AEROCLUB  OF  DEKELIA


A. GENERAL 

1.
ADMINISTRATION

1.1
INTRODUCTION

1.1.1
The Operations Manual has been prepared in accordance with JAR FCL-1 for airplanes. Is also applicable to national rules and regulations as well as relevant ICAO Standards. 

1.1.2  
All operations personnel have either easy access to those parts of the                           Operations Manual as are relevant to their duties, or have been issued a personal copy of those parts. Whenever operations personnel are unable to understand the English language, the parts of the Operations Manual pertaining to their duties and responsibilities shall be made available to them translated into a language they are able to understand.

 
The relevant personnel shall adhere to the rules and regulations contained in the Operations Manual at all times. All relevant personnel shall be responsible for the proper execution of their duties that 

- Are related to the safety of the airplane and to the students and 

- Are specified in the instructions and procedures laid down in the Operations Manual.

In the event of willful or negligent disobedience to those rules and regulations the personnel concerned may become subject to disciplinary, legal or penal action. 

However, nothing contained in the Operations Manual shall prevent personnel from exercising their own best judgment during any situation for which the Operations Manual make no provision or in an emergency.

1.1.3 
The Operations Manual consists of separated parts:

PART A 
GENERAL

PART B  
TECHNICAL

PART C
ROUTE

PART D
STAFF TRAINING

The Operations Manual PART A for AEROCLUB  OF  DEKELIA  R.F.  PPL flying training courses contains, responsibilities of ground and flying staff, student discipline, flight crew qualification records, revalidations, flight duty periods and flight time limitations for instructors and students and rest period respectively, pilots log books, flight planning and safety.

The Operations Manual PART B for AEROCLUB  OF  DEKELIA R.F. PPL flying training courses contains, aircraft descriptive notes, aircraft handling, emergency procedures and allowable deficiencies.

The Operations Manual PART C for AEROCLUB  OF  DEKELIA R.F. PPL  flying training courses contains, performance, flight planning, loading, weather minima and training routes/areas.

The Operations Manual PART D for AEROCLUB  OF  DEKELIA  R.F.  PPL flying training courses contains, appointment of personnel, initial training, refresher training and standardization training.

1.1.4  
When used in the Operations Manual, the following terms shall have the meaning outlined bellow:

‘Shall’ or an action verb in the imperative sense means that the application of the rule or procedure is mandatory. (Must is used as an alternative to ‘Shall’)

‘Should’ means that the application of a procedure is recommended. 

‘May’ means that the application of a procedure or provision is optional.

This Operations Manuals applies to both male and female personnel involving in R.F.  AEROCLUB  OF  DEKELIA.

1.2 
SYSTEM OF AMENDMENTS AND REVISIONS

1.2.1 
The Operations Manual, its amendments and revisions are published and issued by the HT. The HT is responsible for its contents, and for keeping the instructions and information up to date. 

1.2.2
Each holder of the Operations Manual and each person responsible for a copy of the Operations Manual in his keeping shall revise the manual at the time specified with amendment and complete the record of revision of the Operations Manual.

1.2.3  Handwritten amendments are permissible only in situations requiring immediate revision in the interest of safety, they shall be initiated and put into force by a circular or a teletype message of the HT.  

1.2.4 
The Operation Manual is divided into chapters, which are broken down into subchapters and subsections. 

1.2.5  
In the bottom of each Operation Manual page, the left corner depicts the revision date and the right corner depicts the part and the consecutive page number.

1.2.6  
With each normal amendment an up date “List of Effective Pages” shall be issued, which will enable the user to check whether the Operation Manual is up to date.

1.2.7  
In order to identify changes, additions or deletions, a vertical line shall be used to outline revised or newly published paragraphs on the pages. Personnel are required to carefully take note of the change.

1.2.8 
When it becomes necessary to effect changes to the Operation Manual at a very short notice or to effect changes limited to a defined period of time, a Temporary Revision will be published in the form of a revised reprint of the effective page on yellow paper. 

