U.S. DEPARTMENT OF TRANSPORTATION ORDER
FEDERAL AVIATION ADMINISTRATION 3O 7210.3X

Air Traffic Organization Policy

Effective Date:
February 9, 2012

This Basic includes an Errata effective
2/9/12 and Change 1 effective 7/26/12.

SUBJ: Facility Operation and Administration

This order provides direction and guidance for the day-to-day operation of facilities and offices under
the administrative jurisdiction of the Federal Aviation Administration's Air Traffic Organization. All
concerned personnel must familiarize themselves with the provisions about their responsibilities.
When a situation arises that is not adequately covered, exercise good judgment.

This order consists of the following parts:

a. Part 1 contains information generally applicable to two or more types of facilities.

b. Parts 2, 3, and 4 contain instructions unique to center, terminal, or flight service facilities.
c. Part5 contains information applicable to traffic management systems.

d. Part 6 contains regulatory information concerning waivers, authorizations, exemptions, and flight
restrictions.

e. Part 7 provides the overview concerning System Operations Security, Strategic and Tactical
Operations, which are further delineated in FAA Order JO 7610.4, Special Operations.

Distribution: ZAT-721, ZAT-464 Initiated By: AJV-0
Vice President, Mission Support Services


sherita l jones
Text Box
This Basic includes an Errata effective 2/9/12 and Change 1 effective 7/26/12.


RECORD OF CHANGES piRecTivENo | JO 7210.3X
SUPPLEMENTS SUPPLEMENTS
CHANGE CHANGE
TO OPTIONAL TO OPTIONAL
BASIC BASIC

FAA Form 1320-5 (6-80) USE PREVIOUS EDITIONS




CHANGE U.S. DEPARTMENT OF TRANSPORTATION JO 7210.3X
FEDERAL AVIATION ADMINISTRATION CHG 1

Air Traffic Organization Policy

Effective Date:
July 26, 2012

SUBJ: Facility Operation and Administration

1. Purpose of This Change. This change transmits revised pages to Federal Aviation
Administration Order JO 7210.3X, Facility Operation and Administration, and the Briefing
Guide.

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

3. Where Can I Find This Change? This change is available on the FAA Web site at
http://faa.gov/air_traffic/publications and https://employees.faa.gov/tools_resources/orders_notices/.

4. Explanation of Policy Change. See the Explanation of Changes attachment which has
editorial corrections and changes submitted through normal procedures. The Briefing Guide lists
only new or modified material, along with background.

5. Distribution. This change is distributed to selected offices in Washington headquarters,
service area offices, regional offices, the William J. Hughes Technical Center, the
Mike Monroney Aeronautical Center, all air traffic field facilities, international aviation field
offices, and interested aviation public.

6. Disposition of Transmittal. Retain this transmittal until superseded by a new basic order.

7. Page Control Chart. See the page control chart attachment.
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Elizabeth L. Ray
Vice President, Mission Support Services
Air Traffic Organization
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Distribution: ZAT-721, ZAT-464 Initiated By: AJV-0
Vice President, Mission Support Services






7/26/12

JO 7210.3X CHG 1

Explanation of Changes
Change 1

Direct questions through appropriate facility/service center office staff
to the office of primary responsibility (OPR)

a. 1-1-8. RECOMMENDATIONS FOR
PROCEDURAL CHANGES

This change specifies the Air Traffic Control Proced-
ures Office (ATCPO) as the central collection point
for any changes to this order. This change cancels and
incorporates N JO 7210.798, Recommendations for
Procedural Changes, effective January 6, 2012.

a. 3-3-2. TELEPHONE COMMUNICA-
TIONS

This change adds an example for service providers
when answering public access telephone lines.

b. 3-9-1. MINIMUM VECTORING ALTI-
TUDE CHARTS (MVAC) FOR FACILITIES
PROVIDING APPROACH CONTROL
SERVICES

This change adds procedures for facilities that use
FUSION in their development of MVA Charts,
and revises references to the National Flight
Procedures Group to the ATC Products Group, due to
recent reorganizations. This change cancels and
incorporates N JO 7210.794, Minimum Vectoring
Altitude Charts (MVAC) for Facilities Providing
Terminal Approach Control Services, effective
November 21, 2011.

c. 4-6-4. FAA FORM 7230-4, DAILY
RECORD OF FACILITY OPERATION
4-6-5. PREPARATION OF FAA
FORM 7230-4

This change clarifies the requirement for all
Air Traffic Control facilities to use the electronic
version of FAA Form 7230-4, Daily Record of
Facility Operation, provided in CEDAR, excluding
Federal contract towers (FCT) and FAA flight
service stations. This change cancels and incorpor-
ates N JO 7210.789, Comprehensive Electronic Data
Analysis and Reporting (CEDAR), effective
October 19, 2011.

Explanation of Changes

d. 5-1-2. MONITORING THE
PRESIDENTIAL AIRCRAFT FLIGHT

To avoid confusion and ensure proper monitoring of
appropriate aircraft, this paragraph is changed to
clearly define which individuals and what aircraft are
considered Presidential. These changes include
clarifying that the provisions of this paragraph apply
to the President, Vice President, or EXECIF aircraft.
Specific duties or actions of the air traffic controller
have not changed. This change further defines those
specific flights that require special handling under the
provisions of this paragraph and eliminates the
possibility of continued misinterpretation. This
change cancels and incorporates N JO 7210.808, The
President, Vice President, and EXEC1F Aircraft
Monitoring, effective April 27, 2012.

e. 10-4-6. SIMULTANEOUS ILS/MLS
APPROACHES
Appendix 4. Glide Slope Outage Waiver
Request

New procedures allow continued use of ILS
approaches with a glide slope unusable. Periods of 29
days or less require an approved contingency plan
and periods of 30 days or more require an
AOV-approved waiver in addition to the approved
contingency plan. The glide slope out contingency
plan must be approved by Terminal Safety and
Operations Support, ATO Safety, AOV, and
AFS-400 prior to conducting ILS (glide slope
unusable) operations and must include a detailed plan
of how the facility will mitigate the loss of the glide
slope to their respective runway pairing. This change
cancels and incorporates N JO 7210.802, Simultan-
eous Dependent and Independent Approaches,
effective January 18, 2012.

f. 10-4-8. PRECISION RUNWAY
MONITOR-SIMULTANEOUS OFFSET
INSTRUMENT APPROACHES

This change removes the requirement of pilots not
qualified to accept PRM approaches to contact the
FAA Command Center prior to departure. This
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change cancels and incorporates N JO 7210.792,
Precision Runway Monitor-Simultaneous Offset
Instrument Approaches, effective October 7, 2011.

g. 17-5-10. NTML PROCEDURES

The use of the word “verbally” presents a possibility
of misrepresentation. Therefore, the word “verbally”
is deleted. This change cancels and incorporates N JO
7210.790, National Traffic Management Log
(NTML) Procedures, effective October 24, 2011.

h. 17-5-12. DELAY REPORTING

This change adds the requirement to log in NTML, or
daily log if the facility does not have NTML, that the
verbal notification was made. This change cancels
and incorporates N JO 7210.806, Delay Reporting,
effective March 19, 2012.
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i. 17-8-3. EXPLANATION OF TERMS
17-8-5. RESPONSIBILITIES

These changes add new entries for Explanation of
Terms and add Field Facility responsibilities. This
change cancels and incorporates N JO 7210.793,
Traffic Flow Management (TFM) system, effective
November 15, 2011.

j.- Chapter 17. Traffic Management National,
Center, and Terminal; Section 23. Route Test

This additional section incorporates route testing into
the validation process. This change cancels and
incorporates N JO 7210.799, Route Test, effective
January 6, 2012.

k. Entire publication.

Additional editorial/ format changes were made
where necessary. Revision bars were not used
because of the insignificant nature of these changes.

Explanation of Changes
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ERRATA SHEET

SUBJECT: FAA Order JO 7210.3X, Facility Operation and Administration, effective
February 9, 2012.

This errata sheet transmits revised pages to the subject order.
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Facility Operation and Administration
Explanation of Changes

Direct questions through appropriate facility/service center office staff
to the office of primary responsibility (OPR)

a. 1-2-4. ABBREVIATIONS

17-5-11. PROCESSING REQUESTS FOR
REROUTES AND RESTRICTIONS FOR
FACILITIES WITH NTML

17-7-4. PROCEDURES

17-10.4. PROCEDURES

17-13-1. GENERAL

17-13-2. DUTIES AND
RESPONSIBILITIES

17-14-1. GENERAL

17-14-2. RESPONSIBILITIES

17-16-2. RESPONSIBILITIES

17-20-6. PROCEDURES

The Air Traffic Control System Command Center is
in the process of realigning the operational workforce
and transitioning select nonsupervisory duties cur-
rently being performed by management personnel to
the traffic management specialists. This change
cancels and incorporates N JO 7210.781, Air Traffic
Control System Command Center (ATCSCC) Trans-
ition Team Duty Requirement Modifications, effect-
ive August 15, 2011.

b. 2-1-17. PROHIBITED/RESTRICTED
AREAS

This change deletes the exemption for ‘Drone and
other unmanned aircraft flight operations’ for the
application requirement of separation minima. This
change cancels and incorporates N JO 7210.771,
Change to JO 7210.3W, Facility Operations and
Administration (11/09), effective March 11, 2011.

c. 2-6-6. RELIEF PERIODS

This change revises wording applying to the purpose
and utility of relief periods. This change cancels and
incorporates N JO 7210.783, Relief Periods,
effective July 25, 2011.

d. 3-4-4. HANDLING RECORDER TAPES,
DATS, OR DALR STORAGE
11-3-2. DATA RETENTION
17-5-14. TARMAC DELAY
OPERATIONS

Explanation of Changes

Appendix 4. List of Medium and Large
Hub Airports

The Tarmac working group met and discussed
procedures pertaining to Tarmac Delay Operations.
Changes include adding the 4—hour tarmac delay for
U.S. carriers conducting international flights and
streamlining reporting procedures for facilities
experiencing tarmac delays. This change cancels and
incorporates N JO 7210.787, Enhancing Airline
Passenger Protections (Three/Four—-Hour Tarmac
Rule), effective August 25, 2011.

e. 3-9-4. EMERGENCY OBSTRUCTION
VIDEO MAP (EOVM)

This change requires the establishment of an EOVM
in terminal radar facilities whose delegated areas of
control is within designated mountainous areas as
defined in 14 CFR Part 95, Subpart B, and clarifies
the process for submitting EOVM maps and
subsequent changes. It also changes the review
interval from annually to at least once every 2 years
to harmonize with instrument approach procedures
and Minimum Vectoring Altitude/Minimum Instru-
ment Altitude chart submissions.

f. 4-3-6. REVISIONS
4-3-7. CANCELLATION

This change implements the FY11 Business Plan
Activity 11C.179E1, Target 1, to redefine require-
ments and update FAA orders on reviewing and
updating letter(s) of agreement/standard operating
procedure(s) on a yearly basis.

g. 5-3-7. OPEN SKIES TREATY
AIRCRAFT PRIORITY FLIGHTS (F AND D)

This change adds a note on where to find the reference
to OPEN SKIES flights that require priority
handling. It also clarifies that the Central Altitude
Reservation Function (CARF) is the entity in the
ATCSCC that is the coordination unit between the
Defense Threat Reduction Agency (DTRA) and FAA
facilities. Additionally, it adds phone numbers to
assist facilities in contacting CARF and DTRA, if
needed, and clarifies the requirement for ARTCCs/
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CERAPs/HCF to notify all Special Use Airspace
using/scheduling agencies along the route of flight.
This change cancels and incorporates N JO 7210.777,
Open Skies F and D Treaty Aircraft, effective
June 1, 2011.

h. 10-3-11. AIRCRAFT CONSTRUCTION
10-3-12. CHANGE IN RUNWAY
LENGTH DUE TO CONSTRUCTION
10-4-1. AUTOMATIC TERMINAL
INFORMATION SERVICE (ATIS)

This change adds requirements when the available
runway length has been shortened due to construc-
tion. These changes do not transfer pilot responsibil-
ity to the controller, but ensures that changes in
runway length due to construction are communicated
as an additional layer of safety. This change cancels
and incorporates N JO 7210.786, Runway Construc-
tion, effective September 22, 2011.

i. 10-4-7. SIMULTANEOUS WIDELY-
SPACED PARALLEL OPERATIONS

This paragraph is being added to reflect changes to
FAA Order JO 7110.65, Air Traffic Control,
regarding widely-spaced parallel and Area Naviga-
tion approaches. This change cancels and incorpor-
ates N JO 7210.780, Simultaneous Widely-Spaced
Parallel Operations, effective July 29, 2011.

J. 17-4-6. VOLCANIC ASH

This change provides guidance for establishing lines
of communication to verify and disseminate timely
and accurate information during and after a volcanic
eruption. This guidance is not all inclusive; it
establishes a baseline for preparedness and mitiga-
tion activities that must be accomplished to prevent
a catastrophic event. This change cancels and
incorporates N JO 7210.785, Volcanic Ash, effective
September 16, 2011.
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k. 17-5-5. STATIC COORDINATION

This change modifies the reporting dates specifically
clarifying when updates are required from field
facilities for Aviation System Performance Metrics
data in the Operational Information System. This
change cancels and incorporates N JO 7210.784,
Static Coordination, effective September 16, 2011.

|. 18-1-6. ISSUANCE OF CERTIFICATE
OF WAIVER OR AUTHORIZATION

This change adds the Air Traffic Organization as an
approving authority for a Certificate of Waiver or
Authorization for Unmanned Aircraft flight for up to
24 months.

m. 19-8-2. REQUESTING AUTHORITIES

This change replaces Airspace and Rules Manager
with System Operations Security as the office that has
jurisdiction over 14 CFR 99.7 Temporary Flight
Restrictions.

n. Appendix 2. Air Carrier Points of Contact
for Aircraft Identification Problems

This change updates the contact information for
Southwest Airlines.

0. Entire publication.

In compliance with FAA Order 1000.36, FAA
Writing Standards, the word “shall” is replaced with
“must” to ensure plain language standards are applied
(with few exceptions).

Now that Flight Service Stations (FSS) nationwide
are using modern automated operational systems,
there is no longer a need for identifying certain sites
as “automated.” Therefore, the term has been re-
moved from the publication.

p. Additional editorial/format changes were
made where necessary. Revision bars were not used
because of the insignificant nature of these
changes.

Explanation of Changes
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Part 1. BASIC
Chapter 1. General

Section 1. Introduction

1-1-1. PURPOSE OF THIS ORDER

This order provides instructions, standards, and
guidance for operating and managing air traffic
facilities.

a. Part 1 contains information generally applic-
able to two or more options.

b. Part 2, Part 3, and Part 4 prescribe instructions
unique to each discipline:

1. Air Route Traffic Control Centers (ARTCC).
2. Terminal Air Traffic Control Facilities.
3. Flight Service Stations.

c. Part 5 prescribes the instructions for traffic
management applicable to the David J. Hurley Air
Traffic Control System Command Center
(ATCSCC), center, and terminal facilities.

d. Part 6 is regulatory information concerning
waivers, authorizations, exemptions, and flight
restrictions.

e. Part 7 provides the overview concerning
System Operations Security, Strategic and Tactical
Operations, which are further delineated in FAAO
JO 7610.4, Special Operations. Part 7 explains Air
Traffic’s role in the security realm, military activities,
and other events which have impact on facilities and
the NAS.

1-1-2. AUDIENCE

This order applies to all ATO personnel and anyone
using ATO directives.

1-1-3. WHERE TO FIND THIS ORDER

This order is available on the FAA Web site at
http://faa.gov/air_traffic/publications and http://em-
ployees.faa.gov/tools_resources/orders_notices/.

Introduction

1-1-4. WHAT THIS ORDER CANCELS

FAA Order 7210.3W, Facility Operation and
Administration, dated February 11, 2010, and all
changes to it are canceled.

1-1-5. EXPLANATION OF CHANGES

The significant changes to this order are identified in
the Explanation of Changes page(s). It is advisable to
retain the page(s) throughout the duration of the basic
order.

1-1-6. SUBMISSION CUTOFF AND
EFFECTIVE DATES

This order and its changes are scheduled to be
published to coincide with AIRAC dates.

Publication Schedule
Basic or Cutoff Date for | Effective Date
Change Submission of Publication
JO 7210.3X 8/25/11 2/9/12
Change 1 2/9/12 7/26/12
Change 2 7/26/12 3/7/13
Change 3 3/7/13 8/22/13
JO 7210.3Y 8/22/13 2/6/14

1-1-7. DELIVERY DATES

If an FAA facility has not received the order/changes
at least 30 days before the above effective dates, the
facility must notify its service area office distribution
officer.

1-1-8. RECOMMENDATIONS FOR
PROCEDURAL CHANGES

Any recommended changes to this order must be
submitted to the Vice President, Mission Support
Services, Attn: ATC Procedures Office.

a. Personnel should submit recommended
changes in procedures to facility management.

1-1-1
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b. Recommendations from other sources should
be submitted through appropriate FAA, military, or
industry/user channels.

1-1-9. CONSTRAINTS GOVERNING
SUPPLEMENTS AND PROCEDURAL
DEVIATIONS

a. Exceptional or unusual requirements may
dictate procedural deviations or supplementary
procedures to this order. The written approval of the
Vice President of System Operations Services must
be obtained prior to issuing a supplemental or
procedural deviation to this order which decreases the
level, quality, or degree of service required by this
order.

b. Prior approval by the following appropriate
military headquarters is required for subsequent
interface with the Federal Aviation Administration
(FAA) if military operations or facilities are involved.
(See TBL 1-1-1.)

TBL I-1-1
Military Headquarters

Branch Address

U.S. Air Force HQ AFFSA/A3A
7919 Mid-America Blvd
Suite 300

Oklahoma City, OK 73135

Director

USAASA (MOAS-AS)

9325 Gunston Road

Suite N-319

Ft. Belvoir, VA 22060-5582

U.S. Army

U.S. Navy Department of the Navy
Chief of Naval Operations
(N885F)

2000 Navy Pentagon

Washington, DC 20350-2000

1-1-2
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1-1-10. SAFETY MANAGEMENT SYSTEM
(SMS)

Every employee is responsible to ensure the safety of
equipment and procedures used in the provision of
services within the National Airspace System (NAS).
Risk assessment techniques and mitigations, as
appropriate, are intended for implementation of any
planned safety significant changes within the NAS,
as directed by FAA Order 1100.161, Air Traffic
Safety Oversight. Direction regarding the Safety
Management System (SMS) and its application can
be found in the FAA Safety Management System
Manual and FAA Order 1100.161. The Safety
Management System will be implemented through a
period of transitional activities. (Additional informa-
tion pertaining to these requirements and processes
can be obtained by contacting the service area
offices.)

1-1-11. REFERENCES TO FAA NON-AIR
TRAFFIC ORGANIZATION

When references are made to regional office
organizations that are not part of the ATO (i.e.,
Communications Center, Flight Standards, Airport
offices, etc.), the facility should contact the FAA
region where the facility is physically located — not
the region where the facility’s Service Area office is
located.

1-1-12. DISTRIBUTION

This order is distributed to selected offices in
Washington headquarters, Service Area offices,
regional offices, the William J. Hughes Technical
Center, the Mike Monroney Aeronautical Center, all
air traffic field facilities, international aviation field
offices, and interested aviation public.

Introduction
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Section 2. Order Use

1-2-1. POLICY

This order prescribes information necessary to
effectively operate and administer air traffic service
facilities. When a conflict arises between its
provisions and those in other agency issuances,
supervisors must request clarification from their
respective En Route and Oceanic Operations Area,
Terminal Operations Area or Flight Services
Operations Area Office. In the event a conflict arises
between instructions in this order and the terms of a
labor union contract, supervisors must abide by the
contract.

1-2-2. ANNOTATIONS

Revised, new, or reprinted pages will be marked as
follows:

a. The change number and the effective date are
printed on each revised or additional page.

b. A reprinted page not requiring a change is
reprinted in its original form.

c. Bold vertical linesin the margin of the text mark
the location of substantive procedural, operational, or
policy changes, eg., when material affecting the
performance of duty is added, revised, or deleted.

d. Statements of fact of aprefatory or explanatory
nature relating to directive material are set forth as
notes.

e. If afacility has not received the order/changes
at least 30 days before the above effective dates, the
facility must notify its service area office distribution
officer.

1-2-3. WORD MEANINGS
As used in this order:

a. “Shall” or “must” means a procedure is
mandatory.

b. “Should” means a procedure is recommended.

c. “May” and “need not” mean a procedure is
optional.

d. “Will” indicates futurity, not a requirement for
application of a procedure.

Order Use

e. “Shall not” or “must not” means a procedureis
prohibited.

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

1-2-4. ABBREVIATIONS

As used in this order, the following abbreviations
have the meaningsindicated: (See TBL 1-2-1.)

TBL 1-2-1
ABBREVIATIONS

Abbreviation Meaning

AAR ........... Airport arrival rate

ACD ........... ARTS Color Displays

ACDO.......... Air Carrier Digtrict Office

ACE-IDS ....... ASOS Controller Equi pment—Information
Display System

ACID .......... Aircraft identification

ADC ........... Aerospace Defense Command

ADIZ .......... Air defense identification zone

ADL ........... Aggregate demand list

ADR ........... Airport departure rate

ADS-A ......... Automatic Dependant Surveillance-
Addressable

ADS-B......... Automatic Dependent Surveillance-
Broadcast

AIFD ........... Airport/Facility Directory

AFP............ Airspace Flow Program

AFRES ......... Air Forcereserve

AFTN .......... Aeronautical fixed telecommunications
network

AIDC .......... ATS Interfacility Data Communications

AIM ..o Aeronautical Information Manual

AIRAC ......... Aeronautical Information Regulation and
Control

AT ... Automated information transfer

ALD ........... Available landing distance

ALS ........... Approach light system

ALTRV ......... Altitude reservation

AMASS ........ Airport Movement Area Safety System

APREQ......... Approval request

ARFF .......... Airport rescue and fire fighting

ARINC ......... Aeronautical Radio, Inc.

ARO ........... Airport Reservations Office

ARP ........... Airport reference point

ARSR .......... Air route surveillance radar

1-2-1
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Abbreviation Meaning Abbreviation Meaning
ART ........... ATO Resource Tool CONUS ........ Continental/Contiguous/Conterminous
ARTCC......... Air route traffic control center United States
ARTS .......... Automated radar terminal system COO........... Chief Operating Officer
ASDE ... ... Airport surface detection equipment COTC .......... Computer operator terminal console
ASDE-X .. ... Airport Surface Detection Equipment System CPDLC......... Controller Pilot Data Link Communications
- Modd X CTRD .......... Certified Tower Radar Display
ASF............ Airport stream filters CTA ........... Controlled times of arrival
ASl ... Altimeter setting indicator CWA ........... Center weather advisory
ASOS .......... Automated Surface Observing System CWSU ......... ARTCC Weather Service Unit
ASP....... Arrival sequencing program DARC.......... Direct access radar channel
ASPM .......... Aviation System Performance Metrics DAS ........... Delay assignment
ASR ........... Airport surveillance radar DASI........... Digital altimeter setting indicator
AT ..o Air Traffic DCCWU ........ ATCSCC Weather Unit
ATA ... Air traffic assistant DEDS .......... Data entry display system
ATC ........... Air traffic control DF............. Direction finder
ATCAA ......... Air traffic control assigned airspace DME........... Distance measuring equipment
ATCRBS........ Air traffic control radar beacon system DOD ........... Department of Defense
ATCS .......... Air traffic control specialist DOE ........... Department of Energy
ATCSCC........ David J. Hurley Air Traffic Control System DOT ........... Department of Transportation
Command Center DP............. Instrument Departure Procedure
ATCT .......... Airport traffic control tower DRT ... Diversion Recovery Tool
ATIS ........... Automatic terminal information service D . Departure sequencing program
AM e A?r Traffi'c Manager : DTM ........... Digital terrain maps
ATO ........... Air Traffic Organlzail.on . VA Diverse vector area
ATOP .......... Qr%\g;%?de;echnol ogies and Oceanic DVRSN .. Diversion
ATREP .. Air Traffic representative E-MSAW ....... En Route Minimum Safe Altitude Warning
ATTS .......... Automated Terminal Tracking Systems BASL ..ot Existing automation service level
e . Aviation Weather Center EDCT .......... Expect departure clearance time
AWIS .......... Automated weather information service BFAS ... En route flight advisory service
AWOS.......... Automated Weather Observing System Bl Early Intent
BAASS......... Bigelow Aerospace Advanced Space Studies BT Emergency locator transmitter
- EOVM ......... Emergency obstruction video map
CA ............ Conflict alert -
AP Civil Alr Patrol EPIC ........... El Paso Intelllgenc.e Cen.ter
CARF .......... Central Altitude Reservation Function ERIDS ... En Route Informatl on Display System
CARTS Common ARTS ESL............ Emergency service level
— — - ESP............ En Route sequencing program
CAS ........... Civil Aviation Security
CCFP .......... Collaborative Convective Forecast Product PAA e Federal Aviation Administration
CCSD .......... Collaborative Constraint Situation Display FCA oo Flow Constrained Area
o Clesrance ddlivery FDEP .......... Flight data entry and printout
oM Collaborative decision making FDIO........... Flight data input/output
CDR ........... Coded Departure Route(s) FEA oo Flow Evaluation Area
ooR Confinuous Deta Recording FIAO........... Flight inspection area office
CERAP. .. ... Combined center/RAPCON LM e Front-L ine Manager
PR Code of Federdl Regulaions FOIA........... Freedom of information act
ac Controller—in—chaige FOUO.......... For Officia Use Only
CIRNOT .. ...... Circuit Notice AMRLLIRRLIRLLS Flight plan
coB Close of business FPL ............ Full performance level
FRD ........... Fixed Radial Distance

Order Use
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Abbreviation Meaning Abbreviation Meaning
FSA ... ... .. ... Flight schedule analyzer MEARTS ....... Micro En Route Automated Radar Tracking
FSDO .......... Flight Standards district office System
sL ... Full service level METAR ........ Aviation Routine Weather Report
Y Flight Schedule Monitor MIA ........... Minimum IFR altitude
Fss. ... .. . Flight service station MIAWS......... Medium Intensity Airport Weather System
= Flight watch MIT............ Miles-in-trail
A . Flight watch area MLS ........... Microwave landing system
FWCS.......... Flight watch control station MOA........... Military operations area
T Genoral aviation MOCA ......... Minimum obstruction clearance altitude
cCc Ground control MOU........... Memorandum of understanding
GDP ........... Ground delay program(s) MSL .o Mean sealevel
GENOT . General notice MTl............ Moving target indicator
o General iformation message MTR........... Military training route
Gs. Ground Stop(s) MVA ........... Minimum vectoring atitude
HIRL........... High intensity runway lights NAA .o National aeronautical association
aRPM Human Resource Policy Manual NADIN ......... National airspace data interchange network
IAFDOF ........ Inappropriate Altitude for Direction of Flight NAR ..o National Automation Request
ICAO .......... International Civil Aviation Organization NAS .o Nat? onal Airspace .‘o\/stem
ICR............ Integrated Collaborative Rerouting NASA e Egﬁﬂ?&fggg autics and Space
ICSS . Integrated communication center NASE .......... National Airway Systems Engineering
IDS............ Information Display System NAVAID ... Navigationa aid
PR e Instrument flight rules NCIC .......... National crime information center
IFSS ........... International flight service station NFDC . ... National Flight Data Center
s ............ Instrument |anding system NFDD ... Nationdl Flight Data Digest
INS............ Immigration and Naturalization Service NHOP National hurricane operations plan
AARSERRERERERES IFRMTR NM Nautical mile
ITWS ... Integrated Terminal Weather System NNCC.......... National Network Control Center
LAA ...t Local airport advisory NOAA ......... National Oceanic and Atmospheric
LAAS .......... Low dtitude alert system Administration
LADP .......... Local Airport Deicing Plan NOM........... National Operations Manager
LAHSO......... Land and hold short operations NORAD ........ North American Aerospace Defense
LAWRS ........ Limited aviation weather reporting station Command
Lc... ... Local control NOS ........... National Ocean Service
LLWAS ......... Low level wind shear alert system NOTAM ........ Notice to Airmen
LLWASNE ...... Low Level Wind Shear Alert System NRP ........... North American Route Program
Network Expansion NTML .......... National Traffic Management Log
LLWAS-RS ..... Low Level Wind Shear Alert System NTMO ......... National Traffic Management Officer
Rel ocation/Sustainment NTSB .......... National Transportation Safety Board
LLWS .......... Low Level Wind Shear NWS........... National Weather Service
LOA ........... Letter of agreement NWSOP ........ National winter storm operations plan
LOGT ... Log/tally print time OASIS ......... Operational and Supportability
MA ... Monitor alert Implementation System
MALS/RAIL ..... Medium approach light system and runway OM ............ Operations Manager
dignment indicator lights OPR ........... Office of primary responsibility
MAPPS......... Management Agsoci ation for Private os.... .. . Operations Supervisor
Photogrammetric Surveyors
- OSIC........... Operations Supervisor-in-Charge
MCl ... Mode C intruder
VDM Main display monitor P-ACP ......... Prearranged coordination procedures
MEA ........... Minimum en route IFR altitude AR .ol Precision approach radar
Order Use 1-2-3
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Abbreviation Meaning Abbreviation Meaning
PB............. Pilot briefing SWAP .......... Severe weather avoidance plan
PCS............ Power Conditioning System T&A ... ... Time and attendance
PDC ........... Pre-Departure Clearance TAC ........... Terminal areachart
PIC ............ Pilot-in-command TACAN......... Tactical air navigation aid
PIREPS......... Pilot reports TCA ........... Tactical Customer Advocate
POC ........... Point of Contact TCAS .......... Traffic aert collision and avoidance system
PVD ........... Planned view display TCOD .......... Tower cab digital display
QAR ........... Quality assurance review TDLS .......... Terminal Data Link System
RA ............ Radar Associate TDW........... Terminal display workstation
RAA .. ......... Remote Airport Advisory TDWR ......... Terminal Doppler weather radar
RADLO ........ Regional air defense liaison officer TEC ........... Tower en route control
RAIL........... Runway alignment indicator lights TELCON ....... Telephone Conference
RAIS........... Remote Airport Information Service TEL-TWEB ..... Telephone-transcribed weather broadcast
RAPCON ....... Radar approach contral facility (USAF) TERPS ......... Terminal instrument procedures
RATCF ......... Radar Air Traffic Control Facility associated TEMS ... Traffic Flow Management System
with the United States Navy TFR. ...t Temporary flight restriction
RCAG.......... Remote communications air ground facility TIBS........... Terminal information broadcast system
RCC ........... Rescue coordination center ™ ... ... ... Traffic management
RMT ........... Route Management Tool TMC ... Traffic management coordinator
ROC ........... Regional operations center T™MI .o Traffic management initiatives
ROG ........... Route Options Generation I™MU ........... Traffic management unit
ROT ........... Runway occupancy time TRACAB ....... Terminal radar approach control in tower cab
RSU ........... Runway supervisory unit TRACON ....... Terminal radar approach control
RVR ........... Runway visual range TRSA .......... Terminal Radar Service Area
RV ........... Runway visibility value TSD oo, Traffic situation display
SAA L Special activity airspace TWEB.......... Transcribed weather broadcast
SAMS.......... Special Use Airspace Management System = Unidentified flying object
SATCOM ....... Satellite Communication(s) UHF ........ ... Ultrahigh frequency
SAWS .......... Stand Alone Weather System uPT ........... User Preferred Trajectory
SE.....l Systems engjineer URET .......... User Request Evaluation Tool
SIA ... Status information area USAF .......... United States Air Force
SID ............ Standard Instrument Departure USN ........... United States Navy
SIGMET ........ Significant meteorological information utcC ........ ... Coordinated universa time
SMGCS. ........ Surface movement guidance and control VAR Volcanic activity report
sygem |
- VASl ........... Visual approach slope indicator
SMO ........... System Management Office -
VCE ........... V SCS/Console Equipment
SMR ........... Surface Movement Radar _
- VEARS......... V SCS Emergency Access Radio System
SOP............ Standard operating procedure - -
— VFR ........... Visud flight rules
SP .. Support Specialist(s) -
- - — VHF ........... Very high frequency
SPECI .......... Nonroutine (Special) Aviation Weather - - —
Report VMC........... Visual meteorological conditions
STARS ......... Standard terminal automation replacement VOR........... Omnidirectional VHF navigational aid
system VORTAC ....... Collocated VOR and TACAN navigational
STMC .......... Supervisor Traffic Management Coordinator ad
STMCIC ........ Supervisory Traffic Management VR ..o VFRMTR
Coordinator-in-Charge VSCS .......... Voice Switching and Control System
STMP .......... Special traffic management program VTABS......... Voice switching and control system training
SUA ... Specia use airspace and backup system
SVFR .......... Special visua flight rules WARP.......... Westher and Radar Processing
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Abbreviation Meaning
WC............ Weather coordinator
WFO........... Weather Forecast Office
WINGS......... Weather Information and Navigational
Graphics System

WMSCR ........ Weather Message Switching Center
Replacement

WSD........... Web Situation Display

WSO ........... Weather Service Office

WSP ........... Weather System Processor

Order Use
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Chapter 2. Administration of Facilities

Section 1.

