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Foreword

The purpose of this Air Traffic Controller Occupational Handbook is to assist human resource and air traffic (HR/AT) specialists in understanding the unique personnel policies and guidance that apply to Federal Aviation Administration (FAA) air traffic control specialist (ATCS) positions.   

This Handbook is not a policy document but is instead a consolidation of existing policy documents that are available (e.g., Human Resources Policy Manual (HRPM), Human Resources Operating Instructions (HROIs), etc.) to make it easier to address any AT issues that may arise.

As with these existing policy documents, this Handbook is a living document that will be modified to meet future needs.

The Handbook is comprised of three volumes:

· Volume I, Filling Air Traffic Controller Positions from External Sources, focuses on filling ATCS positions that are operational in nature as defined under Title 5 of the United States Code, chapter 21, section 2109(A). 

· Volume II, Air Traffic Controller Movement, will address filling ATCS positions internally and will include not only operational ATCS positions, but also managerial, supervisory, staff/facility support, regional office and headquarters ATCS positions.

· Volume III, Benefits, Retirement and Mandatory Separation, will discuss benefits, retirement and mandatory separation as they relate to the ATCS occupation.

Provided with many of the topics, will be background information along with many links to various web sites that contain ATCS policies, guidance and other helpful information. 

The target audience is an individual with limited knowledge of the Air Traffic organization.  However, the Handbook is designed to be a valuable resource guide for those having varying levels of knowledge of the ATCS occupation.
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INTRODUCTION

Air Traffic Controller Definition 

Until the passage of the FAA Personnel Reform Act, the definition of an air traffic controller was found in Title 5, Chapter 21, section 2109 of the United States Code.  However, with the passage of the reform legislation, this portion of Title 5 no longer applies to the FAA.  The definition of an air traffic controller is found in the FAA Personnel Management System (FAA PMS) document.

FAA PMS, Chapter 1, Section 12  defines an “air traffic controller” or “controller” as a civilian employee who:

 “in an air traffic control facility or flight service station facility –

(A) is actively engaged –

(i) in the separation and control of air traffic; or 

(ii) in providing preflight, inflight, or airport advisory service to aircraft operators; or

(B) is the immediate supervisor of any employee described in subparagraph (A)”

Air Traffic Options

An air traffic control specialist (ATCS) is a professional who provides for the safe, orderly, and expeditious flow of air traffic. It is the ATCS’s function to direct air traffic so it flows smoothly, efficiently and above all, safely both on the ground and in the air.  In the FAA, there are three specializations or options.  They are:

· Terminal;

· En Route; and

· Flight Service Station 

ATCS’s who are in the terminal, en route or flight service station options generally are assigned and located at an air traffic facility.  These facilities include towers, centers, flight service stations (FSS) or automated flight service stations (AFSS).

Terminal Option: Terminal controllers control air traffic at airports and give pilots taxiing and takeoff instructions, air traffic clearances, and advice based on their own observations and information from the National Weather Service, air route traffic control centers (ARTCCs), flight service stations, pilots, and other sources. They provide separation between landing and departing aircraft. They transfer control of aircraft to the ARTCC controller when the aircraft leaves their airspace, and they receive control of aircraft coming into their airspace from controllers at adjacent facilities. Air traffic controllers must be familiar with the aircraft identification and positions of the aircraft under their control, aircraft types and speeds, and the location of navigational aids and landmarks in the area.

En Route Option: Air traffic control specialists at FAA air route traffic control centers (ARTCCs) give aircraft instructions, air traffic clearances, and advice regarding flight conditions while en route between airports. They provide separation between aircraft flying along the Federal airways or operating into or out of airports not served by a terminal facility. Center controllers use radar, or in some cases, manual procedures to track the progress of all instrument flights within the center's airspace. Where radar coverage is available and their workload permits, en route controllers also provide radar service to pilots who are not on instrument flight plans, alerting them to potential traffic conflicts. Controllers transfer control of aircraft to controllers in adjacent centers, or approach control, or terminal, when the aircraft enters that facility's airspace.

Flight Service Station Option: Air traffic control specialists at FAA flight service stations (FSS) and automated flight service stations (AFSS) provide preflight, in-flight and emergency assistance to all pilots on request. They work with some pilots face-to-face at their facilities and also communicate with pilots by phone and radio. They provide information about weather conditions for specific flights, receive and forward pilots' flight plans, relay air traffic control instructions, assist pilots in emergency situations, provide airport advisory service, and initiate searches for missing or overdue aircraft.

For additional information regarding air traffic controller duties link to:  http://pdlibrary.faa.gov/spd.htm.

Types of Facilities 

There are 10 different types of facilities within the Air Traffic Service.  The following is a brief description of the various types of facilities in the three options listed above. 

Terminal Option

Tower without Radar: Controllers at this type of terminal primarily handle aircraft operating under VFR (Visual Flight Rules).  These terminals are located at airports where the principal users are low performance aircraft.  Controllers in these facilities are responsible for air traffic at or in the immediate vicinity of the airport on which the tower is located.

Combination Non-Radar Approach Control and Tower without Radar: In addition to handling aircraft operating under VFR, controllers at these facilities also provide (without the use of radar) approach and departure control services to aircraft operating under IFR (Instrument Flight Rules.)  This type of terminal is located at airports with users similar to those at towers without radar.  In addition to providing air traffic control for the airport at which the tower is located, non-radar approach controllers frequently control air traffic operating to and from one or more adjacent airports. 

