balloons with either their left or right hands.

OJT INSTRUCTOR COURSE
Topic #15: Debriefing Skills - Listening
Purpose
The purpose of this topic is to demonstrate the importance of listening skills.
Goals




To allow the participants to evaluate their listening skills.
To identify the skills required for effective listening.
To develop strategies for improving listening in the OJT environment.

Approximate Time
1/2 Hour
Materials





Chart paper
Markers
Masking tape for posting chart paper
Slips of paper (Participants need one slip of paper for each person in their small group. For
example, if the group has five people, each person should have four slips of paper. Place the
slips of paper on the table in advance of this activity.)

Instructions
1. Activity: Are You Listening?
Instructor Note: The purpose of this activity is to allow the participants to evaluate their listening
skills. For this activity to work, however, the participants must not know that they are
participating in a listening exercise. Slide #55.
1.1 Tell the participants that the purpose of this activity is to discuss "Who's responsible for
ensuring the trainee's success?"
1.2 Divide the participants into small groups of four or five.
1.3 Ask the participants to discuss the following topic:
What responsibility does the trainee have for his or her own success in training? And, where does the
OJTI's responsibility for ensuring success end?
1.4 After approximately 5 minutes, call TIME! Stop the discussion.
1.5 Tell the participants to write the name of one group member on the top of each slip. Next,
ask the participants to summarize the key points said by the group member on the
appropriate slip. Note that they should complete a slip for each group member.
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1.6 Once the participants have completed the slips, instruct them to pass the slips to the
individual who made the comments. Have the receiver review the slips and provide
feedback to the other group members on the accuracy and completeness of what was
recalled.
1.7 Ask for any comments on what the participants learned from this activity.
2. Listening Skills: An Overview
Ask the group the following questions:
Q. What barriers to listening do OJTIs encounter?
If not mentioned, add the following points:






Distractions within the operational environment (noise, lack of privacy, etc.)
Hearing what's expected instead of what is said
Jumping to conclusions
Personal issues or problems
Anger or other emotional reactions to the trainee

Q. How can OJTIs and supervisors make sure they understand what a trainee is saying?
Some possible responses are:



Paraphrasing: Restate the essence of what was said in your own words.
Summarizing: Synthesize key points made by the trainee to check for understanding.

3. Summary
3.1 Summarize the topic by asking the following question:
Q. What are some strategies for improving listening during OJT?
Record the suggestions on chart paper.
3.2 Next, ask:
Q. What is the relationship between listening skills and conducting effective debriefing?
If not mentioned by the participants, add:



Listening helps ensure that the trainee will be open to receive feedback during the
debriefing.
Listening helps the OJTI gather information from the trainee during the debriefing.
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Topic #16: Debriefing Skills – Asking Questions
Purpose
The purpose of this topic is to practice asking questions in order to get meaningful information from
trainees during the debriefing.
Goals



To demonstrate the value of asking questions during the debriefing.
To practice asking meaningful questions.

Approximate Time
1/2 Hour
Materials





Chart paper and easel
Markers
Masking tape
Participant Manual: Page 14

Instructions
1. Introduction
1.1 Ask the following question:
Q. Why is it important to ask the trainee questions during the debriefing?
Some possible answers are:





To get the trainee's point of view.
To clarify what you think you heard the trainee say.
To get additional information from the trainee.
To help facilitate the trainee's learning.

1.2 Note that asking questions involves:



Selecting the right type of question.
Phrasing the question so it elicits the response you want.
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2. Types of Questions
2.1 Review the following differences between open-ended and close-ended questions:
Type of Questions: Open-Ended Questions
Description:





Requires more than a "yes" or "no" answer.
Stimulates thinking.
Elicits discussion.
Usually begins with "what", "'how", "when", or "why".

Type of Questions: Closed-Ended Questions
Description:




Requires a one-word answer.
Closes off discussion.
Usually begins with "is," "can," "how many," or "does."

2.2 On chart paper, have half the group write a meaningful open-ended question that an
OJTI/supervisor could ask a trainee during a debriefing. Have the other half of the group
write a close-ended question that an OJTI/supervisor could ask a trainee. Ask for volunteers
to share their questions with the rest of the group.
2.3 Ask the following question:
Q. Why is it better to use open-ended questions instead of close-ended questions during a debriefing?
Some possible responses are:





Open-ended questions show interest in what the trainee has to say.
Open-ended questions yields more detailed and meaningful information.
Open-ended questions foster two-way communication.
Open-ended questions tap into the reasoning underlying the trainee's decisions.
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3. Phrasing Questions
3.1 Point out that after deciding on the type of question to ask, the next step is phrasing the
question appropriately.
3.2 Tell the participants to turn to page 14 in their Participant Manuals. Let them review the
following guidelines for phrasing questions:
Do's
 Ask clear, concise questions covering a single issue.
 Ask reasonable questions based on what the trainee can be expected to know at this
point in the training.
 Ask challenging questions that provide thought.
 Ask honest, relevant questions that direct the trainee to logical answers.
Don'ts





Ask rambling, ambiguous questions covering multiple issues.
Ask questions that are too difficult for the trainee to answer.
Ask questions that are too easy and provide no opportunity for thinking.
Ask "trick" questions designed to put the trainee off guard.