1.2.9  
The Operation Manual, its applicable parts and the amendments shall be distributed as expeditiously as possible. Personnel will either receive this material by postal services or via a mailbox in the Registered  Facility. A distribution list for various parts of the Operations Manual is maintained at the HT’s office, together with records of personnel acknowledgements for incorporation of revision.

2. 
RESPONSIBILITIES

2.1.1 
R.F.   STRUCTURE  






2.1.2
Post holders

The Head of Training

Argyris Kyriakopoulos  




Signature:………………………………….

The Chief Flight Instructor

Argyris Kyriakopoulos  




Signature:………………………………….

The Chief Ground Instructor

Agelos Argyropoulos   




Signature:…………………………………. 

2.2     
RESPONSIBILITIES AND DUTIES OF MANAGEMENT & ADMINISTRATIVE STAFF
2.2.1    Head of Training

He shall have overall responsibility to ensure satisfactory integration of flying training and theoretical knowledge instruction, and for supervising the progress of individual students. The Head of Training shall have extensive experience as flight instructor and shall hold Professional Pilot Licence, related to the flying training courses conducted. (R.F.)

His function, duties and responsibilities are,

· Ensuring that all training is performed according to regulations in force

· Ensuring integration of flying training  and theoretical knowledge instruction

· Supervising the progress of individual students

· Checking and signing before examination

· He shall issue orders for beginning and termination of ground and flight training and he also responsible to cosign tables of results and issue Certificates of Training.

· Compiling and distribution of instructions and routines to all training staff

· Arranging revalidation and renewal for instructors as well as other training to maintain or develop their skills

· Updating syllabi, methods and means of training

· Efficiency and continuity in the training

· Creating routines for follow up students’ progress and procedures for students not reaching the necessary standards

· Participating and representing the Registered  Facility at conferences arranged by the Authority

· Supervising the flight duty time limitations

· Supervising that the training given reaches the Facility’s goal: to train pilots to be professionals and to reach the international standards within the JAA member states and all JAR FCL requirements  

2.2.2. Chief Flying Instructor (aeroplane/helicopter)

He maintains direct reporting links to the Head of Training.

His function, duties and responsibilities are,

· Assists the Head of Training to plan, perform and follow up the  training

· Standardize all flight training

· Perform or delegated the phase checks

· Report discrepancies to the Head of Training and when relevant to suggest solutions and or improvements 

· Be responsible for the Training Manual (TM)

· Be responsible for maps and other material in the planning room

· Deliver statistics of all skill test

· Assist the Head of Training in coordinating the instructors need of training.

· Call to and lead the instructors to instructors meetings and prepare the agenda and minutes of the meetings  

2.2.3. Chief Ground Instructor

He maintains direct reporting links to the Head of Training.

His function, duties and responsibilities are,

· The standardization of all the theoretical ground instruction to reach Facility’s quality goal and fulfilling the JAR FCL requirements

· The supervising of all ground instructors

· Administration of the theoretical knowledge instruction as described in the Training Manual

· Reporting any discrepancy to the Head of Training and suggest changes and/or improvements

· The quality of ground tests and to file the records, the statistic follow-up of the theoretical knowledge

· Supervision of the classrooms and checking that all tutorial equipment is available and in function

· Delivering statistics of all examination subject each six months

· Assisting the Head of Training in planning training for the theoretical knowledge instructors

· Calling and leading the theoretical knowledge instructors to instructors meeting and prepare the agenda and minutes of the meetings 

2.2.4. Theoretical Knowledge Instructors (R.F.)

The theoretical knowledge instructor shall give a proof of his competency by giving a test lecture  to the Head of Training before appointment, based on material of the subject he is planned to teach.

He maintains direct reporting links to the Chief Ground Instructor.