2-1-1. INTERREGIONAL REQUIREMENTS

a. An air route traffic control center (ARTCC) is
responsible to an En Route and Oceanic Operations
Area Office. Terminal and Flight Services facilities
located within an ARTCC operational area must
comply with the En Route and Oceanic Operations
Area Office directives governing interfacility
operational requirements. Although these facilities
are not under its administrative jurisdiction, the En
Route and Oceanic Operations Area Office respons-
ible for the administration of the ARTCC must
provide these directives to the appropriate facilitiesin
ARTCC operational areas. These facilities must
coordinate directly on mutual procedural or
operational requirements.

b. When resolution of procedural or operational
problems is not possible or when the En Route and
Oceanic Operations Area Office directives are
incompatible with those published by the adminis-
tratively responsible area office, the facility must
notify its own Terminal Operations Area or Flight
Services Operations Area Office for resolution.

2-1-2. FACILITY STANDARD OPERATING
PROCEDURES DIRECTIVE

The air traffic manager must issue a Standard
Operating Procedures Directive. The directive must
specify, as a minimum, the required procedures for
maintaining a safe and efficient operation and the
jurisdictional boundaries for each operational
position/sector.

REFERENCE-
FAAO JO 7210.3, Para 4-1-1, Correspondence Sandards.

2-1-3. POSITION/SECTOR BINDERS

Air traffic managers must develop and maintain
binders for each position/sector within the facility. In
addition to the above, this must include a supervisor
position binder. The supervisor position binder
should address procedures which will enhance
controller performance in areas such as scanning,
coordination, use of proper phraseology, and

General
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proficiency/remedia training. The binders must
contain as a minimum, but not be limited to, the
information listed in the En Route, Terminal, Flight
Service Option Specific Guidelines. The binder must
contain information that is necessary for the safe and
efficient operation of each position/sector, including
examples and formats where appropriate. A copy of
each binder must be in alocation easily accessible by |
each position/sector. Data may be stored and
displayed via electronic means on Information
Display Systems (IDS) where available. Air traffic
managers in termina facilities may determine the
need for individual binders for associated/coordinat-
or positions.

2-1-4. REFERENCE FILES

Air traffic managers must maintain current sets of l
orders, facility directives, Letters of Agreement
(LOA), aeronautical charts, pertinent International
Civil Aviation Organization (ICAO) documents and
related publications so that they may be readily
available for operational use and study by facility
personnel. Also, the air traffic manager must l
maintain reference materials at appropriate work
areas. These materials must consist of pertinent [
directives, agreements, emergency and overdue
aircraft procedures, and a location listing of airports
within the area of responsibility including runway
alignment, lighting, surface, and length as a
minimum. Current telephone numbers of user
companies/organi zations identifying the source who
has the capability of contacting no radio (NORDO)
aircraft may aso be listed. Air traffic managers must l
determine the applicability of other materials to be
included.

NOTE-
The air traffic manager will ensure that the user list is kept
current.

2-1-5. RELEASE OF INFORMATION

a. It is FAA policy to make factual information
available to persons, properly and directly concerned,
except information held confidential for good cause.
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b. Except as provided in this and other FAA
orders, or when specificaly authorized to do so by the
Secretary of Transportation or the Administrator, no

| agency employee must release information from any
National Airspace System (NAS) database regarding
the position, altitude, heading, flight plan, origina-
tion or destination of a single aircraft (“Flight Track
Data’) upon the oral request of an individual outside
of the FAA.

| 1. No request for Flight Track Data must be
granted unlessit isfirst determined that the request is
being made in the interest of aviation safety or
efficiency, or for an officia purpose by a United
States Government agency or law enforcement
organization with respect to an ongoing investiga-
tion.

2. No Fight Track Data on aircraft conducting

military, law enforcement, presidential, or other

l sensitive flights must be released except as
operationally required to assist such flights.

3. Each request must be handled in the
following manner:

(&) The agency employee must positively
identify the requestor by name, organization or
affiliation, and point-of-contact (including a
telephone call-back number).

| (b) The agency employee must inquire about
the purpose of the request so as to determine whether
the request is being made in the interest of aviation
safety or efficiency, or for an official purpose.

(c) Except for requests received from any

United States Government agency or law enforce-

l ment organization, the agency employee must enter
into the facility Daily Record of Facility Operation,
FAA Form 7230-4, arecord of the request, including:

(1) The information obtained under sub-
paras b3(a) and b3(b) above; and

(2) A summary of any information
provided to the requestor, including the flight number
or registration number of the aircraft in question.

(d) For requests received from any United

States Government agency or law enforcement

organization, the only information entered into the

l local facility log must be that called for by

subpara b3(a) above, with a brief notation as to
whether the request was granted or not.
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4. If the request is from an individual and it is
determined that the request, if granted, would not
further aviation safety or efficiency, the employee
must deny the request and may inform the requester l
that information may be sought under the Freedom of
Information Act (FOIA). A FOIA request should be
filed in writing with the FOIA Officer, ARC-40,
800 Independence Avenue, S.W., Washington, DC
20591, or by email to 7-AWA-ARC-FOIA @faa.
gov.

5. If it cannot be ascertained whether the
purpose of the request, if from an individua, isin
furtherance of aviation safety or efficiency, or if from
a United States Government agency or law
enforcement organization, isfor an official purpose,
the agency employee must contact facility manage- l
ment for guidance. If local management is unable to
determine whether or not arequest should be granted,
the officia should contact the Quality Assurance
Investigator on—call in Washington headquarters. En
Route and Oceanic Operations, Terminal Operations,
and Flight Services Operations Area Offices may
elect to process after—hour requests through the
appropriate Service Area office Quality Assurance
on-call specialist.

2-1-6. CHECKING ACCURACY OF
PUBLISHED DATA

Air traffic managers and air traffic representatives
(ATREPs) mugt, upon receipt of official publications, l
review data pertaining to their facilities and areas of
concern to ensure accuracy and completeness. They
must also initiate corrections as required. [ |

2-1-7. AIR TRAFFIC SERVICE (ATS)
CONTINUITY

When a control tower must be shut down for any
reason, if at al possible, make anew ATIS broadcast
indicating that the tower is closed.

a. Fecilities must develop and maintain current [
operational plans and procedures to provide
continuity of required services during emergency
conditions; e.g., power failures, fire, flood, storm
damage and similar acts-of—God, civil disturbances,
personnel absenteeism due to epidemics, transporta-
tion stoppages, etc. The plans must include l
provisions for the continuity of services during
breakdown or maintenance shutdown of critical
system components. Emergency plans should
consider or provide for:
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1. The safest and fastest transition of air traffic
service responsihility to an operating facility.

2. Alternate means of providing radar service;
e.g., terminal controllers using an ARTCC radar
system in the center during aterminal radar outage.

3. LOA between contiguous centers, terminals,
and flight service stations providing a specific areato
be controlled and duties to be performed should a
facility be rendered inoperative or partialy handi-
capped due to a critical system component
breakdown or shutdown.

4. LOA between facilities concerning emer-
gency plans and military services.

5. Alternate means for notifying the appropriate
facilities when the plan is to be implemented.

6. A priority list for the restoration of the
telephone circuits at all ARTCCs and certain large
terminal facilities designated by the service area
offices. Provide the telephone office serving these
facilities with a duplicate of this priority restoration
list. Advise the telephone company that the list is
applicable only when widespread outages of FAA
circuits occur and when restoration would not be in
competition with other users. The OMIC or designee
must advise the telephone company that priority of
restoral is subject to change due to changing or
unusual circumstances

b. Contingency plans must be:
1. Posted in the facility operations quarters.
2. Reviewed annually and updated as required.
3. Included in facility training programs.

c. A copy of current ARTCCs operational plans
and revisions must be forwarded to System
Operations Security, Military Operations Security
and the ATCSCC.

2-1-8. HANDLING BOMB THREAT
INCIDENTS

Air Traffic facilities must establish procedures to
carry out their functions in accordance with
FAAO 1600.6, Physical Security Management
Program. The following provisions must be
incorporated into facility plans:

General
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a. All air traffic facilities must notify the |
respective regional operations center and other
appropriate Service Area office el ement when abomb
threat occurs.

b. All personnel in the facility will be advised
when a bomb threat has been received and of
pertinent information regarding the bomb threat.

c. Thedecision to evacuate afacility will be made
by the air traffic manager or his/her designee.

d. If thedecisionismadeto evacuate and air safety
is not a factor, immediately release nonessential
personnel, instruct aircraft to contact the appropriate
facility designated in the facility contingency plan,
advise adjacent facilities as appropriate (ARTCCs
should advise the ATCSCC of pending evacuation),
broadcast that the facility is being evacuated, and
evacuate the building.

e. If thedecisonis madeto evacuate and air safety
is a factor, immediately release nonessential
personnel, resolve traffic conflicts (aircraft on radar
vectors should be cleared to resume normal
navigation), instruct aircraft to contact the appropri-
ate facility designated in the facility contingency
plan, advise adjacent facilities (ARTCCs should
advise the ATCSCC), broadcast that the facility is
being evacuated, and evacuate the building as rapidly
as personnel can be released. The appropriate actions
should be accomplished quickly to minimize
personnel exposure. Further, the air traffic manager
or hig’her designee will determine which personnel
will remain on duty until the traffic situation is
resolved. Personnel designated to perform this
function normally will be selected from the
supervisory ranks or persons volunteering temporary
services. To be effective this action should be planned
in advance. There are various waysin which this can
be accomplished. One simple method is that at the
beginning of each watch, supervisors will plan their
watch coverage should the need to evacuate arise.

f. The evacuation plans will aso include recall
procedures.

g. Consideration should be given to establishing
an aternate site to provide limited flight service or
airport air traffic and approach control services.

h. During bomb threat situations, facility air
traffic managers or their designees should exercise
discretion regarding admittance of visitors to their
facilities.
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i. Facilities will take action to increase the security
whenever such action isfeasible. Measures to protect
administrative and operational areas and equipment
rooms should be taken. FAAO 1600.6, Physical
Security Management Program, provides additional
guidance for the protection of agency facilities,
installations, equipment, etc. Examples are:

1. Increase security forces and measures.

2. Ensure that facilities are kept tidy so that
out—of—place articles can be easily detected. This
concept should be emphasized to all personnel
including contractors and their employees.

3. Room or area monitors can be assigned to
“look over” the area at frequent intervals for
suspicious objects. Inthisregard, air traffic personnel
assigned temporary administrative duties would be
given building warden responsibilities.

REFERENCE-
FAAO JO 7210.3, Para 2-8-2, Medical Clearance Requirements.

4. Outside areas should be kept as neat as
possible. Landscaping should, if possible, be donein
amanner that will not enhance clandestine activities.

j- Although it is envisioned that the foregoing will
be accomplished within existing resources, planning
(including budgeting) should be initiated to establish
a secure environment.

k. Release information on bomb threat incidents
in accordance with the procedures established in
current directives. Where no applicable procedures
have been established, al information must be treated
as “For Official Use Only.”

2-1-9. HANDLING MANPADS INCIDENTS

a. Air traffic managers must coordinate with
federal, local, and other law enforcement agencies, as
needed, to develop notification and contingency
plans during athreat or attack from Man-Portable Air
Defense Systems (MANPADS).

b. Air traffic managers must establish procedures
to ensure the dissemination of level 2 or 3
MANPADS dertsvia ATIS and/or controller—to—pi-
lot transmissions. Report MANPADS threat/attack/
post—event activity until notified otherwise by FAA
national headquarters.

REFERENCE-

FAAQ JO 7110.65, Para 2—-9-3, Content.
FAAO JO 7110.65, Para 10-2-13, MANPADS Alert.
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2-1-10. AIRPORT EMERGENCY PLANS

a. Operational instructions covering airport emer-
gency service at airports served by an ATCT and/or
FSS must be issued by the air traffic manager (the
ATCT manager at airports with both facilities) in the
form of aLOA. Procedures and/or LOAsfor aerting
airport emergency equipment at other public-use
airports served by the ATCT and/or FSS must also be
developed, if deemed appropriate.

NOTE-

Facility managers or their designee should meet with
Airport Rescue and Fire Fighting (ARFF) personnel on
an annual basis to review the local airport emergency
service LOA and the effectiveness of local procedures.

REFERENCE-
FAA Advisory Circular AC 150/5210-7C, Aircraft Rescue and Fire
Fighting Communications.

b. Responsibility for the prompt dispatch of
equipment upon aert notice by the FAA ATCT or the
FSSs is the joint responsibility of the airport
management and the emergency equipment operator.
The amount of equipment and number of personnel
responding to the emergency will be determined by
the equipment operator and should be kept to the
minimum required. After receiving the alert and the
route to be taken, the personnel operating the
equipment are responsible for handling the emer—
gency.

c. Procedures for alerting airport emergency
equipment, including additional equipment which
may be located off the airport, must consist only of:

1. Stating the nature and the location of the
emergency by means of a signalling system; eg., a
siren and/or telephone. When required, the tower
must indicate the route to be taken by the emergency
equipment. FSSs must not specify such routes.

2. Specifying, when required, the category of
alert applicable to the emergency.

3. Initiating the alert when, in the opinion of any

of the following, a potential or actual emergency
exists:

(a) The FAA specialists on duty.
(b) Thepilot of the aircraft concerned.

(c) The operator of the aircraft or his/her
representative.

(d) A representative of the airport manage-
ment.
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d. Alert Phases: Operations personnel may
categorize local alerts if the category or phase
designations have been coordinated locally and
agreed to. It may be desirable for emergency
equipment to be alerted on a standby or ready basis
by use of atwo-phase or three—phase alert system,
but keep these actions as inconspicuous as possible
without impairing efficiency. A three-phase aert
may be set up as follows:

1. Alert I: Indicating an aircraft approaching
the airport is in minor difficulty; e.g., feathered
propeller, ail leak, etc. The emergency equipment and
crews would standby at the equipment house for
further instructions.

2. Alert Il: Indicating an aircraft approaching
the airport isin mgjor difficulty; e.g., engine on fire,
faulty landing gear, no hydraulic pressure, etc. This
could mean emergency equipment would proceed to
a predetermined location (end of runway, etc.) to
await development of the potential emergency.

3. Alert I11: Indicating an aircraft involved in
an accident on or near the airport and emergency
equipment should proceed immediately to the scene.

e. After alerting the emergency equipment, notify
only the local aircraft operator or hisher representat-
ive and the airport management.

NOTE-

Airport management is responsible for notifying other
agencies or personnel.

REFERENCE-

Advisory Circular AC 150/5210-7C, Airport Rescue and Fire Fighting
Communications.

2-1-11. EXPLOSIVES DETECTION K-9
TEAMS

At many of our magjor airports a program has been
established by the FAA and the Law Enforcement
Assistance Administration to make available an
explosives detection K-9 team. ATC facilities must
take the following actions should they receive an
aircraft request for the location of the nearest
explosives detection K-9 team:

a. Thefacility will relay the pilot's request to the
FAA Washington Operations Center, AEO-100,
telephone: commercial (202) 267-3333; ETN

General
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521-0111; or DSN 851-3750 providing the aircraft's
identification and position.

b. AEO-100 will provide the facility with the
nearest location. The facility will have AEO-100
standby while the information is relayed to the pilot.

c. After it has been determined that the aircraft
wishes to divert to the airport location provided, the
air traffic facility will ascertain estimated arrival time
and advise AEO-100. AEO-100 will then notify the
appropriate airport authority at the diversion airport.
In the event the K-9 team is not available at this
airport, AEO-100 will relay this information to the
air traffic facility providing them with the secondary
location. ATC will then relay this to the pilot
concerned for appropriate action.

2-1-12. INTERSECTION TAKEOFFS

Air traffic managers at ATCTs and at FSS facilities
that provide LAA will prepare an airport diagram
showing intersection takeoff information as follows:

a. Indicate the actual remaining runway length
from each intersection; round all actual measure-
ments “down” to the nearest 50-feet. Obtain
measurements from an authentic source and record
them on the diagram.

NOTE-

Some airports publish “ declared distances” for a
particular runway. These are published in the Airport
Facility Directory (A/FD) or the Aeronautical Informa-
tion Publication (AIP), and there is no requirement that
facility personnel be made aware of them. These distances
are a means of satisfying airport design criteria and are
intended to be used by pilots and/or operators for preflight
performance planning only. There are no special
markings, signage, or lighting associated with declared
distances, and they do not limit the actual runway
available for use by an aircraft. Therefore, they cannot be
used for any air traffic control purpose. If pilots inquire
about the existence of declared distances, refer themto the
A/FD or the AIP.

b. If the airport authority requests that certain
intersection takeoffs be denied, so indicate on the
diagram.

EXAMPLE-
/NO TKOFF/

c. Indicate any access points to a runway from
which an intersection takeoff may be made.
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2-1-13. AIRCRAFT IDENTIFICATION
PROBLEMS

To alleviate any potential misunderstandings of
aircraft identifications caused by duplicate, phonetic-
ally similar-sounding, or hard to distinguish
registration numbers or call signs operating in the
same area, facility managers must ensure that
operations supervisors report those occurrencesto a
facility officer and that the following actions be
taken.

a. Scheduled air carrier aircraft: When two or
more air carriers with duplicate flight numbers or
phonetically similar-sounding call signs operate
within 30 minutes of each other at the same airport
or within the same sector and cause an identification
problem on a recurring basis, request that the flight
identification numbers be changed by:

NOTE-

Recurrent situations would be aircraft proceeding
primarily the same direction through the same sectors
three or more times a week, at least two weeks out of four
consecutive weeks.

1. In the case of carrierslisted in Appendix 2,
Air Carrier Points of Contact for Aircraft Identifica-
tion Problems, contact the appropriate airline office
or officer.

2. If other than one of the carriers listed in
Appendix 2, contact the operator or the chief pilot of
the carrier concerned.

b. Military aircraft: Contact base operations of the
departure airport and request that action be taken to
have the flight identifications changed when
duplicate, phonetically similar, or hard to distinguish
call signs are causing aflight identification problem.
If additional assistance is required, immediately
advise the appropriate FAA liaison officer (HQ
ACC/DOF, HQ AMC/DOF, NORAD/ADC, HQ
AETC/XOS, HQ AFMC/DOF, HQ AFSPC/DOGH)
or the military representative assigned to the Service
Areaoffice.

c. Civil aircraft other than air carrier: Advise
System Operations Airspace and Aeronautical
Information Management, when two or more
designated call signs are found to be phonetically
similar or difficult to pronounce and are causing a
flight identification problem.
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d. Thedesignated facility officer must maintain a
record of actions taken and provide feedback to
operations supervisors. That record should include:

1. Date/time of occurrence.

2. Location (e.g., RUS VORTAC, sector 90,
Shannon Airport).

3. Cadll signsinvolved in the occurrence.
4. Date occurrence isreported by facility.
5. Office/person that facility contacted.

2-1-14. APPROACH CONTROL CEILING

The airspace ceiling of areas within which approach
control service is provided should not exceed
10,000 feet AGL. Exceptions require a staff study
and specific approva of the Vice President of System
Operations Services.

NOTE-

Although en route ATS is a center function, terminal
facilities may be expected to provide some en route
service. There are some areas in which a center may not
have adequate radar coverage or resources, and in these
areas it may be necessary to expand the terminal airspace
to provide service. Conversely, at locations with nonradar
approach control facilities, centers may have radar
coverage,and better service would be provided if some
approach control airspace is recalled to the center. At
certain locations, the center may be able to absorb all the
airspace of a nonradar approach control. The Area
Directors of En Route and Oceanic Operations and
Terminal Operations must weigh all factors and provide
optimum resolutions.

2-1-15. AUTHORIZATION FOR
SEPARATION SERVICES BY TOWERS

a. Nonapproach control towers, not equipped with
atower radar display, may be authorized to provide
appropriate separation between consecutive depar-
tures based upon time or diverging courses, and
between arrivals and departures, provided:

1. A LOA exists with the IFR facility having
control jurisdiction which authorizes the separation
responsibilities and prescribes the procedures to be
used;

2. The agreement has been approved by the
AreaDirector of Terminal Operations; and

3. There is no delegation of airspace to the
tower.
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b. Towers equipped with certified tower radar
displays (CTRD) may be authorized to provide
separation services in accordance with para 10-5-3,
Functional Use of Certified Tower Radar Displays.

c. An authorization for towers to provide
separation services other than those prescribed in
subparas a and b must be supported by a staff study
prepared by the authorizing facility or the Termina
Operations Service Area office which addresses at
least:

1. The proposed procedures.
2. Operationa benefits.
3. Operationa impact.

4. Why the IFR facility is unable to provide an
equal or superior level of service without the
delegation.

5. Improved services to users.
6. Additional radar training.

7. The measures taken to ensure that the local
controller’s ability to satisfy the FAA's air traffic
responsibilities regarding aircraft operating on the
runways or within the surface areais not impaired.

8. On-site spares, maintenance support/restora-
tion requirements.

9. Savings and/or additional costs.
10. The number of additiona people required.

d. The staff study must, following the Terminal
Operations Service Areareview and concurrence, be
forwarded to Terminal Services through System
Operations Planning, and System Safety and
Procedures for approval. System Operations Plan-
ning will coordinate with all affected Technical
Operations Services Area Service Directors prior to
finalizing their comments and recommendations.

2-1-16. BIRD HAZARDS

The air traffic manager of the ATCT must establish
procedures to:

a. Ensure that any reported bird strikes or trend
toward an increase in bird activity on or around the
airport served by the ATCT are reported to airport
management.
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b. Ensurethat coordination will be accomplished
with airport management for the possible issuance of
NOTAMswhen flocks of birds roost on the runways.

NOTE-
It isthe responsibility of airport management to issue any
such NOTAMs.

c. Participateinlocal bird hazard programs when
established by airport management.

2-1-17. PROHIBITED/RESTRICTED
AREAS

FAAO JO 7110.65, Air Traffic Control, prescribes
separation requirements from special use and ATC
assigned airspace. In recognition of the fact that
several prohibited/restricted areas are established for
security reasons or to contain hazardous activities not
directly involving aircraft operations, provision is
made for exempting these areas from vertical and
radar separation minima if the areas have been
identified by facility management. The intent in
prescribing separation requirements from specia use
and ATC assigned airspace is to establish a buffer
between nonparticipating aircraft and aircraft
operations inside special use or ATC assigned
airspace. As such, the buffer serves as an extra safety
margin in consideration of possible operational,
procedural, or equipment variances. Application of
the separation prescribed in FAAO JO 7110.65 is not
considered necessary whenever the prohibited/re-
stricted airspace does not contain aircraft operations
because these areas typically provide an interna
buffer based upon the exact type of activity taking
place. In making a determination to exempt specific
areas, air traffic facility managers must be guided by
the following:

a. Determine the exact nature of prohibited/re-
stricted area utilization through direct liaison with the
using agency.

b. Coordinate with the Service Area office during
the analysis of area utilization.

c. Thefollowing types of activity are examples of
restricted area utilization which often will not require
application of separation minima:

1. Explosives detonation.
2. Ground firing of various types.

3. Aircraft operations associated with the above
in a safety, observer, or command and control
capacity only; i.e, the aircraft isnot directly engaging
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in activity for which the airspace was designated and
is operating visua flight rules (VFR).

d. If area utilization varies between aircraft
operations and other types of activity as described
above, do not exempt the area from separation
reguirements unless a significant operational advant-
age can be obtained.

e. Restricted airspace with the same number but
different letter suffixes are considered to be separate
restricted areas. However, treat these types as one
restricted areafor the purpose of identifying areas for
exemption from separation requirements in order to
simplify application of separation minima unless a
significant operational advantage can be obtained.

2-1-18. WASHINGTON, DC, SPECIAL
FLIGHT RULES AREA (DC SFRA)/ATC
SECURITY SERVICES

ATC security services are designed to support the
national security mission of the FAA and other
agencies. A designated security services position has
arearesponsbility for the purpose of security service.
Such positions do not have airspace jurisdiction and
are not ATC operational positions for purposes
beyond the scope of this section, for example, transfer
of control, communications, point-out, etc.

a. The FLM/CIC must report all instances of loss
of radio communication, intermittent transponder or
transponder/Mode C failure, the inability to security
track aircraft, and other unusual IFR/VFR flight
information to the Domestic Events Network (DEN)
through the appropriate lines of communication.
Some examples are, but are not limited to; suspicious
activities, deviation from assigned course/altitude, or
other equipment malfunction that may cause an
aircraft to operate in an unexpected manner. Relay al
known information regarding the aircraft.

b. ATC Security Services Position: ATC Security
Services Position is responsible for providing ATC
security services as defined. This position does not
provide air traffic control IFR separation or VFR
flight following services, but is responsible for
providing security services in an area comprising
airspace assigned to one or more ATC operating
sectors and as such, normal airspace jurisdictional
constraints do not apply.

c. Facility manager must:
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1. Designate in a facility directive which
existing position(s) and frequencies will be utilized
to provide Security Services when required and the
transition procedures from the ATC operational
status to the Security Services Position.

2. Ensure that contingency plan parent and
support procedures are updated regarding operational
capability level (OCL) changes that affect Special
Security Areas.

NOTE-

The requirement to establish an ATC Security Services
Position in addition to ATC operating position does not by
itself congtitute a need for additional staffing nor is its
purposes intended to justify or deny facility staffing needs.

d. When the Security Services position and the
ATC Operating position are both staffed, detailed
position responsibilities must be defined in the
facility directive.

NOTE-

Airspace sectorization and the workload associated with
the normal use of that airspace may degrade the ability of
an ATC operation position to provide security services.
When this occurs, pilots must be held outside of the
security services area in accordance with FAAO JO
7110.65 para 9-2-1, Aircraft Carrying Dangerous
Materials, subpara b2.

1. When an ATC Security Services Position is
not separately staffed, the appropriate ATC operating
position responsible for that airspace will assume the
security service responsibilities.

2. Requests for ATC services to VFR aircraft
operating within the designated area to enter positive
controlled airspace must be issued by the appropriate
radar position in accordance with FAAO JO 7110.65,
Air Traffic Control, and other applicable directives.

e. Adjacent Airport Operations

1. Aircraft that will enter the designated
airspace after departing controlled airports within or
adjacent to security areas must be provided security
services by the appropriate ATC facility having
jurisdiction over the affected airspace. Procedures for
handling this situation must be covered in a L etter of
Agreement (LOA) or facility directive as appropriate.

2. Aircraft departing uncontrolled airports
within security areas must be handled using
procedures contained in a NOTAM or rule
designating the area where ATC security services are
required.
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2-1-19. AIRPORT TRAFFIC PATTERNS

a. The AreaDirectors of Terminal Operations are
the focal point to review traffic patterns. Traffic
patterns at airports without an operating control
tower should be established in accordance with
Advisory Circular, AC 90-66, Recommended
Standard Traffic Patterns and Practices for Aeronaut-
ical Operations at Airports without Operating
Control Towers.

b. FAAO JO 7400.2, Procedures for Handling
Airspace Matters, will be the source for handling
technical matters pertaining to the establishment or
the revision of traffic patterns.

2-1-20. OBSTACLE IDENTIFICATION
SURFACES, OBSTACLE FREE ZONES,
RUNWAY SAFETY AREAS, AND
CLEARWAYS

a. Facility air traffic managers must monitor
planned airport construction projects, work with the
regional airports office and the airport manager in
determining the need to modify any taxi routes
normally used, and request notification from the
airport manager when adequate signage and marking
are completed on the new/different taxi routes, while
ensuring that local procedures provide protected
airspace from adjacent, nonintersecting runways and
taxiways where simultaneous use could create
hazards for arriving and departing aircraft. These
procedures must be reviewed whenever new runways
or taxiways are programmed or whenever new/differ-
ent aircraft are scheduled to provide service to the
airport.

b. Ensure that aircraft on the ground do not
penetrate marked Obstacle Identification Surfaces,
Obstacle Free Zones, Runway Safety Areas, or
Clearways, or other airspace designed to provide
protection for departures and arrivals.

c. Atlocationswhere potential for conflict exists,
take action to rectify the situation by developing
guidelines to ensure that this airspace is not
penetrated by aircraft utilizing other runways or
taxiways. Proposed solutions should be developed in
conjunction with local airport authorities and
coordinated with appropriate FAA officesto confirm
their vaidity; e.g., Flight Standards and Airports.

General
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2-1-21. FACILITY IDENTIFICATION

a. Service Area Directors are the focal point to
review/approve requests for waivers for facility
identification changes in FAAO JO 7110.65, Air
Traffic Control, para2-4-19, Facility Identification,
subparas a, b, and ¢, and FAAO JO 7110.10, Flight
Services, para 14-1-14, Facility Identification,
subparasa, b, and c. If the waiver request is approved,
the Service Area Director must ensure that all
aeronautical publications are changed to reflect the
new identification, and that a Letter to Airmen is
published notifying the users of the change.

b. Service AreaDirectors must forward a copy of
the approval to System Operations Services.

2-1-22. DISPOSITION OF OBSOLETE
CHARTS

a. Obsolete charts may only be disposed of by
destroying, including recycling, or by giving to flight
schools and other training institutions where the
charts are to be used only for training in the
classroom. Under no circumstances should obsolete
charts be given to pilots or the general public,
regardless if they are marked obsolete or not.

b. There are hundreds of changes that appear on
each new edition of a chart. When pilots are given
obsolete charts they are not aware of critical changes
that have occurred. Further, the use of such a chart
could result in a Code of Federa Regulations (CFR)
violation or an accident which would have serious
legal implications for the agency.

2-1-23. OUTDOOR LASER
DEMONSTRATIONS

a. The Area Directors of Terminal Operations
Services are the focal point for reviewing/approving
requests for outdoor laser demonstrations.

b. FAAO JO 7400.2, Procedures for Handling
Airspace Matters, is the source for processing
outdoor laser demonstration requests.

2-1-24. COMBINE/RECOMBINE AN
ATCT/TRACON

Prior to consideration for any ATCT/TRACON to
combine or recombine, a detailed staff study will be
required from the facility explaining the benefit to the
agency and the customer. After the Terminal
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Operations Service Area office review, the staff study
must be forwarded to the Director of Terminal
Planning. A decision to combine or recombine an
ATCT/TRACON will require coordination with the
ATO Chief Operating Officer.

2-1-25. SUBMISSION OF AIR TRAFFIC
CONTROL ASSIGNED AIRSPACE (ATCAA)
DATA

Submit data on all ATCAAS used on a continuing/
constant basis, and any subsequent changes to the
ATCAA database to System Operations Security;
and System Operations Airspace and Aeronautical
Information Management for the purpose of updating
the Special Use Airspace Management System
(SAMS) and Aeronautical Information System.
Include the following as applicable:

a. An En Route and Oceanic Operations Area
Office transmittal memorandum containing a brief
overview of the ATCAA, and/or changes to, FAA
headquarters, System Operations Security; and
System Operations Airspace and Aeronautical
Information Management. Summarize the ATCAAS
or any amendments made to ATCAASs including
additional changes, etc.

b. A separate attachment that contains a descrip-
tion of the area to include latitude/longitude points,
boundaries, altitudes, times, controlling agency,
using agency, and any other relative information.

