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INTRODUCTION 
 

Gain 
Attention 

 

 

 
1 

 
 In previous lessons you have learned responsibilities and procedures for 

working aircraft under your control. This lesson will show you how to work 
your sector while transferring responsibilities to a relieving controller. 
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INTRODUCTION  (Continued) 
 

Opening 
Scenario 

 

POSITION RELIEF BRIEFING 

 
 
2 

 
 An awareness of essential items and procedures for transferring position 

responsibility from one controller to another will greatly reduce your chances 
of being involved in an operational error or deviation due to incorrect or 
incomplete information transfer. 

 
 

 
Purpose This lesson covers the responsibilities, terms, processes, and precautions 

necessary to assume or relinquish control of a position. 
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INTRODUCTION  (Continued) 

 
Lesson 
Objectives 

 

LESSON OBJECTIVES 
 

 
 

3 

 
 NOTE:  Teach from graphic. 
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GENERAL INFORMATION 
 

Terms 
JO 7110.65, 
App. D 

 A Status Information Area (SIA) is the manual or automatic display of 
the current status of position-related equipment and operational 
conditions or procedures. 

 
 Written notes are manually recorded items of information kept at 

designated locations on the position of operation. They may be an 
element of the Status Information Area(s). 

 
 A checklist is an ordered listing of items to be covered during a 

position relief. 
 
 

 
Checklists 
JO 7110.65, 
App. D; 
JO 7210.3, 
par. 2-2-3 

 Many position relief and sector opening/closing briefing checklists contain 
the following items: 

 
  NAVAIDs 
  Equipment 
  Radar 
  Airport 
  Weather 
  Staffing 
  Flow control 
  Special activities 
  Traffic 
 Comm. Status all known aircraft 

 
NOTE:  Although most checklists contain similar items, they may be locally 
developed as needed. 

 
 

Continued on next page 
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GENERAL INFORMATION  (Continued) 
 

Checklists 
(Cont’d) 
JO 7110.65, 
App. D; 
JO 7210.3, 
par. 2-2-3 

 

CHECKLISTS 

4 

 
  Position relief briefing checklists are displayed at the sector. 
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RESPONSIBILITIES 
 

Specialist 
Being 
Relieved 
JO 7110.311C, 
App. D 

 

OUTAGES 

 
5 

 
  Ensure any known pertinent status information is: 

 
  Accurately relayed to the relieving controller, or 
  Displayed in the Status Information Area(s), or 
  Relayed to the position responsible for displaying it 
 
 Provide a briefing that is complete and accurate. 
 
 Shall brief on equipment with the Outage View displayed. 

 
 

Relieving 
Specialist 
JO 7110.65, 
App. D 

 Prior to accepting responsibility for the position, ensure: 
 
  Any unresolved questions are answered 
  A briefing takes place to your total satisfaction 

 
 

Both 
Specialists 
JO 7110.65, 
App. D 

 Share equal responsibility for: 
 
  Completeness and accuracy of the briefing 
  Conducting the briefing at the position being relieved 
 
 − Unless other procedures authorized by the facility air traffic 

manager have been established 
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RESPONSIBILITIES  (Continued) 

 
Knowledge 
Check 

 

 

KNOWLEDGE CHECK 

 
6 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  Status Information Area 

 

 

 

KNOWLEDGE CHECK 

7 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  At the position being relieved 

 

 

 

KNOWLEDGE CHECK 

 
8 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  The relieving specialist 

 
 

Continued on next page 
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RESPONSIBILITIES  (Continued) 
 

Knowledge 
Check 
(Cont’d) 

 

 

KNOWLEDGE CHECK 

 
9 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  A 

 

 

 

KNOWLEDGE CHECK 

 
10 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  C 
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BRIEFING PROCESS 
 

Overview  Briefing process consists of four steps: 
 
  Step 1 – Preview the Position 
  Step 2 – Verbal briefing 
  Step 3 – Assumption of position responsibility 
  Step 4 – Review the position 