His function, duties and responsibilities are,

· To cover all subjects  in ground training according to Organization syllabus,

· To cooperate with the Chief Ground Instructor and find all necessary materials and supplies needed for the ground training based on his subject,

· To carry out the examinations on his subject and to handle the results to the Chief Ground Instructor,

· To complete the forms issued by the Facility as attendance register and lesson syllabus, 

· To report to Chief Ground Instructor any irregularity or problem before after and during the ground school.  
2.2.5     Flying Instructors

Flying Instructors are categorized in Flight Rating Instructor FI(A)(H)

All instructors shall hold at least the licence, rating and qualification for which instruction is being given and shall be entitled to act as Pilot-in-command of the aircraft during such training. Validities, restricted privileges, requirements, rating issue, revalidations renewals etc shall meet requirements according to JAR-FCL 1.300 and JAR-FCL 2.300 and  33 of the Authority. (also see Part D on OM)

He maintains direct reporting links to the Chief Flight Instructor.

His function, duties and responsibilities are,

· Follow the  AEROCLUB  OF  DEKELIA  Training Manual

· To check with flight operation about the aircraft to be used for the training, to get NOTAM’s, weather brief, fuel and weight and balance of the aircraft,

· To review the files of the student and his process in the stage(s) of his training,

· To brief and question the student about the air exercises according to the syllabus issue in  the training manual,

· To complete the Journey LOG BOOK of the aircraft, 

· To complete the form issue by the  FACILITY for the specific exercise with his comments about the grade and process of the student and handled or mail the form to the Chief Flight Instructor in purpose of keeping records or to take evaluation action for the student,

· To debrief the student about the specific flight and his process in the all training program,

· To report to Chief Flight Instructor any irregularity or problem before after and during the flight training.

· Maximum allowable number of trainees per instructor will be 6(six) . 

2.2.6     Handling of Facility’s Material

All instructors and students are obliged to handle all Facility’s material with great care. The Facility may claim compensation from instructors or students for damage caused by him.

Instructors and students shall maintain the manuals, handbooks and other documents handed over to them in good condition.

When the employment or student graduation terminates everything belonging to the Facility  must be returned.

2.3     Admition procedure from/to other flight schools
             The aeroclub of dekeleia is obliged to ask the applicant for financial report,to make 

         sure that the student does not owe any money to the previous school.Also a theoretical 
         and practical training Certification is required so that the aeroclub of Dekeleia has a 

         clear view of the student’s training received.

     
  All of the above are applicable for the Aeroclub of Dekeleia students in case they   

          want to continue training in another flight school.
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3. 
STUDENT DISCIPLINE AND DISCIPLINARY ACTION

3.1.1
General
The student discipline is one of the main factors to ensure the high standards of training in the Facility.  

3.2.1
Student Obligations

All students of the Facility by filling application form, immediately accepts the following rules of the Facility.

3.2.2 
Student shall follows the ground and flight syllabus of the Facility

3.2.3
Student shall comply with Facility and Authority regulations 

3.2.4 
To proceed under the supervision of ground or flight instructor.

3.2.5 
To respect all the staff and instructors of the  facility.

3.2.6 
To solve any problem that comes out from his training or personal by following the Facility Structure. 

3.2.7 
Students shall be required to pay breakage or loss of installed equipment or furnishings. Students operating a Facility’s aircraft as the sole occupant may be required to pay for collision damage during ground taxi operation in which the student’s aircraft is the only moving vehicle  and  in  case  of  wreckless  operation.

3.2.8
Student shall also be required to pay for any damages resulting from an accident or incident, which occurs during an unauthorized training flight or while conducting an unauthorized activity during an authorized training flight.

3.2.9
All students shall operate any aircraft belonging to the Facility in safe manner. All Authority and airports rules and regulations shall be observed in a strict manner and any deviation from such rules and regulations shall be placed to disciplinary action of the Facility. 

3.2.10
Student who have complaint/concern should contact either his Flying or Ground Instructor, Chief Ground Instructor, Chief Flying Instructor. A student Complaint Form will be completed and submitted to the responsible person for action to be taken. 