NOTE-

If only part of the description of an existing area is being
amended, the attachment should show just the changed
information rather than the full legal description.

c. A sectional aeronautical chart depicting the
final boundaries of the proposed area, including any
subdivisions.

d. Any other information that should be con-
sidered by FAA headquarters.

NOTE-

ATCAA descriptive data will normally be submitted
9 weeks prior to the requested/required airspace effective
date.

2-1-26. SUBMISSION OF SUA AND PAJA
FREQUENCY INFORMATION

The Aeronautical Information Services maintain a
national database of Specid Use Airspace (SUA) and
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Parachute Jump Area (PAJA) controlling sector
contact information. The database is used to publish
frequenciesfor pilots to obtain status information for
SUAs and PAJASs. Facility managers should ensure
that the following information is forwarded to
Aeronautical Information Services:

a. Contact frequencies for existing SUAs and
PAJAs within your area of jurisdiction.

b. Any changesto contact frequencies for existing
SUAs and PAJAs within your area of jurisdiction.

c. Contact frequencies for any new SUAS or
PAJAs within your area of jurisdiction.

2-1-27. REPORTING UNAUTHORIZED
LASER ILLUMINATION OF AIRCRAFT

All FAA Air Traffic Control facilities, Federal
Contract Towers and Flight Service Stations must
report unauthorized laser illumination incidents
through the Domestic Events Network (DEN),
providing the following information:

a. UTC date and time of event.

b. Call Sign, or aircraft registration number.
c. Type of aircraft.

d. Nearest mgjor city.

e. Altitude.

f. Location of event (e.g., latitude/longitude
and/or Fixed Radial Distance (FRD)).

g. Brief description of the event.

h. Any other pertinent information.

NOTE-

Facilities without direct access to the DEN must forward
the information through the overlying TRACON or
ARTCC facility.

REFERENCE-

FAAQ JO 7110.65, Para 2-9-3, Content

FAAO JO 7110.65, Para 10-2-14, Unauthorized Laser Illumination of
Aircraft,.

2-1-28. SUSPICIOUS AIRCRAFT/PILOT
ACTIVITIES

Facility air traffic managers must ensure that
processes are in place to direct prompt notification to
the DEN of any suspicious aircraft/pilot activities as
prescribed in FAA Order JO 7610.4, paragraph
7-3-1.
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2-1-29. REPORTING DEATH, ILLNESS, OR
OTHER PUBLIC HEALTH RISK ON BOARD
AIRCRAFT

a. When an air traffic control facility is advised of
a death, illness, and/or other public health risk, the
following information must be forwarded to the
DEN:

1. Cdl sign.

2. Number of suspected cases of illness on
board.

3. Nature of the illness or other public health
risk, if known.

4. Number of persons on board.
5. Number of deaths, if applicable.

6. Pilot’s intent (for example, continue to
destination or divert).

7. Any request for assistance (for example,
needing emergency medical services to meet the
aircraft at arrival).

NOTE-

1. If the ATC facility is not actively monitoring the DEN
or does not have a dedicated line to the DEN, they must
call into the DEN directly via (202) 493-4170.

2. Except in extraordinary circumstances, such as a
situation requiring ATC intervention, follow-on coordin-
ation regarding the incident will not involve ATC
frequencies.

Genera
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3. Theinitial report to a U.S ATC facility may be passed
froma prior ATC facility along the route of flight.

b. Once notification of an in—flight death, illness,
and/or other public health risk is provided by an ATC
facility, the DEN Air Traffic Security Coordinator
must ensure the Centers for Disease Control and
Prevention (CDC) Emergency Operations Center
(EOC) receives the following information:

1. Cdl sign.

2. Number of suspected cases of illness on
board.

3. Nature of the illness or other public health
risk, if known.

N

. Number of persons on board.

5. Number of deaths, if applicable.
6. Departure airport.

7. Arrival arport.

8. Estimated time of arrival.

©

Pilot’s intent (for example, continue to
destination or divert).

10. Any request for assistance (for example, a
need for emergency medical services to meet aircraft
at arrival).

REFERENCE-

FAAQO JO 7110.65, Para 10-2-19, REPORTING DEATH, ILLNESS OR
OTHER PUBLIC HEALTH RISK ON BOARD AIRCRAFT

2-1-1
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Section 2. Responsibilities

2-2-1. LEGAL LIABILITIES OF
PERSONNEL

a. Guidelines for representing Federal employees
named in tort claims are promulgated by the
Department of Justice (28 CFR Part 50).

b. When warranted, disciplinary action must be
taken without regard to possible adverse effects on
the FAA position in subsequent lawsuits, enforce-
ment proceedings, or similar actions.

c. In the case of an accident or incident resulting
in a National Transportation Safety Board (NTSB) or
a military investigation or hearing, it may be
necessary to delay disciplinary action until the
determination of the investigation or hearing. This is
done only to ensure that all facts are known before
final action is taken. The determination in such
investigations must not be used as a basis for
initiating disciplinary action.

2-2-2. JOB REQUIREMENTS

Each person must be familiar with the duties and
responsibilities of his/her own position, those of
his/her subordinates, if applicable, and to a limited
extent, with those of his/her immediate supervisor.
Each specialist, when designated, must supervise and
assist in training other specialists as appropriate.

2-2-3. POSITION RESPONSIBILITY

Air traffic managers must ensure that only one
certified air traffic controller is signed on and
responsible for each open position, to include
consolidated positions, at any given time. At the
ATCSCC, the national traffic management officer
(NTMO), national traffic management specialist—in—
charge (NTMSIC), and national traffic management
specialist (NTMS) work as a team in order to
accomplish the traffic management goals of an entire
operational area. Due to the management functional-
ity involved in overseeing the NAS, more than one
NTMO, NTMSIC, and/or NTMS can be signed on
and responsible for an open and/or consolidated
control position.

NOTE-
When a developmental and an instructor are both signed
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on at a position, the instructor is responsible for all
activity at that position.

2-2-4. DUTY FAMILIARIZATION AND THE
TRANSFER OF POSITION
RESPONSIBILITY

a. Air traffic managers must determine which
sectors or positions require “duty familiarization” for
each shift and must provide a facility directive which
specifies all sources of operational information
which must be read and/or discussed as a part of the
familiarization. Familiarizations should be sched-
uled within an 8-hour shift to the extent possible.

b. Air traffic managers must determine which
sectors or positions must maintain operational
continuity through a transfer of position responsibil-
ity and must:

1. Review each sector or position and provide a
tailored checklist which lists the equipment and the
operational conditions which are likely to be a factor
at that position.

(a) Items which should be included on the
checklist, if relevant, are:

(1) STATUS INFORMATION AREA/S.

(2) EQUIPMENT: NAVAIDs, Radar(s),
Radios, Automated Weather Observing Systems, etc.

(3) AIRPORT CONDITIONS/STATUS.

(4) AIRPORT ACTIVITIES; e.g., snow
removal, vehicles on runway, etc.

(5) ALTIMETER/TRENDS.
(6) WEATHER/TRENDS.
(7) FLOW CONTROL.

(8) SPECIAL ACTIVITIES; e.g., restric-
ted/warning areas in use, airshows, flight checks, new
procedures, etc.

9) SPECIAL INSTRUCTIONS/
RESTRICTIONS; e.g., due to adjacent position
training, nonstandard staffing/configuration, etc.

(10) STAFFING.
(11) TRAINING IN PROGRESS.

(12) VERBALLY STATE RUNWAY
STATUS; unavailable, closed, occupied.
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(13) PERTINENT OPERATIONAL
NOTAMs, UNLESS PREVIOUSLY COVERED.

NOTE-

Air traffic managers at facilities equipped with automated
NOTAM systems must designate those systems as the
primary source of NOTAM information.

(14) Non—-RVSM aircraft operations.

(15) COMMUNICATION STATUS and
TRAFFIC.

(b) The checklist for a specific position need
not include those items which are incorporated into
the Status Information Area/s used by that position.

(c) Status Information Area/s (SIA), when
available, must be the first item listed on the position
checklist.

(d) When traffic is included on the position
checklist, it must be the last item listed. When
relevant to the position, include the following
sub—items under the traffic heading so that they will
not be inadvertently overlooked:

(1) Special Activity Aircraft; e.g., aircraft
operating in a special use area/airspace, helicopters
on prescribed routes, etc.

(2) Point out aircraft.
(3) Holding aircraft.

(4) Primary targets with no associated
alphanumerics.

(5) Aircraft handed off but still in the
airspace.

(6) Aircraft released but not yet airborne.
(7) Nonradar operations.

(8) VFR advisory aircraft.

(9) Aircraft standing by for service.

(10) Coordination agreements with other
positions.

(11) Special problems, requests, or instruc-
tions.

(e) Air traffic managers may increase the
number of items and/or the level of detail of the
position relief checklists as they deem necessary.

2. To the extent possible, provide a SIA/s from
which specialists may obtain the operational
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information relevant to the position being worked.
The SIA/s may consist of a single or any combination
of informational sources where status information
can be recorded and displayed. These areas may
include, but not be limited to, facility/area/position
status boards, weather status boards, “hot item”
binders, clip board information sheets, and desig-
nated areas for written notes.

3. Designate, through a facility directive, the
position/s having responsibility for the accuracy of
the various items contained on the SIA/s. The
designated position/s should be the focal point for the
type of status information for which they are
responsible and, except for the accuracy of written
notes located at the position, should not be a
specialist having primary and direct responsibility
for the provision of service or separation to aircraft.

c. To the maximum extent practicable the position
relief briefing must be recorded.

d. Specialists manning the positions identified
under subpara 2-2-4b, requiring the maintenance of
operational continuity, must conduct a position relief
briefing in accordance with FAAO JO 7110.65, Air
Traffic Control, Appendix D, Standard Operating
Practice (SOP) for the Transfer of Position
Responsibility, or FAAO JO 7110.10, Flight
Services, para 1-3-3, Duty Familiarization and
Transfer of Position Responsibility.

e. Responsibilities:

1. The specialist being relieved must be
responsible for ensuring that any pertinent status
information of which he/she is aware is relayed to the
relieving specialist and is either:

(a) Accurately displayed on the SIA/s for
which he/she has responsibility, or

(b) Relayed to the position having the
responsibility for accurately displaying that status
information.

2. The relieving specialist must be responsible
for ensuring that any unresolved questions pertaining
to the operation of the position are resolved prior to
accepting responsibility for the position.

3. The relieving specialist and the specialist
being relieved must share equal responsibility for the
completeness and the accuracy of the position relief
briefing.
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NOTE-

The sharing of this responsibility means that the specialist
being relieved is obligated to provide a complete,
accurate briefing, and the relieving specialist is obligated
to ensure that a briefing takes place and is to his/her total
satisfaction.

4. The specialists engaged in a position relief
must conduct the relief process at the position being
relieved unless other procedures have been estab-
lished and authorized by the facility air traffic
manager.

2-2-5. OPERATING INITIALS

a. Specialists must be assigned two—letter operat-
ing initials to identify the employee for record
purposes. When all combinations of letters are
depleted, duplicate initials may be assigned to
personnel working in different areas of specializa-
tion.

b. Unless signatures are specifically requested,
use assigned operating initials for all operating
forms, interphone contacts, marking of recorder
tapes, and other records.

c. A current file of assigned initials must be
maintained.

2-2-6. SIGN IN/OUT AND ON/OFF
PROCEDURES

The following is applicable to all FAA air traffic
facilities, but does not apply to FAA contract
facilities.

Cru-X/ART is the official time and attendance
system for both signing in/out for a shift and on and
off positions, not paper logs nor Common
ARTS/HOST/NTML/FSS operational system or
other Agency or local programs. Facilities may use
Common ARTS/HOST/NTML/FSS operational sys-
tem to sign on positions for position preference
settings; however, these systems/programs must not
be used for official time and attendance nor position
times. Duplicate paper logs for sign in/out of the shift
and on and off positions must not be utilized during
normal daily operations.

a. FAA operations managers—in—charge (OMIC)/
front-line managers (FLM)/supervisory traffic man-
agement coordinators (STMC)/national operations
managers (NOM)/national traffic management of-
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ficers (NTMO)/controllers—in—charge (CIC) of the
watch are responsible for ensuring the accuracy of the
personnel log for time and attendance (T&A)
recording. T&A information must be entered into and
maintained within the ATO Resource Tool (ART)
system approved.

1. The facility air traffic manager must ensure
that procedures are in place so that operational
schedules are entered correctly into ART.

2. Employees must use ART to sign in and out
of their shifts.

(a) Sign in for a shift must be accomplished
no later than the shift assigned time unless the
OS/STMC/NTMO/CIC and/or OMIC has approved
leave at the start of the assigned shift. Sign in, using
the assigned shift start time, may occur up to 15
minutes before an employee’s assigned shift. Earning
of, and signing in for, Time Outside Shift time at the
beginning of an assigned shift must receive approval
by the OS/STMC/NTMO/CIC or OMIC prior to
earning or recording it into Cru—X/ART.

NOTE-

Shift/Core hour changes must be in accordance with local
and national policy. Earning Time Outside Shift
(overtime, credit hours, etc.) must be approved by the
OS/STMC/NTMO/CIC or OMIC prior to entering it into
Cru—-X/ART or working it.

(b) In situations where it is known in advance
that employees will not report to the facility, such as
when attending an all day meeting outside the facility,
facilities should enter the employee’s shift in the
schedule as an Other Duty Code.

(c) Sign out must be accomplished at the end
of an employee’s assigned shift. Sign out using the
assigned shift end time may be accomplished no
earlier than 15 minutes prior to the end of the shift, or
no later than 15 minutes after the end of the assigned
shift. Any Time Outside Shift at the end of an
assigned shift, or leave, must first receive
OS/STMC/NTMO/CIC or OMIC approval prior to
earning/using and recording such time in Cru X/ART.

3. The supervisor/CIC position relief briefing
check list must include:

(a) T&A status,
(b) Other Duties,

(¢) Time Outside Shift (TOS) requests/ap-
provals, and
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(d) Leave requests/approvals.

NOTE-

Upon signing on position the OMIC/FLM/STMC/NOM/
NTMO|CIC assumes full responsibility of all check list
items including those identified above.

4. It is the employee’s responsibility to notify
the OMIC/FLM/STMC/NOM/NTMO/CIC of the
watch of any changes to “Other Duty” shifts. For
example, an employee is outside of the facility on
another duty and requests a day of sick leave.

5. In the event of electronic system failure,
scheduled system outage, or facility evacuation, the
paper FAA Form 7230-10, “Position Log,” must be
used to indicate position responsibility. When the
ART system has been restored or the facility
reoccupied, the facility must ensure that all data
collected with the paper FAA Form 7230-10’s is
entered into ART. In instances where the data cannot
be entered into ART, the paper FAA Form 7230-10’s
must be retained in accordance with document
retention guidance.

b. The Cru—-X/ART electronic logs must be used
to indicate responsibility at all operational positions
and for supervisory traffic management coordinator—
in—charge (STMCIC), operations supervisor—in-
charge (OSIO), traffic management
coordinator—in—chamge (TMCIC), and CIC functions.
It is the responsibility of the relieved controller to
enter the correct change of position responsibility
time in Cru-X/ART. In situations where there is no
relieved controller, such as when opening a position,
the person opening the position is responsible for
entering the correct position time or notifying the
supervisor/STMC/CIC of the position opening time.
The supervisor/STMC/NTMO/CIC must then enter
that time into Cru-X/ART.

2-2-7. CIRNOT HANDLING

A CIRNOT initiated by WMSCR/NNCC must be
transmitted to all circuit users.

a. WMSCR/NNCC must maintain a record of all
CIRNOTs and forward a hard copy to FAA
Headquarters, Terminal Safety and Operations
Support by the most expeditious means available.

b. FSS air traffic managers must provide
CIRNOTs to the Terminal Operations Service Area
office and/or other field facilities upon request.
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c. CIRNOTs should be retained at the receiving
facility for 120 days.

NOTE-
The most expeditious means is transmitting the CIRNOT
via facsimile, telephone, mail, electronic mail, etc.

2-2-8. GENOT HANDLING

A GENOT initiated by headquarters ATO organiza-
tions, requiring distribution to air traffic facilities,
must be transmitted to all Service Area offices, Flight
Service Stations (FSS), and ARTCCs.

a. Terminal Operations Service Area office must
distribute GENOTs to the following using the most
expeditious means available:

1. FAA contract and non—-Federal towers.

2. FAA military ATREPS assigned to the
service area.

NOTE-
The most expeditious means is transmitting the GENOT
via facsimile, telephone, mail, electronic mail, etc.

b. The FSS must distribute the GENOT to all FAA
field facilities addressed, except ARTCCs, within
their designated areas as determined by the respective
Service Area office using the most expeditious means
available.

REFERENCE-
FAAOJO 7210.3, Para 2-2-8a2 Note.

c. Terminal Hub facilities distribute all GENOTs
in plain language format to all non-Federal and
contract ATCTs which are located within their Hub
Area. The GENOT must be distributed in the most
expeditious means available.

REFERENCE-
FAAOJO 7210.3, Para 2-2-8a2 Note.

d. Air traffic managers at all facilities must:

1. Disseminate GENOT information to con-
cerned facility personnel. The content of the message
will dictate the priority of the distribution.

2. Ensure that all employees with a need to
know are thoroughly briefed on the change prior to
performing their duties.

3. Ensure that the appropriate entry is made in
the employee’s Training and Proficiency Record,
Form 3120-1.
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2-2-9. PERSONNEL BRIEFINGS
REGARDING AIR TRAFFIC BULLETIN
ITEMS

The Air Traffic Bulletin isameans of communication
between headquarters and field facilities. It is
routinely published and distributed quarterly. In
addition, special issues are published and distributed
as necessary. It is not a directive, nor is it to
implement new procedures. Its intent is to transmit
“reminders” concerning proper application of
procedures and other instructions. To provide
continuity of communication, facility air traffic
managers must:

a. Ensurethat the facility ison the distribution list
for the Air Traffic Bulletin. Any corrections/addi-
tions/deletions should be directed thru the regional
distribution officer.

b. Ensure that Air Traffic Bulletin items with
operational/procedural impacts are verbally dis-
cussed/briefed with facility personnel. These brief-
ings must take place within 30 days after receipt of
the bulletin. Once the briefings are given, a notation
must be inserted in each individual’s FAA Form
3120-1, including the certification signature
provided by the staff specialist/supervisor and the
employee's initials.

1. The option/s for which abriefing is required
will be indicated by an asterisk followed by one or
more letter designators; i.e.:

(@ *T — Tower, combined tower/approach
control;

(b) *R - TRACON;

(c) *F - FSS;

(d) *E - ARTCC (En Route);
(€) *EF - ARTCC and FSS; etc.

2. The option/s for which briefings are
recommended but not required will follow the
option/s for which briefings are required, separated
by adlash; i.e, /*T/E, indicates that for the en route
option the briefing is recommended.

c. Solicit suggested Air Traffic Bulletin items,
having operational/procedural impact from facility
personnel at regular personnel or crew briefings,
evaluate and forward those considered appropriate
for Service Area office review. Service area offices

I must evaluate and forward to System Safety
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Procedures those proposals considered significant
and national in scope.

2-2-10. LAW ENFORCEMENT
INFORMATION

Law enforcement information; e.g., aircraft identific-
ation, flight schedules, flight operations, procedures,
aircraft lookouts, etc., is of great value to drug
traffickers and others attempting to circumvent the
law. Although law enforcement information is
normally unclassified, it is considered to be
inherently sensitive, of a confidential nature, and isto
be handled on a “For Officia Use Only” (FOUO)
basis. Facility air traffic managers must ensure that
such information is safeguarded from disclosure in
accordance with FAAO 1600.2, Safeguarding
Controls and Procedures for Classified National
Security Information and Sensitive Information,
whether the information is physically marked with
the FOUO term or not. “Safeguarded from
disclosure” includes precaution against oral disclos-
ure, prevention of visual access, and precaution
against unauthorized release, gratuitously or in
response to a specific request.

2-2-11. PERSONNEL BRIEFINGS
REGARDING ORDER CHANGES

Air traffic managers must ensure that facility air
traffic personnel are verbally briefed on changes to
FAAO JO 7110.65, Air Traffic Control, FAAO
JO 7210.3, Facility Operation and Administration,
and FAAO JO 7110.10, Hight Services, and other
appropriate directives, that have operational/proced-
ural significance.

2-2-12. SYSTEMS MANAGEMENT OF
VSCS EQUIPMENT

Air traffic facility managers must determine which l
VSCS console equipment (VCE) positions require
tailored checklists. The checklist must include as a
minimum, the configuration map in use and the
specific position eligibility/capability (classmark)
adapted to maintain operational continuity.

2-2-13. REPORTING EQUIPMENT
TROUBLE

Equipment trouble reports are normally delivered by
air traffic personnel to Technical Operations Control
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Center personnel in person or by telephone. Locally
developed procedures that are agreed to jointly by the
air traffic and Technical Operations managers may be
used for trouble reporting. In the absence of locally
developed procedures, the following must apply:
Trouble reports must specify the facility, sector and
position affected and include a brief description of the
problem. In addition:

a. For air/ground communications problems, the
frequency or frequencies affected must be specified.

EXAMPLE-
“ Atlanta Sector 66R side 123.4 no transmit.”

b. For air/ground communications problems, the
calling and the called locations must be specified.

EXAMPLE-
“ Seattle Sector 46D side hot line to Salt Lake City is not
working.”

2-2-14. FACILITY DIRECTIVES
REPOSITORY (FDR)

The Facility Directives Repository (FDR) provides a
centralized, automated web-based library for FAA
employeesto access al Letters of Agreement (LOA),
Standard Operating Procedures (SOP), and FAA
Facility Orders (FO) for Air Traffic Facilities
throughout the National Airspace System.

NOTE-
Directive information for Flight Service Stations (LOAS,
OPs, FOs) will only be required for those located in
Alaska.

a. The Vice President’s responsibility includes:

1. TheVice President for En Route and Oceanic
Services must develop processes within the service
unit to ensure repository entry functions are
discharged effectively.

2. The Vice President for Termina Services
must develop processes within the service unit to
ensure repository entry functions are discharged
effectively.

3. The Vice President for System Operations
Services must administer user functions and develop
processes within the service unit to ensure repository
entry functions are discharged effectively.

4. The Vice President for Operations Planning
Services must administer system functions, provide
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accessto the internet mirror site, and oversee the site
operation and maintenance.

5. The Vice President for Safety Services
oversees compliance.

b. Facility Managers must:

1. Ensure that current LOAS, SOPs and FOs are
posted to the repository site.

2. Ensurethat new and revised LOAS, SOPs and
FOs are posted to the repository site before the
effective date of the document.

3. Establish an internal administrative process
to ensure the posting, compl eteness, and accuracy of
their facility’s documents.

4. Ensure Classified, Contractor Propriety, and
For Official Use Only information, is removed or
excluded from posted documents.

5. Ensure that all outdated and cancelled
documents are removed from the FDR database.

c. District Managers must:

1. Assist in the posting of documents, required
in bl and 2 above, for facilities that do not have FAA
intranet access or automation capability.

2. Establish an administrative process to ensure
facility compliance.

3. Ensure Classified, Contractor Propriety, and
For Official Use Only information, is removed or
excluded from posted documents.

d. Safety/Quality Assurance Offices must ensure
facility compliance with posting LOAs, SOPs and
FOs in the repository site in facility evaluation
checklists.

e. Therepository databaseis an intranet site within
the FAA automation network firewall at https://loa.-
faa.gov.

1. Personnel with access to the FAA intranet
may view documents without the need for alog-in or
user account.

2. Personnel external to the firewall may view
documents on a mirrored internet site with
authorization by an FAA sponsor. Access to the
mirror site requires a User ID and password that are
valid for the period necessary to execute the
sponsored activity. Contact information and instruc-
tions are available on the internet site.

Responsibilities



2/9/12

3. Personnel responsible for maintaining the
facility’s documents must register with the site to
establish a user account.

4. A facility may have up to three user accounts.
User information is located in the user manual on the
site’'s homepage.

5. Facility/District managers are the approving
authority for user account privileges for their
facilities.

(&) Users must complete an electronic
registration page on the site to request access.

Responsibilities
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(b) The Facility/District manager will be
notified via an email message when a user makes a
request for account privileges. Approval must be
made via the automated privilege link.

(c) Userswill be natified of their approval by
e-mail.

(d) Direct problems or questions to the
facility point of contact identified on the facility
homepage in the repository.

2-2-7






2/9/12

JO 7210.3X

Section 3. Air Traffic Familiarization/Currency
Requirements for En Route/Terminal/Flight Service
Facilities

2-3-1. GENERAL

It must be the responsibility of the employees
identified in para2-3-2, Application, to adhereto the
reguirements of this section.

2-3-2. APPLICATION

a. Air traffic managers, assistant managers,
operations support managers, and support specialists,
who as a condition of employment are not required to
maintain currency, must maintain familiarity with
operating positionsto perform their required dutiesin
an efficient manner.

b. First-level supervisors (including facility
managers who also serve asfirst—level supervisors),
ATCSs, developmental specialists, and air traffic
assistants are required to maintain currency in order
to perform their duties.

2-3-3. REQUIREMENTS

a. Familiarization. As a minimum, non-opera
tional personnel (see application @ must observe
control room operations within their facility for
2 hours each week.

b. Currency. To maintain currency, personnel
must rotate through all positions on which they are
certified each calendar month. Additionally, they
must meet the following minimum time require-
ments on control positions or operational positions,
as appropriate, each calendar month:

1. First—level supervisors (including facility
managers who also serve asfirst—level supervisors),
and support specialists who are required to maintain
currency by their air traffic managers.

(a) Radar/tower control/operational posi-
tions (excluding the operational supervisor in charge
(OSIC) position): Four hours tower and four hours
radar. If certified in only one area of operation (tower
or radar), then atotal of eight hoursin that area.

(b) All other facilities: Eight hours in
control/operational positions (excluding the OSIC
position).

Air Traffic Familiarization/Currency Requirements for En Route/Terminal/Flight Service

Facilities

NOTE-

1. Although the OSIC position is an operational position,
time working as an OSC is not counted toward currency
time.

2. Time working Flight Data communications, Flight
Data, or Clearance Delivery positions does not count
towards currency requirements.

2. Supervisory traffic management coordinat-
ors not covered in subpara b3 and traffic management
coordinators are required to maintain currency and
must rotate through all positions on which they are l
certified each calendar month. Additionally, they
must work a minimum of eight hours per calendar [}
month on control positions.

3. Supervisory traffic management coordinat-
orsat al ARTCCsand at A80, N90, PCT, NCT, and
SCT are required to maintain currency and must
rotate through all positions within the Traffic
Management Unit (TMU) only. Additionally, they
must work a minimum of eight hours per calendar
month on these positions.

4. All other employees who are required to
maintain currency:

(a) Radar/tower control/operational posi-
tions: Eight hours tower and eight hours radar. If
certified in only one area of operation (tower or
radar), atotal of sixteen hoursin that area.

(b) All other facilities: sixteen hours in
control/operational positions.

5. ASR approach (where published): Three each
calendar quarter; one of which must be a no-gyro.
Radar simulation may be used to satisfy these
requirements.

2-3-4. DIFFERENTIAL

To qualify for currency differential asoutlined in the
Air Traffic Control Revitalization Act, personnel
must be certified and maintain currency on at least
two positions excluding clearance delivery and flight
data positions.

2-3-1
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Section 4. Hours of Duty

2-4-1. SERVICE HOURS

| ATC must be exercised and EFAS provided during

published hours of operation. Early opening or late
closing may be occasionally necessary to accommaod-
ate traffic which may otherwise divert or cancel its
operation because air traffic control is not available
at the airport. Good judgment, based on known or
observed traffic, must be exercised when deciding to
extend operating hours.

2-4-2. TIME STANDARDS

Use Coordinated Universal Time (UTC) in all
operational activities. The word “local” or the time
zone equivalent must be used to denote local when
local time is given during radio and telephone
communications. When written, a time zone
designator is used to indicate local time, e.g.,
“0205M” (Mountain). The local time may be based
on the 24-hour clock system. The day begins 0000
and ends 2359. The term “ZULU” may be used to
denote UTC. In general, operational forms will be
recorded in UTC and administrative forms recorded
in local time.

2-4-3. TIME CHECKS

a. Facilities without a direct coded time source
must, at 8-hour intervals, obtain an accurate time
check from ARTCC/s equipped with coded time
source or from any one of the following standard
frequency and time radio stations:

1. WWYV, Fort Collins, Colorado, on 2.5, 5, 10,
20, and 25 MHz, which broadcasts continuously
except 45 to 49 minutes after each hour. The
telephone number for WWYV is (303) 499-7111.

2. WWVH, Kekaha, Kauai, Hawaii, on 2.5, 5,
10, 15 and 20 MHz, which broadcasts continuously
except 15 to 19 minutes after each hour.

3. CHU, Ottawa, Canada, on 3.33, 7.34, and
14.670 MHz, which broadcasts continuously on all
frequencies.

4. U.S. Nava Observatory, Washington, D.C.,
telephone number (202) 762-1401.

Hours of Duty

b. Facilities are exempt from performing time
checksif they meet the following requirements:

1. Thefacility clocks are digital.

2. The clocks are tied to the direct coded time
source on the multi—channel recorder, any one of the
listed standard frequency and time radio stations or
other time generating device.

REFERENCE-

FAAO JO 6670.4, Maintenance of MultiChannel Recorder Equipment,
Chapter 4.

2-4-4, STATUS OF SERVICE

Part-time facilities must establish procedures for |

opening and closing their facilities. The procedures
must be coordinated with the facility having IFR
jurisdiction and must include, as a minimum, the
following:

a. Broadcast an announcement upon resuming/
terminating service on appropriate frequencies. This

broadcast must include, as a minimum, a statement l

that indicates ATC service and the airspace class of
service being resumed or terminated, e.g, “[Time]
Waukesha Tower isterminating Class Delta services
Class E/G Airspace now in effect.”

b. At locations where neither a tower nor FSS
continues service or the FSS does not have lighting
controls/approach aid monitoring capability, do the
following as appropriate:

1. Include, in the termination broadcast, the
status of the airport and essential components; e.g.,
Navigational Aids (NAVAIDSs), airport and approach
lighting, weather, NOTAMSs concerning NAS, and
field conditions.

2. If there is an approach procedure for the
airport, inform the facility having IFR jurisdiction of
the information determined appropriate in subpara
bl. Thisinformation need not be forwarded when the
sector controller advises no arriving traffic.

c. At the time of closure, the facility having IFR

jurisdiction must inform all inbound flights with l

which it has communications and which will use any
of the components associated with the airport of the
information received from the part-time facility.

2-4-1
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d. If acollocated FSS operates when the tower is
closed, pertinent flight data must be exchanged
before the tower opens/closes.

2-4-2 Hours of Duty
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Section 5. Watch Coverage-Flight Service Stations

2-5-1. BASIC WATCH SCHEDULES

a. Facility air traffic managers are responsible for
preparing watch schedules for their facilities. These
schedules must take into account normal traffic flow
thereby permitting the posting of a continuing
rotational schedule for an indefinite period of time.
Facility management is responsible for appropriate
consultation with local unions.

b. Facility air traffic managers must, to the
maximum extent possible, establish overlapping
shifts thereby providing an opportunity for personnel
to accomplish a majority of briefings without need
for overtime assignment.

c. Facility air traffic managers must ensure that air
traffic control specialists (ATCS) assigned to a
position of operation:

1. Do not work more than 6 consecutive days.
2. Do not work more than a 10-hour day.

3. Have an off-duty period of at least 8 hours
between watches.

2-5-2. DESIGNATING WATCH
SUPERVISION COVERAGE

a. Efficient air traffic services require supervision
of each watch regardless of the number of people
assigned.

b. At facilities where a specialist stands a watch
aone, responsibility for the overall operation of the
facility during the watch becomes a part of his/her
duties.