 
 

 
Step 1 - 
Preview the 
Position 
JO 7110.65, 
App. D 

 Relieving specialist shall conduct self-briefing as follows: 
 
STEP ACTION 

1 Follow checklist and preview Status Information Area(s). 

2 Observe: 
  Position equipment 
  Operational situation 
  Work environment 

3 Listen to voice communications and observe other operational 
actions. 

4 Observe current and pending aircraft and vehicular traffic, and 
correlate with flight and other movement information. 

5 Indicate to specialist being relieved when: 
  Preview is completed 
  Verbal briefing may begin 

 
 NOTE:  The second through fourth steps in the chart above may be 

completed in any order. 
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BRIEFING PROCESS  (Continued) 
 

Step 2 - 
Verbal 
Briefing 
JO 7110.65, 
App. D 

 Specialist being relieved shall: 
 
  Brief on: 
 
 − Abnormal status items that are: 
 
 → Not listed in the Status Information Area(s) 

 → Of special interest and needing verbal explanation 
 
 − Applicable traffic 

− Communication status of all known aircraft 
 
  Completely answer any questions from the relieving specialist 
 
 Relieving specialist shall: 
 
  Ensure complete understanding 
  Ask any necessary questions 

 
 

 
Step 3 - 
Assumption 
of Position 
Responsibility 
JO 7110.65, 
App. D 

 Relieving specialist 
 
  Verbally, or by other means, indicate that position responsibility has 

been assumed 
 
 Specialist being relieved 
 
  Release the position to the relieving specialist 
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BRIEFING PROCESS  (Continued) 
 

Step 4 - 
Review the 
Position 
JO 7110.65, 
App. D 

 Relieving specialist 
 
  Sign on to the position unless a facility directive authorizes 

otherwise  
 Check: 

 
 − All information previously covered 

 − Position equipment in accordance with existing directives 
 
 Specialist being relieved 
 
  Review: 
 
 − Checklist 

 − Status Information Area(s) 

 − Written notes 

 − Other prescribed sources of information 
 
  Advise the relieving specialist and any appropriate position of: 
 
 − Known omissions 

 − Updates 

 − Inaccuracies 
 
  Observe overall position operation and provide any needed 

assistance or summon help if needed 
  Sign on the relieving specialist if a facility directive authorizes 
  Sign off in accordance with: 
 
 − Existing directives, or 

 − Other authorized method 
 
 → Indicates relief process is complete 
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BRIEFING PROCESS  (Continued) 
 

Knowledge 
Check 

 

 

KNOWLEDGE CHECK 

 
 
 
11 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  Preview the position 

 

 

 

KNOWLEDGE CHECK 

12 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  C 

 
 

Continued on next page 
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BRIEFING PROCESS  (Continued) 
 

Knowledge 
Check 
(Cont'd) 

 

 

KNOWLEDGE CHECK 

 
13 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  B 

 

 

 

KNOWLEDGE CHECK 

14 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  C 

 
 

Continued on next page 
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BRIEFING PROCESS  (Continued) 
 

Knowledge 
Check 
(Cont'd) 

 

 

KNOWLEDGE CHECK 

15 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  B 

 

 

 

KNOWLEDGE CHECK 

 
16 

 
 NOTE:  Click once to show answer. 

 
ANSWER:  The relieving specialist and any appropriate position 
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PRECAUTIONS 
 

During 
Position 
Operation 
JO 7110.65, 
App. D 

 Record each pertinent status information item as soon as operationally 
feasible to prevent: 

 
  Omission during briefing 
  Incorrect memory recall 

 
 

 
During Relief 
Briefing 
JO 7110.65, 
App. D 

 Do not rush or permit yourself to be rushed. 
 