3.2.11
STUDENTS WISHING ASSISTANCE OF ANY KIND OR HAVING ANY QUESTION ARE ENCOURAGED TO ASK FOR HELP AT ANYTIME EVERY MEMBER OF THE STAFF IS AVAILABLE TO ASSIST THEM
3.3.1
Offenses Involving Alcohol or Drugs
The Facility does not permit the use or possession of alcoholic beverages on the facilities. Further, possession or use of illegal narcotics or other controlled substances is not permitted and will be cause for suspension or expulsion. Students who violate such rules and regulations are subject to disciplinary measures, including suspension. Such disciplinary measures pertain to misconduct both on and off the Facility. The decision of the HT is final in all cases involving violations of rules of discipline.

3.3.2 
Student who uses, posses or are under influence of drugs or alcohol at the Facility present a hazard to themselves and other student or employees. In addition to the potential criminal consequences of their conduct, these students reduce performance and hurt moral.

3.3.3 
In order to avoid this, the Facility reserves the right to require that a student make a medical test, at the Facility expense, and, at independent laboratory, to determine if alcohol or drug abuse has occurred. If the student test positive for alcohol or drugs, or if the student refuses to take the test, the Facility shall terminate the student from training.

3.3.4 
If the student is required to take drug for medical reasons, he or she must document that fact with an appropriate doctor’s note.

3.3.5 
Student who possess or shell illegal or controlled substances shall be terminated from training and become subject to referral for possible prosecution under existing Government Law. 

3.4.1 
Students Disciplinary Action
The Facility has the right to take any Disciplinary Action against a student who violates such rules and regulations and he/she is subject to disciplinary measures, including suspension or termination of training.

3.4.2 
In any case of violation rules and regulations  the Head of Training and the Chiefs Flight/Ground Instructors of the Facility, proceeds over a disciplinary consultation. After voting, they announced the results of action to be taken.

3.4.3 
First step of disciplinary action is verbal reprimand of a student.

3.4.4 
Second step of disciplinary action is a short-term suspension of a student.

3.4.5
Third step of disciplinary action is termination of training of a student.

3.4.6 
All disciplinary actions taken for a student shall be recorded at student’s files. In case of short-term suspension, the maximum days a student is suspended, is 15 consecutive days.

4. 
APPROVAL / AUTHORIZATION OF FLIGHTS 

4.1.1 
General 

Each  individual FI or the HT is responsible to approve any flight in the Facility.In case of Head of Training absence, the Chief Flight Instructor is responsible to give authorization for any flight in the  Facility. In  case  of  the CFI’s  absence  each  individual  FI  is  responsible  to  approve  any  flight  in  the  Facility.

4.1.2 
In all cases the authorization of flight can be performed by the Flying Instructors. Such cases are, for example extensible flights or flights that we have change of student or air exercise to be flown. 
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5. 
PREPARATION OF FLIGHT PROGRAMME

5.1.1 
General

In order to have the maximum preparation for the students and the maximum availability for airplanes, helicopters  the facility issues weekly flight programme and also a daily programme for flights  to be flown.

5.2.1 
Procedure of issue 

The Head of Training takes all available information about, training progress of student and availability of airplanes or helicopters e.t.c., and gives the authorization to administration staff to prepare the weekly flight programme of the Facility and also the daily flight programme.

5.2.2 
In cases that the flight programme can not be realized weekly, the Head of Training is responsible for any changes of the daily programme in order to have at the end of the week the desirable results.

5.3.1 
Notification of flight programme

The daily flight programme should be displayed on the notice board of the Facility. The weekly flight programe is distributed to flying instructors and to the students by the Mail box of the Facility.

5.3.2 
Any changes of the flight programme from a student or instructor shall be requested by filling up an application form to the Head of Training.

5.4.1 
Restriction in poor weather

In order to complete a flight programme, the weather is one of the main factors to take in consideration. Due to bad weather cancellation of training flights is possible. For that reason the Facility ensures that flying instructors and aircrafts or helicopters must be available in case of cancellations due to bad weather conditions in order to have the desirable results at the end of the week.