Tower with Radar: Controllers at these facilities provide air traffic advisories, spacing, sequencing, and separation services to VFR and IFR aircraft operating within the vicinity of the airport using a combination of radar and direct observation.  This category includes the single largest number of terminal facilities, ranging from general aviation airports to metropolitan airports serving a wide variety of users.  This includes all types of tower facilities that have radar except those that have delegated airspace directly from the parent center. 

Combination Radar Approach Control and Tower with Radar: Controllers at this type of facility provide radar control to aircraft arriving or departing the primary airport and adjacent airports, and to aircraft transiting the terminal’s airspace.  It serves major air carrier airports as well as airports with significant amounts of other users.  In contrast to other categories of terminals, combination radar approach controls and towers with radar are divided into two functional areas: radar approach controls and towers.  These areas are located within the same facility, or in close proximity to one another, and controllers rotate between both areas. 

Terminal Radar Approach Control (TRACON): Controllers at this type of facility perform the same radar approach control duties as controllers who work in a combination radar approach control and tower with radar with one major exception – they do not rotate through the tower.  In some cases these facilities are located in the same building as a tower and at other locations they are not.  This type of facility provides radar approach control services into and out of one or more airports. 

Combined TRACON Facility: Controllers at this type of facility provide radar approach control services for two or more large hub airports as well as other satellite airports, where no single airport’s operations account for more than 60% of the total Combined TRACON facility’s air traffic count. This facility requires such a large number of radar control positions that it must have three or more areas of specialization.  Controllers rotate through all positions of operation within each area of specialization.  Two or more radar systems are required to provide the air traffic controllers the surveillance they need to control air traffic throughout the larger operational areas characteristic of combined TRACON facilities.

Combined Control Facility (CCF): Controllers in these facilities provide a combination of control instructions and separation services.  They provide radar approach services for one or more airports as well as domestic and international en route air traffic control (center control) for a large area of airspace.  They may also provide tower services.  CCF’s are equipped and authorized to issue clearances for all types of approaches to airports and apply the same approach control separation as radar approach control terminals.  These types of facilities are also known as CERAP’s (center radar approach control). 

En Route Option

Centers:  These facilities are also known as en route centers and air route traffic control centers (ARTCC).  Controllers at these facilities control and separate en route air traffic within designated airspace, along airways, and over oceanic routes.  A network of centers located throughout the United States provides for an orderly flow of domestic and international en route air traffic among adjacent centers and terminal within and adjacent to each center’s airspace. The three-letter identifier for all centers begins with a “Z.”  

Flight Service Station Option

Flight Service Station (FSS) and Automated Flight Service Station (AFSS): Controllers in these facilities brief pilots on weather conditions occurring or expected to occur along their intended route of flight and at the destination airport.  A network of FSS’s (Alaska only) and AFSS’s (nationwide), linked by an extensive communications system, assists pilots operating within the national airspace system and along certain overseas and international routes.  While these services are provided to all segments of aviation including commercial and military, the largest single user is the general aviation pilot.

Levels of Facilities and Career Levels

Terminal and En Route 

In 1999, retroactive to 10/1/98, a new classification and compensation system was implemented for terminal and en route facilities.  Each facility was reclassified based on an analysis of complexity and density factors and assigned an ATC Level.  ATC Level values are between 3 and 12 with Levels 13 and 14 reserved for future use.  In addition to the numeric level associated with each facility, there is also a related alpha designation as follows:

Facility Level
Alpha Designation

ATC-3*
C

ATC-4
D

ATC-5
E

ATC-6
F

ATC-7
G

ATC-8
H

ATC-9
I

ATC-10
J

ATC-11
K

ATC-12
L

* Note:  The ATC-3 level is used for pay setting purposes only.  

Within each terminal and en route facility, controller positions are assigned to one of 7 career levels.  Each career level has an alphabetic code associated with it.  Levels and codes include the following:

Position Title
Career Level
Career Level Code

Certified Professional Controller - A controller who is fully certified.
CPC
H

Developmental Controller - A controller who is progressing through training stages necessary to reach CPC status.  There may be up to three developmental levels.  The number of developmental levels is dependent on the level of the facility.


D3

D2

D1
G

F

D

Academy Graduate - A controller who has graduated from the FAA Academy (or equivalent)
AG
C

New Hire  Special - A controller who has been hired with advanced qualifications
NB


AB

New Hire – A newly hired controller 


NA
AA

Terminal and en route controllers are under the “AT” pay plan.  The grade/level designator is comprised of the facility level code and the career level code.  For example, a CPC controller at an ATC-11 Level facility is AT-KH; the “K” representing the facility level and the “H” representing the career level code.  

Flight Service Station/Automated Flight Service Station

At present, controllers in the Flight Service Station option remain under the FG grade and step compensation system.

Flight service stations (FSS) remain primarily in the Alaska Region.  There are three levels of FSS’s; Level I, Level II and Level III.

The full performance level (FPL) for flight service stations and automated flight service stations is the FG-12 level. 

The typical line of progression as an ATCS is:

Entry level - FG-7 

Developmental level – FG-9/FG-11

Full performance level FG-12 

QUALIFICATION REQUIREMENTS

Qualification requirements for air traffic control positions are outlined in the Operating Manual - Qualification Standards for General Schedule Positions (e.g., X-118).  In addition, HRPM EMP-1.7, Qualifications Requirements should also be referenced.  The information provided below is for clarification as it relates to ATCS positions in the FAA.  Also see Appendix 1:  Conversion Tables for Part-Time Experience and Education.  