3.3 Ask the following question:
Q. Why should OJTIs and supervisors avoid asking trick questions during the debriefing?
If not mentioned, add that:



Trick questions may make the trainee feel angry, resentful, or stupid.
The trainee may be hesitant to answer questions in the future.

4. Summary
Summarize this topic by asking the following question:
Q. What other attributes do OJTIs and supervisors need to get meaningful feedback from trainees?
Some possible responses are:




Patience
Respect for another person's point of view
Objectivity
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OJT INSTRUCTOR COURSE
Topic #17: Basic Instructor (BI)
Purpose
The purpose of this topic is to introduce the group to the T&R events that are required as part of the
OJT Instructor curriculum.
Goals
To present to events that are required to be completed as part of the designation requirements for a
Basic Instructor.
Approximate Time
1/2 Hour
Materials
 None
Instructions
1. Introduction
1.1 In addition to the subjects that are presented and discussed in this OJT Instructor Course,
there are several events that must be satisfied to complete the requirements for a Basic
Instructor designation. Slide #56.
1.2 These events are included in the T&R Supplements for Ground Control and Radar Final
Control in order to complete these events prior to becoming eligible for the designation as an
OJT Instructor. Slides 57-59.
2. Summary
2.1 Remind the participants of the importance of getting these events completed prior to any
OJT Instructor designation.

OJT INSTRUCTOR COURSE
Topic #17: Basic Instructor (BI)

OJT INSTRUCTOR COURSE
Topic #18: Completing Position Evaluations
Purposes
The purposes of this topic are to explore barriers to completing effective position evaluations, to
critique sample position evaluations, and to practice writing meaningful comments about the trainee's
performance during OJT.
Goals




To explore the barriers that exist to completing position evaluations.
To critique the effectiveness of sample position evaluations.
To practice writing meaningful comments on position evaluations.

Approximate Time
1 1/2 Hours
Materials







Chart paper and easel
Markers
Masking tape
Handouts: Sample Position Evaluations Package
Participant Manual: Pages 15 through 17
Facility Manual, Appendix G

Instructions
1. Introduction. Slide #60.
IMPORTANT: It is critical that all instructors thoroughly review Appendix G of Facility Manual
before presenting this topic.
1.1 Transition to this topic by explaining that in addition to providing verbal feedback, OJTI's
and supervisors must also document trainees' performance and provide written feedback.
1.2 Ask the following question:
Q. Why is it important for OJTIs and supervisors to complete position evaluations for trainees?
Make sure the following points are made:






Position evaluations serve as another source of feedback for the trainee.
Position evaluations indicate deficiencies and suggest methods for improving deficient
performance.
Position evaluations document exemplary performance.
Position evaluations suggest courses of action for the trainee's training.
Position evaluations document discussions about the trainee's training progress.
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Position evaluations provide a vehicle for ensuring continuity among training team
members.

1.3 Next, ask the following questions:
Q. Why do OJTIs and supervisors fail to complete position evaluations that are constructive and
comprehensive?
Add the following points if not mentioned by the group:







They don't have time to complete them.
They feel uncomfortable providing written feedback.
They think they've given all necessary feedback during the OJT session.
Some facilities don't stress the importance of position evaluations.
They think the documentation will "come back to haunt them".
They feel only negative feedback needs to be documented.

Q. What are some strategies that can be used to ensure that position evaluations are constructive and well
documented?
Add the following points if not mentioned by the group:




Take notes during the session.
Reread the written comments to make sure that tone is appropriate.
Think before you write.

1.4 Ask the following question:
Q. Think about when you were a trainee. What types of comments did you find most constructive? What
types of comments were least helpful?
1.5 Point out that Appendix G of the Facility Manual contains detailed instructions for
completing the position evaluation.
1.6 Refer the participants to pages 15 through 17 in their Participant Manuals for a job aid on
completing position evaluations. (This job aid appears on the following pages.) Have the
participants review the job aid on their own. Do not present the information. After the
participants have reviewed the job aid, ask the following questions:
Q. What do you think are the most common mistakes made by OJTIs in completing position evaluations?
Use facility evaluation results to point out common mistakes made at your facility.
Q. Does anyone have any questions on how to complete position evaluations?
Respond to the participant questions.
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1.7 Tell the group that during this next activity, they will have an opportunity to critique the
effectiveness of sample position evaluations. Note that these are actual position evaluations
from facilities around the country. Stress that they should refer to Appendix C of Facility
Manual during this activity.
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2. Activity: Critiquing Position evaluations
2.1 Preparation: From the Sample Position evaluations select one position evaluation for each
group. Select reports that are appropriate for the ATC options represented in your
participants.
For example, if all of your participants are from Radar, you should select Radar sample
position evaluations. If you have a mix of ATC options represented in the training session,
you will need to select sample position evaluations that represent those options.
2.2 Explain that the purpose of this activity is to critique the effectiveness of sample position
evaluations. Note that these are real position evaluations that have been altered to remove
identification information.
2.3 Have the participants work in small groups for this activity.
2.4 Distribute one sample position evaluations to each group.
2.5 Make sure that copies of Appendix G from Facility Manual are available.
2.6 Provide the following instructions to the groups:


Review each of your sample position evaluations. Pay particular attention to the Comments
sections.



On chart paper, have each group describe the strengths and weaknesses of each position
evaluation.



Refer to Facility Manual, Appendix G, and the job aid to help you critique each report.



You have 20 minutes to complete this activity.

2.7 In a large-group discussion, ask the participants to provide feedback on each position
evaluation. Have each table group present on one report. Keep rotating among the table
groups until all of the reports have been presented.
2.8 Summarize this activity by asking:
Q. What type of information was commonly missing from these position evaluations or documented
inadequately?
Record the group's responses on chart paper.
Q. Did the OJTIs/supervisors make effective use of Block 12, the Comments section, on these sample
position evaluations? If not, why not?
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2.9 Transition to the next activity by telling the participants that now they will have an
opportunity to rewrite the Comments section of a sample position evaluation.
3. Activity: Writing Meaningful Comments
3.1 Preparation: From the Sample Position evaluations Package #2, select one position evaluation
to be used in this activity.
3.2 Ask the following question:
Q. What type of information can OJTIs and supervisors document in Block 12 on the position evaluation?
Point out that the Comments block provides space for the documentation of the trainee's
performance during OJT. Note that according to the Facility Manual:




The comments may include exemplary, noteworthy, or unusual events.
This block must be used to describe any unusual performance deficiencies.
In the case of performance deficiencies, or when improvement is needed in a specific
area, references must be made to applicable procedures, letters of agreement,
orders/directives, etc.

3.3 Tell the participants that now they will practice providing written feedback to trainees using
the Comments section of the position evaluation.
3.4 Have the participants work in small groups for this activity.
3.5 Distribute the sample report (selected from Package #2) and tell the participants to review the
Comments section.
3.6 Instruct the participants to work together to rewrite the comments section contained on the
back of this position evaluation so that the feedback provided is more meaningful to the
trainee. Suggest that the participants:



Review "The OJTI Use of the Comment Block" section in Appendix G of Facility
Manual when completing this activity.
Review the qualities of effective feedback presented in the previous section.

3.7 Have the participants record their revised comments on chart paper. Give the groups 15
minutes to complete this activity.
3.8 Have each group read the original and share its revised comments with the rest of the group.
3.9 Have the other group members determine if the rewritten Comments section is consistent
with the qualities of effective feedback.
3.10 Point out the common approaches used when rewriting the Comments section.
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4. Summary
Ask the participants if they have any further suggestions for completing position evaluations that
are well documented, meaningful, and constructive.
Provide 6-12 recent Position Evaluations that the teams can analyze for areas of improvement and
correctness.
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Purpose
The purpose of this topic is to explore what motivates and demotivates both developmentals, OJTI'S,
and supervisors in the ATC environment.
Goals




To identify what motivates and demotivates trainees.
To review motivation theories and discuss how they relate to the OJT environment.
To explore the training team's responsibility for motivating trainees.

Approximate Time
1 Hour
Materials







Chart paper and easel
Markers
Masking tape
Slips of paper (15 per participant)
Rolls of tape (One roll per table group)
Participant Manual: Page 18

Instructions
1. Introduction
1.1 Tell the participants that they will be completing several activities throughout this topic that
will allow them to: Slide #61.



Identify what motivates and demotivates trainees during OJT.
Learn about motivation theories and how they relate to the ATC environment.

1.2 Point out that the first activity allows the participants to reflect upon their past experiences
as trainees.
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2. Activity: What Motivates Trainees?
2.1 Preparation: Complete the following steps in preparing for this activity:
 Prepare a piece of chart paper for each group by:




Drawing a line across the middle of the paper.
Writing the header "Motivators" across the top half of the page.
Writing the header "Demotivators" across the bottom half of the page.
For example . . .
MOTIVATORS
ATTABOYS
HEAVY TRAFFIC
FEAR
BONUS
GO TO VAL/CFR
CERTIFICATION

PROMOTION
COMPETITION
LAST STACK
FAA/DOD
PART OF A TEAM
DEPLOYMENT
DEMOTIVATORS

BAD/MAD OJTI
ABUSE
BOOKWORK
INTERRUPTIONS
STACKS
NEGATIVE FEEDBACK


JOKES
NO TRAFFIC
NO BONUS

Cut up slips of paper. You will need approximately 15 slips of paper per participant.
Instructor Note: The participants should work in groups of 5 people for this activity. If
you have fewer than 10 people, however, the participants should work together as one
large group.