5.4.2 
The Head of Training , CFI  or  FI’s   shall not give any authorization for training flights if the aircraft or helicopter is not possible to land VFR  back to home base. 

6. 
COMMAND OF AIRCRAFT

6.1.1 
General 

The Facility will nominate the pilot to be the aircrafts Pilot-in-command for each flight or series of flights. If during the flight instructor is on board, he acts as the Pilot-in-command of the aerpoplane/helicopter in case of student’s solo flight, student acts as the Pilot-in-command of the aircraft. 

The Pilot-in-command must take all reasonable steps to maintain familiarity with relevant Authority and International air legislation and agreed aviation practices and procedures.

Maintain familiarity with such provisions of the Facility’s Operations Manual as are necessary to fulfill his function.

6.1.2 
The Pilot-in-command exercises the final authority in relation to the operations of the aircraft. He is responsible for its safety as well as that of a student or passengers as long as he retains responsibility. Therefore, he must take all measures required for safety, whether on ground, in flight, during take-off, landing or taxiing.

6.1.3 
The responsibilities of the Pilot-in-command for the safety of the aircraft and his crew and its passenger begins when he takes control of the aircraft. It ends when he hands the aircraft over the authorized ground personnel or to the next instructor or student taking charge. Finally, his responsibility ends when he has parked the aircraft and locked and sealed it. 

6.1.4 
The Pilot-in-command must ensure that all operational procedures and checklists given in and required by the Operational Manual are complied with. In an emergency situation requiring immediate and decisive action, he may take any measures he considers necessary under the circumstances. In such cases, and only in order to ensure the safety of the aircraft and its students or passengers, he may deviate from rules, operational procedures and methods.

6.1.5 
The Pilot-in-command sets priorities. His decisions must give absolute priority of safety, and have due regard for training, economy and adherence to flight programme (schedule).

6.1.6 
The Pilot-in-command shall ensure that, during a particular flight, the entire student adheres to duty and rest time limitations as outlined in the Operation Manual.

6.1.7 
He coordinates the performance of the flight deck. In order to promote the aeronautical experience and knowledge of his student, the Pilot-in-command shall give him  to plan and conduct the flight under his supervision. The Pilot-in-command shall, however, perform take-offs, approaches, landings and other phases of flight he considers critical himself.

7. 
RESPONSIBILITIES OF PILOT IN COMMAND 

7.1.1 
Prior to Flight 

He shall obtain and check all available aeronautical and meteorological information pertinent to his next flight including NOTAMs, SNOTAMs, runway and conditions, temperature/pressure reports and winds aloft and aerodrome meteorological forecasts.

This information will enable the Pilot-in-command:

to judge if the weather and the visibility at the aerodrome and the condition of the runway intended to be used will allow for a safe take-off and departure (with due regard to all relevant performance aspects of the AOM),

to calculate the operational flight plan, the planned amount of fuel and oil being based on the expected operation conditions and sufficing for a safe completion of flight (whenever the flight plan is being calculated by third parties, it is his responsibility to ensure that these requirements are met), and 

to submit to the appropriate ATS unit a flight plan or sufficient information for the initiation  of  Search  and  Rescue  action  should  the  flight  become  overdue.         

7.1.2 
He conducts a crew briefing, relating information and particulars pertinent to the individual flight. 

He ensures that the prescribed preflight checks and inspections have been or are being carried out, and decides whether to accept or not to accept the aircraft with unserviceable items allowed by the MEL.

