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Chapter 1. General Information

1. Purpose of this Order. This order conveys instructions, standards, and guidance for the
administration of air traffic technical training.

2. Audience. This order applies to all Air Traffic Organization (ATO) personnel and anyone
using ATO directives.

3. Where Can | Find This Order. This order is available on the FAA Web site at:
http://faa.gov/air_traffic/publications and
http://employees.faa.gov/tools_resources/orders_notices/.

4. What this Order Cancels. FAA Order 3120.4L, Air Traffic Technical Training, dated June
22, 2005, and all changes to it are canceled.

5. Explanation of Policy Changes. The significant changes to this order have been identified
in the training documentation provided from the Air Traffic Technical Training Organization.
Contact local training representatives or AJL-14 for further details.

6. Background. This version FAA Order 3120.4M has been created to reflect updates and
changes in procedural and technical requirements for air traffic controller training.
7. Word Meanings. As used in the order:
a. “Must” means an action is mandatory.
“Should” means an action is recommended.
“May” means an action is permitted.
“Will” is used only to indicate futurity and not a requirement.

® o o T

Singular words include the plural, plural words include the singular.

1-1
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Chapter 2. Roles and Responsibilities

1. Air Traffic Technical Training Organization (AJL). AJL is responsible for developing
individual and organizational competencies for the air traffic workforce.

a. Director of Technical Training. The Director of Technical Training is responsible for
program guidance, operational effectiveness, technical accuracy, evaluation of air traffic
technical training, coursework/curriculum review, including FAA Academy-delivered and
developed courses as well as the oversight at institutions participating in the AT-CTI.

b. Manager of Technology. The Manager of Technology is responsible for web-based
learning and computer based instruction (CBI).

c. Manager for Technical Training Facilities and Oversight. The Manager for
Technical Training Facilities and Oversight is responsible for ensuring the delivery of consistent
and appropriate training at the FAA Academy and at all air traffic field facilities.

2. Service Units (En Route, Terminal, Systems Operations). Service units are responsible
for implementation, administration, and evaluation of the air traffic technical training program.

3. FAA Academy. The FAA Academy delivers technical training and supports the
administration of the national Air Traffic Technical Training Program to include, but not limited
to: preparing the Control Tower Operator (CTO) Tower Visibility Observation, Radar
Qualification, Weather Surveillance Radar 88D (WSR-88D), Limited Aviation Weather
Reporting Station (LAWRS) and En Route Flight Advisory Service (EFAS) Examination and
Certification materials. They administer the Academy performance verification process.

4. Facility Personnel. Facility personnel involved in air traffic technical training must
maintain a comprehensive working knowledge of the procedures and guidelines outlined in this
order and the applicable national and local training directives.

a. Air Traffic Manager (ATM). The ATM must ensure the following:

Where authorized, a support manager is selected and assigned the responsibilities of the TA.
Where no support manager is authorized, an individual is designated in writing to serve as the
TA. The ATM may serve as the TA, without written designation.

(1) A training program is established for certification and proficiency and is conducted in
accordance with national, service area, local directives, and IPG.

(2) The training program must be described in a facility training directive. The facility
training directive is subject to quality assurance mechanisms described in applicable agency
directives.

(3) A schedule of required refresher training is maintained and that the refresher training
is accomplished.

(4) Individuals designated as the Facility Technical Liaison Officer (FTLO) or as the
Facility Technical Officer Representative (TOR) for the air traffic field training contract must
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complete the required training, as established by the contracting officer, within 90 days of
occupying the position.

(5) Individuals assigned to staff positions that conduct instructor-led training or develop
lesson plans must attend an FAA-approved instructor training course as soon as possible after
occupying the position. Briefings conducted by staff personnel and administration of simulated
control scenarios do not constitute instructor-led training.

Note: This training should occur within six months.
(6) FAA Form 3120-1 is initiated and maintained (see Appendix A).

(7) Resource requirements necessary to conduct the facility training program are
submitted to the appropriate service center or flight services information office. The service
center may submit resource requirements to the appropriate service unit.

(8) When the facility is identified as a LAWRS site, prior to the start of LAWRS training,
the weather service regional office is notified of the pending change in status.

(9) For OJT and the Certification Process, the ATM must ensure that:

(a) Individuals entering qualification training receive facility orientation and are
briefed on the IPG contents that are pertinent to the current stage of training, facility training
directive, and other associated directives prior to entering training.

(b) OJT is accomplished in accordance with Chapter 6, Air Traffic Control
Specialist On-the-Job Training and Position Certification.

(c) Training reports are properly completed and maintained.

(d) Facility target hours, minimum certification hours, and OJF hours are
established, maintained, and updated.

(e) AIl OJTIs and managerial personnel meet the qualification criteria in this order.
(F) OJTlIs are recommended and designated in accordance with Chapter 6.
(g) The training review process is conducted in accordance with this order.

(h) Ensure that an annual evaluation of the efficiency and effectiveness of the OJT
program is conducted and a written report is prepared. The report shall be sufficiently detailed to
provide a basis for improving the facility training program if needed.

(10)  If training is unsuccessful, the ATM must initiate action in accordance with
HRPM EMP-1.14, Collective Bargaining Agreement (CBA) and/or other appropriate directives.

(11)  Ensure all information including national and local training orders and directives
are made available to all facility personnel.
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(12) Ensure that training teams receive support of the TA and support managers.

(13) Evaluate developmental’s/CPC-I1T’s performance on a simulation scenario(s)
when requested by the TA.

b. Training Administrator (TA). The TA must:
(1) Administer the facility training program.

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

(3) Administer the training contract at the local level.

(4) Ensure local course materials, visual aids, and control scenarios are developed, properly
labeled, and continually updated to ensure technical accuracy.

(5) Maintain training documentation.
(6) Plan and direct the training of personnel involved in the OJT/certification process.
(7) Attend Air Traffic Facility Training Administration course as soon as possible.
c. Support Specialists. The support specialist assists in the administration of facility training.

d. Operations Manager (OM)/Traffic Management Officer (TMO). The OM/TMO
provides oversight and direction to Front Line Managers (FLM)/Supervisory Traffic Management
Coordinators (STMC) to ensure compliance with training directives and goals.

e. Front Line Manager (FLM)/Supervisory Traffic Management Coordinator (STMC).
FLM/STMC administers on-the-job training. They identify, develop and assign Proficiency Training
as needed. The FLM/STMC (or as identified in the local training order) must:

(1) Ensure OJTI qualifications are met.
(2) Ensure OJTlIs have no other duties to perform during training sessions.

(3) Maintain currency and/or familiarization on positions where certifications are
conducted.

(4) Conduct Performance and Certification Skill checks.
(5) Ensure OJT is conducted and documented completely.

(6) Ensure position certification documentation is complete and logged in FAA Form
3120-1.

(7) Ensure FAA Form 3120-25/26/32/36, or its electronic equivalent is signed.
(8) Serves as the training team lead.
(9) Makes the final determination to amend that individual’s training plan.
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(10) Makes the final determination regarding certification for that individual.
(11) Makes the determination regarding suspension of OJT for that individual.

(12) Address any reported extenuating circumstances that may impede the
developmental/CPC-IT/TMC-IT training progress.

f.  On-the-Job Training Instructor (OJTI). The OJTI is responsible:

(1) To teach, coach and demonstrate techniques to apply air traffic procedures. OJTI
instruction must be based on handbook requirements and procedures. It must also provide
guidance on control judgment.

(2) To ensure that OJT includes preferred methods of teaching through a combination of
instruction, demonstration, and practical application.

(3) To document and discuss/debrief each training session on FAA Form 3120-
25/26/32/36, or electronic equivalent.

For each training session conducted during the assigned shift, at least one OJT report for each
position/consolidated position must be completed by each OJTI. It is permissible to combine
reports if the OJTI trains the same developmental/ Certified Professional Controller in Training
(CPC-IT) on the same position on the same day. The OJTI must:

(a) Be plugged in the same control position as the developmental/CPC-IT when OJT
is conducted.

(b) Be responsible for all positions combined during training, even if the
developmental/CPC-IT is certified on one or more of the positions that are combined.

g. Developmental/CPC-IT/TMC-IT. The developmental/CPC-IT/TMC-IT is responsible to
be physically and mentally prepared to receive OJT, exercise initiative and study to ensure
satisfactory training progress. They must be active participants in their training to achieve
certification. The developmental/CPC-IT/TMC-IT must:

(1) Perform operational assignments in order to maintain proficiency and currency.

(2) Review, discuss, and make suggestions to enhance the training plan with the other
members of the training team.

(3) Ensure that all aspects of the training plan are understood.
(4) Review, discuss, and sign FAA Forms 3120-25/26/36, or its electronic equivalent.

(5) Immediately advise an FLM of any extenuating circumstance(s) that might impede
training progress.

(6) Verify that all OJT/OJF times are recorded accurately.
(7) Engage in OJT only on positions that have been assigned.

(8) Be receptive to training performance feedback.
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Chapter 3. Technical Training

1. Identification of Training Requirements. National technical training requirements are
established at the Headquarters (HQ) Service Unit Level (En Route, Terminal, System
Operations, Flight Service Stations (FSS) and the David J. Hurley Air Traffic System Command
Center (ATCSCC). Technical training requirements are developed and implemented in
collaboration with the Air Traffic Technical Training Organization (AJL).

2. Changes, Modifications, Interpretations and Waivers. The Air Traffic Organization (ATO),
Service Areas, and field facilities are responsible for identifying, reviewing job tasks and training
requirements. Changes, modifications, interpretations and requests for waivers to training
requirements must be submitted in writing to the Service Center Training Manager. The Service
Center Training Manager, or their designee, will forward the request to the Manager, Air Traffic
Technical Training Facilities and Oversight (AJL-14) within 30 days. The Manager of AJL-14,
or their designee, will respond in writing to the requesting organization within 120 days.

3. Training Proposals. The development of new courses/curricula must be submitted to the
Manager, Air Traffic Technical Training Facilities and Oversight (AJL-14).

4. Waivers.

a. Waivers to exempt individuals from specific training requirements should be submitted in
writing to the Manager, Air Traffic Technical Training Facilities and Oversight, AJL-14. The
Manager, or their designee, will coordinate with the line of business to determine if other
training methods suffice or provide a waiver.

b. Waivers to FAA Academy course(s) must be submitted in writing to the Service Center
Training Manager. The Service Center Training Manager, or their designee, will forward the
request to the Manager, Air Traffic Technical Training Facilities and Oversight (AJL-14) within
30 days. The Manager of AJL-14, or their designee, will respond in writing to the requesting
organization within 120 days.

c. Requests for waivers that affect multiple facilities or directed from a HQ’s level must be
submitted in writing through the Manager, Air Traffic Technical Training Facilities and
Oversight, AJL-14 to the Director of Technical Training. The Director of Technical Training will
act on these requests.

Note: Requests may be submitted electronically with electronic signatures.

5. Development of Training. The Director for Technical Training will take action to establish
and maintain training programs for identified requirements. All training courses will be
developed and administered in accordance with agency directives.

Note: Briefing items developed for controller information/awareness only are excluded
from the Instructional Systems Development requirements.

6. Call for Training. Air Traffic Organization (ATO) must identify organizational training
requirements for inclusion in the annual call for training.