Experience and Education

Experience requirements: General Experience is defined as progressively responsible experience that demonstrates the potential for learning and performing air traffic control work.  Specialized experience is military or civilian air traffic experience with a comprehensive knowledge of appropriate air traffic control laws, rules, and regulations. Additional information may be found in the qualification standards.

Education requirements: A full 4-year course of study leading to a Bachelor's degree meets the requirements for GS-5 (e.g., FG-5/AT-AA) .  Superior Academic achievement at the baccalaureate level or 1 full year of graduate study meets the requirements for GS-7 (e.g., FG-7/AT-AB).  Below are the various combinations to qualify.

For FG-5 or AA positions:

a) pass the written/computer based test with a score of 70 and above Plus 3 years general work experience; or

b) pass the written/computer based test with a score of 70 and above Plus 4- year course of study leading to a Bachelor's degree; or

c) pass the written/computer based test with a score of 70 and above Plus a combination of  a and b above.

For FG-7 or AB positions:

a) pass the written/computer based test with a score of 75.1 or above Plus 3 years of general work experience; or 

b) pass the written/computer based test with a score of 75.1 or above Plus 4-year course of study leading to a Bachelor's degree; or

c) pass the written/computer based test with a score between 70 and 75.0 Plus specialized experience or meeting one of the alternate requirements as stated in the qualification standards; or

d) pass the written/computer based test with a score of 75.1 or above Plus a combination of a and b above; or

e) pass the written/computer based test with a score between 70 and 75.0 Plus 4-year course of study leading to a Bachelor’s degree with Superior Academic achievement or 1 full year of graduate study.

Maximum Entry Age

Terminal and En Route Options

A maximum age of 30 years is established for entry into air traffic control positions in the terminal and en route options that require the employee to be actively engaged in the separation and control of air traffic.  This includes the positions of immediate supervisors of any employees actively engaged in the separation and control of air traffic.

Persons who have reached their 31st birthdays may not be originally appointed to ATCS positions in the FAA.

If an individual previously held a terminal or en route ATCS position, then he/she may be reemployed if over age 31 (e.g., former FAA controller).

DOD civilian controllers who received their civilian controller appointments from DOD before age 31 may be appointed to ATCS positions in the FAA.  The FAA DOES NOT accept DOD age waivers that are approved frequently in DOD for individuals hired over age 30.

Note:  An applicant barred from employment due to a suitability issue who has reached his/her 31st birthday prior to the bar expiring cannot be considered for employment. 

Flight Service Station Option

There is no maximum entry age for flight service station positions.  However, an appointment to the flight service station option does not bypass the maximum entry age for the terminal and en route options.

Exceptions

Applicants who are under consideration and have begun the pre-employment process are considered to be “in-process.”  If they reach age 31 during this timeframe, they are exempt from the maximum entry age requirement.

Those selected under the Retired Military Air Traffic Controllers Program are exempt from the maximum entry age requirement. 

Applicable Guidance:

· EMP 1.20 Maximum Entry and Retention Age for Air Traffic Control Specialists

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-20.cfm

· 
Maximum Entry Age Requirements Based on Hiring Source and Experience (Appendix 2)
· Air Traffic Controller Mandatory Separation/Coverage Q’s & A’s/Scenarios
· EMP 1.20 (ATS#1) Employment of Retired Military Air Traffic Controllers Program

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-20_ATS.cfm

· 
Policy Bulletin #12, In-Process Rule for Air Traffic Control Specialist Positions 

http://www2.faa.gov/ahr/policy/hrpm/bulletin/bullet12.cfm

· 
 FAA Human Resource Handbook for Suitability Determinations/Adjudications (Contact the HR office for more information about this handbook)

Testing

Applicants to all ATCS positions at the FG-7 or AB level and below must pass an examination (e.g., AT-SAT or Office of Personnel Management (OPM) written test).

Terminal and En Route Option

Applicants are required to pass the Air Traffic Selection and Training (AT-SAT) test for entry into the terminal and en route option.

Flight Service Station Option

Applicants are required to pass the OPM written examination for entry into the flight service station option.

Air Traffic Collegiate Training Initiative (AT-CTI) and Minneapolis Community & Technical College Air Traffic Control Training (MCTC ATCT) program Students

Students in these programs will continue to take the OPM written exam until such time that AT-SAT is available for administration by a test administration contractor.
Applicable Guidance

· Policy Bulletin #8, Testing Policy for Filling Entry Level Air Traffic Control Specialist Positions in Terminal and En Route Options

http://www2.faa.gov/ahr/policy/hrpm/bulletin/bullet8.cfm
· Policy Bulletin #11, OPM Test Score Validity Period for Entry into the Air Traffic Controller Occupation – Flight Service Option http://www2.faa.gov/ahr/policy/hrpm/bulletin/bullet11.cfm 



Interview

Applicants typically complete an interview.  Candidates must be able to speak English clearly enough to be understood over radios, intercoms and similar communications equipment. 

Medical Clearance

All Options

Applicants must undergo the appropriate pre-employment physical/medical evaluations that may include psychological screening (e.g., 16PF) prior to appointment as an ATCS.