7.1.3 
Whenever preparing a flight, he shall, by examining the available documents and maintenance releases of authorized personnel, determine and certify by signing the appropriate documents that:

1. The aircraft is airworthy

2. The instruments and equipment required for the flight to conducted are available

3. The instruments and equipment are in operable condition expect as provided in the MEL

4. Those parts of the operations manuals, which are required for the conduct of the flight, are available

5. The documents, additional information and forms required to be available are on board

6. Current maps, charts and associated documents or equivalent data are available to cover the intended operation of the aircraft including any diversion which may reasonable be expected   

7. Ground facilities and services required for the planned flight are available and adequate

8. The provision specified in the operations manual in respect of fuel, oil and  minimum safe altitudes, aerodrome operating minima and availability of alternate aerodromes, where required, are complied with the planned flight

9. The load is properly distributed and safely secured

10. The weight and balance of aircraft, at the commencement of taxiing and take off roll, will be such that the flight can be conducted in compliance with the AOM and

11. Any operational limitation in addition to those covered by (8) and (10) above can be complied with.

7.1.4 
Prior to taxiing, he must ensure that

The ramp is clear.

The aircraft’s external surfaces are clear of any deposit that might adversely affect its performance and / or controllability.

All equipment and baggage is properly stowed, and the doors are unobstructed and the emergency equipment remains easily accessible for immediate use.

If passenger on board ensures that have been appropriately briefed.

7.2.1 
In Flight

In flight the Pilot-in-command ensures,

7.2.2 
Observation of all noise  as long as they are not detrimental to safety,

7.2.3 
Precise navigation and observation of minimum altitudes,

7.2.4 
Use of all available Air Traffic Services,

7.2.5 
Observation of limitations, proper use and proper handling of aircraft’s systems, including strict use of checklists,

7.2.6 
Observation and evaluation of the development of the meteorological situation, specifically forecasts and METAR’S for the route to be flown, for enroute alternate and the destination aerodrome and its alternate(s),

7.2.7 
That the amount of usable fuel remaining suffices to proceed to an aerodrome where a safe landing can be made, with final reserve fuel remaining 

(C. Route Flight Planning),

7.2.8 
Timely corrective action(s), whenever system malfunctions or other variables impair the aircraft’s operation,

7.2.9 
That, in case of such impairment, relevant ground personnel are kept informed about the situation and his decisions.

7.3.1 
After Flight 
After flight, the Pilot-in-Command ensures that the Flight and Aircraft Technical Reports are completed. He hands the aircraft to the next crew or to the maintenance personnel, or parks, locks or seals and secures the aircraft properly.

7.3.2 
At aerodrome without handling personnel under contract of the Facility it is Pilot’s-in-Command responsibility to ensure that the aircraft is well taken care off. He must also ensure the security of the aircraft.

7.3.3
He files irregularity and accident reports and communicating also by telephone or facsimile if necessitated by the urgency of the matter.

7.3.4 
He directs the attention of appropriate personnel to technical and operational particulars and problems encountered.
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8. 
CARRIAGE OF PASSENGERS

8.1.1 
Carriage of revenue passengers are not permitted during any flight that are authorized by the Head of Training  or CFI or FI for any training conducted in accordance with training programme of the Facility (R.F.).

8.1.2
The commander of an aircraft training flight must be qualified and licensed as Flight Instructor (FI).

8.1.3
 During training flights only the flight crew member involved in the training and/or representatives of the Authority may be carried on board.  

9. 
AIRCRAFT DOCUMENTATION

9.1.1 
Aircraft Certificates 
In any aeroplane/helicopter of the Facility the follows certificates shall be on board.

(i)
Certification of Registration;

(ii)
Certificate of Airworthiness;

(iii)
Aircraft Radio Licence;

(iv)      Insurance Certificate(s).
9.1.2 
All of the above certificates shall be validated according to the Authority regulations.

9.1.3 
No flight can be made if the above certificates are not installed in the aircraft.

9.1.4 
The Pilot-in-Command is responsible to check that, the aeroplane/helicopter certificates are on board and in good condition.

9.2.1 
Aircraft Manuals 
In any aeroplane/helicopter of the Facility shall have on board the Aircraft Operation Manual included the Weight and Balance as well as the checklists of the aeroplane/helicopter.

9.2.2 
The Pilot-in-Command is responsible to check that, the aeroplane/helicopter manuals are on board and in good condition.

9.3.1 
Revisions of Aircrafts Manuals 
All the aeroplane/helicopter operations manuals must be on board and shall have certification of the Authority.