7. Educational Opportunities for Non-FAA Personnel. In accordance with national policy,
orientation, familiarization, shadowing or other educational opportunities, may be provided at
FAA facilities. Educational opportunities for individuals not employed by the FAA will be
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provided in accordance with FAA agreements and/or memorandums of understanding.

Note: The provisions of FAA Order 3120.4 may or may not apply to federal or non-federal
contract towers and flight service stations. Training at FAA contract towers and flight service
stations must be conducted in accordance with each contractor’s FAA approved training plan.

8. Radar Approach Control (RAPCON) or Radar Air Traffic Control Facility (RATCF)
Training. Military personnel assigned to a jointly staffed approach control facilities must be
provided training on the radar control positions under FAA supervision.

a. To participate in radar control training, military personnel must possess an appropriate
certificate (AC Form 8060-1, Control Tower Operator Certificate; FAA Form 7220-1, Air Traffic
Control Specialist Certificate; or AC Form 8080-2, Airman Written Exam Report). Military
personnel must meet FAA certification and currency requirements.

b. Training must be documented in FAA Form 3120-1 (see Appendix A). All military
participants who have successfully completed the training program must receive appropriate FAA
certificates and ratings, and are qualified for assignment to control positions under general
supervision.
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Chapter 4. Training Requirements for Air Traffic Control Specialists

1. Initial Qualification Training. Newly hired developmental must successfully complete
initial qualification training for the selected option. Table 4-1 identifies initial qualification
training requirements based on the hiring source.

Table 4-0-1. Initial Qualification for New Hires

Hiring Source

Initial Training Requirement

General Public

Air Traffic Basics and initial qualification course(s)
conducted at the FAA Academy for the appropriate option.

Air Traffic-Collegiate Training
Initiative (AT-CTI)

Initial qualification course conducted at the FAA Academy
for the appropriate option. AT-CTI hires are not required
to attend Air Traffic Basics.

Veterans Recruitment Appointment
(VRA) military controllers

VRA hires are not required to attend Air Traffic Basics.

Terminal option: Initial qualification training.
En Route option: En Route initial qualification training.

Retired military controllers

Initial qualification training not required.

Enter appropriate stage of field training determined by
receiving facility.

Note: Individuals assigned to RAPCON facilities must
attend Course 50034, Terminal Basic Radar Training at the
FAA Academy’s Radar Training Facility (RTF).

Department of Defense (DOD)
civilian controllers

DOD hires are not required to attend Air Traffic Basics.

Terminal option: May attend initial qualification training
or enter appropriate stage of field training as determined by
the receiving facility.

En Route option: En Route initial qualification training.

Alaskan Flight Service Training
Initiative

Initial qualification training not required. Enter appropriate
stage of field training at an Alaskan Flight Service Station
only.

Former Professional Air Traffic
Control Organization controllers

Initial qualification course conducted at the FAA Academy
for the appropriate option, and they may attend Air Traffic
Basics.

Former Federal Employees
(Reinstatements)

Initial qualification training not required.
Enter appropriate stage of field training.
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2. Field Qualification Training. Certified Professional Controller in Training (CPC-IT), Full
Performance Level in Training (FPL-IT), Traffic Management Coordinator in Training (TMC-
IT), and developmentals (Academy graduates, AG, VRA, RMC) must receive qualification
training at field facilities as outlined in this order and in facility directives. Qualification training
must be conducted in accordance with the Instructional Program Guides (IPG) contained in
Appendix D - En Route, Appendix E - Flight Service, Appendix F - Terminal, and Appendix G -
Traffic Management.

a. CPC transferring from the En Route option to the Terminal option or CPC transferring
from the Terminal option to the En Route option need not attend initial qualification training for
the new option or facility type at the FAA Academy. The specialist will be entered into the
appropriate stage of field training as determined by the receiving facility ATM.

b. CPC transferring from tower only option to a combined Tower/Terminal Radar Approach
Control (TRACON) or TRACON only option is required to complete Basic Radar Training
(RTF).

c. CPC transferring from a tower to a tower or combined tower/TRACON to another
combined facility or from a TRACON to a TRACON will be entered into the appropriate stage
of field training as determined by the ATM.

d. En Route developmentals changing to a Terminal option, Terminal developmentals
changing to the En Route option, and Terminal developmentals changing to a different facility
type must attend initial qualification training for the new option or facility type.

e. En Route and Terminal controllers entering the Traffic Management option must attend
initial traffic management qualification training.

f. En Route, Terminal, and Traffic Management controllers changing to the Flight Service
option who have not previously completed the Flight Service initial training must enter Flight
Service training at the FAA Academy or the appropriate facility.

g. FSS specialists changing to the En Route or Terminal option must complete initial
qualification training identified for the option at the FAA Academy. An FSS specialist who has
previously successfully completed either Terminal or En Route initial qualification training at the
FAA Academy must be entered into the appropriate development stage of the training program
as determined by the receiving facility ATM.

3. Enrollment in RTF (Course 50034). Enrollment in the RTF is limited to
developmental/CPC-ITs assigned to or selected for TRACON facilities who have not previously
been radar certified at the CPC level at an FAA facility. Developmental/CPC-ITs at visual flight
rules (VFR) towers are not eligible to attend RTF. Developmentals/CPC-ITs at towers that meet
the criteria to provide radar services must complete the Terminal Radar Qualification
examination and the appropriate portions of Stage 7, Radar Control Training (see Appendix F,
Terminal Instructional Program Guide) as part of local control certification.

4. Weather Observers. Developmental/CPC-ITs at facilities that have weather observer
responsibilities must:

a. Successfully complete Course 57511 (LAWRS) and successfully pass the NWS Weather
Observer Certification Examination contained within course 57511.

b. Developmental/CPC-ITs must receive at least five (5) hours of OJT that includes
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operation of the weather-observing equipment used at the facility and complete a minimum of
five practice observations under realistic conditions.

c. Observations must be recorded on a Meteorological Form (MF) 1 M-10C, Surface
Weather Observations (METAR/SPECI), and taken with the availability of a knowledgeable
observer who can answer questions about the practice observations.

d. Inorder to retain certification, the developmental/CPC-IT must complete one official or
practice observation recorded on an MF1M-10C within the past 60 days.

Note: Availability of a knowledgeable observer can be coordinated with another certified
weather observer or the FAA Academy.

e. Developmentals/CPC-ITs at facilities required to augment an Automated Surface
Observing System (ASOS) or an Automated Weather Sensor System (AWSS) must:

(1) Successfully complete weather observer training and certification as outlined in the
previous paragraph.

(2) Complete Course 57005 (ASOS) or Course 57089 (AWSS). Appropriate OJT is
required on the actual ASOS/AWSS equipment prior to completion of training.

(3) Inorder to retain this certification, the developmental/CPC-IT must be logged on the
position responsible for ASOS/AWSS for at least one (1) hour or complete one (1) manual
official or practice observation recorded on an MF1M-10C within the past 60 days.

Note: Completion of Course 57005 or 57089 must be recorded as supplemental training
in FAA Form 3120-1. If only a portion of this course is required to meet the specific
needs of the facility, only the portion(s) actually completed must be recorded in FAA
Form 3120-1.

5. Proficiency Training. Proficiency training is required for all personnel who maintain
operational currency. The purpose of this training is to maintain and upgrade the knowledge and
skills necessary to apply air traffic procedures in a safe and efficient manner. This training
includes but is not limited to Refresher, Supplemental, Skill Enhancement, and may include
mandatory briefing items that are distributed by headquarters, service centers and/or the
facilities. Proficiency training needs will differ from facility to facility and should be tailored to
meet identified requirements. All proficiency training will be documented in the employee’s
FAA Form 3120-1.

Note: With the development of new technology, training accomplished via electronic means,
such as eLMS, will be identified as part of the official training record.

6. Refresher Training. Each facility must establish in writing an annual refresher training
program. Facilities are encouraged to review historical data in order to identify additional topics
for the annual refresher training program in order to meet each facility’s changing needs.

a. This program must include training on the following topics if applicable:

(1) Unusual situations, lost aircraft orientation, aviation security procedures, hijacking,
and other topics identified by the TA. (Training on emergency situations should be based on real
life incidents and aircraft accidents, stressing a lesson-learned approach.)

Note: Terminal and En Route personnel must receive lost aircraft orientation on an
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annual basis, flight service personnel must receive lost aircraft orientation on a
quarterly basis.

(2) Seldom used procedures, such as transitioning to and applying non-radar separation
and procedures for special flight handling.

(3) Weather and other conditions that affect flight e.g. icing, thunderstorms, wind shear,
and VFR aircraft that encounter IFR conditions.

(4) Bird activity information and dissemination.

(5) Fatigue awareness.

(6) Other topics identified and transmitted by ATO.
(7) Safety alerts and traffic advisories.

(8) Wake turbulence information and application.
(9) Line up and wait.

(10) Local airport deicing plans (LADP).

(11) Minimum safe altitude warning procedures.

(12) Procedures and responsibilities for special use airspace (SUA). This training must
include, but is not limited to, a review of military training routes (MTR), and the types of
operations conducted on any MTR beginning in, passing through, or terminating within the
controllers area of responsibility.

(13) Airspace classifications e.g. class A, B, C, D, etc.
(14) Land and Hold Short Operations (LAHSO).

b. Prevention of runway incursion. On a quarterly basis, tower facilities must review items
directly related to the prevention of runway incursions. The intent of this requirement is for this
training to occur every three (3) months.

c. All tower visibility observers must receive refresher training annually in tower visibility
procedures and markers.

Note: LAWRS observers are not required to maintain a separate tower visibility certificate
because it is incorporated in their LAWRS certification.

d. All certified weather observers who augment an ASOS or AWSS must receive at least
semiannual LAWRS refresher training, and at least annual refresher training on the operator
input device (OID). The LAWRS refresher training should include, but is not limited to, seasonal
changes, visibility markers, adverse weather situations and common data entry errors. Observers
who take manual observations must receive annual LAWRS refresher training.

Note: The OID refresher training may consist of a retake of individual sections of CBI
Course 57005/57089 as appropriate.

e. Radar facilities must conduct annual airspace intruder refresher training. This training
must include but is not limited to:

(1) Tracked and untracked targets.



03/15/11 3120.4M

(2) Airspace violators who have established two-way radio communications and violators
who have not established two-way radio communications.

(3) Mode C and non-Mode C equipped targets.
(4) Defense Event Network (DEN) notification requirements.

f. Facilities with simulation capabilities such as AT Coach, ETG, TTG, DYSIM, TSS, CBI,
etc., must complete at least two (2) hours of simulation training on the items identified above in
Section 6, Refresher Training. The use of TSS for annual refresher training is required for
facilities where the TSS is located.

g. Primary Backup Mode. Terminal personnel required to maintain radar currency must
receive refresher training annually on the use of the primary backup mode. All En Route
personnel required to maintain currency must receive refresher training annually on the use of
the primary backup mode at ARTCC’s when and where applicable. This training must include:

(1) Transitioning to and from normal operations to backup operations.

(2) The unique radar/flight data processing used while operating in the back-up
configuration(s).