If the candidate does not live within the region to where he/she is being hired a courtesy medical request is made by the Human Resource (HR) office to the HR office in the region where the candidate resides.

If the candidate has been in the military, the Aviation Medical Division also requires submission of a complete copy of the candidate’s military medical records for review prior to granting a medical clearance.  Regions may differ as to whether the Human Resource Management Division (HRMD), medical or the security office initiates the request for these records.

Applicable Guidance

· 2152 Qualification Standard, Medical Requirements

· FAA Order 3930.3A – Air Traffic Control Specialist Health Program

· FAA Order 8500.2A- FAA Job Required Medical Examination/Drug Screen


Background Investigation and Security Clearance

All Options

Candidates are provided the necessary security paperwork to complete and return to the HRMD (Note: Regions may have different procedures based on internal agreements with the lines of business).  This paperwork includes:

· SF-85P – Questionnaire for Public Trust Positions or SF-86 - Questionnaire for National Security Position

· SF-87 – Fingerprint Card

· OF-612 – Optional Application for Federal Employment or Resume

· OF-306 – Declaration for Federal Employment

· DOT Form 1631 – Disclosure and Authorization Pertaining to Consumer Report Pursuant to the Fair Credit Reporting Act 

Upon receipt of completed security paperwork, the forms are sent to the Office of Security and Hazardous Material with a request for a waiver, which allows the appointment of the candidate prior to completion of the required personnel investigation.  

If a waiver is not granted, the HRMD in coordination with the Air Traffic Division (ATD) will determine the appropriate action to be taken.

Security Waiver

Granting of a clearance is separate from the security waiver process.  The security waiver process does not grant a clearance, it merely waives the requirement for a completed investigation.  If the completed investigation uncovers derogatory information that was not known prior to security waiver approval, action could be taken against the employee up to and including removal.  

Suitability Determination

Once the background investigation is completed, one of two actions occur: 

1. The Office of Security and Hazardous Material provides a Personnel Security Action (FAA Form 1600-54) determining that the individual has been investigated and employment is consistent with the interest of national security.  This form is filed in the right side of the candidate’s OPF; OR

2. A Report of Investigation is provided to the HRMD by the Office of Security and Hazardous Material to make determination on suitability of the candidate.  The HRMD will consult with Regional ATD on determination for suitability.

Note:  Refer to the previous section under Maximum Entry Age; if an applicant is found unsuitable and reaches his/her 31st birthday prior to the bar expiring.

Applicable Guidance

· HRPM EMP-1.24, Suitability 

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-24.cfm

· 
FAA Human Resource Handbook for Suitability Determinations/Adjudications (Contact the HR office for more information about this handbook)

HIRING SOURCES

Typically, ATCS positions are filled from a variety of sources.  These sources include:

· General Public

· Former Professional Air Traffic Control Organization (PATCO) controllers

· Veterans Recruitment Appointment (VRA) military controllers

· Department of Defense (DOD) civilian controllers

· Retired Military controllers

· FAA Contract Tower controllers

· Current and Former Federal employees

· Air Traffic Collegiate Training Initiative (AT-CTI), Minneapolis Community & Technical College Air Traffic Control Training (MCTC ATCT) and Alaskan Flight Service Training Initiative (AFTI) programs 

The following provides a general overview of how ATCS hiring is accomplished under each hiring source.  

Veterans’ Preference must be applied in accordance with EMP-1.12.

Note: Qualification requirements may be different based on the hiring source.

General Public

Members of the general public who are not otherwise eligible to be considered for employment as an ATCS through one of the other hiring sources described in this handbook, can only be considered for employment as an entry level ATCS by submitting an application under a regionally issued vacancy announcement /recruitment bulletin.

For Terminal and En Route positions: Regions may, in coordination with the ATD, conduct an FAA job fair at which applications for ATCS positions are accepted.  Applicants who meet experience and education requirements and are selected to take AT-SAT (e.g., via random selection process) must pass the test to be considered for future employment with the FAA.

For Flight Service Station positions: Applicants who meet experience and education requirements must pass OPM written examination for further employment consideration with the FAA.  The OPM written examination is administered by trained FAA test examiners.

Applicable Guidance: 

· HRPM Policy Bulletin #8 – Testing Policy for Filling Entry Level Air Traffic Control Specialist Positions in Terminal and En Route Options

http://www2.faa.gov/ahr/policy/hrpm/bulletin/bullet8.cfm
· HRPM Policy Bulletin #11 – OPM Test Score Validity Period for Entry into the Air Traffic Controller Occupation – Flight Service Option  

· HRPM EMP 1.12, Veterans’ Preference in Hiring

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-12.cfm



Former Professional Air Traffic Control Organization (PATCO) Controller

In accordance with EMP-1.19, former PATCO Controllers may be considered for terminal or en route positions in one of the following ways:

1. Nationwide recruitment: The Aviation Careers Division (AMH-300) issued a nationwide recruitment notice for ATCS positions in terminals and en route centers on September 1, 1993 with a closing date of October 15, 1993.  Reinstatement and transfer eligible applicants who were separated from the FAA because of the PATCO job action of 1981 could apply.  A centralized inventory was established and is maintained by AMH-300.

Eligible candidates are ranked as vacancies occur, based on option-related criteria and are referred when a request for a referral list is received from a regional HRMD or the regional ATD. 

Note:  Eligible candidates must be appointed prior to reaching age 56 or meet one of the exceptions outlined in EMP-1.20.  