¢. When two or more specialists are on duty and no
supervisory personne are available (see Note), one
speciaist who is fully qualified and rated in the
assigned operational area must be designated by the
facility air traffic manager as CIC for that watch.
Specialists so designated may be required to perform
specialist duties in addition to those associated with
watch supervision. The CIC designation must be
rotated among qualified specialists. Persons so
designated perform the full range of duties associated
with watch supervision. Watch supervision by itself
does not justify a higher grade; i.e., the CIC does not
perform supervisory duties, such as:

Watch Coverage-Flight Service Stations

1. Evaluating employee performance.

2. Recommending selections, promotions,
awards, disciplinary actions, and separations.

3. Explaining and gaining support of employees
for management policies and goals.

4. Counseling employees on their performance
ratings.

5. Monitoring presidential aircraft movement.
NOTE-
A supervisor is considered available for watch
supervision when he/she is physically present in the
operational area and is able to performthe primary duties
of the supervisory function. If the supervisor |leaves the
operational area, or is engaged in an activity which may
interfere with or preclude the performance of watch
supervision duties, then a CIC must be designated.

2-5-3. AREA SUPERVISION

OSs primary function is the supervision of their area
and assistance to specialists. It is particularly
important that supervisors carefully monitor current
and anticipated sector activity to ensure that available
controller staffing is deployed at optimal efficiency.
M anagers/supervisors must be responsible for
managing the operational environment with a goal
toward eliminating distractions in the operational
environment. Managers must, to the extent practic-
able, avoid scheduling supervisors for nonoperation-
al duties during periods of known heavy traffic.

2-5-4. RELIEF PERIODS

a. Facility air traffic managers must use all |
available qualified personnel to provide relief
periods. First priority should be given to providing a
reasonable amount of time away from the position of
operation for meals. Additionally, time for such
things as briefings and training should be made by
rotating work assignments among qualified employ-
€es.

b. Supervisors in charge are responsible for
knowing the whereabouts of employees to ensure
their operational availability. Supervisors are also
responsible for ensuring that relief periods are
applied in such amanner asto maximize the usage of
personnel and to promote the efficiency of the

agency.

2-5-1
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c. Relief period, i.e., break, is defined by the
Comptroller General as being a “brief” rest period
that may be assigned by the agency. While no specific
timeframe is placed on the duration of relief periods,
supervisors and managers will be held accountable to
ensure that breaks are of a reasonable duration.

d. Supervisors must not condone or permit
individuals to deep while on duty. Any such instance
must be handled in accordance with Human Resource
Policy Manual (HRPM), Standards of Conduct.

2-5-5. OVERTIME DUTY

Facility air traffic managers must ensure that
overtime duty is equitably distributed among all
eligible employees who desire it. Retain overtime
duty records for 12 months.

2-5-6. HOLIDAY STAFFING

a. Facility air traffic managers must ensure that the
scheduled staffing is adjusted on holidays to alevel
consistent with the anticipated workload. Applica-
tion of this policy is not intended to result in a
standardized holiday staffing schedule for all
holidays. Holiday staffing schedules may vary for
individual holidays since the traffic in a particular
area cannot always be expected to be the same for
each holiday.

b. Prior to establishing work schedules for a
Federal holiday, facility air traffic managers must:

1. Consider the previous year’s traffic statistics
for each holiday.

2. Check, asappropriate, with local sources (Air
National Guard, USN, USAF Reserves, local flying
schools, fixed base operators, etc.) for information
concerning anticipated activity.

2-5-7. CONSOLIDATING POSITIONS

Assign personnel to positions as required by activity,
equipment, and facility function. Positions may be
consolidated in consideration of activity and the
qualifications of the personnel involved.

2-5-2
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2-5-8. SUPERVISORS HOURS OF DUTY

Hours of duty of facility air traffic managers and
administrative staffs should conform with the duty
hours of their respectice Service Area office.

2-5-9. FACILITY COMPLEMENTS

Facility air traffic managers will be currently
informed by the Service Area office of their
authorized facility personnel complements. The
authorized complement will always be the end-of-
year employment ceiling authorization. Circum-
stances may result in the establishment of a
complement different from that provided in workload
formulas.

2-5-10. CONTROLLER-IN-CHARGE (CIC)
TRAINING

a. Prior to being designated as CIC, specialists
must have been facility/area rated/certified for
6 months. The specialist must also have completed
an agency approved and established CIC training
course for the assigned option (i.e., En Route CIC,
Course 55072, Nationa Flight Service CIC, Course
55025, or Terminal CIC, Course 55073). The
Director of Flight Services Operations may issue a
facility waiver for the 6 months criteriawhere amore
immediate assignment is indicated. Upon receipt of
a waiver from the Director of Flight Services
Operations the facility manager can then issue
individual waiversto the 6 months requirement on a
case-by-casebasis. Waivers to facilities will be for
1 year with renewals based on the result of ayearly
evaluation by the region.

b. Specidlists that have completed the CIC course,
who have performed CIC duties, and who
subsequently transfer to another facility must be
required to complete those portions of the course that
are specific to the new facility before assuming CIC
duties. They must not be required to fulfill the 6
months experience requirement at the new facility.

¢. Upon completion of the CIC course, record an
entry noting this in the specialist’'s Training and
Proficiency Record, FAA Form 3120-1, section 3, or
TRAX, Automated Training Record.

Watch Coverage-Flight Service Stations



2/9/12

JO 7210.3X

Section 6. Watch Supervision-Terminal/En Route

2-6-1. WATCH SUPERVISION

a. Watch supervision requires maintaining situ-
ational awareness (defined below) of traffic activity
and operational conditionsin order to provide timely
assistance to specialists and that ensure available
resources are deployed for optimal efficiency. Watch
supervision may be performed by a manager,
supervisor, or controller-in—-charge (CIC). The
objectives and tasks of watch supervision must be
specified in afacility directive, which is focused on
operational requirements. The directive must specify,
as a minimum, the required tasks for maintaining a
safe and efficient operation. These tasks must
include, but are not limited to:

1. The requirement to provide guidance and
goals for the shift.

2. Monitoring/managing traffic volume/flow.
Position assignments.
Position relief.

Training assignments.

o 0~ w

Processing leave requests (e.g., leave approv-
al).

7. Configuring/monitoring/reporting equip-
ment status.

8. Data collection and reporting.

9. Monitoring presidential aircraft and report-
ing security requirements.

10. Situational awareness is defined as a
continuous extraction of environmenta information,
integration of this information with previous
knowledge to form a coherent mental picture, and the
use of that picturein directing further perception and
anticipating future events. Simply put, situational
awareness means knowing what is going on around
you.

11. Management of the operational environ-
ment with a goal toward eliminating distractions.

12. Administrative duties must not be accom-
plished to the detriment of any operational duty.

NOTE-
Individuals medically disqualified or taking medically

B disqualifying substances must not be assigned watch

Watch Supervision-Terminal/En Route

supervision duties, in accordance with para 2-8-6,
Restricted Drugs.

b. In the role of watch supervision, a CIC must
perform these duties in accordance with management
direction, with the following exceptions:

1. Evaluating and counseling employees on
their performance.

2. Recommending selections, promotions,
awards, disciplinary actions, and separations.

3. Site Coordinator for drug or acohol testing.

NOTE-
On-the-spotcorrections are not considered an evaluation
of performance and are required as part of CIC duties.

2-6-2. WATCH SUPERVISION
ASSIGNMENTS

a. Efficient air traffic services require watch
supervision regardless of the number of people
assigned. Facilities must establish local procedures
for watch supervision assignments.

b. Where authorized, when two or more opera-
tions managers are assigned to the shift, one must be
designated as the Operations Manager in Charge
(OMIC). The OMIC is responsible for the
day-to—day, shift by shift, management of the control
room operation.

c. When two or more supervisory traffic manage-
ment coordinators (STMC) are on duty, one must be
assigned as supervisory traffic management coordin-
ator-in—chage (STMCIC).

d. When two or more operations supervisory
personnel are on duty in an operational area (for
example, radar room, tower, ARTCC area, €tc.), one
must be assigned asin charge.

NOTE-

These “in charge” personnel may be called OSC, front
line manager-in-charge (FLMIC), or other names
designated by the facility manager.

e. When two or more specialists are on duty and no
supervisory personnel are available, one specialist
who is fully qualified and rated in the assigned
operational area must be designated as CIC to
perform the watch supervision duties.

NOTE-
In combined radar/tower facilities, when there's a tower

2-6-1
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CIC and TRACON CIC, one must be designated as the
overall controller—in-chage (OCIC).

f. At facilities where a specialist stands a watch
alone, the responsibility for watch supervision
becomes part of his/her duties.

g. Personnel performing watch supervision duties
may be required to perform operational duties in
addition to watch supervision duties. The perform-
ance of operational duties should be done on alimited
basis such as during periods of low activity.

h. Anindividua is considered available for watch
supervision when he/she is physically present in the
operational area and is able to perform the primary
duties of the function. If the supervisor/CIC |leaves
the operational area or isengaged inan activity which
will interfere with or preclude the performance of
watch supervision duties, then another qualified
individual must be designated to supervise the watch.

2-6-3. CONTROLLER-IN-CHARGE (CIC)
DESIGNATION

a. Prior to being designated as a CIC, specidlists
must meet the following prerequisites:

1. Have been certified for 6 months in the
area/facility CIC duties to be performed. (The
Director of En Route and Oceanic Operations Area
Office or Termina Operations Service Area Office
may issue a facility waiver for the 6 month
requirement where a more immediate assignment is
needed. Waivers to facilities will be for 1 year, with
renewal s based on the result of ayearly evaluation by
the area office director.)

2. Beoperationally current.

3. Be selected by the air traffic manager or
his’her designee.

4, Successfully complete CIC training.

b. Specialists who have been designated asa CIC
and subsequently transfer to another facility are not
required to fulfill the requirement of subpara2-6-3al
at the new facility; however, they must meet al other
prerequisites.

NOTE-

In combined radar/tower facilities, specialists who are
certified in the tower cab may be designated as CIC in the
tower, provided all of the above prerequisites are met.

2-6-2
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2-6-4. CONTROLLER-IN-CHARGE (CIC)
SELECTION PROCESS

a. All digible employees who meet the prerequis-
ites of subparas 2-6-3al and 2 must be considered for [}
selection as CIC. Air traffic managers, when
determining facility requirements for CICs, must [
consider the following:

1. Facility operational needs.
2. Scheduling concerns.

3. Staffing concerns.

4. Special events.

5. Other issues.

b. When facility requirements are established, air
traffic managers may designate a panel to forward
recommendations for CIC candidates to the
designated selecting official. A facility may have one
recommendation panel for each area of speciaiza
tion.

¢. The recommendation panel must consider the
following knowledge, skills, and abilities (KSA) in
reviewing each candidate. These KSAs must include [
but are not limited to:

1. Problem solving and analytical ability.
Planning and organizing.
Decisiveness.

Judgement.

Communication skill.

o 0k~ w N

Interpersonal skill.

d. The recommendation panel must forward its
recommendations to the air traffic manager or his/her
designee. Written feedback must be provided to the [}
selecting official for all candidates not recommended
including dissenting opinions.

e. Candidates who are not selected to be a CIC,
upon request, must be advised of the reasons for [
nonselection. If applicable, specific areas the
employee needs to improve must be identified.
Employees may request assistance from their
immediate supervisor in developing options to
improve the identified areas.

2-6-5. CONSOLIDATING POSITIONS

a. Assign personnel to positions as required by
activity, equipment, and facility function. Positions

Watch Supervision-Terminal/En Route
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may be consolidated in consideration of activity and
the qualifications of the personnel involved.

b. To the extent staffing resources permit, and
where the position is established, the tower associate
(local assist) position must be staffed. This position
is considered essential to the operational integrity and
safety levels required to minimize the potential for
surface errors and land-over incidents. Nonlocal
control functions must not be consolidated/combined
at the local control position except during periods of
significantly reduced traffic levels.

¢. When conducting line up and wait (LUAW)
operations, local control position must not be
consolidated/combined with any other non-local
control position.

REFERENCE-
FAAO JO 7210.3, Para 10-3-8, Line Up and Wait (LUAW) Operations

2-6-6. RELIEF PERIODS

a. Personnel performing watch supervision duties
are responsible for ensuring that breaks are
administered in an equitable manner and applied so
asto promote the efficiency of the agency. They are
also responsible for ensuring that breaks are of a
reasonabl e duration.

b. Personnel performing watch supervision duties
are responsible for knowing the whereabouts of
employees to ensure their availability for position
assignments.

c. Personnel performing watch supervision duties
must not condone or permit individuals to sleep
during any period duties are assigned. Any such
instance must be handled in accordance with
applicable Agency policy and the applicable
collective bargaining agreement.

2-6-7. BASIC WATCH SCHEDULE

a. Facility watch schedules must take into account
normal traffic flow, thereby permitting the posting of
a continuing schedule for an indefinite period of time.
Facility management is responsible for ensuring
watch schedules are in accordance with collective
bargaining agreements.

b. Air traffic control specialists whose primary
duties are those directly related to the control and
separation of aircraft must meet the following
criteria:

Watch Supervision-Terminal/En Route
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1. Do not work more than 10 operational hours
in a shift.

2. Hours worked before a shift, whether
operational or not, will count as operational hours.

3. All work beyond 10 hours must be
nonoperational.

4. Have at least an 8-hour break from the time
work ends to the start of any subsequent shift.

5. Have an off-duty period of at least 12 hours
following a midnight shift. (A midnight shift is
defined as a shift in which the majority of hours are
worked between 10 p.m. and 8 am.)

6. Do not work more than six shifts without
taking aregular day off.

7. Authorized leave, compensatory time used,
and credit hours used are considered hours of work.

8. These criteria apply to shift adjustments,
including the exchange of shifts and/or days off and
the change of shifts and/or days off.

2-6-8. OVERTIME DUTY

Facility air traffic managers must ensure that
overtime duty is equitably distributed among all
eligible employees who desire it. Retain overtime
duty records for 12 months.

2-6-9. HOLIDAY STAFFING

a. Facility Air Traffic Managers must ensure that
the scheduled staffing is adjusted on holidays to a
level consistent with the anticipated workload.
Application of thispolicy is not intended to result in
a standardized holiday staffing schedule for all
holidays. Holiday staffing schedules may vary for
individual holidays since the traffic in a particular
area cannot always be expected to be the same for
each holiday.

b. Prior to establishing work schedules for a
Federal holiday, facility air traffic managers must:

1. Consider the previous year’s traffic statistics
for each holiday.

2. Check, asappropriate, with local sources (Air
National Guard, USN, USAF Reserves, local flying
schooals, fixed base operators, etc.), for information
concerning anticipated activity.

2-6-3
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2-6-10. ADMINISTRATIVE HOURS OF
DUTY

Hours of duty of facility air traffic managers and
administrative staffs should conform with the duty
hours of their respective service area office.

2-6-11. FACILITY COMPLEMENTS

Facility air traffic managers will be currently
informed by the service area office of their authorized
facility personnel complements. The authorized
complement will always be the end-of-year
employment ceiling authorization. Circumstances
may result in the establishment of a complement
different from that provided in workload formulas.

2-6-12. CONSOLIDATING
TOWER/TRACON FUNCTIONS

a. At facilities where both tower and radar/non-

2-6-4
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radar approach control services are provided, the air
traffic manager must ensure, to the maximum extent
possible, that these functions are not consolidated
unless unforeseen circumstances or emergency
situations arise which would preclude compliance
with this paragraph.

b. During midwatch operations (between 2230
and 0630 local time), when traffic is very light, all
functions may be consolidated for short meal or
physiological breaks.

c. At facilities with a tower only operation and
staffing of only one Certified Professional Controller
(CPC), coordination must be accomplished with the
facility providing radar/nonradar approach control
services to the airport before the CPC can leave the
operational quarters for physiological breaks. This
should only be done during periods of light to zero
traffic.

Watch Supervision-Terminal/En Route
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Section 7. Appearance and Security

2-7-1. PERSONNEL APPEARANCE

Personnel must maintain a neat, clean, businesslike
appearance during working hours. Personal groom-
ing and clothing must be appropriate to the conduct
of Government business.

2-7-2. QUARTERS APPEARANCE

The appearance of each air traffic facility must reflect
the high standards of the agency at al times. Facility
air traffic managers must ensure that adequate
janitorial services are provided.

2-7-3. BULLETIN BOARDS

Air traffic bulletin boards should only display
material authorized by the facility air traffic manager
or his/her designee.

2-7-4. FOOD AND BEVERAGES

Food and beverages may be permitted in the
operating quarters at the discretion of the facility air
traffic manager.

2-7-5. FACILITY SECURITY

a. Facility air traffic managers are responsible for
the security of operating quarters and must use
appropriate agency directives for guidance in
maintaining this security. This is not applicable to
pilot briefing areas in flight service stations except
when the FSSis collocated with an ARTCC.

b. When an ARTCC and a FSS are collocated, a
LOA must be implemented to define the respective
areas of security responsibility assigned to each
facility.

REFERENCE-
FAAO JO 7210.3, Subpara 4-3-2e, Appropriate Subjects.

c. Facility air traffic managers must determine that
adequate locks or other suitable devices areinstalled
and operated so as to ensure security control over
access to operating quarters.

d. In no case must ARTCC buildings be used as
public fallout shelters.

Appearance and Security

2-7-6. SUSPICIOUS ACTIVITIES

FAA personnel must report suspicious activities to
the nearest law enforcement agency, FBI, airport
manager, aircraft operator, or any combination
thereof as appropriate. These activities include, but
are not limited to, unauthorized use of aircraft,
tampering with aircraft or other property around
airports or FAA facilities, placing packages or other
objects in unusual locations, and performing in a
manner that is suspect of malice. Do not attempt to
delay, detain, or question suspects, but do attempt to
keep the person or persons under surveillance until
law enforcement representatives arrive.

2-7-7. COOPERATION WITH LAW
ENFORCEMENT AGENCIES

a. FAA personnel must cooperate in every
reasonable way with law enforcement agencies.
Theft of aircraft and use of aircraft for illegal
purposes have complicated the task of the Federal law
enforcement agencies. The FBI, the U.S. Customs
Service, and the INS have requested the FAA to assist
them by furnishing information of suspicious
activities regarding use of aircraft.

b. Any inquires from airport managers, aircraft
owners or othersto initiate an alert message must be
directed to the El Paso Intelligence Center (EPIC).
EPIC is interfaced with the National Crime
Information Center (NCIC), which gives them access
to any stolen aircraft report entered by law
enforcement agencies. FAA facilities must not
volunteer to relay this information to EPIC.
Assistance must be limited to providing EPIC phone |
number(s) COMM (915) 564-2220, or advising the
inquiring party to go through normal law enforce-
ment channels.

2-7-8. FACILITY VISITORS

a. Personsinterested in the services and facilities
provided by air traffic should be encouraged to visit
facilities for familiarization. The facility air traffic
manager or a designated representative may
authorize these visits if:

1. The presence of visitors does not interfere
with the operation of the facility.

2-7-1
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2. Thereisno breach of security directives. 2-7-9. SECURITY OF JOINT-USE RADAR

3. Personnel are or will be available to conduct DATA

an escorted tour. Personnel involved in ajoint—use radar environment

| b Foreign nationa visits must be handled in must be familiar with the provisions of directives [}
accordance with current directives. concerning the security of joint—use radar.

2-7-2 Appearance and Security
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Section 8. Medical

2-8-1. GENERAL

The following explains methods and procedures for
ensuring that employees engaged in the actual control
of air traffic meet the medical requirements of the
Office of Personnel and Management Qualification
Standards as outlined by FAAO 3930.3, Air Traffic
Control Speciaist Hedlth Program, and Title 14 CFR
Part 65 and Part 67. The Regional Flight
Surgeon/Assistant Regional Flight Surgeon (herein-
after referred to as Flight Surgeon) will perform
required examinations or review reports of medical
examinations and ancillary tests to make a
determination as to whether medica requirements
are met. Supervisors should obtain the medical
opinion of the Flight Surgeon concerning any
employee whose medical condition appears ques-
tionable; details of the problem should be presented
to the Flight Surgeon for an evaluation and
determination in accordance with FAAO 3930.3.

2-8-2. MEDICAL CLEARANCE
REQUIREMENTS

a. Personnel actively engaged in the separation
and control of air traffic, including Traffic
Management Coordinators (TMCs) must possess a
current medical clearance. ATCSs assigned to FSSs
in Alaskaare also required to be evaluated under and
meet the requirements of FAAO 3930.3.

b. If thefacility air traffic manager determines that
the permanent staff/support specialist (SP) must be
operationally qualified, then the employee must
possess a current medical clearance.

¢. Employeeswho do not engagein ATC need not
be medically cleared; however, if any employee is
required to infrequently operate a control position,
they must possess a current medical clearance.

d. The Flight Surgeon in consultation with facility
officials may make a determination that although
medical requirements are met, an ATCS should be
temporarily restricted from actual ATC duties. An
employee temporarily prohibited from ATC duties
because of required medication or other questionable
medical status may be assignhed to temporary
administrative duties dependent upon availability of

Medical

productive work and the capahility of the employee
to do the work.

e. Employees who possess a current medical
clearance are responsible to comply with all
restrictions, limitations, or cancellations of the
certificate applicable to the performance of ATC
duties.

2-8-3. SPECIAL MEDICAL EVALUATIONS

In some cases, the Flight Surgeon may require
additional medical information to determine if the
medical requirements are met and will provide
information to facility officials to arrange appoint-
ments for special medical evaluations. Results of
these evaluations will be forwarded to the Flight
Surgeon by the consultant physician.

2-8-4. SPECIAL CONSIDERATION

a. Personnel required to possess a current medical
clearance may be granted specia consideration if at
any time it is determined that medical requirements
are not met. Each case must be considered on an [
individual basis. The Flight Surgeon in coordination
with the Service Area Director will make a
determination on which management officials may
base administrative action.

b. The Service Area Director must document all [
special consideration determinations and forward
copies to System Operations and Safety, System
Safety and Procedures.

2-8-5. USE OF DRUGS AND SEDATIVES

The following policy must apply in regard to the use l
of drugs and sedatives:

a. Personnel may be assigned to their regular
positions of operation within ARTCCs, termina
facilities, FSSs, even though they are taking |
innocuous medication, such as aspirin derivatives,
vitamin preparations, nose drops, skin ointments, and
routine immunizations.

b. Personnel taking either regular or prolonged
antihistamines may be assigned to positions of
operation provided individual special considerations
are obtained. These special considerations may be

2-8-1



JO 7210.3X

granted on a permanent basis after it has been
determined by the Flight Surgeon that there are no
deleterious effects of the antihistamine or the
condition for which it is being used.

2-8-6. RESTRICTED DRUGS

a. Personnel ordinarily assigned to an operating
position, including those who have direct supervision
of the specialists within the facility, must not use the
types of drugs listed below within a 24-hour period
before assumption of duty:

1. Sedative type drugs.
2. Tranquilizers.

3. Any drugs, such as but not limited to
antihypertensive agents or duodenal ulcer medica-
tions, which have an effect on the central or
autonomic nervous system.

4. Any other drug and/or medication likely to
affect the alertness, judgment, vision, equilibrium, or
state of consciousness.

b. When the employee is advised by a physician
that adequate treatment of an ailment will require use
of the types of drugs or medication referred to above,
the employee must not perform control duties. If the
period of required treatment by these types of drugs
or medication is anticipated by the physician to
exceed 2 weeks (especidly if prolonged or permanent
treatment is indicated), the supervisor should
promptly obtain the opinion of the Flight Surgeon
concerning the continued utilization of the employee.
The medical determination asto continued operation-
a duty by an ATCS on medication will be made by

2-8-2
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the Flight Surgeon after consultation with the
supervisor on a case-by-case basis.

2-8-7. BLOOD DONORS

Personnel must not be assigned to traffic control l
duties until at least 12 hours have elapsed after blood
donation.

2-8-8. USE OF ALCOHOL AND OTHER
DRUGS

Standards of conduct for FAA employees regarding
the use of intoxicants are contained in Human
Resource Policy Manual (HRPM), Standards of
Conduct. In addition to conforming to those
standards, FG-2152s and FG-2154s must not
perform ATC functions (including FG-2154 duties)
or directly supervise personnel performing these
functions within 8 hours after partaking in
intoxicants.

2-8-9. MEDICAL STATUS
DETERMINATIONS ON FG-2154s

FG-2154s, Air Traffic Assistants (ATAS), are not
subject to FAAO 3930.3, Air Traffic Control
Specidist Health Program, and 14 CFR Part 65 and
Part 67; however, FG-2154s, because of the
importance of their duties, will have a medical
opinion rendered on their abilitiesto perform the job.
This opinion would be requested when the
employee’s medical condition appears questionable
or when the individual is taking certain medication.
For the purpose of securing these opinions, para
2-8-5through para 2-8-8 apply to FG-2154s.

Medical
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Section 9. Weather/Visibility

2-9-1. BACKUP/AUGMENTATION OF
WEATHER OBSERVATIONS

a. Facilities where air traffic personnel provide
backup/augmentation of automated weather observa-
tions, or take manual observations, must use
FAAO 7900.5, Surface Weather Observing-
METAR, as the basic source of guidance for
completion of observations.

b. In an automated weather environment, ele-
ments of automated weather observations may be
used for operational purposes (i.e., wind and
atimeter).

c. Specidlists responsible for providing backup/
augmentation of automated weather observations, or
manual observations, must be certified by the
National Weather Service (NWS).

REFERENCE-
FAAO JO 7210.3, Para 14-1-2, Certificates of Authority.

2-9-2. RECEIPT AND DISSEMINATION OF
WEATHER OBSERVATIONS

a. Facility air traffic managers must establish a
means by which the receipt of weather observations
are immediately known to facility personnel
responsible for dissemination to other facility
functions and that these functions are made aware of
changes as they are posted. In addition, facility
managers must establish procedures through the
facility SOP that will ensure al positions of operation
receive and acknowledge any change in reportable
visibility value when the tower has the responsibility
for visibility reporting. This may be accomplished by
means of an alerting device, location of weather
receiving equipment at positions so that any change
of datais recognized, or any other means which may
be best suited to the facility work environment.

b. To the extent possible, facility air traffic
managers must establish procedures to acknowledge
receipt of weather observations. Where possible,
establish an agreement with the appropriate weather
source to share the responsibility for ensuring the
receipt of the observation. Automated Surface
Observing System(s) (ASOS), Automated Weather
Observing System(s) (AWOS), and Automatic

Weather/Visibility

Weather Information System (AWIS) locations are
not required to acknowledge receipt of observations.

c. The addition or deletion of a weather reporting
location must be coordinated through the appropriate l
Service Areaoffice, for forwarding to System Safety
and Procedures. System Safety and Procedures must [
initiate the required actions for additions and/or
deletions to the nationa data base. When adding new
weather reporting locations, include a statement that:

1. An aviation requirement exists.

2. The observers are/have been certified by the
NWS.

3. No other observation exists in the surface
area, if applicable.

4. ldentifies the hours that the data will be
avalableif less than 24 hours, i.e., 0800Z-2300Z.

5. ldentify what facility will be responsible for
observation entry into the system.

d. AWOS towerswith LAWRS certified controll-
ers should use the AWOS operator interface device
(OID) to generate a manual hourly METAR/SPECI
observation. If AWOS is able to provide METAR/
SPECI observations (for example, FAA AWOS-C)
and allows augmentation and backup entries, the
AWOS may be used the same as ASOS/Automated
Weather Sensor System (AWSS).

2-9-3. LIMITED AVIATION WEATHER
REPORTING STATION (LAWRS) HOURS OF
OPERATION

Facility air traffic mangers must submit to System
Operations Airspace and Aeronautical Information
Management office the hours of operation with the
date that the facility commences participation in the
LAWRS program and any changes thereafter in the
hours of participation.

2-9-4. NONAVIATION WEATHER SERVICE

Facilities must not enter into agreements with any
person or office, including fixed—base operators, to
provide weather data for property protection
purposes. The FAA must not be responsible for
providing weather information unless it is directly
related to the actual or intended operation of aircraft.

2-9-1
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Personnel must not encourage nor solicit non—avi-
ation weather activity. Refer requests for thistype of
weather information to the nearest WSO.

2-9-5. NATIONAL WEATHER RECORDS
CENTER

Refer requests for surface weather observations from
non-aviation sources; e.g., requests from insurance
companies for weather data relative to storm damage,
to the National Weather Records Center, Environ-
mental Data Service, Federal Building, Asheville,
N.C., 28801.

2-9-6. VISIBILITY CHARTS

Where facilities provide backup/augmentation of
automated weather observations, or manua observa-
tions, the facility air traffic manager, in conjunction
with NWS personnel, must prepare and maintain
visibility chartsin accordance with the following:

a. Prepare a chart(s) or list(s) for daytime and
nighttime visibility markers. At local discretion,
visibility markers may be depicted on separate
daytime and nighttime charts or on a daytime/night-
time combination chart. Panoramic photographs
marked with distances and cardinal compass points
may also be used.

b. Daytime/Nighttime combination charts must
use the following legend for each marker:

c. Each marker used must be identified and its
distance from the observation point noted. Include
the height of the marker if it isfor estimating heights
of clouds and obscuring phenomena.

2-9-7. SITING CRITERIA FOR VISUAL
WEATHER OBSERVATIONS

To give aproper indication of weather conditionsin
the areas of aircraft approaches, landings, and
takeoffs, the site from which visual weather
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observations are made should ideally be the Airport
Reference Point (ARP). If thisis not practical, the site
must be as close to the ARP as practical. Except in l
unusual circumstances, it should be no more than 2
miles from that point. The site must also have an [
essentially unobstructed view of:

a. The most frequently used instrument runway
and itsfinal approach area; and

b. At least half of each quadrant of the natural
horizon.

2-9-8. RUNWAY VISUAL VALUE (RVV)
AND RUNWAY VISUAL RANGE (RVR)
EQUIPMENT

a. FAA isresponsible for checking and determin-
ing the operational status of RVV/RVR systems. Air
traffic personnel must report all actual or suspect
RVV/RVR malfunctions to Technical Operations
Control Center personnel who are responsible for:

1. All checks and adjustmentsto the RVV/RVR
systems.

2. Determining the operational usability of all
portions of the systems in accordance with applicable
performance criteriain FAAO JO 6560.8, Mainten-
ance of Runway Visual Range (RVR) Equipment, or
other appropriate RV R equipment instruction books.

3. Reporting immediately to authorized visibil-
ity observing personnel obvious error between
information derived from the system and actual
observed visibility conditions at the transmissometer
site.

NOTE-

Technical Operations personnel are not visibility
observers. However, obvious errors or differences which
are easily apparent to them will be reported to the

visibility observer and the instrument-derived informa-
tion should not be used.

b. Air traffic personnel must also:

1. Verify accuracy with other displays in the
facility when any meter and/or readout malfunction
is suspected. Upon determining that at least one
display is operating properly, accomplish internal
coordination to disseminate the current correct
reading to all operating positions needing the
information.

2. Notify the local weather observing facility
immediately when malfunctioning of all airport

Weather/Visibility
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traffic control tower (ATCT) and terminal radar
approach control (TRACON) displaysfor the runway
of concern is indicated or suspected. Upon
verification of malfunction, request the weather
observing facility to furnish RVV or RVR values for
that runway. During such conditions, weather
observing personnel will relay RVV or RVR
information to tower personnel as long as equipment
at the weather observing facility is known to be
operating correctly and, in the case of RVR, when the
high intensity runway lights (HIRL) are on setting 3
or higher. RVR values provided during the
malfunction will be based on a setting of 5 unless the
control tower has specifically requested data for a
lower light setting. The weather observing facility
will provide the RVR or RVV at the time of
notification that the traffic control facility readouts
are inoperative. It will also provide notification as
soon as possible when the val ues decrease to become
equal to or less than, or increase to equal or exceed:

(@) RVV 1/, mile or RVR 2,400 fest.

(b) The lowest authorized landing minimum
for the runway of concern.

Weather/Visibility

JO 7210.3X

2-9-9. SPECIFIC AREA MESSAGE
ENCODING (SAME) WEATHER RADIOS

TERMINAL

SAME Radios must only be used to provide weather [
information for occupants of Terminal facilities. This
equipment is not certified for the purpose of
providing weather or any other aviation-related
information and therefore must not be used for any [
aviation-related purpose.

a. SAME Radios must not be used in lieu of l
pre—existing emergency evacuation procedures or
FAA certified sources of aviation related weather
data.

b. SAME Radios must only be programmed for [
the specific county/territory of the facility.

c. The following must be &ffixed to the SAME |
Wesather Radio so as to be visible: “ This equipment
is not certified for the purpose of providing weather
or any other aviation-related information and
therefore must not be used for any aviation-related l
purpose.”