Hang one prepared chart near each table.



Distribute 15 slips of paper to each participant. Tell them if they run out, you can supply
more.



Give each group a roll of tape.

2.2 Setup and Introduction: Divide the participants into groups of five people for this activity
(unless you have fewer than 10 participants). Tell the participants that the purpose of this
activity is to identify things in the OJT environment that motivate and demotivate trainees.
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2.3 Instructions: Instruct the participants to do the following:
Step 1: Identify motivators and demotivators.


Working individually within your table groups, think about the things that motivated you when
you were a trainee (e.g., money, positive feedback, feeling like part of a team). Write each of
these motivators on a separate slip of paper.



Next, think about the things that demotivated you when you were a trainee (e.g., a lousy schedule,
negative feedback). Then write each of these demotivators on a separate slip of paper.

(Give the participants 5 minutes to write their motivators and demotivators.)
Step 2: Organize motivators and demotivators as a team.


After the participants have completed their slips, tell them to tape the slips of paper under the
appropriate heading on the piece of chart paper (i.e., place your motivators on the top half of the
chart paper and your demotivators on the bottom half). Encourage the groups to organize the
motivators and demotivators into logical groupings or "chunks".

(Give the groups 5 minutes to tape up their motivators and demotivators.)
Step 3: Select top 5 motivators and demotivators.


After all group members have taped their slips to the chart paper, tell the groups to select the top 5
motivators and the top 5 demotivators. Explain that the groups should reach consensus.



Finally, tell the groups to write the top 5 motivators and top 5 demotivators on a separate piece of
chart paper, and post the chart paper.

Note: Only provide one step of these instructions at a time. Have the groups complete each step before
explaining the next step.
2.4 Group Reports: After 15 minutes, have the groups present their lists. After all groups
present their lists, ask the other participants for additional motivators and demotivators.
Consolidate the motivators and demotivators into a single list of motivators and a single list
of demotivators. List the motivators on one piece of chart paper and the demotivators on
another piece of chart paper.
Post the consolidated lists on opposite sides of the training room. Tell the participants that
they will be referring back to these lists in the following activities.
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2.5 After you have completed these tasks, ask the question:
Q. In identifying motivators and demotivators, did any item appear as both? If so, what were those
items?
Be sure to make the point that motivation is highly individualized and personal. Point out
that what motivates one person (e.g., money, negative feedback) may actually demotivate
another.
3. Motivation Research and Theories
3.1 Tell the participants to turn to page 18 in their Participant Manuals.
3.2 Give the participants a few minutes to read the information on Maslow's Hierarchy of Needs.
3.3 Next, compare the consolidated list of motivators and demotivators generated during the last
activity to the information presented on this page. Ask the following question:
Q. How do the group's motivators and demotivators compare to Maslow's levels of need?
3.4 Tell the participants that motivation is related to needs. Explain that people are motivated to
satisfy the needs they are experiencing. Review Maslow's Hierarchy of Needs.
Note: Maslow's Hierarchy of Needs includes the following levels:
Self-Actualization Needs
Personal Esteem Needs
Social Needs
Security Needs
Basic Physiological Needs

How can I improve myself? Can I contribute to making the ATC system
better?
Do I feel good about my work? Do I feel good about myself?
Do I fit in? Do I like my co-workers?
Am I going to make it here? Should I take out a mortgage?
Am I safe here? Will I be able to pay the rent, feed my family?

Stress that each level of need must be met before the individual can function at the next level
of need.
Reference: Maslow, A. H. (1943). A theory of human motivation. Psychological Review,
50, 370-396.
3.5 Relate Maslow's theory to the OJT environment by asking the following questions:
Q. What need level are trainees functioning on when they begin OJT?
If not mentioned, note that trainees are often dealing with security needs.
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Q. What are some common things that are done to trainees that make them feel more insecure?
If not mentioned, then add the following:



Put-downs, such as having "help wanted" ads clipped to their position evaluations.
Intimidating comments, such as "you haven't been through the red sector yet".

Q. What are some common things that are done to trainees that impact their ability to get social needs
met?
If not mentioned, then add the following:




People distancing themselves from the trainee. "I'll learn your name when you check
out".
Labels or nicknames given to trainees.
Not being let in on inside jokes.