(3) Control and communication procedures associated with operation in the backup
mode.

h. Managerial Personnel/Controller-In-Charge (CIC). Managers and individuals certified as
CIC must receive a minimum of one hour of refresher training annually. This training must
include handling of accidents, incidents, unusual situations, upward reporting, DEN notification
and emergency events.

i. User Request Evaluation Tool (URET). When an area of specialization exclusively
utilizes URET, facilities must conduct annual refresher training on the transition to/from a URET
environment to paper strips. Training with the paper strips must focus on the identification of
possible aircraft conflictions, as well as proper strip marking procedures.

J. Air Traffic Organization Operational Contingency Plan, in accordance with JO
1900.47C, ensure familiarity with procedures and airspace based on the facility contingency
plans (for example, loss of radar, communications failure, etc.).

k. Facilities that utilize Ocean 21 (021) must conduct annual refresher training on the
transition to/from the O21 environment to paper strips (dual channel failure procedures).
Training with paper strips must focus on the identification of possible aircraft conflictions as
well as proper strip marking procedures.

Note: O21 facilities should include O21 simulation as part of their annual refresher
training.

7. Supplemental Training. All operational personnel must complete supplemental training
prior to the use of new/revised procedures, regulations, or equipment. The Training
Administrator (TA) must review all supplemental training and update local training materials as
appropriate.

8. Skill Enhancement Training (SET). The purpose of Skill Enhancement training is to
improve an individual’s knowledge, skills, and abilities. SET may be assigned to individuals
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certified on a position(s). SET may not be used to correct deficient performance that resulted in
decertification. For an individual not certified but training on a position(s), SET may be assigned
to enhance specific skills, techniques or knowledge to assist in their success with the training
program. (SET may also be the result of an Event Review Committee (ERC) recommendation.)

a. Skill Enhancement Training for CPC/FPL.

(1) The FLM will assign SET in writing to include the specific skills and requirements
necessary to accomplish this training.

(2) The FLM is responsible for developing the training to be administered to the
specialist. Training will be tailored to meet the individual’s needs. Methods may include OJT,
web-based instruction (CBI), instructor-led training, self directed study, simulation, and
evaluation.

(3) SET training must be documented on FAA Form 3120-25/26/32/36, or its electronic
equivalent.

(4) SET will be documented in Section V of FAA Form 3120-1.

Note: If subsequent observation of performance indicates that the SET did not produce
the expected results, further action may be required such as Performance Skill Checks, or
Remedial Training.

b. Skill Enhancement Training for Developmentals, CPC-IT’s, and TMC-IT’s:

(1) The FLM will assign SET in writing to include the specific skills and requirements
necessary to accomplish this training.

(2) The FLM is responsible for developing the training to be administered to the
specialist. Training will be tailored to meet the individual’s needs. Methods may include web-
based instruction (CBI), instructor-led training, self directed study, simulation, and evaluation.
(SET for developmentals may not include OJT.)

(3) SET training must be documented on FAA Form 3120-25/26/32/36, or its electronic
equivalent

9. Remedial Training. The purpose of Remedial Training is to correct documented
performance deficiencies. Remedial training is mandatory if the individual has been decertified
as a result of performance deficiencies. When an individual’s performance is deficient,
however, the individual has not been decertified, remedial training may be conducted.

a. The FLM will assign Remedial Training in writing to include the specific area(s) to be
covered and the reasons.

b. The FLM is responsible for developing the training to be administered to the specialist.
Training will be tailored to meet the individual’s needs. Methods may include, but are not limited to,
Web-based instruction (i.e., CBI), instructor-led training, self directed study, simulation, evaluation
and OJT.

c. Training provided as a result of performance deficiency must be documented as remedial
training. When documenting remedial training due to a performance-related decertification, references
must not be made to an operational error/deviation in Section V.

Note: Remedial training is logged under Proficiency Training in TRAX.
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10. Recertification Procedures. Personnel who fail to meet currency requirements and those
who are decertified on one or more operational position(s) must be recertified prior to resuming
operational duties. To be recertified, the specialist must demonstrate under direct supervision, the
ability to satisfactorily perform relevant operational duties during normal workload conditions.
Recertification may be accomplished by individual position or a single action covering multiple
positions at the discretion of the ATM. If recertification is not achieved the ATM must take
action in accordance with Agency guidelines.

a. Weather Observer Recertification. To recertify as a weather observer, personnel who
have not taken an observation within 60 days must demonstrate proficiency to an FLM or an FLM’s
designee. The appropriate NWS regional office must be notified of this proficiency check for notation
on the individual’s weather observer certificate. Personnel who have not taken an observation within
90 days must retake the NWS weather observer certification exam. Recertifications due to a
performance deficiency must be entered in FAA Form 3120-1, Section VI, Technical Appraisal. All
other recertifications must be recorded in FAA Form 3120-1, Section 111, Qualification Training.

b. Pilot Weather Briefer. Individuals certified as pilot weather briefers must comply with the
proficiency check requirements established by the National Weather Service (NWS) and outlined in
NWS Instruction 10-809.

c. Documentation. FAA Form 3120-25 ATCT/ARTCC OJT Instruction/Evaluation Report
or FAA Form 3120-26 FSS OJT Instruction/Evaluation Report must be used to document
recertification. Instructions for completing these forms are found in appendices B and C.
Recertification(s) must be recorded in FAA Form 3120-1, Section Ill. Recertification due to a
performance deficiency must be entered in FAA Form 3120-1, Section VI, Technical Appraisal.

11. Recertification Hours. At the discretion of the TA, personnel who have not worked an
operational position 120 days or less may be recertified and returned to operational duties
without additional training. They may receive training to include but not limited to instructor-
led, simulation training and/or OJT prior to recertification evaluation. OJT hours will not exceed
25 percent of the target hours established for developmentals with no previous experience.

a. Personnel who have not worked an operational position for more than 120 days but less
than one (1) year must receive instructor-led, simulation training and OJT prior to recertification.
OJT hours will not exceed 50 percent of the target hours established for developmentals with no
previous experience.

b. Personnel who have not worked an operational position for one (1) year or more must
receive instructor-led, simulation and OJT prior to recertification. OJT hours will not exceed 100
percent of the target hours established for developmentals with no previous experience.
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Chapter 5. Training and Proficiency Records and Reports

1. Policy.

a. An FAA Form 3120-1, or its electronic equivalent, will be prepared for each ATCS
individual and will be maintained as a permanent part of the employee’s training file. It must be
used to record the results and the completion of training requirements for each qualification
course, proficiency training, and other agency-approved courses. Employment data as well as air
traffic certificates and ratings must also be documented in the record. The guidance contained in
Appendix A must be followed when making entries in FAA Form 3120-1, which is governed by
the provisions of the Privacy Act of 1974.

b. For reporting purposes, the terms “student/trainee/developmental/CPC-IT/TMC-IT”
apply to anyone receiving training at the specialist, instructor, or supervisory level.

c. A facility may maintain sections of FAA Form 3120-1 outside of the orange jacket of the
form. When sections are kept outside the orange jacket for accessibility of initialing, etc.,
precautions must be taken to ensure that the provisions of the Privacy Act and other record-
maintenance requirements are met. Precautions must be taken to ensure that there is no mixing or
confusing of the records.

d. Documentation of training received should be the same at a temporary and at a permanent
air traffic facility, with the following necessary variations at the temporary facility:

(1) No entries are necessary in Sections | and I1A.
(2) Section 1B entries must include “(TEMPORARY)” after the name of the facility.

(3) Section 11 entries should correctly reflect that the training was completed, either in
separate development stages/positions or as a single action (all positions combined).

(4) If no three-character identification is assigned to the facility, enter the full name in the
“FAC IDENT” column.

(5) Make entries in Sections IV through V111 only if appropriate to the operations.
2. Responsibilities.

a. The ATM or designee must be responsible for initiating and maintaining the employee’s
FAA Form 3120-1.

b. FAA Academy, Air Traffic Division (AMA-500), must operate as a field facility for the
purposes of this directive with respect to FAA Form 3120-1 management and administration.

3. Training Reports. A training report must be completed on the appropriate FAA/OJT
Instruction/Evaluation form for OJT sessions and simulated/simulation scenarios. Reports
reflecting certifications must contain the signature of the certifying official. Examples of the
FAA forms and specific instructions regarding completion of training reports are contained in the
appendices of this order and in facility training directives.

4. Disposition of Records and Reports.

a. Training documents (e.g. Training Plans, FAA Forms 3120-25/26/32/36, etc.) may be
disposed of after certification on each position or, for the En Route option, after certification on
each sector (for example, D6/R6). Exception: Reports reflecting position certifications, re-
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certifications prior to being facility rated, and all written and performance-based examinations
required by the IPG must be retained for 1 year after the employee is facility rated. Prior to these
documents being disposed of, they should be offered to the employee.

b. In the event of a termination of employment due to a training failure, all training records,
reports, training plans, etc., must be retained at the facility for a period of one (1) year. After 1
year, if appropriate, they must be handled in accordance with FAA Order 1350.15, Records
Organization, Transfer, and Destruction Standards.

Note: Procedures for record disposition may vary from service area to service area.
Therefore, reference should be made to service area supplements regarding this
process.

c. FAA Forms 3120-25/26/32/36 utilized for CPC/FPL/TMC recertification may be
disposed of after the recertification has been documented with all appropriate signatures in the
Training and Proficiency Record, FAA Form 3120-1, Section Il or TRAX.

d. Upon termination of employment, except for training failures, FAA Form 3120-1 must be
forwarded to the appropriate human resource management division.

e. The service area office may require retention of records beyond the periods specified
above because of special circumstances (for example, litigation, appeals, etc.). In these cases,
facilities must comply with service area office guidance.
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Chapter 6. Air Traffic Control Specialist On-the-Job Training and Position Certification

1. General. This chapter establishes requirements and procedures for standardization of
instruction and evaluation of the OJT and position certification process.

2. Facility Training Hours. Each facility must establish target hours, minimum certification
hours and OJF hours for each operational position within the facility. Cross-sectional work
groups shall be used to recommend these hours. Evaluate established hours at least annually and,
if necessary, adjust the hours. Facility training hours must be categorized based on the level and
type of previous ATC experience. (e.g. those with no previous experience, employees
transferring from like-type facility to like-type facility, employees transferring from lower level
to higher level or high level to lower facility, etc.).

a. An FLM may suspend training prior to completing all of the allotted target hours.

b. The FLM shall ensure that OJT is productive and appropriate for the experience level of
the developmental/CPC-IT.

c. When identified in the local training order, ATMs may authorize training on
consolidated/combined positions.

(1) OJT time may be allotted between the consolidated/combined positions based on
traffic activity, as determined by the OJTI.

(2)  If the developmental/CPC-IT is certified on one or more of the routinely
consolidated/combined position(s) as identified in the local training order, the total amount of
OJT time must be allotted to the position on which the developmental/CPC-IT is not certified.

3. On-the-Job Training and Position Certification.

a. Selection of OJTIs. To be eligible to be selected as an OJTI, individuals must meet the
following criteria:

(1) Certified at the CPC/FPL level.

(2) Certified Air Traffic Assistants, F\V-2154, may provide OJT on positions on which
they are certified.

(3) Certified a minimum of 6 months on positions involved.