2-9-3
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Section 10. Wind/Altimeter Information

2-10-1. WIND INSTRUMENT SENSORS

Air traffic managers must designate in a facility
directive which wind sources must be used for
operational purposes.

a. Towers equipped with LLWAS may use direct
dial or LLWAS wind information for weather
observations, except where automated wind informa-
tion isavailable.

b. Approach control facilities may use direct dial,
LLWAS, or automated display wind information for
operational purposes.

c. FSSs must use direct dial or automated
display wind information for operational purposes.

d. Other exceptions must be referred to the
Manager of System Safety and Procedures for
approval.

2-10-2. WIND INDICATOR CROSS CHECK

All FAA facilities having an associated NWS office
or military weather station using the same sensing
equipment must compare wind direction and speed
indicator readings at the beginning of each work day
with those of the NWS or military weather station,
keeping in mind that the NWS wind direction
equipment are oriented to true north. Apply the
magnetic variation to ensure a correct reading.
Coordinate the time of the cross—check and the
associated procedures with the meteorologist—-in—
charge or other appropriate officer. Wind instrument
errors must be handled as follows:

a. If an FAA wind direction indicator is out of
tolerance with other indicators on the same sensor by
5 degrees, or if the wind speed indicator reveals a
disparity of plus or minus 5 knots, notify the
appropriate maintenance personnel immediately for
corrective action.

b. If the indicators show an error of over 10
degrees or 10 knots, the equipment must be
considered inoperative. In this case, obtain further
wind information from other properly functioning
wind instruments in the tower, local FSS, the NWS,
or military weather office. Notify the appropriate
maintenance personnel of all outages.

Wind/Altimeter Information

2-10-3. ALTIMETER REQUIREMENTS

a. At least two aneroid altimeter setting indicators
(ASI) or one ASl and atraceable pressure standard are
required in a TRACON, radar approach control
(RAPCON), terminal radar approach control in tower
cab (TRACAB), combined center/RAPCON
(CERAP), radar ATC facility (USN) (RATCF), tower
cab, and a FSS that takes weather observations and/or
provides LAA. When two or more facilities (or a
NWS commissioned/certified automated weather
observing system) are located on the same airport, the
requirement may be reduced to one aneroid ASI per
facility. Aircraft altimeters must not be used in
reporting altimeter settings.

NOTE-

1. Stand alone RADAR approach control facilities
(TRACON, RAPCON, RATCF, CERAP) not associated
with a control tower are only required to maintain
altimeter settings for those airports under their
jurisdiction.

2. A digital AS (DAS) system is considered as one
aneroid ASl instrument for the purpose of this paragraph.

b. At locations with commissioned ASOS or
commissioned dua transducer AWOS units, the
ASOS/AWOS becomes the pressure standard. If the
ASOS/AWOS isinoperative, a Stand Alone Weather
System (SAWS) or DASI may be considered as the
pressure standard.

2-10-4. COMPARISON CHECKS

a. Facilities equipped only with aneroid instru-
ments:

1. Compare the reading of each aneroid
instrument (ASI) daily and each nonpressure
standard digita instrument (DA SI) monthly with the
altimeter setting issued by an associated facility
having atraceable pressure standard located either on
the airport or within the distances set forth in subparas
dand e

2. When the differences between the two
atimeter settings exceeds 0.05 in. Hg. at nonpreci-
sion approach locations or 0.02 in. Hg. at precision
approach locations, remove the instrument from
service and notify Technical Operations personnel.
When al ASI instrumentsin the facility are found to
exceed the tolerances, report the altimeter setting as
missing.
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3. When the difference is less than the
tolerances specified in subpara 2 above, the value (+
or —) is applied as the correction factor to determine
the operational altimeter setting.

(8 On dial-type display ASIs, post the
correction factor directly on the face of the
instrument. Use the same comparison procedures and
determine the correction factor for each instrument in
the facility.

(b) Ondigital ASI (DASI) systems, post the
correction factor on or near the display/s. Local
facility procedures may be developed in coordination
with the associated airway facilities office to adjust
the DASI to display the corrected altimeter setting.

b. Facilities equipped with aneroid instruments
and atraceable pressure standard:

1. Make two comparisons at least 6 hours apart,
but not more than 8 hours, on the same day of the
week. Enter al comparison data on the appropriate
form. Every week, determine the mean of the 10 last
comparisons, and use this figure as the posted
correction to apply to the reading of the ASI.

2. Additional comparison procedures are de-
scribed in handbooks applicable to the facility.

c. At locations with commissioned ASOS or
commissioned dua transducer AWOS units, the
ASOS/AWOS becomes the pressure standard.
Compare the reading of each aneroid ASI to the
pressure standard daily and each digital ASI
(SAWS/DASI) monthly. In the event of afailure of
the pressure standard instruments, a comparison must
be made within 36 hours. Tolerances and posting
procedures are contained in subparas a2 and a3.

d. At locations not served by a weather reporting
station, make a comparison against an adjacent
weather service office, commissioned dua trans-
ducer AWOS or ASOS systems, aFSS or aLAWRS
facility having atraceable pressure standard.

1. At locations where precision approaches are
conducted, the weather reporting station is not more
than 10 NM away, and at both locations the wind
speed is 12 knots or less with no gusts above 15 knots.

2. At all other locations the distance must not
exceed 25 NM, and at both locations the wind speed
must be 15 knots or less with no gusts above 20 knots.

2-10-2
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3. The difference in €evation does not exceed
100 feet at precision approach locations and 200 feet
at all other locations.

4. The station’s temperature at both locations
must be within 30 degrees Fahrenheit of the standard
atmosphere temperature for the station’s elevation.

NOTE-
The following formula may be used to determine the
standard atmosphere temperature for station elevation:

T = Standard Temperature is 59°F
H = Field Elevation.

0.0036 Standard Atmospheric Temperature change
per foot.

H x 0.0036 = Standard Temperature for station el-
evation.

EXAMPLE-

1. Tower A field elevation 600 feet: 600 x 0.0036 =
2.16 °F of change, is rounded to 2 °F.

59 F - 2%F = 57 F standard temperature for Tower A
adjusted for elevation.

2. Tower B field elevation 700 feet: 700 x 0.0036 =
2.52 °F of change, is rounded to 3 °F.

59 °F - 3%F = 56 F standard temperature for Tower B
adjusted for elevation.

If both sites are between = 30 °F {87 °F and 27 °F for
Tower A and 86 °F and 26 °F for Tower B} a comparison
check is appropriate for temperature.

5. Do not use altimeter setting values from
aneroid instruments when the difference exceeds
+0.02 in. Hg. at precision approach locations or
+0.05 in. Hg. at al other locations.

e. A traceable pressure standard is required for
routine altimeter setting comparison checks at all
facilities that exceed the requirements of subparad

2-10-5. DELIVERY OF ALTIMETER
SETTING TO ARTCC

ARTCCs having a requirement for interphone
delivery of atimeter settings, or changes of report,
must make arrangements with FSS/terminals for l
delivery to associated sector/s.

2-10-6. BROADCAST DENSITY ALTITUDE
ADVISORY

Terminal and FSS facilities at airports with field
elevations of 2,000 feet MSL or higher must

Wind/Altimeter Information
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broadcast a density altitude advisory to departing
general aviation (GA) aircraft whenever the
temperature reaches a certain level. These broadcasts
must be made on ground control (GC), clearance
delivery (CD), airport advisory, transcribed weather
broadcast (TWEB, Alaska only), or automatic
terminal information service (ATIS) as appropriate.
Use the following table to determine broadcast
applicability: (See TBL 2-10-1.)

Wind/Altimeter Information
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BROADCAST APPLICABILITY

Field Elevations (MSL)

Broadcast Advisory

When
Temperature is

2,000 to 2,999 85°F and higher
3,000 to 3,999 80°F and higher
4,000 to 4,999 75°F and higher
5,000 to 5,999 70°F and higher
6,000 to 6,999 65°F and higher

7,000 and higher

60°F and higher

2-10-3
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Chapter 3. Facility Equipment

Section 1.

3-1-1. BASIC EQUIPMENT

a. The basic operating equipment for ARTCCs
consist of flight progress boards, radar displays,
communications, automation, and, where applicable,
URET equipment. At facilities utilizing Ocean21,
additional equipment consists of Air Traffic Situation
Displays and Auxiliary Displays. This equipment is
arranged in individual units called sectors and laid
out in accordance with master plans maintained in the
En Route and Oceanic Service Area offices. Air
traffic managers may recommend changes to these
plans.

b. The basic operating equipment for terminals
consists of a control desk, frequency control panel,
weather instruments, recorders and, as required,
“data communication,” radar, and automation
equipment arranged in many different configurations
according to the type of facility and generally
conforming to master plans maintained in Terminal
Service Area offices. Air traffic managers may
recommend changes to these plans.

1. Attermind facilities where certified informa
tion display system (IDS) equipment isinstalled, the
IDS must be the display source for the time, DASI,
RVR, wind (including wind shear ribbon display
terminals), and weather data from ASOS, AWOS,
SAWS, etc.

TBL 3-1-1
Certified and Uncertified Systems

Uncertified

Systems Atlanta
Information Display
System 4 (IDS-4)

Certified
ACE-IDS

NASIDS (NIDS)

2. If dl control positions are using a certified
IDS, no more than one legacy display for each type
(DASI, RVR, etc.) may remain in the tower and/or
TRACON for back-up purposes.

3. Facilities that use uncertified IDS must
ensure the information is cross-checked with the
actual source for accuracy in accordance with the

General

General

facility’s daily watch checklist (for example, ASOS,
RVR, LLWAS, etc.).

NOTE-
For facilities using certified systems, these comparisons
are performed by technical operations personnel.

4. Air traffic facilities that use electronic IDS
must ensure that al displayed information is current.
Facilities must ensure that any information with a
scheduled expiration is removed from the controller
display at the time of expiration. If the system is
capable of automatically removing expired informa-
tion, it must be configured to do so.

¢. The basic operating equipment for FSSs consist
of radio and landline communications equipment,
flight progress boards, pilot briefing equipment,
recorders, “data communication” equipment, dis-
plays of aeronautical and meteorological informa-
tion, direction-finding equipment, aircraft
orientation plotting boards, “orientation, direction—
finding equipment and aircraft orientation” arranged
according to master plans maintained in Flight
Service Area offices. Air traffic managers may
recommend changes to these plans.

3-1-2. PERIODIC MAINTENANCE

a. Reqguests from Technical Operations personnel
for approval to shut down air traffic system
components for periodic maintenance are forwarded
to the air traffic facility having approval authority.

b. If conditions prevent approval of the shutdown
at the time requested, the OMIC/OSIC should
cooperate fully and work with Technical Operations
personnel in arranging an alternative time. Ordinar-
ily, shutdowns of air traffic system components
should be planned to occur during the hours of least
traffic activity regardless of the time of day.

NOTE-

The OMIC/OSIC should coordinate with System
Operations Traffic Management in determining alternate
times.

c. When aNAVAID shutdown will affect another
facility’s operation, the facility having approval
authority must coordinate with other facilities

3-1-1
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concerned. This includes coordination of VHF/DF
shutdown with the appropriate DF Net Control
facility.

d. Upon facility acceptance of any URET system,
that system becomes a component of the air traffic
system for the purposes of requests from Technical
Operations personnel for approval to shut down that
system for periodic maintenance.

e. Notification of any planned or unplanned
outage of URET must be coordinated following the
guidelinesin Chapter 8, NAS En Route Automation,
and guidelines developed and maintained by URET
facilities.

3-1-3. NATIONAL AIRSPACE SYSTEM
(NAS) CHANGES

When programs are initiated which will result in
inauguration, commissioning, alteration, or decom-
missioning of NAS components (NAVAIDs, facilit-
ies, services, etc.), supervisors must ensure, to the
extent practicable, that effective dates coincide with
the U.S. 56-day cycle effective dates for charting
publications.

3-1-4. TRAFFIC LIGHTS, GATES, AND
SIGNALS

Air traffic personnel must not operate traffic lights,
gates, signals, or similar devices for restricting or
preventing transit of persons or vehicles between
airport movement areas and other on/off airport aress,
or to control vehicular traffic on streets, highways,
rail, or other similar areas when traffic thereon may
be incompatible with aircraft operations. The control
of such traffic is the responsibility of airport
management or other appropriate authorities.

3-1-5. CLEANING INSTRUMENT COVERS

Air traffic managers must ensure that personnel use
a moist cloth when cleaning glass or plastic
instrument covers to preclude the creation of static
charges.

NOTE-

FSS OASIS facilities should exercise caution in the
handling of flat panel monitors. Do not touch the screen
with any object, including hands. Damage to the screen
will occur. Detailed instructions for the care of the
monitors can be found in the WINGS Systems Users
Guide.
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3-1-6. ENGINE GENERATOR TRANSFER
PROCEDURES FOR ANTICIPATED POWER
FAILURE

a. STMCIC or OSIC at terminal facilities and
ARTCCs must inform the systems engineer (SE) or
other appropriate Technical Operations supervisor of
any severe storm activity approaching the facility.
The STMCIC or OSIC must advise the OMIC.

b. At facilities without an operational power
conditioning system (PCS), the STMCIC or OSIC
must coordinate with the SE or other appropriate
Technical Operations supervisor to determine a
mutually acceptable time to change to/from generator
power.

NOTE-

1. Air traffic and Technical Operations personnel are
required to monitor weather reports and radar to
determine when severe storm activity is approaching a
facility. At least 30 minutes prior to the estimated arrival
of a severe storm in the area of a facility, maintenance
personnel will start engine generators at facilities as
indicated in appropriate agency directives. (These
include the Facilities Master File; FAAO JO 6030.31,
National Airspace System Failure Response; FAAO
6980.5, Engine Generator Transfer Procedures for
Anticipated Power Failure; local contingency/emergency
plans, or any other directives pertaining to restoration of
services.) This 30-minute start—up requirement does not
apply at facilities where at least one of the following
conditions exists:

a. The facility has an operational PCS

b. Maintenance personnel are not on duty at the time
action isrequired.

c. Air traffic has remote control of the engine
generators.

2. After coordinating with air traffic, Technical
Operations must (depending on the type of auxiliary
power system) either place the facility on generator
power or place the generator on the loadbank until the
storm activity has left the area. (The change back to
commercial power will be made at the coordinated time.)

3. It is important to note that at facilities with an
operational PCS, no action other than the initial storm
notification is required since the transfer to generator
power occurs automatically with no power interruption
when commercial power fails.

REFERENCE-

FAAO JO 6030.31, National Airspace System Failure Response;

FAAO 6980.5, Engine Generator Transfer Procedures for Anticipated
Power Failure.
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Section 2. Use of Communications

3-2-1. RESPONSIBILITY

The air traffic manager is responsible for taking
action to detect, prevent, and report:

a. Obscene, indecent, or profane language used on
any means of communications (e.g., voice frequen-
cies, Satellite Communication(s) (SATCOM), Con-
troller Pilot Data Link Communications (CPDLC)).

b. False, deceptive, or phantom controller com-
munications to an aircraft or controller. The
following must be accomplished when false or
deceptive communications occur:

1. Collect pertinent information regarding the
incident.

2. Notify the Regional Operations Center
(ROC) of the phantom controller situation and
request a conference call with the Technical
Operations, System Management Office (SMO)
manager, the Spectrum Management Officer, the
Service Area Director and the Security and
Hazardous Materials Division Manager.

3. Report all relevant information pertaining to
the incident on the telephone conference.

4. Remove the voice tape from service at the
normal tape change interval and record the pertinent
information on a cassette in accordance with
FAAOQO 8020.11, subpara 76c¢, Retention of Original
Voice Recordings.

c. ldentification used on frequencies not assigned
or authorized by the FAA.

d. Willful or malicious interference with other
communications.

€. Remarks of a personal nature on any means of
communications (e.g., voice frequencies, SATCOM,
CPDLC).

3-2-2. AUTHORIZED MESSAGES NOT
DIRECTLY ASSOCIATED WITH AIR
TRAFFIC SERVICES

Occasions may arise when messages by athird party
pertaining to the safety of aircraft operation or the
preservation of life and/or property are necessary.

Use of Communications

Such messages may be authorized on FAA radio
communications channels. They may be handled by
air traffic speciaists or the individuals making the
reguest. The latter may be given accessto facilitiesto
personally issue such messages provided (See
FAAO 6050.32, Spectrum Management Regulations
and Procedures):

a. Control instructions must not be issued.

b. Transmission can beinterrupted when required
to continue ATC services.
REFERENCE-

Advisory Circular AC 150/5210-7C, Airport Rescue and Fire Fighting
Communications.

3-2-3. USE OF OTHER THAN FAA
COMMUNICATIONS CIRCUITS

FAA personnel must be responsive to any State or
local governmental agency offering to use their
communications facilities for the relay of flight plan
information and to cooperate with such agencies in
developing procedures for relaying flight plan
information to FAA facilities.

3-2-4. FBI USE OF FAA FREQUENCIES

Local FBI offices have been authorized to contact
FSSs and ATCTs to consummate local agreements
for emergency use of specific frequencies using FBI
transceiver equipment in hijacking situations. To
facilitate the handling of these requests, the
guidelines set forth below must be followed (See
para 3-2-2, Authorized Messages Not Directly
Associated with Air Traffic Services):

a. Selection of FSS and ATCT radio frequencies
is flexible, but it must be from existing local
assignments and approved by the air traffic manager
after coordination with the regional frequency
management office.

b. Selection of tower radio frequenciesisflexible,
but it must be from existing local assignments and [}
approved by the air traffic manager after coordination
with the regional frequency management office.
Requests for frequency between 121.60 and 121.90
MHz can be expected.

3-2-1
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3-2-5. AERONAUTICAL ADVISORY
STATIONS (UNICOM/MULTICOM)

Pursuant to FCC Rules and Regulations, Part 87,
Subpart C, UNICOM stations are not authorized for
ATC purposes other than the relay of certain ATC
information between the pilot and the controller.

3-2-2
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Relay of ATC information is limited to:

a. Takeoff, arrival, or flight plan cancellation
times.

b. ATC clearances, provided there is a LOA
between the licensee of the advisory station and the
FAA facility.

Use of Communications
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Section 3. Communications Procedures

3-3-1. SERVICE “F” COMMUNICATIONS

Facility air traffic managers must establish proced-
ures to provide interim communications in the event
that local or long-line standard Service “F” fail.
These must include the use of telephone conference
circuits and the use of airline or other facilities.

3-3-2. TELEPHONE COMMUNICATIONS

a. Answer public access telephones by stating the
facility’s name and type. The employee may state
his/her name at his/her discretion. If, for any reason,
a caller specifically requests identification, the
employee should provide his/her assigned operating
initials in lieu of the actual name. Contract facilities
must answer public access lines by stating the name
of the service provider and type.

EXAMPLE-

ARTCC: (The facility’s name) Center; for example,
“Washington Center.”

FSS: (The facility’s name) Flight Service; for example,
“Juneau Flight Service” or “(Service Provider Name)
Flight Service.”

ATCT: (The facility’s name) Tower; for example, “Atlanta
Tower.”

Approach Control: (The facility’s name) Approach
Control; for example, “Dulles Approach Control.”

b. Answer local airport, private exchange (PX), or
interdepartmental system type telephones as outlined
above, except omit the location name; e.g., Center,
Tower, Flight Service, etc.

c. Where the public access telephone is recorded,
a beeper tone is not required. In place of the “beep”
tone, the FCC has substituted a mandatory
requirement that persons to be recorded must be
given notice that they are to be recorded and give
consent. This notice is given to the public through an
entry in the Aeronautical Information Manual (AIM).
Consent to the record is assumed by the individual
when placing the call to an operational facility.

d. When equipment capabilities exist, every effort
should be made to conduct conversations with
flight—crews or other appropriate persons regarding
any aircraft accident, incident, and/or ATC services
on a recorded line.

Communications Procedures

3-3-3. MONITORING FREQUENCIES

a. Frequencies allocated to a facility must be
continuously monitored except:

1. ARTCCs need not monitor 121.5 and
243.0 MHz if other ATC facilities monitor those
frequencies in a given area.

2. FSSs equipped with ICSS equipment may
reconfigure the ICSS to allow the temporary
selection, muting, or rerouting of 121.5 and
243.0 MHz during the period of an interfering signal;
e.g., continuous emergency locator transmitter
(ELT), stuck mike, etc.

b. Facilities must establish procedures to ensure
that frequencies used on a shared basis; e.g., single
frequency approach operations, are continuously
monitored by one of the positions of operation.

3-3-4. EMERGENCY FREQUENCIES 121.5
AND 243.0 MHz

a. Air traffic facilities must have transmit and
receive capability on emergency frequencies 121.5
and 243.0 MHz as necessary to meet emergency
frequency network requirements.

b. Normally, ARTCC emergency frequency cap-
ability must be limited to the transmitter/receiver site
nearest the ARTCC.

c. At locations having more than one type of
facility, such as a FSS and a tower, or a FSS, a tower,
and an ARTCC, a common transmitter and receiver
may be shared where practicable. Where this is done,
the transmitter must be equipped with a lockout
device to avoid inadvertent interference between
facilities.

d. When facilities are in proximity and no
derogation of services will result, transmit/receive
capability should not be provided for each facility.
The following requirements must be maintained:

1. Geographical area coverage must not be
derogated.

2. DF-equipped facilities must have transmit/
receive capability on 121.5 MHz.

3. Facilities without emergency frequency
capability must have appropriate landlines for rapid
relay of emergency information.

3-3-1
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e. The two emergency channels must not be
terminated on the same key in the transmitter—receiv-
er selector panels. Neither emergency frequency must
be terminated with any other frequency.

f. To preclude inadvertent use of these frequen-
cies, a mechanical or other appropriate device must
be provided which will require deliberate removal or
bypass before any emergency frequency transmit key
can be moved to the locked—operate position.

g. UHF emergency frequency 243.0 MHz is
installed in military aircraft using an override
arrangement. As a result, transmissions on this
frequency are received by all military aircraft within
the transmitter’s area of coverage. Unnecessary
emissions on this frequency derogate communica-
tions on ATC frequencies and may interfere with
valid emergency communications. Reduce transmis-
sions on 243.0 MHz to the absolute minimum
consistent with safety.

h. As a minimum, conduct two-way, ground—to—
air checks during low activity periods:

1. Once a week.
2. Following equipment repairs.

3. Following Technical Operations mainten-
ance checks.

i. Control facilities should limit broadcasts on
243.0 MHz to the facility in the area of desired
coverage and must ensure that broadcasts are not
continued unnecessarily.

3-3-5. BATTERY-POWERED
TRANSCEIVERS

Facilities equipped with battery—powered transceiv-
ers must ensure that they are maintained in a state of
readiness. Transceivers must be checked at least once
a week.

3-3-6. FACILITY STATUS REPORT

Facility air traffic managers must notify System
Operations and Safety by message, attention
Manager of System Safety and Procedures, with an
information copy to the appropriate Service Area
office, of changes in the operational status of
communication facilities not covered by

3-3-2
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FAAO 7900.2, Reporting of Electronic Navigation
Aids and Communication Facilities Data to the
NFDC. The following data must be reported (include
the RIS AT 7230-12 in the text):

a. The date and time FAA assumes operation of or
decommissions an operations center, message center,
data switching center, domestic or international
aeronautical fixed telecommunication network
(AFTN) “data communication circuit”, or interna-
tional voice circuit.

b. Change in the hours of operation of any of the
above and the effective date.

c. Changes required in weather schedule publica-
tions and communications systems drawings.

3-3-7. TESTING EMERGENCY LOCATOR
TRANSMITTERS

a. The frequencies 121.6, 121.65, 121.7, 121.75,
121.8, 121.85, and 121.9 MHz are authorized to ELT
test stations and for use in ELT exercises by the Air
Force, Coast Guard, and other search and rescue
organizations. Coordination with regional frequency
management offices must be effected prior to
activating the transmitter. Non—Federal assignments
must be obtained through the FCC.

b. Airborne ELT tests must not be authorized.

c. Aircraft operational testing of an ELT is
authorized on 121.5 MHz and 243.0 MHz as follows:

1. Tests should be no longer than three audio
sweeps.

2. If the antenna is removable, a dummy load
should be substituted during test procedures.

3. Tests must only be conducted the first 5
minutes of any hour.

d. Normally, there will be no interference on
121.5 MHz or 243.0 MHz as testing will be
conducted in a screened or shielded room or test
enclosure that will hold the self-contained ELT unit
with the antenna fully extended. If interference is
noted, it must be brought to the attention of the repair
station operator for corrective action. If the repair
station operator does not correct the fault and the
interference continues, make a verbal report to the
appropriate FSDO.

Communications Procedures
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3-3-8. VSCS FREQUENCY BACKUP

a. Assign each “Radar Associate” position the
identical frequencies as the “Radar” position except
where precluded by system hardware/software
limitations or facility needs.

b. If the conditions of paragraph a cannot be met,
the frequencies needed to control each sector must be
available at another position. This level of
redundancy assures all A/G frequencies can readily
be covered in the case of VCE outage.

3-3-9. VSCS RECONFIGURATIONS

a. Air traffic VSCS positions listed as “released to
maintenance” must not be reconfigured unless prior
approval has been received from Technical Opera-
tions.

b. When approval has been obtained and the
reconfiguration action has been completed, return the
previously released position to Technical Operations
and continue to list the position as “released to
maintenance,” or as directed by Technical Opera-
tions.

NOTE-
During the period that the VSCS position is listed as
“released to maintenance,” this procedure must be
utilized whenever a reconfiguration to the position is
required.

3-3-10. VTABS (VSCS TRAINING AND
BACKUP SYSTEM)

a. Facility air traffic managers must ensure that
local procedures are developed which will accom-

Communications Procedures
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modate switching from VSCS to a VTABS operation.
These procedures must include, but not be limited to:

1. Controllers must, in the event that VSCS
air/ground communications capabilities are lost,
notify the operational supervisor and attempt to
access all air/ground resources through the VSCS via
Main, Standby, and BUEC.

2. The operational supervisor must notify the
operations manager—in—charge (OMIC) and consider
combining sectors within the area before going to a
VTABS operation. The VTABS system is designed
wherein the entire facility must be switched over to
VTABS. Consider all alternatives before making the
transition to VTABS. If these resources are
unsuccessful, the OMIC must coordinate with the
NOM to transition to VTABS.

3. Operational supervisors must ensure the
VTABS sector map configurations are appropriate
for the operation.

4. Controllers must verify the appropriate
VTABS frequency mode; i.e., main, standby, or
BUEQ, for their operating position, since the VTABS
frequency selection will be in the same mode as when
it was last used.

b. When a catastrophic loss of VSCS occurs and
transfer to a VTABS configuration becomes
necessary, the OMIC must assure that the procedures
established in para 2-1-7, Air Traffic Service (ATS)
Continuity, are adhered to.

3-3-3
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Section 4. Recorders

3-4-1. USE OF RECORDERS

a. Air traffic facilities must record operational
communications to the maximum extent practicable.

b. Record at each operating position to include all
data transmitted and/or received viaradio, telephone,
VSCS, or automated means such as Mode S, Data
Link, and satellite. Facility management must advise
operating positions when the recording equipment
associated with these positions is not operating or
otherwise unavailable for recording. Facility man-
agement must then ensure that a written record, or
equivalent, to the extent possible, ismadefor al IFR
clearances.

c. If combined positions are periodically split into
individual positions, record them on separate
channels when so used.

d. Supervisors must ensure that the proper
FAA/telephone company (TELCO) “jacks” are used
to obtain the required recording at facilitieswith dua

capability.

e. Use a separate channel on each recorder to
record time at facilities with time-announce systems.
Where these systems have not been installed, a spare
receiver tuned to a time transmitting station may be
used.

f. Operational voice recorders must be provided a
time source.

g. Except as noted in para 3-4-2, Assignment of
Recorder Channels, record with regard to the position
in lieu of the function. All headset audio on a position
must be recorded on asingle channdl. In facilities so
equipped, all FAA-speaker audio must be recorded
on the “radio only” jack channel. If a “radio only”
jack is not available, another channel may be used.

h. Reserve one channel of each recorder for
recording time; except two channels must be reserved
on the FA5394, 30-channel recorder. If acoded time
source and atime code reader are available, record the
coded time source in preference to voice time
announcements. Recording more than one time
source on any recorder is prohibited.

i. Each FSS collocated with an ARTCC will use
the center’s voice recorder system resources to

Recorders

minimize requirements for spare parts, test equip-
ment, and routine maintenance.

j. Recorders may be used to monitor any position
for evaluation, training, or quality control purposes.

k. Air traffic managers should devel op procedures
to ensure that frequencies are not recorded when
facilities are officially closed.

3-4-2. ASSIGNMENT OF RECORDER
CHANNELS

a. Assign position recording channels in the
following order of priority:

1. ARTCCs:
(&) Radar controller.
(b) Sector controller.
(c) Radar handoff controller.
(d) Radio controller.
(e) Coordinator.
(f) Supervisor.
(g) Traffic Manager.
(h) Flight data.
(i) Datasystems coordinator.
(j) Mission coordinator.
(k) AMIS controller.
2. Terminds:
(a) Arrival control.
(b) Departure control.
(c) Local control.
(d) Precision approach radar.
(e) Clearance delivery.
(f) Ground control.
(9) Inbound flight data.
(h) Outbound flight data.
(i) Direction-finding.
() Supervisory.
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(k) Automatic terminal information services
B (ATIS) - air traffic managers must designate a
channel to record ATIS when a separate channd is not
available. Record the ATIS message once at the time
of preparation on the designated channel. Make a
written record of each ATIS and retain for 15 daysif
arecorded channel is not available.

3. FSSs
(a) Flight watch.
(b) Inflight.
(c) Preflight.
(d) Flight data.
(e) Supervisory.
4. ATCSCC:
(a) National Operations Manager (NOM).
(b) National Traffic Management Officer
(NTMO).
(c) National Traffic Management Specialist
(NTMS) operating position.

b. You may use existing remaining spare
recording channels to record the primary radio
frequencies of positions using the same priority
stated above.

3-4-3. CHECKING AND CHANGING
RECORDING EQUIPMENT

a. At En Route facilities and the ATCSCC,
Technical Operations personnel must be responsible
for checking and changing recorder tapes, digita
audio tapes (DAT), and Digital Audio Legal
Recorders (DALR).

REFERENCE-

(Analog) FAAO JO 6670.4, Maintenance of Multichannel Recorder
Equipment,

or

(Digital) FAAO JO 6670.13, Maintenance of Digital \oice Recorder
(DVR) Equipment and FAAO JO 6670.15, Maintenance of Digital \bice
Recorder System Series |l (DVR 1) Equipment.

b. Atterminal and flight service facilities:
1. Where recorders are not convenient to
operating quarters, the facility air traffic manager and

the Technical Operations local manager must
develop an agreement assigning the responsibility for
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checking and changing recorder tapes, DATS, and
DALRs.

2. Whererecorders are convenient to operating
quarters, air traffic personnel must perform recorder
checks.

c. If air traffic personnel check and change tapes,
DATSs, or DALRs, the fecility air traffic manager must
ensure that personnel are trained in the proper
methods to be used.

d. Recorder monitor operation checks on analog
voice recorder systems must be performed daily and
must not exceed 26 hours between checks.
Procedures for monitoring operations in analog
recorders are described in FAAO JO 6670.4,
Maintenance of Multichannel Recorder Equipment.

1. On a daily basis (not to exceed 26 hours),
validate the Nicelog supervision window for alarms,
and verify normal operation of egquipment on digital
audio tapes.

2. Indicate accomplishments of checks on FAA
Form 7230-4, Facility Record of Operation.

e. At facilitiesusing DALR:

1. On a daily basis (not to exceed 26 hours),
validate the Castle Rock SNMPc window for the
alarms, and verify normal operation of the DALR
system.