 Use extra care when: 
 
  Simultaneous reliefs (both Radar and Radar Associate) are occurring 
  Combining or splitting: 
 
 − Sectors 

 − Positions 
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POSITION RELIEF BRIEFING DISCUSSION 
 

Discussion 

 

 

POSITION RELIEF BRIEFING DISCUSSION 

 
17 

 
 

 
Directions - 
Situation 1 
 

You will now watch the first of two videotaped position relief briefings. Review 
the Observer Checklist below and read the discussion questions on the 
following pages. The checklist will help you answer the discussion questions. 
Then watch video situation 1. Do not try to answer the questions during the 
videotape. Concentrate on watching the position relief briefing; then, write 
your answers after the video. There will be a discussion after each video. 
 
NOTE:  Click in the black box for Video 1 to start the video. 
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POSITION RELIEF BRIEFING DISCUSSION  (Continued) 
 

Observer 
Checklist – 
Situation 1 

Specialist Being Relieved  Relieving Specialist 
 

 Gives thorough and accurate 
 verbal briefing 
 

  Briefs from position  
  checklist 
 

  Briefs on: 
 

  - Abnormal status  
   items, as needed 
 

  - Applicable traffic 
 

  Completely answers  
  questions 
 

  Does not rush 
 

  Does not permit self to be 
  rushed 
 

 Releases position 
 

 Reviews position 
 

  Reviews checklist, SIA, 
  written notes, other  
  sources of information 
 

  Advises of any  
  known omissions,  
  updates, inaccuracies 
 

  Observes overall position 
  operation for needed  
  assistance 
 

 Signs on relieving controller 
 

 Signs off 

  

 Previews position 
 

  Does self-briefing and review of 
  SIA, or receives authorized pre-
  position briefing 
 

  Observes: 
 

  - Position equipment 
  - Operational situation 
  - Work environment 
  - Traffic (current and pending) 
  - Other operational actions 
 

  Listens to voice communications 
  and correlates with flight  
  information 
 

  Familiarizes self with: 
 

  - Relevant weather 
  - Pertinent NOTAMs 
  - Special Use Airspace 
 

  Indicates readiness for briefing 
 

  During briefing, ensures  
  complete understanding 
 

  Asks any necessary questions 
 

  Listens/observes attentively 
 

  Does not rush 
 

  Does not permit self to be rushed 
 

 Indicates responsibility assumed 
 

 Reviews position: 
 

  Signs on 
 

  Checks position equipment  
 

  Verifies and updates information 
 
 

Continued on next page 
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POSITION RELIEF BRIEFING DISCUSSION  (Continued) 
 

Discussion 
Questions - 
Situation 1 
(Cont’d) 

SPECIALIST BEING RELIEVED 
 
1. How would you rate the performance of the specialist being relieved? 

Explain your rating in questions 2 and 3 below. 
 
  Poor Good Very Good Excellent 
 l_______________l_____________l______________l____________l 
 
 
2. What did the specialist do well? 
 
 
 
3. What did the specialist do poorly? 
 
 
_____________________________________________________________ 

RELIEVING SPECIALIST 
 
4. How would you rate the performance of the relieving specialist? Explain 

your rating in questions 5 and 6 below. 
 
  Poor Good Very Good Excellent 
 l_______________l_____________l______________l____________l 
 
 
5. What did the specialist do well? 
 
 
 
6. What did the specialist do poorly? 
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POSITION RELIEF BRIEFING DISCUSSION  (Continued) 
 

Instructor’s 
Discussion 
Points – 
Situation 1 

NOTE:  Discuss student reactions to the video and cover the following 
points: 
 
 Specialist being relieved 
 
  Did not give the relieving specialist time to preview the position before 

being briefed 
 
  Did not follow an identifiable checklist of items (briefing was 

disorganized) 
 
  Did not remain at the sector after the briefing to review the situation 

and ensure effective transfer of responsibility 
 
 Relieving specialist 
 
  Did not preview the situation before receiving the briefing 
 
  Was distracted during the briefing. Did not pay attention to the 

briefing, listen carefully, or look at the display 
 
  Did not ask questions to ensure complete understanding 
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POSITION RELIEF BRIEFING DISCUSSION  (Continued) 
 

Directions - 
Situation 2 

Watch video situation 2 and then answer the discussion questions.  
 