Note: Controllers with previous OJTI experience on the same type position(s) are
exempt from this requirement or as identified in the local training order.
Transferring CPC-IT’s on the same-type position, shall be certified on the
positions involved for a minimum of 60 hours prior to conducting OJTI. This
requirement may be waived at the ATM’s discretion for noncontrol positions.

(4) Recommended by the employee’s FLM.

b. Selection Panel. The ATM will designate a panel to recommend OJTI candidates. The
panel is composed of a minimum of two (2) people, including any participant identified in
current collective bargaining agreement(s). The panel must consider, at a minimum, the
nominee’s performance, human relation skills, motivation and attitude and objectivity. They
must forward a recommendation to the ATM or their designee for their selection.
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c. OJTI Training Requirements. Prior to being assigned OJTI duties, the selected
individual must successfully complete FAA Air Traffic OJTI course or OJTI Cadre course.
Completion must be documented in FAA Form 3120-1, Section VII.

d. OJTI Certification. To be certified as an OJTI, the employee’s FLM must directly
observe the OJTI’s performance during their first OJT session. The FLM must document the
certification. Certification must be entered in the employee’s FAA Form 3120-1, Section III.

Note: OJTI Certification is only applicable for the facility in which the certification was
conducted. If a CPC-IT transfers to another facility, an OJTI certification is required for
the new facility. A transferring CPC-IT is not required to retake the FAA Air Traffic
OJTI course.

e. OJTI Evaluation. Once yearly, a FLM must conduct an evaluation of OJTIs while they
are performing OJTI duties. If the last evaluation occurred more than twelve (12) months ago, an
OJTI evaluation must be conducted within 30 days of resuming OJTI duties. The evaluation(s)
must be documented as skill checks in the employee’s FAA Form 3120-1, Section VI.

f. Training Teams. The FLM/STMC must establish a training team for the employee they
are assigned. The training team must facilitate the training of the developmental/ CPC-IT /TMC-
IT by continuously assessing training progress and providing feedback. In order to meet
individual and/or facility needs, the specific individuals on this team may change as the
developmental/CPC-IT/TMC-IT’s training progresses.

(1) The training team must consist of:
(@) The employee’s FLM/STMC.
(b) At least two (2) no more than three (3) OJTIs.
Note: Only one (1) OJTI is required for a TMC-IT.
(c) The developmental/CPC-IT/TMC-IT.
(d) Other person(s), as assigned by the ATM.
(2) The FLM/STMC must:
(a) Act as the training team leader.
(b) Direct training by modifying the training plan as required.

(c) Facilitate training team functions and seek support of facility management and
staff personnel when necessary.

(d) Review all training documentation and consider input from all training team
members.

(e) Identify and assign skill enhancement training as needed.

(F) Provide feedback to include but not limited to an identification strengths,
weaknesses, and specific recommendations to improve performance to the training team.

(9) Ensure that performance feedback is provided to the developmental/CPC-
IT/TMC-IT as soon as possible after each OJT session.

(3) The training team must:
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(@) Develop and review the training plan and recommend modification to the
developmental/CPC-IT/TMC-IT’s FLM/STMC.

(b) Conduct training team meetings to ensure plan objectives are met in accordance with
local directives.

(c) Make recommendations on the training progress and readiness for certification based
on training history and observation of performance during simulation (if practical).

(d) Determine the operational positions for which OJF is required. OJF is required on at
least two operational positions..

(e) Conduct the majority (fifty-one percent or more) of OJT.

(f) When an identified training team member is unavailable to provide OJT, another OJTI
may provide training.

(9) Provide performance feedback as soon as possible after OJT session(s) to include
strengths, weaknesses and specific recommendations.

(h) The OJTI must be plugged in to the same position Direct monitoring must be used
when conducting OJT.

4. Training Plan. The employee’s FLM/STMC must ensure the training plan is developed and
documented in writing before beginning OJT. The training plan(s) must include but is not limited
to, operational positions requiring OJF, training objectives, team members, positions, target
hours and minimum certification hours. Operational positions requiring OJF and the assignment
of OJF hours are determined in local directives. OJF should be accomplished before beginning
OJT and documented on FAA Forms 3120-25/26/32/36. Modifications to the training plan will
be documented and discussed with the training team. Retention of training plans and all
modifications must be in accordance with national directives. Retention of training plans, and all
modifications, must be in accordance FAA Order 1350.15, Records Organization, Transfer and
Destruction Standards.

5. Performance Skill Checks. Performance skill checks must be used to assess the
developmental/CPC-IT/TMC-IT’s training progress in the following manner: compare the
current knowledge and skill level of the developmental/CPC-IT/TMC-IT against the level
required for certification, and to also identify job task(s) that require improvement to achieve
certification. Direct monitoring must be used when conducting performance skill checks.
Performance skill checks may be performed on consolidated/combined position(s)/sector(s) only
if training occurred on these consolidated/combined position(s)/sector(s). Results of performance
skill checks on position(s)/sector(s) which the developmental/CPC-IT/TMC-IT is not certified
must not be documented in FAA Form 3120-1. Performance skill checks do not count toward
OJT hours. Performance skill check(s) must:

a. Occur within the first 30 days after OJT begins, and then at least every calendar month on
each position for which the developmental/CPC-IT/TMC-IT is receiving OJT.

b. Be conducted by a FLM/STMC who maintains familiarity or currency on the operational
position(s)/sector(s). Performance skill checks will normally be conducted by the employee’s
FLM/STMC or as specified in the local training order. If the FLM/STMC only maintains
familiarity on an operational position/sector, an OJTI must be plugged-in at the same
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position/sector with the developmental/CPC-IT/TMC-IT. The OJTI is responsible for the
position/sector.

c. Be documented on FAA Form 3120-25/26/32/36, or its electronic equivalent, to include a
description of performance and any specific feedback/recommendations. After consideration of
previous performance during OJT, performance demonstrated during the skill check session,
recommendations resulting from the skill check session and input from other training team
members the FLM/STMC shall take one of the following actions Continuation of OJT, Skill
Enhancement training, Suspension of OJT, or recommend a certification skill check. (A
recommendation for certification skill check may only occur if the developmental/CPC-IT/TMC-
IT has completed minimum certification requirements.)

6. Certification Skill Checks. Certification Skill Checks are an assessment used to determine
if an individual demonstrates the knowledge and skill level necessary to certify on an operational
position. Certification skill checks must be conducted on operational position(s)/sector(s) by the
employee’s FLM/STMC or as identified in the facility’s training directive. Direct monitoring
must be used when conducting certification skill checks.

Prior to conducting the certification skill check, the individual must be informed, a review of the
training documentation must be conducted, and input from the training team should be
considered. The assessment may require more than one (1) session on the position.

Certification skill checks may be supplemented with verbal and/or written questions, simulation
or other methods. They may be performed on consolidated/combined position(s)/sector(s) only
if training occurred on these consolidated/combined position(s)/sector(s). A certification on
consolidated/combined position(s)/sector(s) certifies the employee on each of the individual
position(s)/sector(s). Certification skill checks do not count toward OJT hours. Certification skill
checks may be substituted for the monthly required skill checks. Position/Sector certification(s)
must be documented in FAA Form 3120-1.

a. Certification skill checks must:
(1) Be conducted upon completion of assigned target hours.
(2) Be conducted upon completion of additional OJT hours if assigned.

(3) Be conducted by a FLM/STMC who maintains familiarity or currency on the
operational position(s)/sector(s). If the FLM/STMC only maintains familiarity on an operational
position/sector, an OJTI must be “plugged-in” at the same position/sector with the
developmental/ TMC-IT. The OJTI is responsible for the position/sector

b. Certification skill checks may:

(1) Be conducted prior to completing target hours if minimum certification hours have
been met.

(2) Be conducted prior to exhausting the total additional hours if assigned.

(3) At facilities without Front Line Managers, the ATM/District Manager or their
designee must perform the certification skill check.

c. The employee’s FLM/STMC, or as identified in the local training order, may certify the
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individual or suspend OJT.

(1) For acertification skill check to result in certification, all applicable job subtasks
must be rated as satisfactory or not observed. If a job subtask(s) are not observed during this
assessment, the FLM/STMC must document that the developmental/CPC-IT/TMC-IT has
demonstrated satisfactory performance/knowledge for that job subtask through verbal/written
questions, simulation or other methods.

(2) After the certification skill check, the employee’s FLM/STMC must consider the
following items prior to taking the appropriate action:
(@) The developmental/CPC-IT/TMC-IT’s performance during OJT.
(b) The performance demonstrated during the certification skill check session.
(c) The recommendation(s) resulting from the certification skill check session
(d) Input from other training team members

(3) The results of the certification skill check must be documented on FAA
Forms 3120-25/26/32/36, or its electronic equivalent, and must include a description of
performance and a recommendation for one of the following; certification, continuation of OJT,
skill enhancement training or suspension of OJT.

7. Suspension of Training. Suspension of training is an action taken by the developmental’s
FLM to temporarily stop OJT. There is no requirement to exhaust target hours and/or any
additional OJT hours prior to suspension of training. The developmental/CPC-IT/TMC-IT must
be notified in writing of the documented performance deficiencies. Training may be suspended
without conducting a performance skill check. A training review must be conducted.

8. Additional OJT Hours. Additional OJT hours are:
a. Not guaranteed.

b. Only an Operations Manager (OM)/Traffic Management Officer (TMO) or at a facility
where no OM exists, any second level manager or the ATM may assign additional OJT hours in
cases where there is an expectation that certification will be accomplished within the additional
period.

c. Additional hours must not exceed 20 percent of the target hours.

d. Prior to assignment of additional hours, review of all training documents and consider
input from the training team must occur.

e. There is no requirement to exhaust additional OJT hours. Upon the completion of
additionally assigned OJT hours, a certification skill check must be conducted. The employee’s
FLM/STMC must take one of the following actions:

(1) Certification, or
(2) Suspension of OJT.
f. Additional OJT hours must be documented in Section 11l of FAA Form 3120-1.
9. Training Review Process.
The purpose of the training review process is to ensure that opportunities for training success
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were utilized while maintaining the integrity of the training program. Training reviews must be
conducted when requested by an ATM/District Manager or when training has been suspended
due to the developmental’s performance.

a. A training review must:

(1) Be conducted by a minimum of two (2) of the following individuals, as assigned by
the ATM/District Manager or their designee.

(@ A FLM//STMC other than the employee’s FLM. (If not available onsite, the
district manager may assign this duty to any FLM/Traffic Management (TM) supervisor within
the district.)

(b) A Support/Operations Manager at facilities where this position is staffed. (If
not available onsite, the District Manager may assign this duty to any support/operations
manager in the district.)

(c) TA/support specialist. (If not available onsite, the District Manager may
designate any of these individuals from within the District.)

(2) Include a participant as designated by a collective bargaining agreement.
(3) Include an assessment of the training history on the position.
(4) Not include members of the training team.

(5) Provide a written statement of facts and recommendation to the ATM/District
Manager. The document should include as a minimum but is not limited to the following:

(@) The trainee’s performance deficiencies.

(b) Actions the facility has taken to correct the trainee’s performance deficiencies.
(c) Whether or not training was conducted in accordance with JO 3120.4.

(d) Whether or not the trainee adhered to his/her responsibilities.

(e) Consistency of training (number of OJT hours per day, per week or per month,
also number of OJTIs involved).