2. Regional recruitment: Eligible former controllers also may apply for consideration for terminal and en route ATCS positions under regionally issued vacancy announcements that are open to transfer, reinstatement and VRA eligibles.  

For all other ATCS or Non-ATCS positions, a former PATCO controllers must apply for consideration to the region in which they desire employment and may be considered under permanent internal assignment procedures.  If an eligible former controller is reemployed in a non-ATCS position and is interested in applying for an ATCS position, he/she must follow appropriate internal assignment procedures.

Note:  To be considered as a reinstatement eligible for any position, an individual must have completed the 1-year probationary period in accordance with EMP-1.14.

Eligible former controllers have no guarantee of employment, nor are they entitled to any preference in consideration or selection.

Applicable Guidance:

· HRPM EMP-1.3 – Interchange Agreement

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-3.cfm
· HR Memorandum 
· http://www2.faa.gov/ahr/policy/memo/memos/interchg.cfm
· HRPM EMP-1.10 – Permanent External Hiring http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-10.cfm
· HRPM EMP-1.14 – Permanent Internal Hiring

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-14.cfm

· 
 HRPM EMP-1.19 – Employment of Former Air Traffic Control Specialist

http://www2.faa.gov/ahr/policy/hrpm/emp/EMP-1-19.cfm

· 
HRPM EMP-1.20 – Maximum Entry and Retention Age for Air Traffic Control Specialists

· HROI – Definitions

Veterans Recruitment Appointment (VRA; formerly known as Veterans Readjustment Appointment) Military Controller

Special Appointment Authority: The Veterans Recruitment Appointment (VRA) Authority is a special appointment authority by which agencies appoint an eligible veteran without competition under the provisions of Title 5.  Although the FAA is not covered by the VRA provisions of Title 5, the FAA established our own VRA authority that works the same way and follows the same procedures as those found in Title 5. The candidate does not have to be on a list of eligibles, but must meet the basic qualification requirements for the position.  Use of the authority is entirely discretionary and no one is entitled to a VRA appointment.  Agencies can use the authority to fill positions up through FG-11 grade level and positions at the equivalent level under other pay systems.  The promotion potential of a position is not a factor.

Vacancy Announcement Procedures: Former/current military controllers also may apply for consideration under regionally issued vacancy announcements that are open to veterans.    

Applicable Guidance:

· HRPM EMP-1.10 – Permanent External Hiring http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-10.cfm
· HRPM EMP-1.14 – Permanent Internal Hiring

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-14.cfm

· 
HRPM EMP-1.12 – Veterans Program in Hiring

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-12.cfm 

· 
HROI – Applying Veterans Preference

http://www2.faa.gov/ahr/policy/hrpm/hroi/emp/vetpref.cfm

· 
 OPM Veterans Guide - www.opm.gov/veterans 

Department of Defense (DOD) 2152 Civilian Controller
This individual is a current DOD 2152 controller who has held a position for 52 consecutive weeks and completed 1-year probationary period.  He/she may apply for consideration under regionally issued vacancy announcements that are open to transfer and reinstatement eligibles, or to all sources.  DOD 2152 controllers may be transferred non-competitively to the same or lower level/grade ATC facility (Note: refer to pay rule 57 for level/grade equivalents).  

Applicable Guidance:

· HRPM EMP-1.10 – Permanent External Hiring http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-10.cfm
· HRPM EMP-1.14 – Permanent Internal Hiring

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-14.cfm

· 
HRPM EMP-1.12 – Veterans Program in Hiring 

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-12.cfm

· 
HROI – Applying Veterans Preference

http://www2.faa.gov/ahr/policy/hrpm/hroi/vetpref.cfm 

· 
OPM Veterans Guide www.opm.gov/veterans
· HR Memorandum – Interchange Agreement Memo

http://www2.faa.gov/ahr/policy/memo/memos/interchg.cfm



FAA Contract Tower (FCT) Controller
The FAA has contracted low activity towers to private companies and over two hundred of these types of facilities exist.  FCT’s are operated by non-FAA air traffic controllers who provide the same ATC services as those provided by the FAA.

There is no special hiring authority for FAA Contract Tower controllers.  These controllers may be considered under any hiring method for which they qualify and are eligible, including, reinstatement or VRA. 

Applicable Guidance:

· HRPM EMP-1.10 – Permanent External Hiring http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-10.cfm
· HRPM EMP-1.12 – Veterans Program in Hiring

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-12.cfm 

· 
 HRPM EMP-1.14 – Permanent Internal Hiring

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-14.cfm

· 
HROI – Applying Veterans Preference

http://www2.faa.gov/ahr/policy/hrpm/hroi/vetpref.cfm 

· 

 HYPERLINK "http://www.opm.gov/veterans" 

www.opm.gov/veterans
  - Vet Guide

Retired Military Controller – (ATCS Centralized Inventory)

AMH-300 issued a nationwide recruitment notice for Retired Military Air Traffic Control Specialists for positions in terminals and en route centers.  The notice was issued on December 8, 2000 and is Open Continuous.

Retired military candidates have to meet two criteria – 1) been retired on or after September 17, 1999 or be on terminal leave pending retirement to apply, and 2) have received either air traffic control specialist certification or a facility rating according to FAA standards.

Appointments are time-limited initially up to ten years and may have successive extensions up to 5 years at a time.  The appointment may not exceed the last day of the month in which the controller turns age 56.