NOTE:  Click in the black box for Video 2 to start the video. 

 
 

 
Observer 
Checklist – 
Situation 2 

Specialist Being Relieved  Relieving Specialist 
 

 Gives thorough and accurate 
 verbal briefing 
 

  Briefs from position  
  checklist 
 

  Briefs on: 
 

  - Abnormal status  
   items, as needed 
 

  - Applicable traffic 
 

  Completely answers  
  questions 
 

  Does not rush 
 

  Does not permit self to be 
  rushed 
 

 Releases position 
 

 Reviews position 
 

  Reviews checklist, SIA, 
  written notes, other  
  sources of information 
 

  Advises of any  
  known omissions,  
  updates, inaccuracies 
 

  Observes overall position 
  operation for needed  
  assistance 
 

 Signs on relieving controller 
 

 Signs off 

  

 Previews position 
 

  Does self-briefing and review of 
  SIA, or receives authorized pre-
  position briefing 
 

  Observes: 
 

  - Position equipment 
  - Operational situation 
  - Work environment 
  - Traffic (current and pending) 
  - Other operational actions 
 

  Listens to voice communications 
  and correlates with flight  
  information 
 

  Familiarizes self with: 
 

  - Relevant weather 
  - Pertinent NOTAMs 
  - Special Use Airspace 
 

  Indicates readiness for briefing 
 

  During briefing, ensures  
  complete understanding 
 

  Asks any necessary questions 
 

  Listens/observes attentively 
 

  Does not rush 
 

  Does not permit self to be rushed 
 

 Indicates responsibility assumed 
 

 Reviews position: 
 

  Signs on 
 

  Checks position equipment  
 

  Verifies and updates information 
 
 

Continued on next page 
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POSITION RELIEF BRIEFING DISCUSSION  (Continued) 
 

Discussion 
Questions - 
Situation 2 

SPECIALIST BEING RELIEVED 
 
1. How would you rate the performance of the specialist being relieved? 

Explain your rating in questions 2 and 3 below. 
 
 Poor Good Very Good Excellent 
 l_______________l_____________l______________l____________l 
 
 
2. What did the specialist do well? 
 
 
 
3. What did the specialist do poorly? 
 
 
 
____________________________________________________________ 

RELIEVING SPECIALIST 
 
4. How would you rate the performance of the relieving specialist? Explain 

your rating in questions 5 and 6 below. 
 
 Poor Good Very Good Excellent 
 l_______________l_____________l______________l____________l 
 
 
5. What did the specialist do well? 
 
 
 
6. What did the specialist do poorly? 
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POSITION RELIEF BRIEFING DISCUSSION  (Continued) 
 

Instructor’s 
Discussion 
Points – 
Situation 2 

NOTE:  Discuss student reactions to the video and cover the following 
points: 
 
 Specialist being relieved 
 
  Gave the relieving specialist time to preview the situation before 

beginning the briefing 
 
  Appeared to follow a position checklist 
 
  Gave a well-organized, thorough briefing including specific 

information about current traffic, traffic flow, special activities, 
equipment, weather, and pending actions 

 
  Answered questions completely 
 
  Remained at the sector after the briefing to review the position, and 

advised that an aircraft didn’t know about weather 
 
 Relieving specialist 
 
  Previewed the situation before receiving the briefing 
 
  Listened and watched attentively during the briefing 
 
  After taking over, asked questions of the pilot to verify information 
 

NOTE:  Ask students what distractions were present in each situation. 
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IN CONCLUSION 
 

Lesson 
Review 

 

LESSON REVIEW 

18 

 
 NOTE:  Teach from graphic. Review and elaborate briefly on the topics 

covered in this lesson. 
 
 

 
End-of-
Lesson Test 

 

END-OF-LESSON TEST 

19 
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