() Any extenuating circumstances.
(g) Recommendation (i.e., continuation of OJT or termination of training)
b. Training review may:
(1) Conduct interviews of the training team members and/or other individuals.
(2) Request information from the training team or other individuals.

c. ATM/District Manager must consider the training review’s statement of facts and
recommendation when making their final determination for continuation or termination of
training. The employee will be notified in writing of the Manager’s decision as soon as
possible but not later than 30 days from the date of the suspension of OJT.

Note: If the ATM/District Manager assigns additional OJT hours, the number of
hours/days must be finite. Upon completion of these hours, a certification skill check
must be conducted. The provisions of Chapter 6, Section 8, Additional OJT Hours, are
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not applicable.
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Figure 6-1 OJT and Certification Process
Establish training team
(6.3.)
A 4
Document training plan.
(6.4)
\ 4
Provide OJF.
\ 4
Provide OJT. <
Continue OJT.
Conduct performance skill | >
Ready for check. Provide skill
certification? (6.5) enhancement training.
(4.8)
Suspend OJT.
Conduct certification
skill check.
(6.6)
> Continue OJT.
NO
—P Provide skill
> enhancement training. >
(4.8)
Provide additional OJT
> hours if appropriate.
YES (6.8)
> Suspend OJT. »  Conduct training review.
Certify. (6.9)
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Appendix A. Instructions for Completing the Training and Proficiency Record
FAA Form 3120-1

1. General. This appendix conveys instructions for recording employment data, training, and
certification entries in FAA Form 3120-1. Examples of corresponding TRAX records are shown.
TRAX maintains all data currently logged in FAA Form 3120-1. (See Figure B-2, FAA Form 3120-
25.)

a. Air Traffic Managers (ATM) must ensure that training record entries conform to the
requirements of this appendix. These requirements apply to all training occurring on or after the
effective date of this order. The requirements described herein are not retroactive.

Note: Names entered on the orange cover portion are not required to conform to official
payroll name.

b. Training, certifications, recertifications, and technical performance appraisals must be
recorded in this record. Other data, such as temporary details, currency maintenance, awards,
disciplinary actions, collateral duties, participation on committees, copies of training and other
certificates, etc., should be maintained in working-level personnel records. AOV credentialing
actions are not required to be recorded in 3120-1. These records are maintained in the AOV
Credentialing Program database.

c. When completing FAA Form 3120-1, enter only the required specific data. Training
record entries must be complete and accurate. Entries must be typed or written in blue or black
ink. If an entry must be changed, the incorrect entry must be lined out and the correct
information must be inserted. Affected employees and the person making the change must initial
the new entry. Computer TRAX records must be updated when certified TRAX records are
changed.

d. All entries, including the employee’s initials and certification signature, must be recorded
in FAA Form 3120-1 or TRAX computer program no later than 90 calendar days following the
month in which the training was completed. By initialing or signing, the employee
acknowledges that the training recorded has been provided. Operating initials must be used.
Certified TRAX records must be retained in Section IX of the employee’s FAA Form 3120-1.

e. Entries in FAA Form 3120-1 that reflect position certification/recertification and
performance reviews must be signed by the employee’s first-level manager, even though this
individual may not have performed the position certification/recertification or appraisal. This
signature indicates that the entry (information) logged in FAA Form 3120-1 is accurate.

f. The certification signature for any instructor-led training conducted, including briefings,
indicates that the entry is correct. Therefore, the certification signature for instructor-led training
entries may be that of the facility’s support specialist or FLM who has knowledge that the
training was conducted.

g. Manual entries must be single spaced. Blocks on the entry line for which no entry will be
made must have a diagonal line drawn through them. Portions of a page not intended for future
use must also have a diagonal line drawn through them.
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h. A signature stamp may be used by the certifying official or FLM as an aid to reduce
workload. A signature stamp must only be used by the person whose signature is on the stamp.

i. Each training entry must have a separate signature and set of initials, except as noted in
Section V and TRAX.

J. At Terminal facilities without published surveillance approach procedures, enter the
notation “surveillance approaches not conducted in this facility” following the Stage 7 (Course
55065 OJT) entry in Section Il of each individual training record.

k. Mandatory briefing items not pertaining to qualification, certification, proficiency, or
management training (for example, standards of conduct, drug awareness, the Performance
Management System, etc.), must not be recorded in FAA Form 3120-1.

2. Section I, Employment Data. The entries in this section pertain to specific employment
information.

Block A. EMPLOYEE’S NAME: Enter the employee’s full payroll name. In the event of
a legal name change because of marriage or other reasons, put a single line through the old name
and insert the new name and the date of the entry in this block. Do not obliterate the old name
since it may be necessary to refer to this name at a later time. The employee must initial next to
the name change. The person making the change must initial the new entry.

Block B. DATE EOD WITH FAA: Enter the date the employee entered on duty (EOD)
with the FAA. Do not use the employee’s service computation date. The entry in this block is
made only at the employee’s first facility of assignment.

Block C. FACILITY: Enter the facility’s three-character identifier, type, and level.

Block D. EOD: Enter the date the employee was officially assigned to the facility. Use the
effective date shown on the official Notification of Personnel Action.

Block E. EMPL INIT: The employee must initial in this block.

Note: If the level of a facility changes while an employee is at the facility, make a new
entry. Enter the date of the facility-level change in the EOD column.
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Figure A-1.Section I, Employment Data

EMPLOYEE'S NAVE ib A ‘ng DATE EOD WITH FAA
1/2/00
E E
C D C D
EMPL EMPL
FACILITY EOD FACILITY EOD
INIT INIT
FAI FSS 4/2/00 EG
APA ATCT ATC-6 5/1/05 X6
OKC ATCT ATC-9 1/9/07 EG
ZAU ARTCC ATC-12 1/20/09 &6

3. Section IIA, Air Traffic Certificates. This section relates to certificates that are required for
the performance of air traffic duties and that are not specific to a particular location or area of
operation. Do not enter pilot or flight inspection certificate information, etc. Data in this section
should not be confused with ratings, which are described in Section 11B.

Block A. CERTIFICATE TITLE: Enter the title of the certificate.

Block B. CERTIFICATE NUMBER: Enter the certificate number. If no number is
associated with the certificate, enter “N/A.”

Block C. DATE ISSUED: Enter the date of issuance as shown on the certificate. If no
date is shown on the certificate, enter the date of the entry.

Block D. EMPL INIT: The employee must initial in this block.

Figure A-2. Section 1A, Air Traffic Certificates

CERTIFICATE TITLE CERTIFICATE DATE EMPL.
Control Tower Operator 457924411 4/15/00 L p

Pilot Weather Briefing Certificate 68359 10/15/00 L p
NOAA/FAA Agreement TWR Visibility Certificate 1234 10/19/02 L p
Air Traffic Control Specialist N/A 11/16/03 L p

FAM Certification FTN-123456 10/20/02 {/ p




03/15/11 3120.4M

4. Section 1B, Air Traffic Ratings. The entries in this section relate to specific facility
ratings, not to certificates. Ratings describe facility operational functions and are required for
employees to perform the full range of duties associated with a particular area of specialization
or facility. The use of the term “Facility” or “Area” indicates that the employee has successfully
completed all the certification requirements for that facility or area.

Block A. RATING: Enter the title of the rating.

Block B. FACILITY: Enter the facility’s three-character identifier and type.
Block C. DATE ISSUED: Enter the effective date of the rating.

Block D. EMPL INIT: The employee must initial in this block.

Figure A-3. Section I1B, Air Traffic Ratings

RATING FACILITY DATE EMPL.
Facility FAI FSS 10/4/00 L [’
Facility APA ATCT 3/3/04 L [/
Gateway Area ZKC ARTCC 3/12/06 L [/
Facility R90 TRACON 2/9/10 L [/

5. Section I, Qualification Training. Initial qualification training requirements are
described in appendices D thru F. Training relating to position qualification, including
additional on-the-job (OJT) hours and position recertification, must be recorded in this section.

Block A. DEVELOPMENT STAGE: Enter the course number. (Course title may be
included.) For En Route and Terminal field training, indicate whether the training was
instructor-led, simulated, OJT, and/or additional OJT. Facilities must indicate the position on
which qualification has taken place if multiple positions are involved. For recertification, enter
recertification and the positions involved.

Block B. FAC IDENT: Enter “AAC” if FAA Academy conducted. Enter the three-
character facility identifier if facility conducted.

Block C. DATE STARTED: Enter the date the employee began training in this course.

Block D. NO OF AUTH HOURS: Enter the number of hours authorized to complete this
course or the number of additional OJT hours authorized. The number of hours entered must not
exceed those indicated in the appropriate directive. The hours allowed must be derived from the
facility training directive. No entry is required in Block D for FAA Academy-conducted
training.

Block E. EMPL INIT: The employee must initial in these blocks.
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Block F. DATE COMPLETED: Enter the date the employee successfully completed,
received an incomplete in, or failed this training course, or was granted additional OJT hours. (If
the employee did not successfully complete the training, enter “I”” for incomplete or “F” for
failed in Block A.)

Block G. HOURS: Enter the actual number of hours the employee used in this portion of
the training program. No entry is required in Block G for FAA Academy-conducted training.

Block H. EMPL INIT: The employee must initial in these blocks.

Block I. CERTIFICATION SIGNATURE: The certifying official must sign or use a
signature stamp in this block.
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Figure A-4. Section 111 (Terminal Example)
QUALIFICATION TRAINING
A B C D E F G H |
DEVELOPMENT FAC DATE NO EMPL DATE HOURS | EMPL CERTIFICATION
STAGE IDENT STARTED OF INIT COMPLETED INIT SIGNATURE
AUTH
HOURS
50032 AAC | 1/2/00 / 4/25/00 / 074) | formA~
50034 RTF AAC | 11/30/00 12/17/00
/
55060 FD-TWR PHL | 5/1/00 16 5/4/00 16
Instructor led S M & 8
55060 FD-TWR PHL | 5/8/00 20 5/15/00 18
oJT oM O™ Tl
55060 FD-Radar PHL | 5/20/00 20 S | 5/27/00 20 S
Instructor led 8’ 8
55060 Arrival PHL | 6/1/00 30 6/11/00 28 ™M
Data OJT S Williang
i oaac
55060 Dept. PHL | 6/20/00 40 7/8/00 36
Data OJT BN %
SmM Sy
55061 CD PHL | 7/20/00 5 7/21/00 5 i
Instructor led YL S,Smw
55061 CD OJT PHL | 7/24/00 20 7/30/00 18
Y™ S 07 i llomps
55062 GC PHL 8/15/00 40 8/20/00 40
Instructor led L ™ML 8’8’”"‘”
55062 GC OJT PHL 8/23/00 60 %‘”’L_ 9/20/00 54 %
07 &)pw.omﬁs/
55063 LC PHL 9/25/00 40 %»rv] 9/30/00 40 %’f‘fl_
Instructor led 88‘""-””