2. Document the accomplishment of the check
on FAA Form 7230-4, Facility Record of Operation.

3-4-4. HANDLING RECORDER TAPES,
DATs, OR DALR STORAGE

a. Placethefollowing information on each reel or
DAT storage case before storage:

1. Therecorder number.
2. The date and thetime UTC.
3. Theinitias of the person changing the reel.

b. Retain thetapesor DATsfor 45 days, and ensure
the DALR .wav fileis set to retain recordings for 45
days, except:

1. En route facility utilizing system analysis
recording tapes as their radar retention media
(regardless of the type of voice recorder system being
used) must retain voice recordings for 15 days.
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2. Those facilities utilizing an analog voice
recorder system must retain voice recordings for 15

days.
3. The David J. Hurley Air Traffic Control

System Command Center must retain voice
recordings for 15 days.

4. Accidents: Retain the tapes, DATS, or
DALRsin accordance with FAAO 8020.11, Aircraft
Accident and Incident Notification, Investigation and
Reporting.

5. Incidents: Retain the tapes, DATSs, or
DALRsin accordance with FAAO 8020.11, Aircraft
Accident and Incident Notification, Investigation,
and Reporting; and FAAO 1350.15, Records
Organization, Transfer, and Destruction Standards.

6. Hijacking: Retain all relevant tapes, DATS,
or DALRs of hijackings from the time communica
tion commences with the aircraft until communica-
tion has terminated. After 3 years, contact System
Safety and Procedures for the release of the tapes,
DATs, or DALRSs. In every case, a release from
System Safety and Procedures is required to return
hijack tapes, DATSs, or DALRs to service.

7. Tarmac Delay: When a facility is notified
that an aircraft has exceeded the “Three/Four-Hour
Tarmac Rule,” retain voice recordings relevant to the
event for 1 year.

3-4-5. VSCS DATA RETENTION

a. Retain the VSCS cassette, disc, and tape
recordings and data communications/console type-
writer printouts for 15 days unlessthey are related to
an accident/incident as defined in accordance with
FAAO 1350.15, Records Organization, Transfer, and
Destruction Standards, Chapter 11, Section 8020.

Recorders

JO 7210.3X

b. If arequest is received to retain the VSCS
communications traffic listings and the system
configuration and/or mapping data following an
accident, the printout of the relative datawill suffice,
and the V SCS cassette, disc, and/or tape may then be
returned to service through the normal rotational
cycle. The printout data are considered a permanent
record and must be retained in accordance with
aircraft accident/incident retention requirements.
Reduction of the VSCS cassette, disc, and tape
recordings to hard-copy format must be made at the
earliest time convenient to the facility involved
without derogating the ATC function and without
prematurely taking the VSCS out of ATC service. Do
not make these data and printouts a part of the
accident/incident package.

c. If arequest isreceived to retain a specific data
recording and the data is available and contained on
V SCS cassette, disc, and/or tape, the VSCS cassette,
disc, and/or tape must beretained in its entirety. If the
datarequested is contained on severa different media
(e.g., VSCS cassette, disc, and/or tape media), the
facility may transfer al pertinent data to a common
media and label the mediaaDuplicate Original. After
successful transfer, the original V SCS cassette, disc,
and/or tape may be returned to service through the
normal rotational cycle. However, if a specific
request is received to retain the original VSCS
cassette, disc, and/or tape, the original VSCS
cassette, disc, and/or tape must be retained in its
entirety.

d. Treat the VSCS cassette, disc, tape, duplicate
originals, and data communications/console type-
writer printouts related to hijack aircraft the same as
voice recorder tapes. (See para 3-4-4, Handling
Recorder Tapes or DATS).

3-4-3
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Section 5. Navigational Aids

3-5-1. NAVAID MONITORING

When a facility is assigned responsibility for
monitoring NAVAIDSs, the air traffic manager must
issue monitoring instructions in a facility directive.
Notification procedures must be coordinated with the
appropriate sector manager.

NOTE-
Monitoring assignments are made by air traffic officesin
the Service Centers.

a. VOR/VORTAC:

1. Aurally check the identification at the
beginning of each watch.

NOTE-
Upon commissioning of 2nd generation (FA-9996) VORS,
aural monitoring is not required.

2. Record the check in accordance with subpara
4-6-5h, Preparation of FAA Form 7230-4.

3. If amonitor Category 2 exists:

(a) Take appropriate action as indicated in
FAAO JO 7110.65, Air Traffic Control, para2-1-10,
NAVAID Malfunctions.

(b) Notify the ARTCC.

NOTE-

1. VORs, VORTACs, and TACANs have an automatic
course alignment and signal monitor (ACM). This
monitor is usually connected to a remote alarm. An
automatic transfer and shutdown unit (ATU) is installed
as part of the ACM. When the ACM detects a malfunction,
the ATU switches the range to a standby transmitter. If the
standby transmitter does not work properly, the ATU will
shut down the facility.

2. Monitoring of VORtest signals (VOT) is accomplished
by a light or a buzzer monitor and is of local concern only.

3. VOR and VORTAC monitor categories:

a. Category 1: Alarm feature and identification heard
at the control point.

b. Category 2: Monitor equipment failure and identi-
fication not heard at the control point, but aircraft reports
indicate that the facility is operating normally.

c. Not constantly monitored by other than ACM and
ATU.

b. TACAN (joint-use airports):

Navigational Aids

1. Auraly check the identification at the
beginning of each watch.

2. Immediately notify the responsible military
authority when an alarm is received.

3. Consider the aid inoperative when the alarm
cannot be silenced and the identification cannot be
heard on the aural monitor.

NOTE-
The military authority will issue NOTAMs for TACANS.

c. DME (to be monitored by the same facility that
monitors the associated VOR, VORTAC, MLS, or
ILS):

1. Pressthe VOR/DME control oscillator level
to the “Facility On” position at the beginning of each
watch.

2. Record the check in accordance with subpara
4-6-5h, Preparation of FAA Form 7230-4.

d. L/MF aids (to be monitored on a continuous
basis):
1. Check the identification at the beginning of
each watch.

2. Record the check in accordance with subpara
4-6-5h, Preparation of FAA Form 7230-4.

e. NDB (class MH, class H, and class HH):

1. Monitor continuously by automatic means
the beacons used as |FR aids.

2. Check the operation at |east once each hour if
an automatic alarm is not available.

f. ILSMLS:

1. Check the ILS/IMLS monitor panel at the
beginning of each watch and record the system status
in accordance with subpara 4-6-5h, Preparation of
FAA Form 7230-4.

2. Apply the procedures described in para
3-5-2, System Component Malfunctions, when
there are indications that a component has failed.

3. If you suspect that the indication is caused by
a control line or a control station monitor failure
rather than a malfunction of the component itself,
take appropriate action as indicated in FAAO JO
7110.65, para 2-1-10, NAVAID Malfunctions. If a
malfunction is confirmed, discontinue use of the
component involved.

3-5-1
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NOTE-

Not all ILS components are provided with remote monitor
and control lines (on/off capability). If the failure
indication is caused by a control line or a control station
monitor failure, the Technical Operations technician must
advise if that component will be restored to operation and
the monitor status.

g. Compass locators:
1. Monitor continuously by automatic means.

2. Check the operation at least once each hour if
an automatic alarm is not available.

3. If the provisions of subparas 1 or 2 above
cannot be met, the compass locator may be
considered monitored if it is equipped with an
automatic monitor and shutdown feature at the site.
In this case responsibility for monitoring must not be
assigned to the air traffic facility.

3-5-2. SYSTEM COMPONENT
MALFUNCTIONS

Take the following action when the alarm signal or a
report indicates an air traffic system component
malfunction:

a. Try to restore the aid to normal operation.
b. If unableto restore it, discontinue its use and:

1. Notify the appropriate IFR control facility/
sector.

2. Notify the appropriate FSS as necessary.

3-5-2

2/9/12

3. Notify Technical Operations personnel in
accordance with FAAO JO 6030.31, National
Airspace System Failure Response, and locally
developed procedures.

4. Issue any necessary NOTAMSs, and take other
NOTAM related actions as appropriate.
REFERENCE-

FAAO JO 7210.3, Para 3-5-1, NAVAID Monitoring.
FAAO 7930.2, Para 4-2-1, NOTAM Composition.

NOTE-

When Technical Operations personnel silence the
monitoring system of any NAVAID, they will assume
responsibility for the monitoring function.

3-5-3. PROCESSING GPS ANOMALY
REPORTS

Forward all information gathered as per FAAO
JO 7110.65, Air Traffic Control, subpara 2—-1-10Db,
through the TMU to the ATCSCC and the local MCC.

NOTE-

The NMCC in Warrenton, Virginia is the focal point for
upward reporting and response coordination for all GPS
anomalies.

3-5-4. ORIGINATING NOTAMs
CONCERNING NAVAIDs

Air traffic facilities having responsibility for
monitoring NAVAIDs must originate NOTAMs
regarding their status unless otherwise directed by the
Service Area office.

Navigational Aids
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Section 6. Direction Finders

3-6-1. DF ANTENNA SITE

NOTE-
The DF antenna may be located at a site other than the
airport proper. If the antenna is remoted, it is important
that specialists recognize that the bearing information
obtained isin relation to the antenna site rather than to the
airport.

3-6-2. STROBE LINE INDICATION

Each time an aircraft transmits on the designated
frequency, bearing information is provided from the
antenna site. This data can be presented directly on
the surveillance scope by strobe line indication. It
also appears on the DF mechanical azimuth indicator.

3-6-3. EQUIPMENT LIMITATIONS

Equipment specifications require a bearing accuracy
of plus or minus 6 degrees on the azimuth indicator.
This deviation may be increased depending on the
site, terrain, or other factors. A small additional error
isintroduced when the strobe lineindication is placed
on the surveillance scope. Additionally, asin the case
of any electronic equipment, the DF unit has certain
limitations.

3-6-4. INACCURATE BEARING
INDICATION

DF equipment is designed to furnish bearing
information from any transmitting station within
communications range on the frequency selected.
Any signal within range affects it. Therefore, when
two or more aircraft are transmitting simultaneously,
an inaccurate bearing indication results.

3-6-5. COMMISSIONING DF EQUIPMENT
When DF equipment is commissioned:

a. Notify the appropriate Technical Operations
Aviation System Standards, National Flight Proced-
ures.

b. Coordinate with the Technical Operations
Aviation System Standards, National Flight Proced-
ures to establish minimum safe DF altitudes for a 100
mile radius. See FAAO 8260.3, United States

Direction Finders

Standards for Terminal Instrument Procedures
(TERPS).

c. Provide for the use of norma and emergency
air/ground frequenciesin DF radio communications
(VHF, 118-156 MHz).

d. The Terminal Operations Area office must
determine requirements for establishment of DF
approach procedures at airports with suitably located
DF antenna sites.

NOTE-

The Technical Operations Aviation System Stand-
ards, National Flight Procedures will document and
approve the procedure (restrictively identified for
emergency use only) on FAA Form 8260 and supply copies
to the associated FSSYATCT/ARTCC. Flight Standards
will submit data to be published in the AIM. Approach
details will be published only on FAA Form 8260.

e. Prepare a facility directive specifying the
service to be provided. Include the following:

1 Instructions that:

(8 The DF indication and the bearing of a
known transmitter site be compared once each watch.

(b) The reception of all frequencies be
checked once each day if there is a suitable signal
available.

(c) Approved DF approach procedures.
(d) Minimum safe DF altitudes.

3-6-6. OPERATING PROCEDURES
Facilities equipped with DF must:

a. Check the equipment at least once each 8 hours,
and advise any affected radar control facilities and
FSSs of a DF outage.

b. Maintain the equipment in a state of readiness
that will allow for operation in the shortest time
possible. (This may be “off,” “standby,” or
“continuous’ depending on the operational charac-
teristics of the equipment.)

c. During periods when DF information is not
required, the frequency selected must be left to the
discretion of the facility as determined by local
reguirements.
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3-6-7. ASR-ASSOCIATED DF

VHF/DF equipment is installed at many airports
equipped with ASR. The information obtained
furnishes the heading needed to bring the aircraft
within the ASR pattern. Specialists may use this
equipment to assist in obtaining an accurate bearing
to:

a. Locatealost aircraft or onein distresswhichis
within communications range but outside radar
coverage.

b. Vector an aircraft directly to an airport.

c. Coordinate cross bearings to establish a fix
where the communications range of two or more
installations overlap.

3-6-2

2/9/12

3-6-8. ASSIGNING HEADING USING
DF/ASR

If the DF antenna and the ASR antenna are not
collocated, the surveillance compass rose centers on
the ASR antenna site rather than on the DF antenna
site. When assigning an aircraft a heading for homing
purposes using the DF equipment under these
circumstances, make the required allowance for the
|ocation of the two sites.

3-6-9. CANCELING DF APPROACH
PROCEDURES

DF approach procedures may be canceled if deemed
appropriate by the Terminal Operations Area office
and Technical Operations Aviation System Stand-
ards, National Flight Procedures.

Direction Finders
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Section 7. Radar Use

3-7-1. COMMISSIONING RADAR
FACILITIES

a. Electronic Commissioning:

1. Subsequent to the initial installation of an
ARSR/ASR system, the provisions of FAAO 8200.1,
United States Standard Flight Inspection Manual,
para 215 must be satisfied prior to the electronic
commissioning of the facility.

2. Mgor equipment modifications or major
component changes to existing installations may
necessitate a special flight check to reaffirm that the
radar is continuing to meet the origina commission-
ing criteria. When such a change is made, the new
type equipment must be electronically commissioned
in accordance with subpara 1 above.

3. If ASR equipment cannot meet the surveil-
lance approach requirement during the flight check,
consider this phase of the flight check as secondary
and commission the equipment for its primary
purpose of providing radar traffic control service.

b. Operationa Implementation:

1. When aradar facility isto be commissioned,
a 60-day period of use (without the application of
radar separation standards) should elapse between the
€electronic commissioning date and the inauguration
of radar air traffic control service. This period will
permit controllers to gain experience in tracking,
vectoring, and identification. It will better ensure a
full understanding of the equipment, procedures, and
services to be provided. However, this 60-day period
is not mandatory and may be reduced or eiminated
provided NOTAM reguirements can be satisfied and
the Service Area office is assured that the intended
service can be carried out in a safe and efficient
manner.

2. Only one phase of service should be
implemented at a time. A period of 30 to 60 days
should elapse between the implementation of
subsequent phases. For example, ARTCCs may
initiate en route service on specific routes or within
specified areas; terminals may implement either
arrival or departure service 30 to 60 days prior to
expanding to other areas/services. Advertised
services must be implemented on an all-aircraft basis

Radar Use

and must be accomplished in accordance with FAAO [}

JO 7110.65, Air Traffic Control. If services are
initially implemented on a “part-time” basis, the
daily hours (preferably 8 hours or longer) must be
specified in the aeronautical information message
and the advertised services maintained during those
hours. The extent and types of service will be
dependent upon operational requirements, personnel,
and equipment capabilities. The schedule of radar
service implementation must be jointly determined
by the facility air traffic manager and the Service Area
office. Service Area office approval isrequired prior
to the implementation of each phase of radar service.

3. A review of the existing LOA must be
accomplished to ensure that necessary changes are
made or that new agreements are consummated and
approved prior to implementing any phase of radar
traffic control. Airspace areas for which radar
terminal facilities have responsibility should include
sufficient vector areas for:

(&) Positioning and spacing of arriving
aircraft en route to the airport from outer fixes or radar
handoff points.

NOTE-

Normally, no less than two nor more than four outer fixes
are used to serve a single approach course. Thesefixesare
normally located to permit simultaneous holding at the
same altitude. When only one radar approach control
position is used, two outer fixes are optimum. If two radar
approach positions are available, four fixes are optimum.

(b) Spacing and control of departing aircraft
and aircraft executing missed approaches.

(c) Positioning and spacing transitioning
aircraft.

c. Notification Procedures;

1. Issue an aeronautical information message
for each location at least 30 days prior to and again
immediately following implementation of radar ATC
procedures containing the following:

(&) Nature of service; e.g., departure, arrival,
en route.

(b) Proposed or effective date.
(c) Specific airspace affected.

(d) Hours of serviceif lessthan 24 hours per
day.

3-7-1
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EXAMPLE-

BAKERSFIELD, CALIFORNIA, SURVEILLANCE
RADAR EXPECTED TO BE COMMISSONED ON OR
ABOUT JUNE 1[5, 2004. RADAR AIR TRAFFIC
CONTROL SERVICE USING RADAR SEPARATION
STANDARDS WILL BE APPLIED AS APPROPRIATE.
SERVICE WILL BE PROVIDED DAILY BETWEEN THE
HOURS OF 1400-2300Z WITHIN 40-MILE RADIUSOF
BAKERSFIELD.

2. When an additional service is to be
implemented or a change in programmed areas of
application is made, issue an aeronautical informa-
tion message delineating that new service. Advance
notice is desirable. However, it is not mandatory, and
the aeronautical information message may be issued
concurrently with the inauguration of the extended
radar service.

3. When achange in ARSR/ASR equipment is
made, issue an aeronautical information message if a
modification to existing service will result and/or if
abreak in service of more than 30 minutes will occur.

4. A copy of each of the memoranda/aeronautic-
al information message sent to System Operations
Airspace and Aeronautical Information Management
Office for inclusion in the Notices to Airmen
publication and/or the Airport/Facility Directory
must be addressed to Manager of Publications,
Manager of System Safety and Procedures, Manager
of Flight Services Administration, and the appropri-
ate Service Area offices.

3-7-2. RADAR USE
a. Approved radar systems may be used for:

1. Surveillance of aircraft to assure the effective
use of airspace.

2. Vectoring aircraft to provide separation and
radar navigation.

3. Vectoring aircraft to final approach.

4. Vectoring IFR aircraft to the airport of
intended landing.

5. Monitoring instrument approaches.

6. Providing radar traffic, weather, chaff, and
bird activity information.

7. Providing assistance to pilots of aircraft in
distress.

3-7-2
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b. Approved terminal radar systems may also be
used for:

1. Conducting precision or surveillance ap-
proaches.

2. Formulation of clearances and control
intructions based on runways and movement areas
observable on the ASDE.

NOTE-

In accordance with FAAO JO 7110.65, Chapter 3, Airport
Traffic Control — Terminal, Section 6, Airport Surface
Detection Procedures.

3-7-3. ATC RADAR BEACON SYSTEM
DECODER CONTROL BOX CHECKS

NOTE-
Not Applicable to STARS.

Facility air traffic managers must ensure that radar
controllers perform daily performance checks of the
decoder control box as follows:

a. Each controller is responsible for determining
on a day-to-day basis if the operation of hig/her
decoder control box is satisfactory for ATC purposes.
Decoder control box performance can be determined
by checking all switches, thumbwhed code selectors,
and selected channels to ensure that they are
functioning properly. The actual operation of each
channel should be checked by decoding a known
target sequentially on each channel and observing it
on both double and single slash. Notify the
OMIC/OSIC if amalfunction is observed.

b. OMICS/OSICs must make an entry on FAA
Form 7230-4 of any malfunctions and report same to
the Technical Operations personnel on duty.

c. At sites equipped with automatic beacon
decoders, such as ARTS and the TPX-42, the radar
beacon control decoder box need not be checked
daily. The requirements of subpara a above must be
met as soon as possible after reverting to broadband
beacon information.

3-7-4. MONITORING OF MODE 3/A RADAR
BEACON CODES

a. Facility air traffic managers may assign
Mode 3/A codes to be monitored in addition to those
required by FAAO JO 7110.65, Air Traffic Control,
Chapter 5, Section 2, Beacon Systems.

Radar Use
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b. A facility directive must be issued establishing
facility standards for displaying required transponder
repliesin al available operational modes.

c. Where desirable, beacon targets may be
displaced at a slightly greater range than their
respective primary returns. When beacon displace-
ment is elected, issue a facility directive specifying
the standard relationship between primary returns
and the beacon control slash of secondary returns.
The maximum allowabl e beacon target displacement
which may be specified by the facility air traffic
manager is 1/4 mile for STARS and 1/2 mile applied
in /4 mile increments for all other facilities.

3-7-5. RADAR TARGET SIZING

Minimum target size for terminal radar systems using
terminal digital radar or full digital target symbols,
except for MEARTS, must not be less than the
minimum target size shown in Technical Operations
orders concerning the maintenance of terminal digital
radar. The target symbol must be centered on the
terminal digital radar/full digital system type target
presentation.

NOTE-
Target sizeisfixed in MEARTSregardless of range or data
block character size.

3-7-6. TERMINAL DIGITAL RADAR
SYSTEM AND DISPLAY SETTINGS

a. Thefollowing system settings for the terminal
digital radar/DV CP must be established in afacility
directive.

1. Normal weather setting positions when
2-level weather is selected on the system control
panel.

2. MEARTS normal weather setting positions
when 3-level weather is selected on the system
control panel.

3. Normal weather setting positions when
6-level weather is selected on the system control
panel.

4. Name, range/azimuth, altitude, and coordin-
ates of prominent obstructions.

5. Azimuth and range settings of moving target
indicator (MTI) reflectors used for map alignment.

Radar Use
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6. Permanent beacon target (Parrot) used for
map alignment location.

b. The following display settings must be
established in a facility directive, except for
MEARTS:

1. Wesather/Radar Gate normal setting.
2. Position startup weather level settings.

c. The air traffic manager and Technical Opera-
tions SMO manager must prepare a local order
defining the procedures needed to protect the
antenna, shutdown the antenna, transfer power
between high and low voltage, and transfer from one
channel to another channel.

3-7-7. PREARRANGED COORDINATION

a. Air traffic managers at radar facilities must
determine whether or not a clear operational benefit
will result by establishing prearranged coordination
procedures (P-ACP). Such procedures would allow
aircraft under one controller’s jurisdiction to
penetrate or transit another controller’'sairspacein a
manner that assures standard separation without
individual coordination for each aircraft. When
reviewing existing P-ACPs, or contemplating the
establishment of these procedures, consideration
must be given to airspace realignment to preclude
coordination/penetration of another operational
position’s airspace. Prior to implementing a P-ACPR,
negotiations should be accomplished locally and all
affected personnel must be thoroughly trained in the
application of the procedures.

b. When P-ACPs are established, a facility
directive must be published. The directive must
include, as a minimum:

1. Requirement that the NAS Stage A (en route)
or ATTS (terminal) systems are fully operational.

2. Procedures to be applied in the event that
prearranged coordination procedures are not practic-
able.

3. The position(s) authorized to penetrate the
protected airspace of an adjacent position.

4. Detailed responsibilities relating to P-ACP
for each position.

5. The requirement that two positions of
operation cannot be authorized to penetrate each
other’s airspace simultaneously.
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6. Controllers who penetrate another control-
ler’s airspace using P-ACP must display data block
information of that controller’s aircraft which must
contain, a a minimum, the position symbol and
dltitude information.

7. Controllers who penetrate another control-
ler’s airspace using P-ACP must determine whether
the lead aircraft is a heavy or B757 when separating

3-7-4
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aircraft operating directly behind, or directly behind
and less than 1,000 feet.

8. Procedures to be applied for those modes of
operation when the computer fails or is shut down,
the beacon fails and only primary is available, and for
nonbeacon aircraft or at automated facilities aircraft
without an associated full data block.

REFERENCE-
FAAO JO 7110.65, Para 5-4-10, Prearranged Coordination.
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Section 8. Video Maps

3-8-1. TOLERANCE FOR RADAR FIX
ACCURACY

Careful attention must be given during commission-
ing flight checks of aradar to the accuracy of digital
maps, video map plates, or overlaysto ensure that the
plate or overlay markings meet specified require-
ments relative to permanent targets. In actual practice
an aircraft’s displayed position can be dightly in error
with respect to its geographic position and still meet
the requirements of FAAO 8200.1, United States
Standard Flight Inspection Manual.

3-8-2. RADAR MAPPING STANDARDS
The minimum radar mapping capability required for
commissioning radar servicesis one of the following:
a. Dua video mapper.
b. Adequate map overlay.
c. Single video mapper plus a map overlay.
d. AN/GPA-70 at USAF ingtallations.
e. AN/GPA-91 at Navy installations.

f. Computer—generated displays.

NOTE-

Grease pencil markings, plastic tape, compass rose grid
lines, range marks, or other innovations must not be used
in lieu of an adequate digital map, map overlay, or video
map.

3-8-3. DISPLAY MAP DATA

To reduce scope clutter and increase operational
efficiency, limit data on display mapsto the following
(except for subpara o, facility air traffic managers
may delete items not required):

a. Airports/heliports.

b. Runway centerline extension and/or final
approach course.

REFERENCE-
FAAO JO 7110.65, Para 5-9-1, \kectors to Final Approach Course.

¢. Hospital emergency landing aress.
d. NAVAIDs and fixes.
e. Reporting points.

Video Maps

f. Airway/route centerlines.

g. Boundaries (contral, specia use areas, terminal
buffer areas, outer fix holding pattern airspace areas,
No transgression zones, etc.).

h. Handoff points.

i. Special use tracks (scramble, recovery, Instru-
ment Departures, etc.).

j. Obstructions.

k. Prominent geographic features (islands, moun-
tains, etc.).

I. Map alignment indicators.
m. Range accuracy marks.

n. Minimum vectoring atitudes in hundreds of
feet; e.g., 23-2,300 ft., 100-10,000 ft.

0. Airports immediately outside your area of
jurisdiction that are:

1. Within airspace used to receive radar
handoffs; and

2. Depicted by the facility having jurisdiction
over that airspace.

p. For sites equipped with STARS, facility air
traffic managers must specify in afacility directive
procedures for using optional maps.

NOTE-

The intent of subpara o isto assist controllers in making
emergency airport recommendations when inflight
emergencies occur near facility boundaries. There is no
intent to establish criteria for airport depiction. However,
insofar as facilities having jurisdiction depict airports,
then those same airports must be depicted on the adjacent
facility’s video map.

REFERENCE-

FAAO JO 7110.65, Para 10-2-15, Emergency Airport Recommendation.

3-8-4. INTENSITY

Set the intengity of the video map and the range marks
on the CTRD equipment at the minimum intensity
that will provide the controller with the necessary
information. Supervisory personnel must ensure that
ausable intensity is maintained.
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3-8-5. COMMON REFERENCE POINTS facilities using different radar systems. Whenever
Facility air traffic managers must ensure the ~ Possible, simultaneous flight checks should be
adequacy of common reference points on radar maps conducted of these radar faystems. FA_AO 8200.1,
where such points are used in providing air traffic ~ United States Standard Flight Inspection Manual,
control services; e.g., handoff points, etc., between must be used in determining the appropriate l
adjacent facilities or between sectors within the tolerances.

3-8-2 Video Maps
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Section 9. Other Displays

3-9-1. MINIMUM VECTORING ALTITUDE
CHARTS (MVAC) FOR FACILITIES
PROVIDING TERMINAL APPROACH
CONTROL SERVICES

Air traffic managers must determine the location and
the method for the display of vectoring altitude charts
to provide controllers with the minimum vectoring
altitudes as follows:

a. Where the system is configured to display
single radar sensors, provide:

1. An MVAC that accommodates the largest
separation minima of all available sensors; or

2. Unique MVACs that accommodate the
appropriate separation minima of each available
Sensor.

b. Where the system is configured to simultan-
eously display multiple radar sensors, provide an
MVAC that accommodates the largest separation
minima of all available sensors; or

c. Where the system is utilizing FUSION mode,
develop an MVAC that provides:

1. Three-mile separation minima or more from
obstacles, except when applying the provision in
paragraph 3-9-1c2. The MVAC must depict obstacle
clearances, outward to the lateral limits of the
associated approach control airspace and an
appropriate buffer outside the lateral approach
control airspace boundaries. As a minimum, this may
be accomplished by using the existing single-sensor
MVAC for the predominant radar sensor; and

2. Five-mile separation minima from obstacles
for use whenever the FUSION system cannot provide
3-mile separation due to degraded status or system
limitations.

d. At locations adding FUSION, provided the
facility uses existing MVA charts with 3—mile buffers
and an MVAC with 5-mile buffers, additional charts
do not need to be developed to support FUSION.

NOTE-

Mission Support Services—Aeronautical Products, ATC
Products Group should be contacted if assistance is
required. (See FAAO 8260.3, United States Standard for
Terminal Instrument Procedures (TERPS) Chapter 10.)

Other Displays

REFERENCE-
FAAOJO 7110.65, Para 5-5-4, Minima.

3-9-2. MINIMUM VECTORING ALTITUDE
CHARTS (MVAC) PREPARATION
(TERMINAL/MEARTS)

Prepare a vectoring chart in accordance with the
criteria contained in FAA Order 8260.3, United
States Standard for Terminal Instrument Procedures
(TERPS).

a. MVACs must be developed and maintained
using the Sector Design and Analysis Tool (SDAT).
Facility Managers may request assistance in the
development and maintenance of their MVAC or
request SDAT user support by soliciting the Mission
Support Services, Geographic Services Group.
MVACs developed in SDAT properly apply
obstruction clearance criteria required by FAA Order
8260.3. SDAT completes FAA Form 7210-9 and
automatically creates and sends the necessary data
files to Mission Support Services, ATC Products
Group upon certification.

NOTE-

MVAs are established without considering the flight—
checked radar coverage in the sector concerned. They are
based on obstruction clearance criteria and controlled
airspace only. It is the responsibility of the controller to
determine that a target return is adequate for radar
control purposes.

b. At a minimum, the airspace considered for
providing obstacle clearance information on MVA
charts must accommodate the facility’s delegated
area of control as well as adjacent airspace where
control responsibility is assumed because of early
handoff or track initiation.

c¢. MVACs may be subdivided into sectors to gain
relief from obstacles that are clear of the area in which
flight is to be conducted. There is no prescribed limit
on the size, shape, or orientation of the sectors.

d. Depict the sectors in relationship to true north
from the antenna site.

e. Facility requests for reduced required obstruc-
tion clearance (ROC) in an area designated as
mountainous in accordance with 14 CFR, Part 95,
Subpart B, must conform to the following
procedures:

3-9-1
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1. Designated mountainous terrain must be
evaluated for precipitous terrain characteristics and
the associated negative effects. Facility managers
must use FAA Order 8260.3, paragraph 1720, as a
guide when considering ROC reductions in
designated mountainous areas. ROC reductions are
not authorized where negative effects of precipitous
terrain are documented or known having followed the
process contained in subparas e2 and 3 below. ROC
reductions within designated mountainous areas are
only authorized by complying with at least one of the
following criteria:

REFERENCE-

FAA Order 8260.3, Appendix 1, Glossary Term, Precipitous Terrain.
(a) Where lower altitudes are required to

achieve compatibility with terminal routes.

(b) To permit vectoring within the airport
radar traffic pattern area for either a departure
procedure, an instrument approach procedure, or a
visual approach to an airport. Air traffic managers
must define each airport’s radar traffic pattern area for
which ROC reductions are sought. These areas must
include sufficient maneuvering airspace necessary
for ATC sequencing and spacing of traffic in the
vicinity of an airport.

2. Where mountainous terrain has been deemed
precipitous by the air traffic facility, each ROC
reduction request must include a query to an
independent data source, such as NASA’s Aviation
Safety Reporting System to determine if any ground
proximity warnings have been reported in the subject
area. After completing the query, consider the
facility’s history and experiences with turbulence at
the minimum altitude requested. Avoid ROC
reductions where reported ground proximity warn-
ings relate to both existing MVA sector altitude ROC
reductions and rapid terrain elevation changes. ROC
reduction requests in these areas may require
additional evaluation and review.

REFERENCE-
FAA Order 8260.3, Appendix 1, Glossary Term, Precipitous Terrain.

3. The facility MVAC package must include a
detailed account of the steps taken by the facility to
determine if the sector will qualify for taking a ROC
reduction in the sector. This data will be reviewed by
the Service Center Operations Support Group (OSG)
and the ATC Products Group personnel for ROC
reduction approval. Service Center Operations
Support personnel must be the approving authority
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for ROC reduction criteria compliance with
paragraph e1(a) and (b) above. Previously approved
reductions in ROC justifications must be resubmitted
for approval during a facility’s recurring certification
process.

NOTE-

Should a ROC reduction request be denied by Service
Center Operations Support personnel, the manager may
appeal the decision to Terminal Safety and Operations
Support for review.

4. In the advent of the development of an
automated precipitous terrain algorithm certified by
AFS, the automated method will be used in lieu of the
manual method described above.