4. Summary: Who's Responsible?
4.1 Go down the groups' lists of motivators and demotivators and ask the following questions:
Q. Which of these items does the OJTI/supervisor have control over, or can the OJTI/supervisor
influence?
Have the groups place a check mark next to the motivators and demotivators(on their top 5
lists) that OJTI's/supervisors have control over or can influence.
4.2 Next, ask the following discussion questions:
Q. What keeps OJTIs and supervisors from using these motivators and removing demotivators?
If not mentioned by the participants, point out that it is their own motivation and
commitment that keeps them from ensuring that trainees are motivated and that
demotivators are addressed.
Q. Are there steps you can take to improve your own motivation?
Ask for volunteers to share their responses.
4.3 Summarize this topic by emphasizing that the OJT/Certification Chapter of the Facility
Manual emphasizes that motivating the trainee and ensuring his or her success is a shared
effort on the part of all members of the training team. Stress that each team member must
share some responsibility for his or her own motivation.
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OJT INSTRUCTOR COURSE
Topic #20: Coaching Techniques
Purpose
The purpose of this topic is to identify effective OJT coaching techniques and strategies.
Goals



To identify the characteristics of effective coaches.
To discuss strategies for effective coaching.

Approximate Time
1 Hour
Materials





Markers
Masking tape
Situation cards
Participant Manual: Page 19

Instructions
1. Introduction: Qualities of Effective Coaches
1.1 Introduce this topic by asking the following discussion question: Slide #62.
Q. Think of someone who you thought was an outstanding coach outside the facility (e.g., sports
coach, drama coach, teacher, etc.). What made this individual an effective coach?
If not mentioned by the participants, add the following qualities:










Showing genuine interest in seeing the person being coached obtain his or her goal.
Attending and listening to the person.
Asking open-ended questions.
Asking follow-up questions to initial responses.
Providing constructive feedback.
Providing positive reinforcement. (They are good motivators!)
Asking the person to compare and contrast different alternatives.
Identifying options and making suggestions.
Encouraging the person to work autonomously and take risks.

List a summary of the characteristics on chart paper. Label the chart "qualities of effective
coaches". Draw the connection between the last topic on motivation by pointing out.
Effective coaches help people strive to the self-actualization level of Maslow's Needs
Hierarchy.
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1.2 Next, ask the following question.
Q. How are these qualities of effective coaches similar to the characteristics of effective OJTIs?
If not mentioned by the participants, note that effective OJTIs are effective coaches.
2. Activity: Using Coaching Techniques
2.1 Tell the participants that the purpose of this activity is to have them practice applying
effective coaching strategies.
2.2 Divide the participants into small groups. Note: If your group has fewer than 10
individuals, have the participants work in pairs.
2.3 Assign one or two situations to each group or pair. (Note: There are a total of eight
situations. If you have fewer than eight groups or pairs, you will need to select the situations
to be completed during this activity.)
2.4 Tell each group or pair to review the assigned situation and identify specific actions they
would take to address the situation.
2.5 Tell each group or pair to select a spokesperson to present the actions. Remind the groups
that the actions should be consistent with the qualities of effective coaches identified earlier.
Ask the groups to explain their rationales for how they selected the actions.
2.6 Tell the participants they have 15 minutes to complete this activity.
2.7 After 15 minutes, have the spokespersons present their groups' situations and coaching
actions.
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2.8 Make sure the coaching actions listed below each situation are covered by the groups or pairs:
Situation #1
Scott has been receiving OJT for about 4 months. His progress was above normal until 2 weeks ago when
Pat became his OJTI. His original instructor got picked up as a first-level supervisor. Scott is friendly and
gets along with everyone, but doesn't attend any of the facility's social gatherings. Pat on the other hand
plans most of the facility's social activities and makes it known that everyone should attend. This morning
on position Pat asked Scott why he didn't see him at the facility picnic yesterday. A heated exchange
resulted between the two in the earshot of surrounding controllers.
What specific actions would you use to address this situation?

Possible Actions:





Talk to both the OJTI and the trainee to see if they want any assistance in resolving the
problem.
Assist the OJTI and the trainee in conflict resolution.
Encourage the OJTI to embrace differing points of view.
Bring the issue to the attention of the appropriate supervisor(s).

Situation #2
You have just completed a very difficult hour of training with your trainee, Sam. During the session you
were required to correct Sam many times, as well as step in to avoid a potentially dangerous situation.
You both now go on break, and instead of sitting down with friends as usual, you notice Sam select a table
away from friends and peers. When reentering the operational area, you attempt to strike up a conversation
with Sam to no avail. When you return to the position, Sam is very quiet and reserved.
What specific actions would you use to address this situation?