7001

FAA Form 3120-1.3 (5-98)
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Figure A-4. Section 111 (Terminal Example) (Continued)
QUALIFICATION TRAINING
A B C D E F G H |
DEVELOPMENT FAC DATE NO EMPL DATE HOURS | EMPL CERTIFICATION
STAGE IDENT STARTED OF INIT COMPLETED INIT SIGNATURE
AUTH
HOURS
55063 LC OJT PHL 10/10/00 100 11/19/00 70 &)AMMA/
o e 7
55064 Nonradar PHL 12/22/00 40 1/4/01 40
Instructor led/Lab %ﬂl_ %ﬂl‘ jﬂM
55065 Radar PHL 1/10/01 80 1/24/01 80 8’”—“’
Instructor led %’"1_ %ﬂl‘ 8
55065 North Dept. PHL | 1/27/01 90 3/28/01 90 [~
oJT Sy Fm
55065 North Dept PHL | 4/1/01 18 4/6/01 15
Addl. OJT M 2| _Z)llhoma’
55065 South PHL | 4/10/01 60 5/18/01 55 Y
Dept. OJT M T Willorma’
55065 West PHL | 5/20/01 80 7/25/01 70
Arrival OJT S L j (Wlbhorma”
55065 East PHL | 5/20/01 80 8/1/01 65
Arrival OJT S S| S il
55065 Final PHL 7/15/01 50 8/27/01 45
Approach. OJT M M 07 Wil
Recertification — 9/10/01
Tower Positions / / S 07&) | M prma”
OJT Instructor PHL 4/20/02
55073 CIC PHL | 3/20/03 40 3/29/03 40
S S j &)pMMmA/

FAA Form 3120-1.3 (5-98)
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Figure A-5. Section 111 (En Route Example)

QUALIFICATION TRAINING

A B C D E F G H |
DEVELOPMENT FAC DATE NO | EMPL DATE HOURS | EMPL | CERTIFICATION
STAGE IDENT |  STARTED OF INT | COMPLETED INIT SIGNATURE

AUTH

HOURS

50132 AAC | 1/2/98 4/4/98 S
/ / ®
™R

mR
55053 ZDV | 4/22/98 48 5/1/98 48
Instructor led g =
NStructor le ’r\q R m R gcw
55053 OJT ZDV | 5/1/98 80 6/25/98 187
mR me B oris
55054 ZDV | 7/9/98 240 8/25/98 240
Instructor led ™R ™R "695”‘"&
55054 LAB ZDV | 8/28/98 120 | mg | 11/30/98 | 120 ™e
ﬂgcvué/
55054 OJT ZDV | 12/9/98 120 me | 2/25/99 o4
RAP HIGH R MR Ao
55054 OJT ZDV | 4/10/99 80 ™R 5/25/99 65 ™R
BFF HIGH Bfere
55054 OJT ZDV | 7/9/99 80 ™R | 8/15/99 56.5 R

RAP LOW ' Ao

FAA Form 3120-1.3 (5-98) NSN: 0052-00-863-7001
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Figure A-5. Section 111 (En Route Example) (Continued)

QUALIFICATION TRAINING

A B C D E F G H |
DEVELOPMENT FAC DATE NO EMPL DATE HOURS EMPL CERTIFICATION
STAGE IDENT STARTED OF INIT COMPLETED INIT SIGNATURE
AUTH
HOURS
55055 ZDV | 11/23/99 60 me 12/23/99 60
Instructor led *6901’”4/
™R
55055 LAB ZDV | 1/8/00 160 mp | 3/20/00 160
my
55055 OJT ZDV | 12/1/00 80 ™R | 2/12/01 80 =) clad
RAP LOW ™R
55055 Add. Hrs ZDV | 2/15/01 16 ™R | 2/22/01 12 _69514 2d
OJT RAP LOW MR
OJT Inst. East ZDV 6/6/02 R
55055 LAB ZDV | 11/1/03 8 11/5/03 8 T
™ R mR O non
55055 OJT ZDV | 11/11/03 80 12/11/03 80 =
mR
Recertification - 2/15/03
East Area ] / 6907114/

FAA Form 3120-1.3 (5-98)
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Figure A-6. Section 111 (Flight Service Example)
QUALIFICATION TRAINING
D
A B C NO E F G H |
DEVELOPMENT FAC DATE OF EMPL DATE EMPL CERTIFICATION
HOURS
STAGE IDENT STARTED AUTH INIT COMPLETED INIT SIGNATURE
HOURS

55239

COU | 7/9/99 80 YL 7/21/99 52
55242 COU | 9/12/99 160 S 9/24/99 70

S ﬁgoméz

55241 S ;

COU [ 10/14/99 100 1/5/00 100 %JYL /
55241 Addl. ™

COU | 1/8/00 20 1/15/00 15
Hrs. OJT M -Bforse
OJT Inst. 4

: cou | 9/12/00 Sy A

Flight Data ] e 907“‘@“
55247 COU | 3/10/01 60 4/10/02 60 S ﬁgzym-é/

FAA Form 3120-1.3 (5-98)
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6. Section IV, Equipment Certification.

a. Only equipment training that specifically requires a certification examination must be
entered in this section. The only equipment training that meets this requirement is the Terminal
Radar Qualification Examination.

Note: The En Route Radar Qualification Examination must not be logged in this section.

b. Other equipment training that is associated with position certification, such as
communications, lighting systems, recording, and other air traffic control (ATC) equipment,
must not be logged in this section. Such equipment training is considered part of the
qualification process, and no need exists to separately record certification thereon. Refer to the
appropriate instructional program guide for equipment certification requirements. If equipment
training is provided as a result of facilities receiving new equipment (other than that requiring a
certification examination), include as supplemental training in Section V.

Block A. DATE: Enter the date of the equipment certification indicated on the appropriate
certificate examination.

Block B. EQUIPMENT: Specify the type of equipment.
Block C. FAC IDENT: Enter the three-character facility identifier.

Block D. CERTIFICATION SIGNATURE: The certifying official must sign or use a
signature stamp in this block.

Block E. EMPL INIT: The employee must initial in this block.

Figure A-7. Section 1V, Equipment Certification

A B C D E

DATE EQUIPMENT EAC CERTIFICATION EMPL

9/15/98 Radar Qualification Exam DFW N Cemnncdd —C

A-11
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7. Section V, Proficiency Training (Refresher, Supplemental, Skill Enhancement, Remedial).
Entries in this section must specifically describe the training provided. Refer to Chapter 4, Section 5,
Proficiency Training, for the type of training to be entered in this section. Air Traffic Safety Action
Program (ATSAP) training must be recorded in this section with ATSAP as the major subject area
and the type coded as 4.

a. ATMs are authorized to use coded entries in this section if a corresponding facility
master sheet is maintained that specifically describes the training provided. This master sheet
must be attached to the employee’s training record and forwarded to the receiving facility in the
event the employee is transferred.

Note: A photocopy or other reproduction of FAA Form 3120-1.5, Proficiency Training,
may be used in lieu of individual entries in each employee’s FAA Form 3120-1. When a
reproduction is used, the following statement must be on the form where the employee’s
signature is to be placed: “I certify that | have received the above proficiency training for

(month) (year)

(Specialist’s Signature) (Certification Signature)

b. Scheduled proficiency training may be entered in Section V of FAA Form 3120-1 prior to the
time the training is administered, under the following conditions:

(1) Only Blocks A, B, C, and E may be completed before the training is administered.

(2) Blocks D, F, and G must be completed after the training has been administered and
in accordance with other requirements of this order.

(3) The date entered in Block A must reflect the date that information was entered in
Blocks B, C, and E.

Block A. DATE: Record the date the training was entered in FAA Form 3120-1. A date
stamp may be used.

Block B. MAJOR SUBJECT AREAS: Specifically describe or use a coded entry for
refresher or supplemental training. Remedial and skill enhancement training entries must
specifically describe the training conducted. Coded entries must not be used for remedial or
Skill Enhancement training. If the facility is maintaining a master code/decode sheet, a single
entry (for example, 1/2) may be utilized if both refresher and supplemental training items were
provided during a single briefing. If a master code/decode sheet is maintained, training items
must be identified by a singular training type. If training is conducted via computer-based
instruction (CBI), enter CBI. Training recorded as part of the ATSAP program must be recorded
as ATSAP.

A-12
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Block C. TYPE: Indicate the type of training by number: 1 = Refresher, 2 =
Supplemental, 3 = Remedial, 4 = Skill Enhancement.

Note: Skill enhancement training will be encoded number 4. Continue to use FAA
Form 3120-1.5 (dated 4/77) until supplies are exhausted; make a written annotation
explaining code 4 at the bottom of the form when entries appear on that page.

Block D. DATE COMPLETED: Enter the date the training was completed.
Block E. HOURS: Indicate the number of actual training hours.

Block F. CERTIFICATION SIGNATURE: The certifying official must sign or use a
signature stamp in this block.

Block G. EMPL INIT: The employee must initial in this block.

A-13



03/15/11 3120.4M

Figure A-8. Section V, Proficiency Training (Refresher, Supplemental, Remedial, Skill Enhancement)

A B C DATE D E CERTIFICATION F | EMPLG
DATE MAJOR SUBJECT AREAS TYPE | COMPLETED | HOURS SIGNATURE INIT
1
1/15/00 Wake Turbulence Film 1 4/10/00 5 9‘ %
2/1/00 57002, NOTAMs CBI 1 1/22/00 4.0 9’ % C A
——
Aircraft Characteristics
3/10/00 Climb Rates,
rd . .
Vertical Separation
e Stendards s | a0 | 2 | Sk | cu
5/1/00 Speed Control & Sequencing 4 4/10/00 1.2 9 % C/U_
6/22/00 Review: Radar Vector /’
Procedures, Effect of /
/ Temperature on Climb Rates, //
/ Coordination Procedures
(Facility SOP on Position Relief
/ Bricings) 3 | 6500 8 I fdky | CU
ETG Lab Problems 2, 8, 11, 21,
6/22/01 22 23 24 25 3 | 62101 16 Ak, | CU
6/30/01 Lost Aircraft Orientation 1 6/30/01 2 9’ % ( 3 ,{ |
7/1/01 Pilot Weather Briefing 1 7/1/01 2 9 % CAU
Annual Tower Visibility
8/3/01 Roview 1 7/3/01 5 I tdk,| U
8/3/01 VSCS ATCS Operations Course 2 7/27/01 16 9’ % CA
1/ TRAINING
TYPE CODE 1 - Refresher 2 - Supplemental 3 - Remedial 4 - Skill Enhancement
FAA Form 3120-1.5 (5-98) NSN: 0052-00-863-8001
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8. Section VI, Technical Appraisal. The technical appraisal section for all options must
include the on-the-job training instructor (OJTI) skill check described in Chapter 6, Sections 4
and 5 and technical training discussions described in FAAO 7210.56, Air Traffic Quality
Assurance.

Block A. DATE COMPLETED: Enter the date shown on the appraisal form or the date
the technical training discussion was completed.

Block B. TECHNICAL APPRAISAL.: Enter the position on which the appraisal took
place, the type of appraisal, and the result (satisfactory or unsatisfactory). If the result is
unsatisfactory, recertification is required prior to the resumption of operational or OJTI duties.

Note: For technical training discussion, enter “Technical Training Discussion.”

Block C. DATE DISCUSSED: Enter the date the appraisal was discussed with the
employee. Enter a diagonal line for technical training discussions.

Block D. FRONTLINE MANAGER SIGNATURE: For technical appraisals and OJTI
skill checks, the employee’s Front Line Manager, even though this individual may not have
performed the appraisal, must sign or use a signature stamp in this block.