5. Ensure MVA areas submitted for ROC
reductions do not cover large geographical areas that
include locations that would not, individually, meet
ROC reduction standards. In such cases, the ATC
Products Group may work with the Service Center
and the facility to design a sector that will pass the
approval process for a particular approach/departure
route.

6. Whenever a ROC reduction is taken, the
rationale/justification for taking the ROC reduction
as defined in subpara el must be included in the
MVAC package by facility managers.

7. ROC reductions should only be requested
when there is a demonstrated operational need, and in
no event will requested reductions result in an MVA
that does not comply with 14 CFR 91.177.

f. An assumed adverse obstacle (AAO) additive is
required in areas not designated as mountainous
(ROC 1,000 feet) and in designated mountainous
terrain areas when any ROC reduction is requested.

g. Where an operational need is demonstrated and
documented, managers are permitted to round a
resulting MVA with an AAO additive to the nearest
100-foot increment, provided the minimum ROC is
maintained for other non-AAO obstacles. For
example, 3,049 feet rounds to 3,000 feet to support
glide slope intercept requirements.

h. Managers requesting to waive criteria con-
tained in FAA Order 8260.3, must submit FAA Form
8260-1, Flight Procedures/Standards Waiver in
conjunction with the MVA project. This waiver form
will contain the criteria requested to be waived, with
the operational need fully explained, and examples of
how the facility will achieve an equivalent level of
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safety, if approved. The package will be sent to the
ATC Products Group through the Service Center
OSG. Upon completion of the ATC Products Group
review, the package will be forwarded to the Flight
Procedure Implementation and Oversight Branch.
For the Flight Standards waiver process, facility
managers do not need to complete a Safety
Management System evaluation. An electronic copy
of the completed waiver package must be sent to
Terminal Safety and Operations Support.

i. MVAs must not be below the floor of controlled
airspace and should provide a 300—ft buffer above the
floor of controlled airspace. In some cases, this
application will result in an exceptionally high MVA
(for example, in areas where the floor of controlled
airspace is 14,500 MSL). When operationally
required to vector aircraft in underlying Class G
(uncontrolled) airspace, 2 MVAs may be established.
The primary MVA must be based on obstruction
clearance and the floor of controlled airspace. A
second, lower MVA that provides obstruction
clearance only may be established. The obstruction
clearance MVA must be uniquely identified; for
example, by an asterisk (*). Do not consider buffer
areas for controlled airspace evaluations.

j- If new charts prepared using SDAT create a
significant impact on a facility’s operation, the
impact must be coordinated with ATO Terminal
Safety and Operations Support for joint coordination
with System Operations.

NOTE-

Significant impacts include changes to flight tracks for
turbine—powered aircraft, multiple losses of cardinal
altitudes, andj/or reductions in airport arrival/departure
rates.

k. Air traffic managers may request to merge
adjoining, like altitude MVA sectors that resulted
from using differing design criteria provided the
merged sectors are identified in the remarks on FAA
Form 7210-9 and a statement is included with each
affected sector that the merged sectors are for Radar
Video Map (RVM) presentation only; for example,
Sector B, B1, and B2 are to be merged in SDAT shape
files for RVM presentation only.

I. Air traffic managers must submit the request for
MVAC: to the appropriate Service Center OSG for
review. The Service Center OSG must then forward
the requested MVAC to the ATC Products Group for
processing.

Other Displays
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m. Each request must indicate the MVAC was
accomplished in SDAT and stored in the SDAT
repository.

n. Each request must include the SDAT generated
Form 7210-9 with the manager’s signature and point
of contact at the submitting facility. Form 7210-9
must also be an electronic copy with the manager’s
signature, and imported into the MVA project file.
When applicable, each Form 7210-9 must include
explanations/ justifications for both ROC reduction
and AAO additive rounding requests. The MVA
request with Form 7210-9 may be electronically
forwarded to the OSG but must be followed with a
hard copy with original signatures. However, when
the capability of electronic signatures is developed
within SDAT, Form 7210-9 will be transmitted
electronically between the facility, Service Center,
and ATC Products Group in lieu of the paper process.
SDAT will automatically store the approved MVAC
package in the National Airspace System Resource
(NASR).

o. For those facilities that use the SDAT program
office for the development and maintenance of their
MVAC:s, the SDAT program office personnel must be
notified to complete the final submission step of the
project within the repository when sending the
MVAC request to the OSG.

p. When more than one chart is used, prepare
those charts with the oldest review/certification
date(s) first to help avoid lapses in annual
review/certification requirements.

q. New charts that result in significant operational
impacts must not be implemented by air traffic
managers until associated changes to facility
directives, letters of agreement, and controller
training are completed within a period not to exceed
6-—months from new chart certification.

r. Once a chart without significant operational
impacts has been approved, it must be implemented
as soon as possible. MVAC installations projected to
be more than 60 days from date of approval must be
coordinated with and approved by,the Service Center
OSG.

s. Air traffic managers must ensure that MVACs
are periodically reviewed for chart currency and
simplicity and forwarded for certification to the ATC
Products Group at least once every 2 years. Charts
must be revised immediately when changes affecting
MVAs occur.
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3-9-3. ALTITUDE ASSIGNMENTS TO
S/VFR AND VFR AIRCRAFT

Where procedures require altitude assignments to
S/VFR and VFR aircraft less than the established IFR
altitude or MVA, facility air traffic managers must
determine the need and the method for displaying the
appropriate minimum altitude information.
REFERENCE-

FAAO JO 7110.65, Para 7-5-4, Altitude Assignment.
FAAO JO 7110.65, Para 7-8-5, Altitude Assignments.

3-9-4. EMERGENCY OBSTRUCTION
VIDEO MAP (EOVM)

a. An EOVM must be established at all terminal
radar facilities that have designated mountainous
areas as defined in 14 CFR Part 95, Subpart B, within
their delegated area of control and an available
channel in their video mappers. This map is intended
to facilitate advisory service to an aircraft in an
emergency situation in the event an appropriate
terrain/obstacle clearance minimum altitude cannot
be maintained. (See FIG 3-9-1.)

NOTE-

Appropriate terrain/obstacle clearance minimum alti-
tudes may be defined as MIA, MEA, Minimum
Obstruction Clearance Altitude (MOCA), or MVA.

b. Alternatives, such as combining existing maps,
eliminating a lower priority map or, as a least
desirable alternative, merging the EOVM with the
MVA map, must be considered when necessary to
accommodate the EOVM.

c¢. EOVM Use: The EOVM must be used and the
advisory service provided only when a pilot has
declared an emergency or a controller determines that
an emergency condition exists or is imminent
because of the inability of an aircraft to maintain the
appropriate terrain/obstacle clearance minimum
altitude/s.

d. EOVM Design:

1. The basic design of the EOVM must
incorporate the following minimum features:
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(a) Base contour lines of the mountains with
the highest peak elevation of each depicted mountain
plus 200 feet for natural low obstacle growth.

(b) Highest elevations of adjacent topo-
graphy; e.g., valleys, canyons, plateaus, flatland, etc.,
plus 200 feet, or water.

(¢c) Prominent man-made obstacles; e.g.,
antennas, power plant chimneys, tall towers, etc., and
their elevations.

(d) Satellite airports and other airports which
could serve in an emergency.

(e) MVA if the EOVM must be merged with
the MVA map for the former to be accommodated.

(B Other information deemed essential by the
facility.
NOTE-
To avoid clutter and facilitate maintenance, information

depicted on the EOVM should be restricted to only that
which is absolutely essential.

2. All elevations identified on the EOVM must
be rounded up to the next 100—foot increment and
expressed as MSL altitudes.

NOTE-

To avoid unnecessary map clutter, the last two digits are
not required.

EXAMPLE-

2=200, 57=5700, 90=9000, 132=13200

e. EOVM Production: The preparation and
procurement of the EOVM must be accomplished in
accordance with FAAO 7910.1, Aeronautical Video
Map Program.

f. EOVM Verification: The original EOVM
procurement package must be checked for adequacy
and then coordinated with the Mission Support
Services, Terminal Procedures and Charting Group
through the Service Area Operations Support Group,
Flight Procedures Team (FPT) to verify the accuracy
of its information. At least once every 2 years, the
EOVM must be reviewed for adequacy and
coordinated with the Terminal Procedures and
Charting Group through the FPT for accuracy.
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FIG3-9-1
EOVM
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3-9-5. ESTABLISHING DIVERSE VECTOR
AREA/S (DVA)

a. DVAs may be established at the request of the
ATM and coordinated jointly with the appropriate
Service Area OSG and Mission Support Services,
Terminal Procedures and Charting Group for
candidate airports within the facility’s area of
jurisdiction. DVAs should be considered when an
obstacle(s) penetrates the airport’s diverse departure
obstacle clearance surface (OCS). The OCSisa40:1
surface and is intended to protect the minimum climb
gradient. If there are no obstacle penetrations of this
surface, then standard takeoff minimums apply,
obstacle clearance reguirements are satisfied and free
vectoring is permitted below the MVA. When the
OCS is penetrated, the Terminal Procedures and
Charting Group procedural designer will develop an
obstacle departure procedure (ODP). An ODP may
consist of obstacle notes, non-standard takeoff
minimums, a specified departure route, a steeper than
normal climb gradient, or any combination thereof.
If an ODPisdeveloped for arunway, it is a candidate
for aDVA. The ATM should consider whether aDVA
is desired and then consider if development would
provide operational benefits exceeding existing
practices. This is done after determining that
sufficient radar coverage exists for any given airport
with a published instrument approach. When
established, reduced separation from obstacles, as
provided for in TERPS diverse departure criteria, will
be used to radar vector departing IFR aircraft below
the MVA. To assist in determining if obstacles
penetrate the 40:1 surface, ATMs may request the
Termina Procedures and Charting Group provide
them with a graphic depiction of any departure
penetrations in addition to completing the following
steps:

1. If the location is listed in the Terminal
Procedure Publication (TPP) index, check the
take-off minimums and (Obstacle) Departure
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Procedures in section C of the TPP for the DVA
runway. If nothing is listed, or only obstacle notes
appear, then aDVA isnot necessary. If aDP appears,
development of a DVA becomes an option.

2. If thelocation is not listed, query the NFDC
Web site at http://nfdc.faa.gov, and select the Specia
Procedureslink to determineif a“special” instrument
approach procedure exists at that airport/heliport. If
there is a specia procedure, the Regional Flight
Standards All Weather Office (AWQO) can supply
FAA Form 8260-15A for ODP information when
requested by the facility.

NOTE-

If the TPP or AWO indicates | FR departures N/A for any
given runway, then a DVA is not authorized.

3. If the ATM elects to request a DVA, use the
sample memorandum below as a guide (see FIG
3-9-2). Specify if the request isto establish, modify,
or cancel aDVA. If modifying or canceling a DVA,
attach the memorandum that authorizes the current
DVA. The DVA request must include the following:

(a) Airport identifier.
(b) Desired DVA runway(s).

(c) Requested DVA method. Specify arange
of operational headings by starting from the extreme
left heading proceeding clockwise (CW) to the
extreme right heading as viewed from the departure
runway in the direction of departure (for example,
Runway 36, 330 CW 030), or isolate a penetrating
obstacle(s) by identifying that obstacle(s) either by
DOF number or range/bearing from airport.

(d) Maximum Extent (Distance) from Depar-
ture Runway.

(e) Radar Type/Beacon Type. Provide wheth-
er the facility has an ASR-9 with Mode S beacon
system.

(f) Facility Hours of Operation.
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FIG3-9-2
Sample DVA Memo
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Federal Aviation
Administration

Memorandum

Date: March 10, 2011

To: John Bickerstaff, Manager, Terminal Procedures and Charting Group, ATWV-35
THET: Mark Ward, Manager, Eastern Operations Support Group, AV -EZ2

From: Steve Jones, Air Traffic Manager, X¥Z TEACON
Prepared by Joseph B Specialist, Support Specialist
Subject: Diverse Vector Area (DVA) Bequest

HYZ TEACON requests the following DVA action as specified for the following
arpott(s) based on the information provided below:

ACTION AIRPORT EREWY REQUESTED DVAMETHOD  DIST FROM RWY

Range of Headings
EZTABLISH KARBC 35K 320 CW 020 Within 18HM
Range of Headings
EZTABLISH KABC I7L 140 CW 200 Within 20MM
Isolate Penetrating Ohstacle
MODIFY EXYZ 15 DOF 05-00234

CANCEL KDEF 22
Radar Type'Beacon Type: ASE-8 with ATCBI-5

Hours of Operation: 0600-2300 local

POC iz Joe Specidist, XYVZ TRACON, 416-555-9988.

Attachments:
1. EXYZ DWVA authorizati on memorandum dated October 28, 2008,
2. KDEF DV A authorization memorandum dated February, 16, 2009,
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b. Forward DVA requests to the Terminal
Procedures and Charting Group through the
appropriate Service Area OSG Manager.

c. When a DVA is established, it will be
documented and provided to the facility by the
Terminal Procedures and Charting Group on FAA
Form 8260-15D, Diverse Vector Area (DVA). The
ATM must then prepare afacility directive describing
procedures for radar vectoring IFR departures below
the MVA including:

1. Textua or graphical description of the limits
of each airport’s DVA for each runway end.

2. Where required, specific radar routes,
depicted on the radar display, where radar vectors are
provided to aircraft below the MVA.

3-9-8
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3. Free vectoring areas, in which random
vectoring may be accomplished below the MVA.

d. IFR arcraft climbing within a DVA must not be
assigned an altitude restriction below the MVA.
When leaving the confines of the DVA, ensure the
aircraft reaches the MVA or has reported leaving the
altitude of the obstacle(s) for which the MVA was
created, climbing to an altitude at least 1,000 feet
above the obstacle.

e. Headings must not be assigned beyond those
authorized by the DVA prior to reaching the MVA.

f. Ensure al controllers are familiar with the
provisions of the facility directive before vectoring
aircraft in accordance with DVA procedures.
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Section 10. Color Displays-Terminal

3-10-1. COLOR USE ON ATC DISPLAYS

Color use on terminal systems was developed jointly
with the Terminal Safety and Operations Support
Office and the Terminal Automation Human Factors
Team. This section provides guidelines on the use of
color on ATC displays through a national standard for
terminal air traffic displays. These guidelines are
intended to standardize the use of colors across the
terminal systems. Any use outside these guidelines
must be developed jointly with the Terminal Safety
and Operations Support Office, the appropriate
Service AreaDirector, and the Terminal Automation
Human Factors Team. All use of color on ATC
displays must fall within these guidelines, except for
MEARTS:

a. Whenever color capabilities exist, the follow-
ing National Color Standard for Terminal Systems
must be installed:

1. Background must be black.

2. Point out identifier blinking or steady must be
yellow.

3. Compass Rose, range rings, maps A and B
must be dim gray.

4. Coordination rundown list as follows:
(8) Unsent must be green.
(b) Unacknowledged must be blinking green.
(c) Acknowledged must be steady green.

5. Geographic restriction border, fill, and text
must be yellow.

6. Data blocks owned must be white.

7. Limited or partial data blocks unowned must
be green.

8. Search target symbol must be blue.
9. Beacon target extent must be green.
10. History trails must be blue.

Color Displays-Terminal

11. Predicted track line must be white.
12. Minimum separation line must be white.

b. Whenever color is used to identify critical
information it must be used with another method of
notification such as blinking.

c. Cultural color conventions which cannot be
violated include red for danger and yellow for
warning.

d. The color pure blue should not be used for text,
small symbols, other fine details, or as a background
color.

e. Ensureal colorsthat are used including text and
symbols are presented in sufficient contrast.

f. Ensure no more than two colors are assigned to
asingle data block.

g. Use of color in general should be kept to a
minimum. When color is used to denote a specific
meaning, e.g., yellow means caution, the number of
colors used on asingle display must be no more than
six and should be congtrained to the primary colors of
red, yellow, green, blue, orange, and cyan. The
optimum number of colors used for coding should be
limited to four.

h. The specific colors that are selected for a
display must take into account the ambient
environment and the capabilities of the specific
monitor.

i. Any implementation of color isto be tested in
the context and environment to which it was
designed.

j. Color use needsto be consistent across all of the
displays that a single controller will use.

k. Facility air traffic managers must make all
requests for any color changes to color baseline
through the Director, Terminal Safety and Operations
Support.

3-10-1
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Chapter 4. Correspondence, Conferences, Records,
and Reports

Section 1.

4-1-1. CORRESPONDENCE STANDARDS

Prepare and issue facility correspondence in
accordance with:

a. FAAO 1360.16, FAA Correspondence Policy,
which prescribes basic correspondence standards.

b. FAAO 1320.1, FAA Directives System, which
prescribes the procedures for issuing direction and
work information.

4-1-2. SIGNATURE

Correspondence addressed to organizations, busi-
nesses, or individuals outside FAA must be signed
“Air Traffic Manager, Reno Flight Service Station,”
“Air Traffic Manager, Washington Center,” or “Air
Traffic Manager, Denver Tower.” The authorized
contractions for the facility names may be used on
correspondence addressed to any component of FAA,;
e.g., “Air Traffic Manager, Denver FSS.”

4-1-3. SERVICE AREA REVIEW

Forward copies of facility correspondence concern-
ing facility operating procedures to the Service Area
office; e.g., letter to airmen normally sent to pilots,
airline companies, military commands or bases, and
fixed-base operators. This correspondence must be
reviewed and approved at the discretion of the
Service Area office prior to distribution. When
information sent to users includes a change in
operating procedures, facilities must establish an
effective date for implementing these operating
procedures at least 30 days after the date of
distribution unless otherwise authorized by the
Service Area office.

4-1-4. CORRESPONDENCE REGARDING
POLICY/PROCEDURES

Air traffic managers may handle correspondence
dealing with matters involving operating policy or
procedures directly with other agencies or services. If
the matter is not within the jurisdiction of the air

General

General

traffic manager, acknowledge the correspondence
and state that the answer will be prepared and
forwarded by the Service Area office. Forward all
pertinent background material to the Service Area
office with recommendations for further handling.

4-1-5. IRREGULAR OPERATION

If information or correspondence is received from an
aviation agency indicating an irregular operation
(exclusive of palicy items) by afacility, the air traffic
manager must investigate and reply to the agency [
within 3 adminigtrative work days of receipt. If theair
traffic manager cannot investigate and prepare areply
within 3 days, or if the matter dealswith policy items
outside his/her purview, he/she must forward aletter l
of acknowledgment. Send copies of all correspond-
ence, instructions issued to prevent recurrence, and
any information on any disciplinary action taken to
the service area office.

4-1-6. PRELIMINARY ENVIRONMENTAL
REVIEW

In coordination with the Terminal Operations Area
Operations Air Traffic Environmental Protection
Specialist (EPS), facilities must conduct and
document a preliminary environmental review of
new or revised ATC procedures in accordance with
FAAO 1050.1, Environmental Impacts: Policies and
Procedures, concurrent with initial airspace plan-
ning. The facility’s review requires the documenta-
tion necessary to determine foreseeable noise
impacts and controversies.

a. Particular attention must be made to determine
whether procedures, either new or modified, will
potentially impact noise sensitive areas as defined in
FAAO 1050.1, Policies and Procedures for Consider-
ing Environmental Impacts.

b. For air traffic modifications to procedures at or
above 3,000 feet (above ground levd), the Air Traffic
Noise Screening Procedure (ATNS) should be

applied.

4-1-1



JO 7210.3X 2/9/12

¢. Modifications to procedures below 3,000 feet documentation must be retained in the facility with [}
(above ground level) require additional analysis. copies of all documentation forwarded to the EPS.
| Facilities must contact the EPS for further guidance. The directive resulting from the air traffic procedure
must contain a statement that a preliminary [
d. If the preliminary environmental review environmental review has been accomplished and
indicates that an Environmental Assessment or an that a Categorical Exclusion has been approved by
Environmental Impact Statement is not required, the the responsible official.

4-1-2 General
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Section 2. User Coordination/Conferences/Publicity

4-2-1. LOCAL CONFERENCES

a. Facility air traffic managers must call local
conferences, as often as important local problems
warrant, for discussing and clarifying facility
operational matters. Use discretion before making
any policy commitments.

1. Following these conferences, take appropri-
ate action within your jurisdiction.

2. Send two copies of the minutes, or a
summary, of each local conference to the appropriate
Service Area office and one to each conference
member.

b. If a genera conference is needed to discuss
problems and subjects of abroader nature than those
suitable for a local conference, forward such
recommendation to the appropriate Service Area
office.

4-2-2. PILOT EDUCATION

Air traffic facilities should maintain an aggressive
pilot education program whereby facility personnel
provide briefings and conduct seminars for pilot
groups. In addition to briefings on local airspace and
procedures, information on national programs should
be provided. Emphasis should be placed on
operations within Class B and Class C airspace and
on the FSS Modernization Program. The following
are examples of the type of voluntary programs that
may be offered:

a. Operation Rain Check.

REFERENCE-
FAAO 7230.16, Pilot Education Program — Operation Rain Check.

b. Operation Takeoff.

REFERENCE-
FAAO 7230.17, Pilot Education Program — Operation Takeoff.

c. Facility sponsored pilot/controller forums.

d. FSDO accident prevention safety meetings.

4-2-3. PUBLISHED ITEMS

Items of publicity, either commendable or critical of
FAA facilities, should be forwarded to the Service
Area office. This includes newspaper clippings,
magazine articles, photographs, or copies of |etters.

User Coordination/Conferences/Publicity

4-2-4. COORDINATION OF ATC
PROCEDURES

a. Coordination must be carried out with the
appropriate users prior to implementing or changing
procedures which may have a significant effect on
them or flight information publications. Users means
the operators of aircraft; organizations representing
aircraft owners, operators, or pilots; individuas; the
DOD; aviation authorities; or other government
agencies concerned with the safe, efficient operation
of aircraft in the NAS.

b. Procedureswhich will have a significant effect
on the users will be coordinated with them by means
of correspondence, individual contacts, or a
presentation at ameeting for the purpose of soliciting
individual comments. When deemed appropriate, the
advice and viewpoint of individual users will be
obtained prior to the development of a proposed
change. When safety is not afactor, aminimum of 45
days should be afforded those responding to arequest
for comments.

¢. Nojoint user meeting will be conducted for the
purpose of seeking user consensus or agreement on
an issue. Coordination does not mean or imply that
unanimity of opinion must be reached nor does it
mean that user concurrence is required.

d. Inter-facility coordination must be carried out,
as appropriate, prior to coordination with the users. In
addition, all other concerned FAA facilities and
offices must be informed prior to implementing these
changes.

e. The final decision on whether a change is
adopted as proposed, changed in light of the
individua replies received, or not adopted rests with
the initiating office and will be based on an evaluation
of all pertinent factors. If significant objections to a
change are received, advise the Service Area office
which will inform the Manager of Airspace and
Rules, if deemed appropriate.

f. When achangeis adopted, userswill be afforded
sufficient time to prepare for the change prior to its
implementation. If a proposed change is not adopted,
an explanation of the decision will be forwarded to
the users.

4-2-1
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Section 3. Letters of Agreement (LOA)

4-3-1. LETTERS OF AGREEMENT

a. Air traffic managers must negotiate a LOA
when operational/procedural needs require the
cooperation and concurrence of other persons/
facilities/organizations. A LOA must be prepared
when it is necessary to:

b. Supplement established operational/procedural
instructions.

c. Define responsibilities and coordination re-
quirements.

d. Establish or standardize operating methods.

e. Specify special operating conditions or specific
air traffic control procedures.

f. Delegate responsibility for ATC service; e.g.,
approach control service, control boundary jurisdic-
tion, and procedures for coordinating and controlling
aircraft where two or more airports have conflicting
traffic patterns or overlapping conflicting traffic
patterns.

g. Establish responsibilities for:
1. Operating airport equipment.
2. Providing emergency services.

3. Exchange braking action reports with the
airport management. As a minimum, procedures
must provide for the prompt exchange of reports
which indicate runway braking conditions have
deteriorated to “fair,” “poor,” or “nil” or have
improved to “good.”

4. Reporting operating limitations and hazards.

h. Describe procedures that supplement those
contained in FAAO JO 7110.65, Air Traffic Control,
or FAAO JO 7110.10, Flight Services, to satisfy a
requirement of a military service.

REFERENCE-
FAAO JO 7110.65, Para 1-1-10, Constraints Governing Supplements
and Procedural Deviations.

i. Define stereotyped flight plans used for specia
operations, such as training flights or flight test
activities.

j- Describe airspace areas required to segregate
special operations.

Letters of Agreement (LOA)

k. Establish aircraft radiotelephony call signs to
be used by the tower and the local operators.

I. Define the responsihilities of the tower and the
airport management or other authority for movement
and nonmovement areas by precisely delineating the
loading ramps and parking areas under the
jurisdiction of the airport management or other
appropriate authority. Facility air traffic managers
may, at their discretion, exclude from the movement
area those portions of the airport surface normally
designated movement areas that are not visible from
the tower. Consideration must be given to the impact
this may have on the movement of ground traffic. The
agreement may include the following:

1. Airport management or other appropriate
authority must require, by agreement or regulation,
al ground vehicles and equipment operators and
personnel to abtain tower approval prior to entry onto
the airport movement area and comply with control
instructions issued to them while on that area. This
includes those vehicles used to conduct pushback
operations and must require approval prior to moving
aircraft/vehicles out of the loading ramps or parking
areas onto the movement area.

2. Airport management or other appropriate
authority may also require those aircraft which will
not infringe upon the movement area but will impede
ingress and egress to the parking area to contact the
tower for advisories prior to conducting pushback
operations. State that information related to aircraft
movement on the loading ramps or parking areas is
advisory in nature and does not imply control
responsibility.

3. At those airports where vehicles not equipped
with two-way radio are permitted by the airport
management or other appropriate authority to enter or
cross the defined movement area at specific locations
without approval from the tower, enter into an LOA
with the airport management, or other appropriate
authority, specifying the conditions for such
operations and include the clause as follows: “The
airport owner/operator covenants and expressly
agrees that with regard to any liability which may
arise from the operation within (area/areas), that party
must be solely and exclusively liable for the [
negligence of its own agents, servants, and/or
employees, in accordance with applicable law, and
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that neither party looksto the other to save or hold it
harmless for the consequences of any negligence on
the part of one of its own agents, servants, and/or
employees.”

4-3-2. APPROPRIATE SUBJECTS
Examples of subjects of LOAs are:
a. Between ARTCCs:
1. Radar handoff procedures.
2. Interfacility coordination procedures.
3. Delegation of responsibility for IFR control
jurisdiction.
b. Between ATCTs:
1. Tower en route control service.
2. Interfacility coordination procedures.

c. Between Flight Service Stations: Procedures
for maintaining master flight plan files.

d. Between an ARTCC and an ATCT:
1. Approach control service.
2. Interfacility coordination procedures.
3. Tower/center en route control service.

e. Between an ARTCC and an FSS: Define areas
of security responsibility. (See para 2-7-5, Facility
Security.)

f. Between an ATCT and an FSS: Operation of
airport lighting.

g. Between an ARTCC or an approach control
facility and a nonapproach control tower, an FSS, an
airport manager, or a local operator: Special VFR
Operations. (See FIG 4-3-1.)

h. Between an ARTCC or an approach control
facility and a nonapproach control tower:

1. Authorization for separation services.
2. Interfacility coordination procedures.

i. Between an ARTCC and another government
agency:

1. Interfacility coordination for control of ADC
aircraft.

2. Delegation of responsibility for approach
control services.
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3. MTR procedures.
j. Between a tower and another government
agency:
1. Simulated flameout procedures.
2. Control of helicopter SVFR flights.
3. Operation of aircraft-arresting barriers.
4. MTR procedures.

k. Between a tower and/or FSS and an airport
manager/aircraft operator at airports upon which the
tower and/or FSSis located:

1. Airport emergency service.
2. Operation of airport lighting.

3. Reporting airport conditions, to include how
al PIREP braking action reports of “nil” and * poor”
are to be immediately transmitted to the airport
operator, and an agreement on actions by air traffic
personnel for the immediate cessation of operations
on runway's subject to “nil” braking action reports.

REFERENCE-
Advisory Circular AC 150/5200-30C, Airport Winter Safety and
Operations.

4. Control of vehicular traffic on airport
movement areas.

NOTE-

The intent of these LOAs is to use them where airports
have standard routes that traverse movement areas on a
long term basis. These LOAs are not intended to allow
short term operations, single situations, or “ open- field”
clearances.

5. Operations under an exemption from Part 91,
Appendix D, Section 3, the surface area of Class B,
Class C, Class D, or Class E airspace within which
Specia VFR weather minimums are not authorized.

REFERENCE-
Advisory Circular AC 150/5210-7C, Airport Rescue and Fire Fighting
Communications.

|. Between a tower and/or FSS and an airport
manager/aircraft operator at airports upon which the
tower islocated but the FSSis not: Reporting airport
runway conditions.

4-3-3. DEVELOPING LOA

Air traffic managers must take the following action
when developing a LOA: (See FIG 4-3-1 and
FIG 4-3-2)

a. Determine, through coordination, which FAA
facility is principally responsible for processing the
LOA.

Letters of Agreement (LOA)
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b. Confine the materia in each agreement to a
single subject or purpose.

c. Describe the responsibilities and procedures
applicable to each facility and organization involved.

d. Delegate responsibility for control of IFR
aircraft, where necessary, by taking the following
action:

1. Describe the areawithin which responsibility
is delegated. The area may be depicted in chart form.

2. Define the conditions governing use of the
area. These include altitudes, routing configuration,
and limitations or exceptions to the use of the
applicable airspace.

3. Specify the details of control proceduresto be
used. These include clearance limits, reporting
points, handoff points, and release points.

4. ldentify clearance limits designated as
Instrument Approach Fixes when they are to be used
for holding aircraft.

5. Specify communications and coordination
procedures.

e. Coordinate with other FAA facilities and
military or civil organizations as appropriate.

f. Attach charts or other visual presentations,
when appropriate, to depict the conditions of the
LOA.

g. Coordinate with the Regional Flight Standards
Division, All Weather Operations Program Manager
if aircraft operations or pilot procedures will be
affected.

h. Prepare a single supplement, if necessary, to
augment the letter at afacility and attach it to the basic
LOA. Do not repeat material from the basic LOA.

i. After coordination, send two copies of the
proposed LOA, including supplements, to the service
area office for approval if required.

4-3-4. REVIEW BY SERVICE AREA
OFFICE

a. The Service Area office must review the
proposed LOA, ensure coordination with other
interested offices and affected user groups, as
necessary, and approve the LOA if satisfactory.

Letters of Agreement (LOA)

JO 7210.3X

b. The Service Area office may, in writing,
delegate to air traffic managers, air traffic managers
designees, ATREPS, or Region Air Defense Liaison
Officer (RADLOSs) the authority to develop,
coordinate, approve, and implement LOAS except
for:

1. Those which prescribe procedures or minima
contrary to those contained in FAAO JO 7110.65, Air
Traffic Control, unless appropriate military authority
has authorized application of reduced separation
between military aircraft; or

REFERENCE-
FAAO JO 7110.65, Para 1-1-9, Procedural Letters of Agreement.

2. Those between an IFR facility and atower to
authorize the separation services prescribed in para
2-1-15, Authorization for Separation Services by
Towers, and para 10-5-3, Functional Use of
Certified Tower Radar Displays.

4-3-5. APPROVAL

Upon receipt of Service Area office approval, the air
traffic manager must:

a. Preparethe LOA infinal form incorporating the
Service Area office guidance.

b. Establish an effective date, acceptable to all
parties involved, that permits sufficient time for
distribution and for participating facilities and user
groups to familiarize personnel, revise directives,
flight charts, etc., and complete other actions.

c. Sign the LOA and obtain signatures of other
authorities as required.

d. Distribute copies of the signed LOA to each
participating facility or organization, the Service
Areaoffice, and other interested offices. Distribution
of supplements outside the facility is not required.

e. Ensure that current, new, or revised LOA,
Standard Operating Procedures (SOP), and FAA
Facility Orders (FO) are posted in the Facility
Directives Repository (FDR) before the effective
date of the document.

REFERENCE-
FAAO JO 7210.3, Para 2-2-14, Facility Directives Repository (FDR).