Eligible candidates are referred when a request for a list is received from the regional HRMD or ATD.  Information of this Special Appointing Authority for Career Military Air Traffic Controllers is found in HRPM EMP-1.20 (ATS#1).
Applicable Guidance:

· HRPM EMP-1.20 – Employment of Retired Military Air Traffic Controllers 

Program (ATS#1) http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-20_ATS.cfm

· 
Announcement FAA-AAT-01-RMC01-52569 - http://jobs.faa/gov
· Retired Military Air Traffic Control Specialist (General Information) –

http://www.faa.gov
Current & Former Federal Employees

Under the competitive process, individuals may apply for consideration under internal vacancy announcements.  The announcement must indicate the area of consideration for current or former federal employees.  Individuals who may be considered under this category are:

· current and former permanent employees of FAA; or

· current temporary employees of FAA who obtained a temporary appointment in FAA through a competitive process; or 

· current and former permanent civilian employees from other competitive or excepted service agencies who have completed a one-year probationary or trial period in the competitive or excepted service (Interchange Agreement).

Under the non-competitive process, individuals who are reinstatement eligibles may submit their applications directly to the HRMD or ATD.

External announcements or recruitment bulletins may be used for hiring of current and former federal employees who do not meet the requirements under the Interchange Agreement.

Applicable Guidance:

· HRPM EMP-1.10 – Permanent External Hiring http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-10.cfm
· HRPM EMP-1.14 -Permanent Internal Hiring 

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-14.cfm

· 
HRPM EMP –1.20 – Maximum Entry & Retention Age for Air Traffic Control Specialists

http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-20.cfm

· 
HR Memorandum - Interchange Agreement Memo

http://www2.faa.gov/ahr/policy/memo/memos/interchg.cfm

· 
HROI – On the Spot Hiring 

http://www2.faa.gov/ahr/policy/hrpm/HROI/emp/onthespot.cfm

· 
Policy Bulletin #8 - Testing Policy for Filling Entry Level Air Traffic Control Specialist Positions in Terminal and En Route Options

http://www2.faa.gov/ahr/policy/hrpm/bulletin/bullet8.cfm

· 
Policy Bulletin #11 – OPM Test Score Validity Period for Entry into the Air Traffic Controller Occupation – Flight Service Option

http://www2.faa.gov/ahr/policy/hrpm/bulletin/bullet11.cfm



Air Traffic Collegiate Training Initiative (AT-CTI) Program 

In 1990, the FAA established the AT-CTI Program for employment of air traffic controllers.  Graduates, who meet air traffic control specialist (ATCS) basic qualification requirements, may then be considered for employment in towers and en route centers.
There are 13 schools located throughout the nation which have formal agreements with FAA to provide FAA-approved post secondary education programs which qualify graduates for employment as air traffic control specialists.  Upon successful completion of program requirements, graduates may be considered for employment with the FAA based on the agency’s needs.  Applicants must contact the schools directly for entrance requirements. 

The AT-CTI register of eligibles is centrally maintained by AMH-300.  In order to be on the list, a student must successfully complete an FAA approved AT-CTI program and be recommended for employment by an authorized school official. Students/graduates must also meet all FAA program requirements.  Students state their geographic preferences at the time they successfully pass the FAA approved test. 

Requests for lists of eligibles are sent via e-mail from the regional HR or ATD office to AMH-300 AT-CTI contact point. AMH-300 sends the referral list to the HR office.  Lists are good for 90 days and may be extended for up to an additional 90-day period.  Graduates are referred in GPA order with tentative Veterans’ Preference applied.  There are no applications or other paperwork sent with the list.

Options to proceed with further consideration include the following:

· Send Inquiries of Availability to those on the list and request a current resume or OF-612 and a copy of the DD-214 if Veterans’ Preference is claimed.  Inquiry packages should also include OF-306.  After applications are submitted, provide list and applications to the ATD for further action and consideration.

· All graduates who are under consideration, are contacted by the HR office.  Full medicals, drug screening, 16PF and background investigations are then initiated.
After selections are finalized, referral lists must be annotated and returned to AMH-300.  

AT-CTI students are required to attend Academy training.

Applicable Guidance and Information:

· AT-CTI schools – http://www2.faa.gov/careers/employment/at-cti-map.htm
· http://www.faa.gov/careers/employment/jobinfo.htm
· AT-CTI Standard Operating Procedures (SOP’s)
· HROI – On the Spot Hiring

http://www2.faa.gov/ahr/policy/hrpm/HROI/emp/onthespot.cfm


 

Minneapolis Community & Technical College Air Traffic Control Training (MCTC ATCT) Program,  (formerly known as the MARC Program)
In 1990, the FAA established the MCTC ATCT Program for employment of air traffic controllers in en route Centers.  For entrance into the program, applicants must contact the school directly.

The register of graduates is centrally maintained by AMH-300.  Assignment of graduates to the various regions is coordinated by the MCTC ATCT Program Manager in ATX-100.  The Regional ATD asks ATX-100 for one or more graduates to be placed in that region’s en route centers. Placement is authorized by ATX-100 who then notifies AMH-300 to issue a referral list to the HR office of the requesting region.