Block E. EMPL INIT: The employee must initial in this block.

Figure A-9. Section VI, Technical Appraisal

D/f} c B paTE C D E
COMPLETED TECHNICAL APPRAISAL DIS- CERTIFICATION EMPL
East Arrival-OJTI Evaluation
10/1/02 RAP LOW- Performance Skill Check \(Ceonnad | PC
Unsatisfactory 10/1/02
2/1/04 %\)’M
Technical Training Discussion / '( F)C
-
8/2l04 ] /\fgtm)"cuo(
Technical Training Discussion IQC

FAA Form 3120-1.6 (5-98) NSN: 0052-00-863-9001
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9. Section VII, Management and Other Training. All management and other agency-
approved training not previously listed must be entered in this section. This includes, but is not
limited to, automation and other technical training, correspondence, college, out-of-agency, and
instructor training courses. Only training that was completed during employment with FAA
must be recorded in this section.

Block A. DATE: Enter the date the training was completed.

Block B. COURSE: Enter the course title and the FAA course number, if applicable, as
described on the training certificate, transcript, or other official course document. Refer to the
FAA Catalog of Training Courses or the CBI course catalog for this information. Regardless of
length, all courses assigned an FAA course number or courses specified in FAA directives must
be recorded in this section. All other courses of 8 hours or more must be recorded in this section.
Courses of less than 8 hours may be recorded in this section if specified in a facility directive.

Block C. LOCATION: Enter the location where the training was conducted (for example,
FAA Academy, university name, facility, regional office, correspondence course, etc.).

Block D. HOURS: Enter the number of hours indicated in the FAA course catalog. If not
contained in the catalog, use the hours in the course description document. Exception: For
college/university courses, enter the number of quarter or semester credit-hours attained.

Block E. EMPL INIT: The employee must initial in this block.
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Figure A-11. Section VII, Management and Other Training
DATE A B pATE C D E
COMPLETED TECHNICAL APPRAISAL DIS-CUSSED CERTIFI | EMPL
5/5/90 ARTS llIA for Automation Specialists
Phase V 53010 FAA ACADEMY 240 CT
6/12/91 .
Fundamentals of Supervision Correspondence 150
14002 Course CT
11/19/91
Aviation-A Global History Princeton University 3 Qtr. CT
6/12/98 Weather Satellite Data
Interpretation 50206 FAA Academy 32 C7
9/8/98 Facility instructor Training
10501 FAA Academy 80 CT
8/15/00 Cadre Training for Traffic
Management Unit 50403 FAA Academy 16 CT
11/30/00
Investment in Excellence OCCC College OKC 32 CT
3/20/01 Air Traffic Controllers Teamwork
Enhancement Workshop 55051 Dallas TX 28 CT
5/23/01 ATC Teamwork Enhancement
Facilitator Training 55050 Salt Lake ARTCC 24 | CT
12/7/01 Fundamentals of ATC _
On-the Job Instruction 55049 Pittsburgh, PA 28 CT
1/12/02 ATCO : ;
perational Supervisor Workshop .
55047 Chicago ARTCC 24 CT
2/16/02 ATC Operational Supervisor Cadre _
Facilitator Training 50319 Pittsburgh, PA 28 CT
5/25/02
EFAS 50201 FAA Academy 144 |CT

FAA Form 3120-1.7 (4-77)
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10. Section IX, Certified TRAX Records.
a. The entries in this section pertain only to the TRAX Employee Training Record report.

b. The TRAX Employee Training Record report is divided into eight parts (see Figure A-
12). These parts correspond to the sections described above (Section 11A/B, Section 11, Section
IV, Section V, Section VI, Section VII, and Section VIII). TRAX only prints those sections in
which training has been entered.

c. The entry for “Technical Training Discussion” may be abbreviated as “TTD.”
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Figure A-12. Anywhere ATCT Employee Training Record

Controller, Joe C (JC)
Section | - Employment Data

FacEOD _Facility FAA EOD
| 02/05/1997 | ANY ATCT ATC-12 | 0202180 |

Section I1A - Air Traffic Certificates

Issued Certificate Title Number
| 02/05/1997 | CONTROL TOWER OPERATOR | 123456789 |

[01/05/1997 | FAMILIARIZATION  TRAINING | 123456 |

Section 1B - Air Traffic Ratings
Issued Rating Facility

| 02/05/1997 | Facility | ANY ATCT |

Section 11 - Qualification Training

Issued STAGE/Course Fac ID Auth Hours Completed Hours
| 01/13/1997 | 55060 FD Instructor led | ANY | 56:00 | 01/21/03 | 56:00
| 02/05/1997 | 55060 FD OJT | ANY | 40:00 | 2110/03 | 13:18
| 04/05/1997 | QITI-ALL - OJTI | ANY | 0:00 | 04/05/03 | 0:00

Section V - Proficiency Training

Complete  Major Subject Area Type Hours Item Date
| 05/04/1997 | 57008, METAR/TAF (BASIC) - CBI | Refresher | 4:00 | 05/01/1997 |
| 05/08/1997 | CENRAP ORDER/TRANSITION | Refresher | 0:30 | 05/0/03 |
| 05/08/1997 | R4102 LETTER OF PROCEDURE | Supplemental | 0:18 | 05/01/1997 |
| 05/08/1997 | LAHSO PROCEDURES | Refresher | 0:12 | 05/01/1997 |

I certify that the above training items are correct for 03/02/03 to 05/10/03

9,0-3 C Contrellan Kem 7pmie

(Specialist’s Signature) (FLM/Facility Staff Specialist)
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Figure A-12, Anywhere ATCT Employee Training Record (Continued)

Controller, Joe C (JC)

Section V - Proficiency Training

Complete  Major Subject Area Type Hours Item Date
| 06/04/1997 | AT BULLETIN 972 June97-06-08 | Refresher | 0:30 | 06/01/1997 |
| 06/04/1997 | GENOT N7000.16 97-01-05 | Supplemental | 0:15 | 06/01/1997 |

Section VI - Technical Appraisal

Complete  Over-The Shoulder Discussed
| 05/05/1997 | QJTI Performance Skill Check | 05/05/1997 |

| 06/02/1997 | TTD | |

| 12/05/1997 | OJTI Performance Skill Check | 12051997 |

| 02/20/1999 | TTD | |

Section VII — Management and Other Training

Date Course Location Hours
55051 AIR TRAFFIC TEAMWORK .
09/24/1997 ENHANCEMENT ASW 24:00

50113 NATIONAL TRAFFIC | WASHINGTON

10/03/1997 | \ANAGEMENT DC.

28:00

03/05/1997 55049 _Fundamentals of ATC OJT ANY 24:00
Instruction
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Appendix B. Instructions for Completing the
ATCT/ARTCC OJT Instruction/Evaluation Report
FAA Form 3120-25

Section 1. Introduction. This Appendix contains instructions for completing FAA Form 3120-
25. The form must be used by simulation instructors, on-the-job training instructors (OJTI), and
FLMs to record their observations of the performance and progress of the developmental/CPC-
IT/TMC-IT during simulation scenarios, on-the-job (OJT) instruction, skill enhancement
training, and skill-check sessions. FAA Form 3120-25 may be used to document on-the-job
familiarization (OJF). (See Figure B-2, FAA Form 3120-25.)

Section 2. Using the Form. Entries on training reports must be sufficiently detailed to support
appropriate administrative actions (for example, promotions, awards, dismissals, reassignments,
litigations, etc.). Complete the following items. Block numbers correspond to the numbered
blocks on the form.

Block 1. NAME: Print/Enter developmental/CPC-IT/TMC-IT’s name.
Block 2. DATE: Enter month, day, year.
Block 3. SCENARIO/POSITION(S): Enter scenario number and/or position.

Block 4. WEATHER: Record description of weather as VFR, MVFR, IFR, or Other
(specify type; for example, thunderstorm deviations, turbulence, etc.). Check the one box most
representative of the session(s). Conditions that impact training should be noted in Block 12.

Block 5. WORKLOAD: Check description of traffic volume. Check the one box most
representative of the session(s).

Block 6. COMPLEXITY: Check description of complexity of operations. Check the one
box most representative of the session(s). Note any unusual situations, equipment outages,
configurations, and/or restrictions that impact training in Block 12.

Block 7. HOURS: Enter actual hours and minutes for the training session or sessions
covered by this report.

Block 8. TOTAL HOURS THIS POSITION: Enter total hours and minutes spent in
training on this position. Include OJT session(s) covered by this report.

Block 9. PURPOSE: Check appropriate purpose of report on the form. Check “OJT” for
any activity that is counted as part of the assigned training time. Check “OJF” for on-the-job
familiarization time. Indicate “Familiarization,” “Instructional,” or “Evaluation” when
simulation training is being administered. The FLM checks “Skill Check” if administering a
performance skill check or “Certification” if administering a certification skill check. If “Other”
is indicated, document the specific use in Block 12.

Block 11. PERFORMANCE: This section contains job tasks and job subtasks used as a basis
for instructing and evaluating the developmental/CPC-IT. Users of this form should review the
definitions of all job subtasks and their respective performance indicators. These guidelines are to be
used by all participants involved in training to ensure mutual understanding. This checklist is not all-
inclusive and is not meant to limit the duties to be reviewed. The job task entitled “Other” is intended
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for local use and adaptation.

a. OJT. During OJT, place a mark (for example, v, X) in the columns “OBSERVED” or
“COMMENT”.

(1) Observed: A mark in this column indicates that the operation or procedure was
observed during the session but that no significant comments are made.

(2) Comment: A mark in this column indicates that the operation or procedure was
observed during the session and is accompanied by a comment in Block 12. During OJT,
references in Block 12A are optional.

Note: If a job subtask is not applicable to a position being observed, it may be left blank
or recorded as “N/A” (not applicable).

b. Performance/Certification Skill Check. During skill checks, place a mark (for
example, v/, X) in the column(s) “SATISFACTORY,” “NEEDS IMPROVEMENT,” and
“UNSATISFACTORY.” OJTlIs do not mark in these columns. Definition of Terms:

(1) SATISFACTORY:

(a) Performance skill check developmental/CPC-IT/TMC-IT. A mark in this column
indicates that the developmental’s/CPC-1T’s observed performance in the session(s) meets the
expected level of performance for this stage of training.

(b) Certification skill check. A mark in this column indicates that the CPC-in-
training’s/developmental’s observed performance in the session(s) meets the expected CPC
performance requirements and indicates that the developmental/CPC-IT/TMC-IT demonstrates
the ability to work this task independently.

(c) Performance skill check for CPC. A mark in this column indicates that the
observed performance in the session(s) meets expected CPC performance requirements to work
independently.

(2) NEEDS IMPROVEMENT: A mark in this column indicates that the
developmental’s/CPC-IT’s observed performance is acceptable at this stage of training, but must
improve in order to meet certification requirements. Specific comments, along with suggestions
or requirements for improvement, must be stated in Block 12 of the form for each job subtask
indicated. References must be made to specific procedures, letters of agreement (LOA),
orders/directives, etc., in Block 12A.

(a) Performance skill check developmental/CPC-IT/TMC-IT. A mark in this column
indicates that the developmental’s/CPC-1T’s observed performance in the session(s) needs
improvement of performance for this stage of training.