Possible Actions:







Comment on what's happening.
Ask the trainee if other stressors could be a factor.
Determine the readiness of the trainee for OJT.
Ask open-ended questions.
Rebuild the trainee's confidence through positive feedback.
Help break the tension. For example, debrief the training session, write the report, and start
over again in the afternoon.
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Situation #3
Prior to issuing a clearance, your trainee, Jessie, continually tells you what the clearance will be and waits
for your acknowledgment. You have also observed that Jessie accepts all coordination by another facility or
controller regardless of the fact that it imposes a hardship on your area of control.
What specific actions would you use to address this situation?

Possible Actions:





Tell the trainee to issue clearances as though you, the OJTI, was not present.
Analyze and evaluate your training techniques to determine if your techniques may have
contributed to this behavior.
Reinforce to the trainee that not all coordinations need to be accepted.
Have the trainee observe another controller accepting and rejecting coordination.

Situation #4
Frank is training on east arrival radar and is approaching 70% of the position target hours. He has received
good position evaluations for several weeks and should he ready for a check ride very soon.
Today, Frank's appearance is unusually haggard, and his speech is slower than usual. He just doesn't seem
"with it." As traffic in the sector builds during the "noon balloon" things rapidly deteriorate. You notice 6
or 7 handoffs flashing but Frank does not take them. He is talking to aircraft still on downwind, while
others are flying through the base to final turn. Frank has several aircraft on downwind that are still at 250
kts, while the SOP requires they operate at 180 or less.
It is quickly becoming obvious that Frank has "lost the flick." You take the position and spend several
minutes cleaning up Frank's mess. When you ask him if he is ready to take it back, you notice he is near
tears. You call for relief from the supervisor.
What specific actions would you use to address this situation?

Possible Actions:





Suggest that the trainee take a break and join him as soon as you get a break.
Comment on what's happening.
Ask open-ended questions about the situation.
Identify and suggest strategies for decreasing the stress.
(Strategies could include: make a referral to the EAP program, recommend temporary
suspension of the trainee from training, encourage the trainee to identify his options for
dealing with the problem, assist the trainee in problem solving, and encourage the trainee to
take care of himself)
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Situation #5
Mike is an ex-military controller and a trainee on your crew. During OJT, you notice that Mike seems to
possess the basic foundation necessary to build controller skills on, but poor interpersonal relations are
hindering his progress. Mike does not appear to have made any friends in the facility, though not from lack
of trying. He is a nonstop talker, more than willing to voice an opinion on any subject at all. He has an
annoying habit of joining in on any conversation in his vicinity, uninvited and usually unwelcome.
He is called brickhead behind his back, and virtually everyone in your facility has a favorite story to tell
about his incompetence or behavior. On position, other controllers will cooperate with him to the minimum
extent possible; usually most will do their best to ignore him. Away from the sector, he is always
interjecting his opinion on ATC technical matters, and telling stories about his old facility.
What specific actions would you use to address this situation?

Possible Actions:




Discuss the situation with other controllers in the area and create strategies for making the
situation better.
If necessary, bring the situation to the attention of the appropriate supervisor(s).
Provide feedback to the trainee on his behavior and the impact it has on other controllers.

Situation #6
The trainee is progressing nicely through the training process and has a great deal of knowledge of the
airspace, local procedures, and phraseology. The OJT instructor likes working with him and has confidence
that the job will get done in an efficient and safe manner, until the unusual occurs.
On a bad weather day, the trainee had to provide assistance to a student pilot who called and advised that he
was above the overcast layer on his first cross-country flight and was on top of the clouds declaring an
emergency with low fuel. Although he had all the resources available, the trainee could not create a
spontaneous plan to assist in the emergency. The trainee stopped to evaluate the situation in an attempt to
find a paragraph or past experience to find a solution. Because a solution could not readily be found, the
process shut down until the OJTI prompted him with a plausible creative solution.
What specific actions would you use to address this situation?

Possible Actions:





Remove the trainee from the position and work with him/her on problem solving.
Have the trainee review and simulate emergency procedures on the position.
Review with the trainee past emergencies in the facility and how they were handled.
Reinforce to the trainee that he/she knows how to work the position except for these types of
situations.
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Situation #7
Steve is a trainee receiving OJT on the west arrival radar position. Frank is his OJT instructor. Frank has
noticed that throughout the session, Steve has been very curt and rude to other controllers during landline
coordination. As an aircraft approaches Steve's airspace, the adjacent controller overrides Steve and
requests a point out. Steve's response is to yell, "Get out of my headset! Can't you see I'm busy? Keep him
in your airspace."
The adjacent controller then initiates a handoff. Steve stands up, yells to the controller, "I told you to keep
him in your airspace. I'm too busy to work your damned traffic."
The other controller, an FPL, stands up and the two approach each other, apparently to begin a physical
confrontation.
What specific actions would you use to address this situation?

Possible Actions:





Give the situation some time to diffuse.
Remove the trainee and discuss his behavior.
 Ask him to apologize to the other controller.
 Tell him you would like to be able to resolve the situation at the lowest level possible.
Ask the trainee if other stressors could be a problem.
Ask open-ended questions to try to determine the root of the problem.