AMH-300 sends the referral list to the HR office.  Included with the referral list is the graduate’s application as well as pre-employment paperwork.  In most cases, the background investigation has already been initiated by the Great Lakes region (AGL) and the applicants have already passed the medical examination and drug screen.  The hiring region must verify claimed Veterans’ Preference, medical and security clearances.

HR provides the name of the selections to their Security and Hazardous Material Division and Medical Divisions for coordination with AGL counterparts.

After selection is finalized and EOD date established, annotated referral list is returned to AMH-300.

MCTC ATCT students are not required to attend initial Academy training.

Applicable Guidance and Information:

· http://www.faa.gov/careers/employment/jobinfo.htm
· Minneapolis Community & Technical College Air Traffic Control Program, (MCTC-ATCT) Standard Operating Procedures (SOP’s)

· HROI – On the Spot Hiring

http://www2.faa.gov/ahr/policy/hrpm/HROI/emp/onthespot.cfm


 

Alaskan Flight Service Training Initiative Program (AFTI)
The AFTI program is a new hiring plan that will provide a pool of potential new hires who would replace retirees more rapidly than the traditional method of obtaining a slot in the FAA Academy Initial Training Program.

To provide the same level of training as conducted at the FAA Academy; the Alaskan Region reached an agreement with the University of Alaska at Anchorage (UAA) to make this training available as a college curriculum.  The same curriculum used at the FAA Academy was provided to UAA to establish a college level program that would incorporate all the objectives of the FAA Academy course with modifications that met the unique needs of the Alaskan Region.  The curriculum established by UAA was reviewed and approved by the FAA Alaskan Region and the Air Traffic Training Division in FAA Headquarters (ATX-100).  The curriculum became known as the Alaskan Flight Service Training Initiative (AFTI).  

Since training was modified to be unique to the Alaskan region, graduating students from AFTI program are eligible to enter directly into air traffic automated flight service station facilities in Alaska only.  Once the new employee has reached the full performance level at an automated flight service station, he/she will be eligible to move to an Alaskan satellite flight service station in a temporary duty status or transfer to an automated flight service station in another region in accordance with standard personnel procedures.

Applicable Guidance:

· HROI On-the-Spot Hiring Authority - http://www2.faa.gov/ahr/policy/hrpm/hroi/emp/onthespot.cfm
· HRPM EMP-1.10, Permanent External Hiring - http://www2.faa.gov/ahr/policy/hrpm/emp/emp-1-10.cfm
· Standard Operating Procedures – http://www2.faa.gov/ahr/policy/hrpm/emp/emp_ref/afti.cfm
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PAY SETTING GUIDANCE

Terminal and En Route 

To be used in conjunction with Pay Rules 40, 41, 42, 43, and 44 and HRPM EMP.1.20 (ATS Supplement).  Also see Appendix 3: Pay Setting Chart for Terminal and En Route.

General guidelines for pay setting as stated in Pay Rule 42

· When an employee falls under more than one category of pay, set pay using the category that provides the greatest benefit to the employee.

· In order to credit a candidate with experience, he/she must have at least 52 weeks of consecutive experience.

Guide for determining the correct pay rule:

1. Use Pay Rule 42, dated 8/13/00, to determine which specialized category of employment applies.

2. Check to see if one of the exceptions under that special category is met.  If met, set pay accordingly.  

3. If an exception is not met refer to Pay Rule 40.

4. If an applicant is a former PATCO employee, (EVEN IF NOT BEING HIRED FROM THE PATCO REGISTER), set pay under the provisions of Pay Rule 43 dated 11/8/99 or Pay Rule 44.

5. Set pay through the developmental stages of training using the provisions of Pay Rule 41.

The pay rules can be found at: http://www.atpay.faa.gov.  From the left side of the screen, select “Document,” then select “View.”   Select the appropriate pay rule document from the list of titles. 

Flight Service Station (FSS) and Automated Flight Service Station (AFSS)

Follow applicable guidance for General Schedule positions.
Appendix 1: Converting Part-Time Experience and Education to Creditable Work Experience

The following chart is used in crediting part time work.

Number of hours per week
Factor

(based on a 40 hour work week)

10
1/4

12
3/10

14
7/20

15
3/8

16
2/5

18
9/20

20
1/2

25
5/8

30
3/4

35
7/8

FORMULA:

Multiply the number of months worked by the Factor to determine the number of months creditable work experience.

EXAMPLE:  

An applicant shows on his/her application that he/she has worked 15 hours a week for 6 months.

Using the formula above:  

3/8 x 6 = 18/8 = 2.25 = 2 months of creditable work experience

You drop any overage so the applicant is only entitled to receive 2 months of creditable work experience. 

The following chart is used in crediting education based on SEMESTER hours
Number of SEMESTER hours
Number of creditable months

5
1.5

10
3

15
4.5

20
6

25
7.5

30
9

35
10.5

40
12

45
13.5

50
15

55
16.5

60
18

65
19.5

70
21

75
22.5

80
24

85
25.5

90
27

95
28.5

100
30

105
31.5

110
33

115
34.5

120
36

If the number of semester hours falls between the numbers of hours listed on the chart, give credit for the lower number of months.

The following chart is used in crediting education based on QUARTER hours.  

Number of QUARTER hours
Number of creditable months

5
1

10
2

15
3

20
4

25
5

30
6

35
7

40
8

45
9

50
10

55
11

60
12

65
13

70
14

75
15

80
16

85
17

90
18

95
19

100
20

105
21

110
22

115
23

120
24

125
25

130
26

135
27

140
28

145
29

150
30

155
31

160
32

165
33

170
34

175
35

180
36

If the number of quarter hours falls between the numbers of hours listed on the chart, give credit for the lower number of months.