(b) Certification skill check. A mark in this column indicates that the
developmental’s/CPC-IT’s observed performance in the session(s) needs improvement to meet
expected CPC performance requirements and indicates that the developmental/CPC-IT/TMC-IT
demonstrates the ability to work this task independently.

(c) Performance skill check for CPC. A mark in this column indicates that the
observed performance in the session(s) needs improvement to meet the expected CPC
performance requirements to work independently.
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(3) UNSATISFACTORY: A mark in this column indicates that the
developmental’s/CPC-IT’s observed performance is unsatisfactory at this stage of training.
Specific comments relating to each unsatisfactory job subtask shall be stated in Block 12.
References must be made to specific procedures, LOAS, orders/directives, etc., in Block 12A.

(a) Performance skill check developmental/CPC-IT/TMC-IT. A mark in this column
indicates that the developmental’s/CPC-1T’s observed performance in the session(s) is
unsatisfactory for this stage of training.

(b) Certification skill check. A mark in this column indicates that the
developmental’s/CPC-IT’s observed performance in the session(s) does not meet expected CPC
performance requirements and indicates that the developmental/CPC-IT/TMC-IT does not
demonstrate the ability to work this task independently.

(c) Performance skill check for CPC. A mark in this column indicates that the
observed performance in the session(s) does not meet the expected CPC performance
requirements to work independently.

(4) To certify a developmental/CPC-IT/TMC-IT on a certification skill check, all
applicable items must be marked satisfactory or not observed (N/O). If an item is marked
“N/O,” Block 12 must indicate the method used to determine satisfactory
performance/knowledge for that job subtask. If necessary, verbal questioning, simulation, or
other methods must be used to demonstrate knowledge of a job subtask when not observed.

(5) Ifajob subtask is not applicable to a position being observed, it must be recorded as
“N/A”.

c. Simulation. The “Simulation Training” column must be used only in conjunction with
simulation training. During simulation training, instructors must evaluate the developmental’s/CPC-
IT’s performance in each of the job subtasks shown on the form, as well as any area the instructor may
deem appropriate. If the developmental/CPC-IT/TMC-IT is observed performing job subtasks in a
consistently satisfactory manner, a plus sign (+) must be placed in the “Simulation Training” column.
If the developmental/CPC-IT/TMC-IT is observed making a control error, a dot (*) must be placed in
the “Simulation Training” column. If the instructor did not observe a performance on a subtask that
required a plus or dot, then that subtask must be left blank. When dots are marked, explanatory
remarks must be included in Block 12.

(1) The maximum number of allowable errors per scenario for each job task in
oceanic/nonradar, radar-associate, tower simulation, and radar simulation training situations is
shown in Figure B-1. The number of errors for a job task is the sum of the dots marked in that
job task. The number of errors noted should be included in the comments in block 12 on the
back of the form.

(2) The developmental/CPC-IT/TMC-IT and the instructor must sign each form after
each simulated scenario. The signatures will indicate that the two have discussed the training
session.
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Figure B-1. Maximum Errors Allowed Per Scenario by Job Task

. Radar Tower
Oceanic/ Radar- . . .
Job Task Nonradar Lab Associate Lab Egg Simulation

Separation 0 0 0
Coordination 2 2 2
Control Judgment 4 4 5
Methods and Procedures 4 4 5
Equipment, Communication, and 4 4 5

Other

d. Performance Verification (PV): PV is conducted on students completing initial
qualification training conducted at the FAA Academy. A Performance Verification evaluator
must place a mark (for example, v/, X) in the columns “SATISFACTORY,” “NEEDS
IMPROVEMENT,” and “UNSATISFACTORY” as defined above.

Block 12. COMMENTS: Used by the OJTI, FLM, lab instructor, or PV evaluator to
document the developmental’s/CPC-IT’s performance during OJT, skill-check sessions, and
simulation training. The OJTI, FLM, lab instructor, PV evaluator must sign and date this block.

a. OJT. During OJT, this block is used to document when a mark is made in the
“Comment” column on the front of the form. The comments:

(1) May be specific or general.
(2) May include exemplary, noteworthy, or unusual events.

(3) Must describe any observed performance deficiencies. In the case of performance
deficiencies, or when improvement is needed in a specific area, references may be made in Block
12A to applicable procedures, LOAsS, directives, etc.

b. Skill Checks. During skill checks, this block is used to:

(1) Document performance/progress. The performance/progress description may
include comments of exemplary, noteworthy, or unusual events.

(2) Describe any observed performance deficiencies. When a mark is placed in the
NEEDS IMPROVEMENT” or “UNSATISFACTORY” column, references must be made to
specific procedures, LOAS, orders/directives, etc., in Block 12A.

c. Simulation Training. This block is used to make explanatory remarks when dots or
pluses are marked in the “Simulation Training” column on the front of the form. The comments:

(1) May include exemplary, noteworthy, or unusual events.

(2) Must specifically describe all errors observed. References must be made in Block
12A to applicable procedures, LOAS, directives, etc.

Block 12A. REFERENCES: References must be included in conjunction with Skill
Checks, Skill Enhancement and Simulation Training/PV and include specific procedures, LOAS
or directives that would be useful in correcting any performance deficiencies identified. The
FLM and/or lab instructor must include paragraph numbers or other specific references in this
block. An OJTI may include references in this block.
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Block 13. RECOMMENDATION: This block must be used by the FLM/TM supervisor
who conducted the skill check. The FLM/TM supervisor must recommend one of the following:

a. Certification skill check.

b. Certification (when appropriate)
c. Continuation of OJT.

d. Skill enhancement training.

e. Suspension of OJT.

Block 14. EMPLOYEE’S COMMENTS: This block may be used by the
developmental/CPC-IT/TMC-IT for making comments pertaining to the training session or the
skill check. The employee must sign and date this block. A signature does not necessarily
indicate concurrence with the report, only that the report has been discussed with the
developmental/CPC-IT/TMC-IT. Electronic signatures may be used where secure automation
systems exist.

Block 15. CERTIFICATION/RECERTIFICATION: This block is used by FLMs/traffic
management supervisors to document position certification/recertification. Sign and date.
Electronic signatures may be used where secure automation systems exist.
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Figure B-2. FAA Form 3120-25

3120.4M

ATCT/ARTCC OJT

INSTRUCTION/EVALUATION REPORT

1. Name 2. Date 3. Scenario/Position(s)
4. Weather 5. Workload 6. Complexity 7. Hours
O vFR O Light [J Not Difficult
] MVFR [ Moderate [] Occasionally Difficult 8. Total Hours This Position
O IFR ] Heavy O Mostly Difficult
[ Other [ Very Difficult
9. Purpose [ oyt [ OJF [] Familiarization ] Instructional [] Evaluation 10. Routing
Scenario Scenario Scenario
[ Skill Check [ Certification [ Recertification [ Skill Enhancement [] Other
11. -l =2zl 8| §
9] S 2 lgel B . .
Job Task Job Subtask slels|82 & Simulation
2151212 = Training
() (&] 3 £ 2
- =)

A. Separation

-

. Separation is ensured.

Safety alerts are provided.

B. Coordination

Performs handoffs/pointouts.

Required coordinations are performed.

C. Control
Judgment

Good control judgment is applied.

Priority of duties is understood.

Positive control is provided.

IN|o [ |~]wN

Effective traffic flow is maintained.

D. Methods and
Procedures

Performance

. Aircraft identity is maintained.

Strip posting is complete/correct.

11.

Clearance delivery is complete/correct and timely.

12.

LOAs/directives are adhered to.

13.

Additional services are provided.

14.

Rapidly recovers from equipment failures and emergencies.

15.

Scans entire control environment.

16.

Effective working speed is maintained.

E. Equipment

17

. Equipment status information is maintained.

18.

Equipment capabilities are utilized/understood.

F. Communication

19.

Functions effectively as a radar/tower team member.

20.

Communication is clear and concise.

2

e

. Uses prescribed phraseology.

22.

Makes only necessary transmissions.

23.

Uses appropriate communications method.

24

. Relief briefings are complete and accurate.

G. Other

PEAA Form 3120-25 (5-98) Supersedes Previous Edition

NSN: 0052-00-900-2002
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Figure B-2. FAA FORM 3120-25 (Continued)

12. Comments 12A. References

Signature: Date:
13. Recommendation [ Certification Skill Check [ Certification
[ Continuation of OJT [ Skill Enhancement Training [J Suspension of OJT
14. Employee’s Comments:
This report has been discussed
with me (Signature) Date:

15. Certification/Recertification
| certify that this employee meets qualification requirements and is capable of working under general supervision.

Signature of Certifier:

Date:

FAA Form 3120-25 (5-98) Supersedes Previous Edition
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Job Subtasks and Indicators Checklist for the
ATCT/ARTCC OJT Instruction/Evaluation Report

TABLE OF CONTENTS

JOB TASK: PAGE:
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COMMUNICATION L.t e e e e s e s e ees B-14
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Job Task: Separation

Job Subtask

3120.4M

Indicator

1. Separation is ensured. Provides control
instructions or restrictions to ensure separation
standards are maintained at all times.

a. Issues appropriate control instructions or restrictions,
including speed control, vectoring techniques, and visual
separation.

b. Ensures traffic entering/departing his/her airspace is
not in conflict or about to lose separation.

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

d. Tower only. Ensures traffic is not in conflict with
other aircraft or vehicular traffic on runway(s) and/or any
movement area.

2. Safety alerts are provided. Recognizes that
safety alerts are a first-priority duty along with
separation of aircraft, and remains constantly alert
for unsafe proximity situations.

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

b. Issues alternate course of action when feasible.

Job Task: Coordination

Job Subtask

Indicator

3. Performs handoffs/pointouts.

Performs handoffs/pointouts correctly, and at the
appropriate time/position.

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

a. Coordinates restrictions or special instructions.

b. Verifies aircraft/vehicle position and/or altitude at the
time of coordination.

c. Verifies and acknowledges all information
exchanges.
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Job Task: Control Judgment

Job Subtask

3120.4M

Indicator

5. Good control judgment is applied. Issues
control instructions or restrictions that are correct.
Carefully plans procedures prior to issuing
instructions to provide a safe, expeditious traffic
flow.

a. Uses correct speed control procedures/techniques.

b. Applies effective vectoring techniques.

c.  Considers aircraft performance capabilities in
control decisions, and demonstrates awareness of aircraft
equipment capabilities and limitations that affect air traffic
control instructions.

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

e. Considers subsequent controller requirements.

f.  Does not terminate or activate radar control
prematurely.

g. Informs aircraft and appropriate personnel of
significant situations.

h.  Tower only. Applies effective techniques for taxiing
to, from, and crossing runways.

i. URET. Investigates and prioritizes all alerts
according to sector requirements.

6. Priority of duties is understood. Properly
prioritizes actions according to their significance in
the overall traffic situation.

a. Maintains situational awareness.
b. Performs duties in the order of their importance.

c. Toweronly. Applies effective prioritization during
operations where anticipated separation is utilized.

7. Positive control is provided. Takes
command of control situations and does not act in
a hesitant or unsure manner. Observes present and
considers forecasted traffic to predict if an
overload may occur, and takes appropriate action
to prevent or lessen the situation.

a.  Demonstrates confidence and takes command of
control situations.

b. Maintains p