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PURPOSE 

The purpose of this training manual is to provide each development 

with a source of reference to supplement classroom instruction. 
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1 . FACILITY INDOCTRINATION 

Welcome to O'Hare. We would like to introduce you to the facility, 

its officers and staff, and answer questions you may have about 

working hours, leave, training, etc. 



The O'Hare controller force is divided into seven crews and fourteen 

teams. A team consists of one team supervisor and controllers for 

both TRACON and Tower Cab. 



A personnel sign on log Is used in lieu of FAA Form 7230T4, to simplify 

sign on procedures and to make preparation of time and attendance records 

easier. 

The following is a description of the log's format and the sign on/off 

procedures: 

a. Preprinted Names. Initials of all operational personnel have been 

listed on a team-by-team basis. All you need to do to "sign on" is 

sign your name to the left of the printed initials. Sign your name 

in the same space all the time, even if you have swapped a shift with 

someone else or are working overtime, administrative detail, etc. 

b. Columns Labeled "ON", "OFF", and "HOURS ON DUTY". 

Same procedures that we have been using on the 7230-4's. 

c Overtime. 

Enter number of hours worked to the nearest half hour. 

d. Sick Leave, Annual Leave. 

Enter number of hours taken to the nearest hour. The Assistant Chief 

on duty shall enter the number of hours taken for personnel who call 

in for sick or annual leave for the shift. 

e. Comp Earn/Use. 

Enter number of hours earned or used to the nearest half hour, 

f. Duties. 

No entry required for regular duties. Enter "FAM" for SF-160 travel, 

"ADM!' for administrative detail. 



These sections have been set aside for outside personnel detailed 

to the facility and for developmentals undergoing classroom 

instruction prior to being assigned to a specific team. 



k. WORK HOURS AND SCHEDULE. 

Work Hours. 

Eight hour shifts except for 8:00 a.m. to 4:30 p.m. administrative shift, 

The following numbers on the schedule indicate shift working hours: 

1 1:30 p.m. to 9:30 p.m. 

3 — 3:00 p.m. to 11:00 p.m. 

4 — 4:00 p.m. to midnight 

7 7:00 a.m. to 3:00 p.m. 

8 -- 8:00 a.m. to 4:00 p.m. 

11 -- 11:00 p.m. to 7:00 a.m. 

12 — 12:00 p.m. to 8:00 a.m. 

00 12:00 a.m. to 8:00 a.m. 

The following letters on the schedule indicate: 

A -- Annual 

C -- Class 

H Holiday 

The following is an example of the schedule for one pay period. 
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5. TEAM BRIEFINGS Ref. ORD 1770.5B 

Team Supervisors shall conduct team briefings on the dates indicated 

on the facility schedule. Briefings will be conducted in the 

conference room between 1330-1430 local time and be indicated by the 

symbol 1 on the schedule for the team concerned. 

Attendance is compulsory unless an employee is not scheduled for 

that day (i.e., annual leave, sick leave, etc.). 

Team briefings shall be concluded by 1430 to effect proper relieving 

of the day shift. 



a. Reading Binders 

Two read and initial binders (one for tower personnel, one for 

TRACON personnel) are posted in the ready room. Copies of required 

reading material will be placed in the appropriate binders for 

personnel to read and initial. Such material shall carry a control 

sheet bearing spaces for personnel to initial on a team-by-team basis 

Team Supervisors shall assign initialing spaces to controllers on 

their respective teams and shall ensure that personnel read and 

initial the material promptly. 

After reading the required material, personnel shall initial in 

the space assigned. Initialing the material indicates that you 

have read and understand it. 

Staff officers shall indicate which binders are to receive the 

materials. Secretaries shall attach the appropriate initialing 

sheet, indicate subject matter, date in/out, whether Information 

is in tower or TRACON binder, then post the material in the 

appropriate binder. 

A general information binder will also be posted in the ready room* 

however, materials placed in this binder do not require initialing. 

Informational material will be retained in this binder for 

approximately 30 days. 



There are two FAA bulletin boards. One is above the sign-on log 

and another is in the break room. There is also a PATCO bulletin 

board in the break room. 



CHICAGO-0' HAEE ATCT 
READ BINDER CONTROL SHEET 

SUBJECT: 

IN 
TOWER 
TRACON 

OUT 

DO NOT REMOVE THIS SHEET FROM THE MATERIAL TO WHICH IT IS ATTACHED. 
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PARKING AND TRANSPORTATION 

The primary parking area is at the fire house, located west of 

the "B" finger. A facility van operates between the fire house 

and the facility for 30 minutes prior to shift change and between 

0730 and 0805 for staff personnel. Additional parking is available 

in the "C" lot on Old Mannheim Road, east of the Air Force Reserve 

Area, The City operates a bus between "C" lot and the terminal 

every ten minutes from 0600 to midnight, and every twenty minutes 

after midnight. 





1 . Name 

2. Date 

3. Period covered and total time 

H. Weather 
5. Position of Operation 

£. Configuration 

7. Signature (Note: Do not sign this form prior 

to discussing it with the instructor) 

The training session objective shall be identified 

by the OJT instructor. The objective described, in 

brief terms, will identify that item the developmental 

must master in order to progress, 

(c) The OJT instructor must also complete the following 

items on each training form. 

a. Training Evaluation Forms 

Training evaluation forms must be filed in the appropriate 

binder for each day worked by developmental controllers. 

NOTE: If no training occurred, the reason shall be recorded, 

i.e., insufficient traffic, sick or annual leave, etc. 

(l) Responsibilities: 

(a) The developmental shall complete the following 

items on the form (items 1 through 6 shall be 

completed before giving it to the OJT instructor): 



1. Workload conditions 

2. Grade 

3. Signature 

(d) The OJT instructor shall complete the evaluation of 

the developmental so as to describe, as a minimum, 

the developmental1s performance in relationship to 

the stated objective. Major problems shall be 

brought to the attention of the team EH)S. 

(a) Grades - the overall grade assigned to a training 

session shall be either satisfactory or unsatisfactory. 

An overall grade shall be assigned for each training 

session, 

(b) Grade Criteria - the following guidance shall be used 

in determining the grade assigned. 

After the developmental acquires the below-listed 

percentage of training time, no mistakes should be 

observed in the area listed, if a satisfactory grade 

is given. 

Grading 

Area of Evaluation 
Percentage of Maximum 

Time Available 

Knowledge of Procedures 25* 

Phraseology 25* 

Equipment 25* 

Aircraft Characteristics 25* 

Application of Procedures 75* 

Spacing 75* 



AT TRAINING EVALUATION 

Nam* of Employ** _ B o t i _ " For iT i ty" 

Period Covered fcy Tlit* Report W*athof/Workload Conditions 

SAT - UNSAT 
Total Time Position of Operation Circle One 
SESSION OBJECTIVES: 

COMMiNTS 

l 1 

< 

Signature of Evaluate* Dot* 

Employe's Signature Dot* Team EPDS 
15 



Bi-monthly training reports are prepared by the team EH)S 

to evaluate the developmental1s bi-monthly progress. These 

are submitted on the first of each month. 



BI-MONTHLY TRAINING EVALUATION 

Date 

DEVELOPMENTAL POSITION TIME THIS TOTAL TIME 
PERIOD TO DATE 

COMMENTS: 

PROGRESS (CIRCLE ONE) 

SATISFACTORY UNSATISFACTORY 

SIGNATURE - DEVELOPMENTAL SIGNATURE - TEAM EPDS 

TEAM SUPERVISOR 