Situation #8
During a feedback session, you ask Chris why she was having problems with coordination. Chris informs
you that the Center Controller was an uncooperative jerk and was going out of his way to make life hard.
Your perception is that the Center Controller was upset because of the way Chris coordinated, both from a
technical and from a communication standpoint.
You've noticed a pattern of blaming others with Chris. Yesterday, Chris blamed the slowness of the
equipment, and before this, she told you that things would be much better if the other OJTI's just stopped
telling her different ways to do the same thing.
What specific actions would you use to address this situation?

Possible Actions:





Be factual in your feedback.
Try not to threaten the trainee because the trainee is already fearful of acknowledging blame.
Help the trainee analyze the situation and determine where her responsibility lies in each
situation.
Model the situation for the trainee and take responsibility for resolving problems that arise
while on position.
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3. Summary
3.1 Ask the participants if they have any other comments or suggestions about effective coaching
techniques.
3.2 Time permitting, have the participants complete the following assessment (on page 19 in
their Participant Manual) for evaluating their own coaching skills. Ask for volunteers to
share their comments about the assessment with the group.
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Coaching Assessment
Instructions: Assess your coaching skills by reading each of the items below and checking the
appropriate box.
Currently
Doing

Would Like To
Do More Often

1. I set and communicate realistic performance expectations
for the trainee.







2. I am genuinely interested in the success of the trainee.







3. I challenge trainees to help them learn.







4. I help build self-confidence in trainees.







5. I confront negative behaviors and attitudes during OJT of
training team members.







6. I teach by example.







7. I explain what is expected of the trainee throughout OJT.







8. I provide support to trainees in critical situations.







9. I share critical knowledge and effective strategies with
trainees.







10. I offer encouragement to trainees.







11. I model professional, respectful behavior.







12. I provide constructive feedback during OJT.







13. I encourage the trainee to work independently and take
calculated risks.







14. I help the trainee set goals for performance improvement.







15. I generate alternatives for dealing with performance
problems.
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Purpose
The purposes of this topic are to practice the proper documentation of training and proficiency on
Position Logs/VIDS and to analyze prepared logs for discrepancies.
Goals




To teach proper procedures for completion of Position Logs.
To sign on and off VIDS correctly.
To recognize and correct errors on logs

Approximate Time
1 Hour
Materials
 Overhead Projector
 Markers
 Powerpoint Slides
Instructions
1. Introduction. Slide #63.
1.1 Display examples of position logs. Slide #64.
1.2 Explain the transition from the old codes to the new codes. Slide #65.
1.3 Explain the different blocks and their uses on a position log. Slide #66-67.
2. Activity: Position Log Examination
2.1 Display recent position logs. Slides 68-78.
2.2 Critique each log and identify trends.
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APPENDIX E
GUIDE FOR POSITION LOGS
FAA Form 7230-10
INTRODUCTION. This appendix contains instructions for completing FAA Form 7230-10, Position
Log. The Position Log is used on all operating positions to document position responsibility and
training, see Figure E-1.

Position Log
(1) FACILITY ID

(5)
TIME ON

(2) POSITION IDENTIFIER

(6)
INITIALS

CODE:
C = ATCS/ATA
S = Supervisor, Staff Spec.
T = Trainee/Developmental
FAA FORM 7230-10 (6-94)

(7)
TIME OFF

(3) POS TYPE

(8)
CODE

(4) DATE

Where Combined

(9) POSITION IDENTIFIER

(10) Position
Type

M = Trainee/Developmental Monitoring
R = Trainee/Developmental Certification/
Evaluation
NSN: 0052-00-024-6102

Figure E-1
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USING THE FORM. Complete the following items. Field numbers correspond to the numbered fields
on the form.
Field 1

FACILITY ID: Enter NKT

Field 2

POSITION IDENTIFIER: Enter the appropriate position identifier starting from the left as
listed below.

VIDS Code
APE
APF
APW
APX
AR
ARF
ARX
FC1
FC2
FC3
FWF
FWO
OT3
OT4
OT6
OT7
OT8
RAA
RAE
RAF
RAW
RAX
RD
RDF
RDX
RS
RSF

STANDARD POSITION CODES
Description
RADAR BRANCH

Approach East
Approach East OJF
Approach West
Approach Simulation
Arrival Control
Arrival Control OJF
Arrival Control Simulation
PAR-1
ASR-1
PAR-2
Facility Watch Officer OJF
Facility Watch Officer
Other
Other
Other
Other
Other
Radar Associate Arrival Control
Radar Associate Approach East
Radar Associate OJF
Radar Associate Approach West
Radar Associate Simulation
Radar Flight Data
Radar Flight Data OJF
Radar Flight Data Simulation
Radar Supervisor
Radar Supervisor OJF
TOWER BRANCH
CCF
Tower Associate OJF
CCL
Tower Associate Local Control
FD
Tower Flight Data
FDF
Tower Flight Data OJF
GC
Ground Control
GCF
Ground Control OJF
LC
Local Control
LCF
Local Control OJF
OT1
Other
OT2
Other
TS
Tower Supervisor
TSF
Tower Supervisor OJF
* Used only on paper logs