4-3-6. ANNUAL REVIEW/REVISIONS

a. Review LOAs annually and update as
necessary. Examine current LOASs for practices
and/or procedures that are no longer required.

4-3-3
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Reviewing includes both content and relevance that 2. ldentify page revisions by the “REV”
achieve full operational efficiency and customer number, e.g., “REV 1,” and the effective date in the
flexibility. lower right hand corner of each revised page.

c. Coordinate revisions to a LOA in the same l

b. Process revisions to LOAs and attachments or manner and degree as for the original LOA.

supplements thereto as page replacements. Mark the
revisions as follows: 4-3-7. CANCELLATION

1. Place an asterisk or vertical lineto the left of After appropriate coordination with LOA signatories
each new or revised paragraph or section to signify and the Service Area, cancel any agreement whichis
new material. no longer applicable. Ensure that the FDR is updated.

4-3-4 Letters of Agreement (LOA)
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FIG4-3-1
Format for a Control Facility/FSS L etter of Agreement

(Name) Center/Approach Control and (Name) FSS |
LETTER OF AGREEMENT
EFFECTIVE:
SUBJECT: Specia VFR Operations within (Name) Airport Surface Area
1. PURPOSE: To provide operating procedures for Special VFR flight handling in the (name) surface area without individual coordination.

2. SCOPE: The procedures outlined herein are for use in the conduct of Special VFR operations within the (name) Airport surface area at or
below feet. These procedures are applicable only to aircraft equipped with functioning 2-way radio in order to effect arecall when required
by traffic or weather conditions.

3. RESPONSIBILITIES: Upon request by the (name) FSS, the Center/Approach Control Facility may authorize Special VFR operationsin the
(name) Airport surface areafor specific periods of time. The Center/Approach Control Facility must retain the authority to withdraw the provi-
sions of this agreement at any time.

4. PROCEDURES:

a. Loca Specia VFR operations. The (name) FSS must not authorize more than one aircraft to operate smultaneously in the surface ||
area unless pilots agree that they will maintain visual separation with other aircraft operating in the surface area.

b. IFR Arrivals and Departures. Special VFR operations must be controlled by the (name) Center/Approach Control during thefol- ||
lowing periods:

(2) From 10 minutes prior to the estimated time of arrival of an IFR aircraft over the approach fix until it is on the ground
(IFR arrivals must not be cleared for an approach until the FSS confirms that there are no Special VFR operationsin [
progress.)

(2) From 10 minutes prior to the estimated time of departure of an IFR aircraft until it departs the surface area.
c. Specia VFR Arrivals and Departures:

(1) The (name) FSS may authorize aircraft to enter, depart, or fly through the surface areawhen no Specia VFR opera-
tions are in progress. Authorization must be granted as outlined in 4a.

(2) Aircraft desiring to enter the surface area during times Special VFR operations are in progress must be instructed [
to maintain VFR conditions outside the surface area pending recall and landing of aircraft operating in the surface area.

d. Predesigned clearance phraseologies. To authorize Special VFR operations or to issue instructions or other messages pertinent
thereto, the (name) FSS must use the following phraseology:

(1) To authorize operations:

A-T-CCLEARS (identification) TO ENTER/OUT OF/ THROUGH (name) SURFACE AREA. MAINTAIN SPECIAL
VFR CONDITIONS AT OR BELOW (altitude). REPORT LANDING COMPLETED/LEAVING SURFACE AREA,
or

A-T-CCLEARS (identification) TO OPERATE WITHIN (name) SURFACE AREA. MAINTAIN SPECIAL VFR
CONDITIONSAT OR BELOW (altitude).

(2) To deny operations when visibility is less than one mile:
VISIBILITY (value). A-T-C UNABLE TO ISSUE DEPARTURE/ENTRY CLEARANCE.

(3) To suspend operations:
SPECIAL VFR AUTHORIZATION DISCONTINUED. RETURN TO AIRPORT OR DEPART SURFACE AREA.
ADVISEINTENTIONS............. (after response), REPORT LANDING COMPLETED/LEAVING SURFACE AREA.

(4) To advise an aircraft to remain outside the surface area:
A-T-C ADVISES (identification) TO MAINTAIN VFR OUTSIDE THE (name) SURFACE AREA PENDING
ARRIVAL/RECALL/DERARTURE OF SPECIAL VFR AIRCRAFT.

Air Traffic Manager, (Name) FSS |

Air Traffic Manager, (Name) ARTCC/Approach
Control

Letters of Agreement (LOA) 4-3-5
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FIG4-3-2
Format for an ARTCC/Air Division Letter of Agreement

(Name) Air Route Traffic Control Center and (Name) Air Division

. CANCELLATION: (Asrequired.)

. RESPONSIBILITIES: (Specify.)

1
2
3. SCOPE: (Specify area, names, and types of facilitiesinvolved.)
4
5. PROCEDURES:

airspace, and notifying when no longer required.)

b. Transfer of Control. (Specify transfer procedures.)

aircraft are cleared to operate within such airspace.)

f. General. (Self-explanatory.)

Air Traffic Manager, (Name) ARTCC

Commander, (Name) Air Division

(Title of other appropriate authority)

LETTER OF AGREEMENT

SUBJECT: Inter—Facility Coordination for the Control of Aerospace Defense Command Interceptor Aircraft
. PURPOSE: (List responsibility and describe necessary coordination.)

a ATC Assigned Airspace. (List procedures to be followed for requesting and authorizing airspace, handling aircraft to and from the

c. Departure. (Specify required advanced time for filing flight plans. Outline additional items required in the flight plan; e.g., type
of departure, CONAD control facility, and IND position number.)
d. En Route. (including information that ATC isresponsible for effecting separation in assigned airspace whenever nonparticipating

e. Arrivals. (Outline handoff procedures and special instructions.)

6. ATTACHMENTS (List, asrequired, items such as chart of ATC-assigned airspace areas, common reference/handoff points, etc.)

EFFECTIVE:

4-3-8. AUTOMATED INFORMATION
TRANSFER (AIT)

a. Radar identification, altitude, and en route
fourth line control information approval may be
transferred via full data blocks without using
point—out procedures or verba coordination. Air
traffic managers wishing to authorize the use of the
AIT process must establish AIT procedures adapted
to local traffic situations and use the process only
within the context of those specific procedures. These
precoordinated procedures and the controller re-
sponsibilities must be specifically defined in facility
directives.

REFERENCE-
FAAO JO 7110.65, Para 5-4-11, En Route Fourth Line Data Block

Usage.

b. The controller who first transfers radar
identification will also transfer aircraft communica-
tions. Either the transferring or the receiving
controller, whoever is specified in a facility AIT

4-3-6

directive, may issue the altitude change, if any.
Additionally, facility AIT directives must require that l
any deviation from the specified procedure invalid-
ates the procedure for that situation and requires that
verbal coordination be completed as per FAAO
JO 7110.65, Air Traffic Control, para 2-1-14,
Coordinate Use of Airspace, para 2-1-15, Control
Transfer, para 5-4-5, Transferring Controller
Handoff, para 5-4-6, Receiving Controller Handoff,
or para5-4-7, Point Out. The following are general
examples of the AIT process.

1. Transfer of radar identification only:

EXAMPLE-

Controller Ainitiates a transfer of radar identification to
controller B before the aircraft enters controller B's
airspace. Controller B accepts the transfer of radar
identification before the aircraft enters his’her airspace.
Controller B, traffic permitting, then initiates a transfer
of radar identification to controller C before the aircraft
enters controller C's airspace. Controller A transfers
aircraft communications to controller C before the

Letters of Agreement (LOA)
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aircraft enters controller C's airspace and after observing
that controller C has accepted the transfer of radar
identification.

2. Transfer of radar identification and altitude
control:

EXAMPLE-

1. Controller Ainitiates a transfer of radar identification
to controller B; controller B accepts the transfer.
Controller B amends either the interim or assigned
altitude in the data block to an altitude within his’her
altitude stratum as prescribed in a facility directive.
Controller B initiates a transfer of radar identification to
controller C before the aircraft enters controller C's
airspace. Controller A, after observing controller B
initiate a transfer of radar identification to controller C,
clears the aircraft to the altitude displayed in the data
block by controller B. Controller A, after observing that
controller C has accepted the transfer of radar
identification, transfers aircraft communication to
controller C before the aircraft enters controller C's
airspace.

2. Controller C may clear the aircraft to the altitude

displayed by controller B if so established in a facility AIT
directive.

3. Thefollowing isan example of aprecoordin-
ated AIT procedure which might be written in a
facility directive:

EXAMPLE-

The following procedure is established for implementa-
tion under the (AIT) process and is agreed to by the South
and East areas. Aircraft departing ELP via J26 to ROW
requesting FL 280 or above must be handled as follows:

(a) Sector 20 must clear the aircraft to FL 270 within its

airspace and then initiate a transfer of radar
identification to sector 63.

Letters of Agreement (LOA)
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(b) Sector 63 must accept the transfer of radar |

identification then display either an assigned or interim
altitude in the data block.

(c) Sector 63 must then initiate a transfer of radar
identification to sector 23 before the aircraft enters
sector 23's airspace.

(d) Sector 20, after observing the assigned/interim
altitude displayed in the data block and that a transfer of
radar identification has been initiated to sector 23, must
then clear the aircraft to the appropriate altitude.

(e) Sector 20 must transfer communications of the
aircraft to sector 23 before the aircraft enters sector 23's
airspace and after observing sector 23's acceptance of the
transfer or radar identification.

c. Dueto system design, the transfer of data stored
in the fourth line of the DSR FDB will not be
displayed to the controller when operating on the
backup system in either DARC/Host or DARC only
modes.

1. When switching from the primary system to
either mode of the backup system, ensure that the
interfacility DSR fourth line data transfer is disabled.

2. When notified that an adjacent facility has
transitioned from their primary system to either mode
of the backup system, ensure that the interfacility
DSR fourth line data transfer to that facility is
disabled.

3. After successfully completing the transition
back to the primary system, coordinate a time to
enable interfacility DSR fourth line data transfer.

4. Theair traffic manager must ensure that these [
procedures are incorporated into a Standard
Operating Procedure.

4-3-7
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Section 4. Application

4-4-1. OPERATIONS UNDER
EXEMPTIONS FROM SECTION 3 OF
APPENDIX D TO PART 91 SURFACE
AREAS OF CLASS B AND CLASS C
AIRSPACE WITHIN WHICH SPECIAL VFR
WEATHER MINIMUMS ARE NOT
AUTHORIZED FOR FIXED-WING
AIRCRAFT

Implement LOAS with operators whose operations
are conducted under an exemption to 14 CFR Part 91,
Appendix D, Section 3. Letters of Agreement should
contain:

a. The surface area within which exempted
operations may be conducted,;

b. The weather minimums required for the
operations,

c. That visual reference to the surface is required;

d. Sufficient details as to routes, altitudes,
communications, reporting points, etc. to facilitate
control of these operations;

e. Code names, if practical, for usein signifying to
the pilot the details of each arrival and departure
procedure; and

f. Any additional data which the ATC facility
believes necessary to accommodate operations.

NOTE-

14 CFR Part 91, Appendix D, Section 3 lists specific
surface area locations in which FW/SVFR flight is
prohibited. However, operators may petition for
exemptions from these prohibitions. An exemption may
only be granted by an FAA Headquarter’s office (i.e., Vice
Preseident for Terminal Services, or the Administrator).

4-4-2. USE OF AIRCRAFT CALL SIGNS

a. Facility air traffic managers must ensure that
LOAs concerning the use of aircraft call signs by
local flight operators conform with the following
standards:

1. FCC Regulations (87.115) are followed.

Application

2. Proposed call signs are coordinated with and
approved by System Safety and Procedures before
assignment to avoid possible duplication or conflict
with air-ground call signs assigned on a national
basis to other aircraft operators.

3. Call signsare only used for:
(@) Communications with the local tower.
(b) Local VFR operations.

4, Cadl signs are not used in filing flight plans.

b. A copy of each LOA covering local aircraft call
signs must be forwarded to Terminal Safety and
Operations as soon as practicabl e after receipt of the
approval letter for said call sign.

4-4-3. RUNWAY SUPERVISORY UNITS
(RSU)

Facility air traffic managers must ensure that the
following items are included in aLOA with the local
military authority when the operation of a military
RSU has been directed by the military commander.

a. Qualification requirements of personnel operat-
ing the RSU.

b. A continuous monitor of the appropriate tower
frequency is maintained.

c. Coordination with the tower is accomplished
prior to changing to an alternate frequency.

d. The primary function of the RSU isto monitor
arrivals and departures of designated military
aircraft.

e. The RSU must not be used for ATC service
except:
1. Inan emergency situation; or

2. At undergraduate pilot training/pilot instruct-
or training (UPT/PIT) locations to UPT/PIT aircraft
for preventive control purposes.

f. Radio silence must be maintained at all times
unless actua safety of flight isinvolved or as outlined
in subpara e above.

4-4-1
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Section 5. Other Correspondence

4-5-1. LETTERS OF PROCEDURES

a. Facility air traffic managers must prepare |etters
of procedure for stating specific terms regarding the
release by the using agency of restricted areas as
defined in 14 CFR Part 73.

b. Prepare and handle letters of procedure as
follows:

1. Coordinate with the using agency procedures
for the joint-use of a restricted area. (See 14 CFR
Section 73.15.)

2. After coordination, send two copies of the
proposed document to the Service Area office.

3. The Service Area office must review and
approve or delegate the authority for approval to the
facility air traffic manager. Forward to Service Area
office for approva any joint—use letter that proposes
procedures considered a substantial departure from
the recommended format.

4. Upon receipt of approva from the Service
Area office, the facility air traffic manager must
prepare the final letter, incorporating Service Area
office guidance, sign (along with the appropriate
using agency authority), and establish an effective
date allowing at least 30 days for any rulemaking
actions necessitated by subpara 5 below, and the
cartography and the distribution requirements.

5. An FAA facility must be designated in
14 CFR Part 73 as the controlling agency of any
joint-use restricted area. When an ATC requirement
existsin ajoint-use restricted area, rulemaking action
is also necessary to designate restricted areas as
controlled airspace below 14,500 MSL.

Other Correspondence

6. The document must contain an effective date. |

7. Send two copies to each of the participating
facilities or agencies; one copy directly to the Service
Areaoffice.

4-5-2. LETTERS TO AIRMEN

a. Facility air traffic managers may issue lettersto
airmen to publicize new or revised services,
anticipated interruptions of service, procedural
changes, and other items of interest to users.

b. The letter to airmen must adhere to the l
following:

1. The letter to airmen must be prepared in |
accordance with FIG 4-5-1.

2. Theletter to airmen isinformationa in nature
and must not contain words which imply mandatory
instructions. The words “must” and “shall” are not to I
be used in aletter to airmen.

3. Chart attachments must be used in lieu of |
narrative descriptions to the extent possible.

4. Letters to airmen must be numbered l
consecutively on an annua basis; i.e., 03-1, 03-2,
etc.

effective date and a cancellation date and must not
remain in effect beyond the time the information
contained in the letter becomes obsolete or more than
24 months, whichever occurs first.

5. Each letter to airmen must contain an I

6. Issue a new letter on the same subject at the
end of the 24-month period if the information
contained in a letter to airmen requires continued
exposure. (See FIG 4-5-1.)

4-5-1
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FIG4-5-1
Lettersto Airmen
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4-5-3. DISPOSITION OF VOLCANIC
ACTIVITY REPORTING (VAR) FORMS

Should a controller receive a completed volcanic
activity report (VAR) form during a pilot briefing, the
controller is directed to forward the form to the
supervisor/CIC on duty. The supervisor/CIC must
mail or fax the completed form to the Smithsonian
Institute as specified at the bottom of the form within
24 hours of receipt.

Other Correspondence
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Section 6. Records

4-6-1. FACILITY RECORDS
MANAGEMENT

Manage facility records in accordance with FAAO
1350.15, Records Organization, Transfer, and
Destruction Standards.

4-6-2. COLLECTION OF OPERATIONAL
DATA

a. Air traffic managers are responsible only for the
routine collection and reporting of basic operational
information as authorized in this order or by the
appropriate service unit. Collection of any data must
be considered a secondary function and must not
interfere with the accomplishment of operational
duties.

b. Air traffic managers must not permit their
facilities to participate in special studies and surveys
nor agree to the use of facility personnel to tabulate,
prepare, or forward to outside organizations or parties
any special summaries, abstracts, reports, or
aeronautical data unless approved in advance by the
Service Area office.

4-6-3. FORMS PREPARATION

a. Exercise care when preparing forms to ensure
neatness and accuracy. The forms are a part of the
facility’s permanent records and subject to review by
authorized personnel or agencies.

b. Except as in subpara c, do not erase, strikeover,
or make superfluous marks or notations. When it is
necessary to correct an entry, type or draw a single
horizontal line through the incorrect data, initial that
part of the entry, and then enter the correct data.

c. When using an automated Form 7230-4,
grammatical and spelling errors may be corrected by
use of delete or type—over functions. Substantive
changes in contents of remarks should be accom-
plished by a subsequent or delayed entry. If the
computer software used contains a strikeout feature,
this feature may be used.

d. Authorized FAA abbreviations and phrase
contractions should be used.

Records

e. New daily forms must be put into use at the start
of each day’s business.

4-6-4. FAA FORM 7230-4, DAILY RECORD
OF FACILITY OPERATION

a. Completion of FAA Form 7230-4, Daily
Record of Operation. Using agency-approved
automation methods to complete FAA Form 7230-4
is preferred to using manual methods.

1. Each air traffic facility, excluding Federal
contract towers (FCT) and FAA flight service
stations, must use the Comprehensive Electronic
Data Analysis and Reporting (CEDAR) program to
complete an automated version of FAA Form
7230-4.

2. Where currently in use, facilities and/or
TMUs may continue to use the NTML to complete an
automated version of the FAA Form 7230-4.

NOTE-

A National Workgroup has been established to develop
methods to exchange pertinent data between CEDAR and
NTML that is needed to complete FAA Form 7230—-4. This
method will enable a single method of completing an
automated version of the FAA Form 72304 while
maintaining the unique program functionality capability
of both CEDAR/NTML programs.

3. If an automated method is not available to
complete FAA form 7230-4, the facility and or traffic
management unit must manually complete the form.
An example of the Daily Record of Facility Operation
follows this section. (See FIG 4-6-1.)

b. The use of FAA Form 7230-4 for individual
position assignments is authorized only for the
STMCIC, FLMIC, OMIC, TMC, TMCIC, and CIC
positions, and positions at the ATCSCC.

4-6-5. PREPARATION OF FAA FORM
7230-4

Personnel responsible for preparation of the Daily
Record of Facility Operation, FAA Form 7230-4,
must ensure that entries are concise, yet adequately
describe the operation of the facility, including any
abnormal occurrences. Prepare FAA Form 72304 as
follows:

a. Use of a typewriter, computer printout, or ink is
mandatory. Signatures or handwritten initials must

4-6-1
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be in either blue or black ink. Handwritten entries
must be printed, rather than in script. REMARKS
section entries must be single—spaced.

b. Make all time entries in UTC, except that in the
section titled “Personnel Log,” local time must be
used for time and attendance purposes.

c. Complete the information required at the top of
each form.

d. Make an appropriate notation under “Operating
Position” to indicate the extent of the operation
described on each form; e.g., “AM,” “AllL” “Sector
D3,” etc.

e. The first entry in the REMARKS section of
each day’s form must indicate the employee
responsible for the watch and must be used to show
carry—over items. Items to be carried over from the
preceding “Daily Record of Facility Operation” are
those which will affect the current day’s Daily Record
(e.g., equipment outages, runway or airspace status,
or coordinated routes/procedures). The last entry on
each day’s form must indicate the close of business
(COB), consider midnight local time or facility
closing time, if earlier, as the close of the day’s
business.

f. Employees must sign on/off as follows:

1. When a typed or handwritten FAA Form
7230-4 is used, the employee assuming responsibil-
ity for the watch must sign on using their operating
initials and must sign the certification statement at the
bottom of the form.

2. When an automated FAA Form 7230-4 is
used, in lieu of actually signing the form, the
employee assuming responsibility for the watch must
sign on using their name, e.g., “1430 J. SMITH ON.”
Entering the name of the employee assuming
responsibility for the watch, in lieu of entering
operating initials, serves the same purpose as signing
the certification statement at the bottom of the actual
form. Additionally, the employee responsible for the
watch at the time that the form is printed out must sign
the certification statement at the bottom of the form,
as when the actual FAA Form 7230-4 is used.

3. When FAA Form 7230-4 is used to indicate
position responsibility, record employees initials and
exact minute on/off the position.

g. Establish and post a list of equipment checks
required during each watch; e.g., recorder checks,

4-6-2
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siren check, DF net check, etc. Make an entry
(“WCLC”) on FAA Form 7230-4 when the watch
checklist has been completed. Notify the organiza-
tion responsible for corrective action on equipment
malfunctions. Record equipment malfunctions,
equipment released for service, notification informa-
tion and/or course of action taken to correct problem,
and return of equipment to service. Facilities may
establish local forms and procedures for recording
and disseminating equipment malfunction and
restoration information. Local forms used for
recording this information are considered to be
supplements to FAA Form 7230-4 and must be filed
with it.

NOTE-

At facilities which are closed prior to the beginning of the
new business day, changes in status can occur during
nonoperational hours. If the status of equipment or other
facility operations has changed from status reported on
previous days’ FAA Form 7230-4, changes must be noted
in Watch Checklist entry, as well as time of status change,
if known (e.g., WCLC — ABC VOR RTS 0700). If
necessary, place an “E” in the left margin as prescribed
in para 4—-6-5, Preparation of FAA Form 7230—-4.

h. FAA Order 7210.56, Air Traffic Quality
Assurance, defines situations requiring a Quality
Assurance Review (QAR) and the procedures to be
followed to accomplish the review. Promptly notify
personnel responsible for conducting the review
upon identifying the need for a QAR. Record QARs
with the minimum detail necessary in order to
identify the initiating incident (for example, unusual
go—around, 3—hour tarmac delay) and how it was
identified (for example, in—flight evaluation).

1. En Route and Oceanic facilities must use the
CEDAR tool to record and disseminate QARs. En
Route and Oceanic facilities must also use CEDAR
to document the resolutions of QARs.

2. Terminal facilities and flight service stations
may utilize an automated version of FAA Form
7230-4 or establish local forms and procedures for
recording, disseminating, and documenting the
resolution of QARs. Local forms used for recording
this information are considered supplements to FAA
Form 7230-4 and must be filed with it.

i. Place a large letter “E” in the left hand margin
beside entries on equipment malfunctions. The “E”
must also be used when equipment is restored to
service. The “E” is not required for facilities using

Records
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local forms if procedures are established in
accordance with subpara g.

NOTE-

The “E” is to be used on entries related to equipment
problems which require Technical Operations involve-
ment. The “E” is not required for routine maintenance
items or for carryover entries on previously entered
equipment malfunctions.

j- Place a large letter “Q” in the left hand margin
beside QAR entries. Resolution of QARs, made in
accordance with FAAO 7210.56, Air Traffic Quality
Assurance, must be indicated by either the
responsible person initialing and dating the original
“Q” entry, or by a second “Q” entry identifying the
incident and person responsible for accomplishing its
review. It is not necessary to document the details of
the review or corrective actions taken in these log
entries provided the persons resolving the QAR
maintain adequate notes and records so as to
reasonably explain the QAR at a later date. The “Q”
is not required for facilities using local forms if
procedures are established in accordance with
subpara h.

k. When this form is used to describe the operation
of radioteletypewriter and radiotelegraph circuits,
record the following information:

1. Frequencies being used and type of watch
(continuous or scheduled) being maintained on each
frequency.

2. A record of each communication, test
transmission, or attempted communication except
when such information is recorded elsewhere in the
facility, the time the communication is completed,
the station communicated with, and the frequency
used.

. Employees other than the person responsible for
the watch who make an entry must initial or enter
initials for each of their own entries.

m. Use additional forms as necessary to complete
the reporting of the day’s activity.

n. Make an entry closing out FAA Form 7230-4
at the close of business.
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o. The air traffic manager, or his/her designee,
must initial the form after reviewing the entries to
ensure that the facility operation is adequately and
accurately described.

4-6-6. FAA FORM 7230-10, POSITION
LOG

a. Air traffic managers must ensure that FAA
Form 7230-10, Position Log, or an automated sign
on/off procedure is used for position sign on/off. FAA
Form 7230-10 must be prepared daily. All logs,
including automated ones, must reflect 24 hours or
the facility’s official operating hours, if less than 24
hours daily.

b. Position logs must be used as the sole—source
record for on the job training instructor (OJTI) and
evaluator time and premium pay. As a supporting
document for time and attendance (T&A) purposes,
position logs which document on the job train-
ing (OJT) time must be retained for one year prior to
destruction.

c. Prepare FAA Form 7230-10 as follows:

1. Field 1 must contain the facility three—letter
identification code.

2. Field 2 must contain a position identifier that
is a maximum of five letters and/or numbers, starting
in the first space on the left side of the field. Unused
spaces must be left blank.

(@) ARTCCs: ARTCCs must use sector
identifiers which have been approved by the En
Route and Oceanic Area Office.

(b) TERMINALS and FSSs: When there is
more than one position of a particular type, establish
and use individual identifiers for each position. When
only one position of a particular type exists, this field
may be left blank.

3. Field 3 must contain a maximum of two
letters to show the position type, as follows:

(@) ARTCCs: Starting on the left side of the
field, use position codes as follows:

4-6-3
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TBL 4-6-1

Field 3 - ARTCC

2/9/12

(b) Terminals: Use two-letter position codes

Designator Position
A Assistant Controller
D Non-Radar Control
F Flight Data
Hor RA Handoff, Tracker or Radar
Associate
R Radar Control
™ Traffic Management
o Other Positions

4-6-4

as follows:
TBL 4-6-2
Field 3 - Terminal
Designator Position
Tower
AC Approach Control Cab
CC Coordinator Cab
CD Clearance Delivery
FD Flight Data
GA Ground Control Assistant
GC Ground Control
GH Gate Hold
LA Local Control Assistant
LC Local Control
SC Supervision Cab
TRACON
AP Approach Control TRACON
AR Arrival Radar
ClI Coordinator TRACON
DI Data TRACON
DR Departure Radar
FM Final Monitor Radar
FR Final Radar
HO Handoff TRACON
NR Non-Radar Approach Con-
trol
PR Precision Approach Radar
SI Supervision TRACON
SR Satellite Radar
Tower/TRACON
™ Traffic Management

Records
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(c) FSSs: Usetwo-letter codes, asfollows:

TBL 4-6-3
Field 3- FSS

Designator Position
AA Airport Advisory
AE Service A Edit
BC Broadcast
BE Service B Edit
(6(0) Coordinator
FD Flight Data
FW Flight Watch
IF Inflight
NO NOTAM
oT Other
PF Preflight
TT Teletype
WC Weather Coordinator
WO Weather Observer

4. Field 4 must contain the date in digit format.
All spaces must be used.

5. Field 5 must contain the UTC time that the
employee assumes responsibility for the position or
the UTC time that the position is combined with
another. For employees receiving OJT instruction or
evauation, field 5 must contain the UTC time that the
OJT instruction or evaluation begins.

6. Field 6 must contain the operating initials of
the employee working the position.

7. Field 7 must contain the UTC time that the
employeeisrelieved of responsbility for the position
or the UTC time that the position is decombined. For
employees receiving OJT instruction or evaluation,
field 7 must contain the UTC time that the OJT
instruction or evaluation ends.

8. Field 8 must contain the appropriate code
identified at the bottom of page 1 of the form.

9. Field 9 must contain the identifier of the
position being combined with (per field 2). Field 9
may be left blank if the same entry is appropriate and
entered in field 10.
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10. Field 10 must contain the type of position [
being combined with (per field 3).

11. If the second page (back-side) of FAA Form
7230-10isused, then fidds 1, 2, 3 and 4 on that page
must also be completed.

12. When amistake is madein filling out fields
5,6,7,8,9, or 10 - if the portion of the line that is
incorrect can be legibly corrected, then line out that
portion only and write the correct information. If the
incorrect portion cannot be legibly corrected, then
line out the entire line and write the correct
information on the next line.

4-6-7. AUTOMATED POSITION SIGN
ON/OFF

a. FLIGHT SERVICE STATION.

Use of automated position sign on/off proceduresis
approved for FSS facilities. Facility managers are
responsible for ensuring the accuracy of sign on/off
data. Facilities must ensure sign on/off datais
forwarded to concerned facilities along with other
datarequired for accident packages. Sign on/off data
must be retained for six months, in accordance with
FAA Order 1350.15, Records Organization, Transfer,
and Destruction Standards. Data can be retained
either electronically or on paper. FAA Form
7230-10, Position Log, is only required to be used
during those times that the automated procedure is
not available.

b. TERMINAL/EN ROUTE.

Use of automated position sign on/off proceduresis
approved for terminal and en route facilities. The
information requirements described in para 4-6-6,
FAA Form 7230-10, Position Log, for FAA Form
7230-10 aso apply to the automated procedure,
except that times on/off the position may be
displayed to the second rather than to the minute.
Before implementation, facilities must receive En
Route and Oceanic Operations Area or Terminal
Operations Area office approval and must verify the
accuracy of the automated sign on/off procedure by
conducting a 30-day trial period. After successfully
verifying the automated procedure’s accuracy, an
actual FAA Form 7230-10isonly required to be used
during those times that the automated procedure is
not available.

4-6-5
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4-6-8. TIME AND ATTENDANCE (T&A)
RECORDING

Record the actual times an employee works and is
absent on adaily basis. Facilities may use any of the
following methods for documenting time and
attendance reported to the servicing payroll office.

a. The supervisor’'s or timekeeper’s observation
and subsequent recording of employees’ hours
worked. When this method is used, leave usage must
be documented via OPM (Formerly Standard Form
71), Request for Leave or Approved Absence, or a
locally produced form/electronic format documented
by facility directive.

b. Personnel log. A locally produced sign infout
form documented by facility directive, or FAA Form
7230-4.

1. When employees arrive, they must sign their
name and record their time of arrival. When
employees leave, they must record their time of
departure and initial the form.

2. The personnel log must contain a statement or
certification signed by each shift supervisor
affirming the form’'s accuracy and approving the
entries made by personnel while under their

| supervision. This statement must include the specific

period of time for which each supervisor is providing
certification.

3. The personnel log may also be used to
document leave usage provided:

4-6-6
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(a) The employee records the amount and
type of leave used on the day the leave is used.

(b) Sinceleave useis covered by the Privacy
Act, loca management must inform all employees
that they may use OPM (Formerly Standard Form
71), Request for Leave or Approved Absence instead
of indicating their leave use on the log (or any other
group format employed). This notification must bein
writing, signed by the employee and retained in
facility files, or the notification may beincluded in a
facility directive which authorizes the group form.

c. Facilities may develop forms other than the
personnel log to facilitate the documentation of leave
and absence, provided:

1. The form includes, as a minimum, the
employee request for leave, and the supervisor’s
approval/disapproval.

2. Each form and its use must be contained in a
facility directive.

3. Group forms must allow for the Privacy Act
alternative addressed above.

d. Initialing time and attendance reports may be
used to document leave usage where this capability
still exists.

e. Time clocks or other automated timekeeping
devices. These devices may be linked to a supporting
computer system for purposes of recording.
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FIG 4-6-1
Daily Record of Facility Operation
[FAA Form 7230-4]

NSN: 0052-00-024-5002
(1-94)
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FIG 4-6-2
Position Log
[FAA Form 7230-10]
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Section 7. Reports

4-7-1. MONTHLY REPORTS

Facilities must submit monthly reports to the
appropriate Service Area office by the 5th day of the
following month. Distribution must be made in
accordance with appropriate instructions.

4-7-2. DELAY REPORTING

Air traffic personnel are responsible for reporting
delays of 15 minutes or more that occur in facilities
or airgpace under their control. The cause of the delay,
aswell asthetype aircraft involved (commercial, air
taxi, genera aviation, or military), and the duration
of the delay must be included in the daily reporting
system. Theair traffic operations network (OPSNET)
is utilized for the purpose of submitting these reports
electr