Appendix 2: Maximum Entry Age Requirement Based on Hiring Source and Experience

Source


And has this other experience
Must be under

age 31?
Applicable Policy

General public hire 
No prior experience
Yes
HRPM EMP-1.20, Maximum Entry and Retention Age for Air Traffic Control Specialists 

General public hire 
Military controller, no other ATC experience
Yes
HRPM EMP-1.20

General public hire 
ATA
Yes
HRPM EMP-1.20

General public hire 
Former PATCO controller
No
FAPM Letter 3381 ATC Second Career Program

General public hire 
Failed Academy terminal/en route screen
No
FAPM Letter 3381 ATC Second Career Program

General public hire
Passed terminal/en route screen but failed or withdrew from field training
No
FAPM Letter 3381 ATC Second Career Program

VRA (Veterans Recruitment Appointment)
Military controller, no other ATC experience
Yes
HRPM EMP-1.20

VRA
DOD civilian controller appointed under provisions of a DOD age waiver
Yes
HRPM EMP-1.20

VRA 
ATA
Yes
HRPM EMP-1.20

VRA
DOD civilian controller appointed prior to age 31
No
FAA Memo dated Nov 17, 1982 based on passage of P.L. 96-347 

MCTC or CTI
No other ATC experience or only military experience
Yes
HRPM EMP-1.20

DOD civilian controller
Appointed as DOD civilian controller prior to age 31


No
FAA Memo dated Nov 17, 1982 based on passage of P.L. 96-347 

DOD civilian controller
Appointed as FAA terminal/en route ATCS (includes former PATCO)
No
FAPM Letter 3381 ATC Second Career Program

DOD civilian controller
Appointed at DOD under provisions of DOD age waiver
Yes
HRPM EMP-1.20

ATA (Air Traffic Assistant)
No other aviation experience
Yes
HRPM EMP-1.20

ATA
Former airline pilot or military controller
Yes
HRPM EMP-1.20

ATA
Failed Academy terminal/en route screen
No
FAPM Letter 3381 ATC Second Career Program

ATA
Passed terminal/en route screen but failed or withdrew from field training
No
FAPM Letter 3381 ATC Second Career Program

ATA
DOD civilian controller appointed before age 31
No
FAA Memo dated Nov 17, 1982 based on passage of P.L. 96-347 

ATA
DOD civilian controller appointed after age 31 under provisions of DOD age waiver
Yes
HRPM EMP-1.20

Contract tower controller
Former FAA controller in terminal or en route
No
FAPM Letter 3381 ATC Second Career Program

Contract tower controller
Not former FAA terminal/en route controller
Yes
HRPM EMP-1.20

FAA ATCS in FSS option
Appointed to FSS or AFSS option before age 31


Yes
HRPM EMP-1.20

FAA ATCS in FSS option
Previous terminal/route developmental
No
FAPM Letter 3381 ATC Second Career Program

FAA ATCS in FSS option
Previous terminal/en route screen student
No
FAPM Letter 3381 ATC Second Career Program

Former FAA ATCS in terminal or en route option
Appointed as ATCS to terminal/en route option before maximum entry age set (Feb. 28, 1973)
No
FAPM Letter 3381 ATC Second Career Program

Former FAA ATCS in terminal or en route option
Appointed after maximum entry age was set (Feb. 28, 1973) but before 31st birthday
No 
FAPM Letter 3381 ATC Second Career Program

Retired Military Controllers
Military ATC experience
No
HRPM EMP-1.20, ATS Supplement #1

Notes:

1. The FAA does not accept DOD age waivers.

2. In some instances the “in-process” rule may apply.  Refer to Policy Bulletin #12, In-Process Rule for Air Traffic Control Specialist Positions. 
Appendix 3: Pay Setting Chart for Terminal and En Route

Hiring Source
Applicable

Pay Rule
Set Pay at:

General Public (New Hire/New Entrant) (Meets no exception under PR 42)
Pay Rule 40
ATC-1A or ATC-1B (AA or AB)

Military Controller

(Meets exception under PR 42)
Pay Rule 42
ATC-3  CPC min. regardless of assigned facility 

DOD 2152 Controller

(Meets exception)
Pay Rule 42
D3 min-max of assigned facility



FAA Contract Tower

(Meets exception)
Pay Rule 42
D3 min-max of assigned facility



FSS 2152

(Meets exception)
Pay Rule 42
D3 min-max of assigned facility



CPC Re-Entrant

(e.g., Former PATCO Controller who attained FPL)
Pay Rule 43
CPC of assigned facility

Developmental Re-entrant 

(e.g., Former PATCO Controller who did not attain CPC)
Pay Rule 44


Developmental stage of assigned facility



Transfer of Current Federal Employee

(excludes CPC re-entrant and Developmental Re-entrant and meets no exception)
Pay Rule 42
ATC-3 min-max

CTI Graduate (no other experience)
Pay Rule 40
ATC-1B (AB)

MARC Graduate (no other experience)
Pay Rule 40
ATC-2 (AG)

Retired Military Controller
HRPM EMP.1-20 (ATS #1)
ATC-3 max

Note:  For specific information, refer to the applicable guidance to determine where pay is set in the band.
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