Block 9 Code*
E
W
A

(Note1)
(Note1)
(Note1)

(Note 2)
(Note 2)
(Note 2)
F

(Note 2)
F
G
L
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NOTE
(1) Final Control positions shall not be combined with any other position.
(2) Associate positions are considered closed if not operational, therefore have no requirement to be combined to
any other position. Whenever an associate position is closed, the associated position responsibilities revert to the
primary position. i.e. AR assumes ASA duties and responsibilities, LC assumes ASL duties and responsibilities, AW
assumes ASW duties and responsibilities. etc.

Field 3

POSITION TYPE: Enter SM for simulation otherwise leave blank.

Field 4

DATE: Enter the date in six (6) digit format, yymmdd. All spaces must be used.

Field 5

TIME ON: Enter the Coordinated Universal Time (UTC) time that each controller assumes
responsibility for the position or the UTC each time the position is combined, relocated, or
reopened, as appropriate. This shall be the same minute as the time that the relieved
controller signs off, the same minute after position responsibilities have been moved from
one operating position to another or the minute the position is reopened. Trainees will enter
the UTC that each On-the-Job-Training (OJT) Instruction, evaluation, On-the-JobFamiliarization (OJF), or skill check begins.

Field 6

INITIALS: Enter the operating initials of each Supervisor, Controller, or Trainee assigned
to the position.

Field 7

TIME OFF: Enter the UTC time that each controller is relieved of responsibility for the
position or the UTC time that the position is decombined or relocated from one operating
position to another.

Field 8

CODE: Enter the appropriate code listed below. These codes are defined as follows.
T Identifies a trainee or developmental controller who is unqualified to perform the full
range of duties and responsibilities being provided. Trainees work under the direct
supervision of a qualified ATCS and do not work alone.
F Identifies a trainee who is receiving OJF. This trainee is monitoring the ATCS to
acquaint himself/herself with the functions and operations of the position and/or area of
specialization.
R Identifies controllers receiving a skill check from Supervisory or Staff personnel. Skill
check time is not added to target hours.

Field 8

CODE: Enter the appropriate code from the following list. These codes are defined as
follows.
C Qualified person conducting a simulation as the instructor, controller or for currency.
S

Supervisor that is in charge of the simulation.

T Trainee or developmental controller who is receiving simulation training.
M Person contributing to a simulation in a capacity other than instructor, controller or
trainee. Simulation shall not be used for OJF.
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R Controller receiving a skill check from Supervisory or Staff personnel.
P

Person involved in programming scenarios or piloting during a scenario.

Field 9

POSITION IDENTIFIER: Enter the 1-Letter code(s) of the position(s) being combined to
this position. This information and any changes shall be repeated for each entry to maintain
the continuity of the log. See Notes 1 and 2.

Field 10

POSITION TYPE: This field has been modified at this facility to identify, and
subsequently credit, the OJT Instructor or examiner with the controller that is receiving
training or a skill check. Enter the operating initials of the instructor or examiner that is
responsible for controller or trainee in block 6.
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Topic #22: GCA Run Logs
Purposes
The purposes of this topic are to teach the proper filing of information on GCA Run Logs and
to show how the information relates to the Radar Totals Work Sheet.
Goals



To teach proper procedures for completion of GCA Run Logs.
To cross check the operations totals for the Radar Totals Work Sheet.

Approximate Time
1/4 Hour
Materials
 Overhead Projector
 Markers
 Transparencies
Instructions
1. Preparation
1.1 Prepare overhead projector for Slide 79.
2. Activity: GCA Run Log
2.1 Show the participants the information that is required for the GCA Run Log.
PowerPoint Slide #80-82.
2.2 Explain how the total number of radar approaches relates to the strip count on the
Radar Totals Work Sheet.

OJT INSTRUCTOR COURSE
Topic #22: GCA Run Logs

OJT INSTRUCTOR COURSE
Topic #23: Cherry Point Training History
Purpose
The purpose of this topic is to review the history of where MCAS Cherry Point ATC Facility
came from in relation to where it is today.
Goals




To emphasis the importance of continuous process improvement.
To identify strategies that worked and others that did not.
To identify factors that cannot be controlled and how they affect training.

Approximate time
1/2 Hour
Materials
 Training graphs
Instructions
1. Introduction. Slide #83.
1.1 Present PowerPoint slides #84-87 with up to date information.