9.3.2 
The HT is responsible to revised and have up to date the AOM’s of aircrafts.   
10. 
RETENTIONS OF DOCUMENTS

10.1.1 
Students Records Maintained
The Facility shall maintain and retain records for a period of at least five (5) years. All the Chief Training Instructors keep these records in a  safe  locker.

10.1.2 
The format of the student training records is specified in the Training Manual and contains,details of  flying  given to individual students,

 
detailed and regular progress reports from instructor including assessments and regular progress flight tests and ground examinations, and

personal information, e.g. expiry dates of medical certificates, ratings, etc.

10.1.3 
The Facility shall submit training records and reports as required by the Authority.

10.2.1 
Documents Used for the Preparation and Execution of the Flight

Legal provisions prescribe the carriage, on each flight, of the following documents,

Operational Flight Plan  (for x/c purposes  only)

Fuelling order  (for  out of base operations  if  applicable)

Mass and balance documentation

Current maps and charts and associated documents

Any other documentation, which may be required by the states, concerned with this flight, such as general declaration etc.

Forms to comply with the reporting requirements of the Authority and the Facility.

These documents are essential for the safe conduct of the flight. By examining and then signing the papers the Flying Instructor certifies that he is satisfied that the preparation of the flight is adequate.

10.2.2 
Legal provision prescribe that the Facility retain on the ground, at the aerodrome of departure and for at least the duration of flight, a copy of each document relevant to the flight, specifically a copy of  the  mass and  balance  form.

10.3.1 
Journey Log 

The Facility retains the following information for each flight in form of journey log,

Aircraft registration

Date

Name of instructor and student

Place and time (off-block time) of departure

Place and time (on-block time) of arrival

Incidents, observation and

Pilot-in-Command signature 

10.4.1 Reports

The Pilot-in-Command shall ensure completion of the flight and maintenance report (acceptance  form) which is to contain the aircraft’s registration, the date, the name(s), places and times of departure and arrival, hours and  and Pilot-in-Command’s acceptance. Reports other than the flight and maintenance reports are occurrence reports,

a. Flight and maintenance reports/technical log

b. Air traffic incident report

c. Accident report 

10.5.1
Documents Storage Period (information used for the preparation and execution of flight)


Operational Flight Plan (Nav Log)

3 months


Mass and Balance Documentation   at least for the duration  of  flight


Journey Log



3 months 


Flight Reports


3 months


Air Traffic Incident Report            24 months


Accident Report
indefinitely 

10.5.2 Documents Storage Periods Flight Crew Records

Licence
as long as the flight crew exercising the privileges of the licence

             Standardization Training and

checking
3 years

Recurrent Training and checking
3 years

FI  Training
3 years
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11.
Flight Crew Qualification & Records (licences and ratings)

11.1.1
Instruction – General JAR – FCL 1.300


A person shall not carry out the flight instruction required for the issue of any pilot licence or rating unless that person has:

· a pilot licence containing an instructor rating or
· a specific authorization granted by JAA State in case where:
i) training is conducted outside JAA Member States (see AMC FCL 1.300)

11.2.1 FI Qualification 


JAR – FCL 1.330 Privileges - Requirements

 
A holder of FI(A) or (H) rating are conduct flight instruction for:

a. The issue of PPL(A) and class and type ratings for single engine aeroplanes, helicopters provided that for type rating the FI(A) has completed not less than 15 hours on the relevant type in the preceding 12 months.

b.Night flying,  provided a night qualification is held.

11.2.2  Acceptance Criteria for  FI

  Upon initial contact with the candidate the minimum experience that is required is at    

  least 250 hrs total flight time , with at least 150 hrs as PIC and 30 hrs as FI. The H.T

  is responsible for the final screening(interview).The new employed F.I at the  

  beginning will fly with advanced students up to end including 50 instructional hours.
  He is to be signed off for for initialstudents only after standardization flight with H.T 
  or C.F.I  
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11.8
Records

11.8.1 Content of Personal Files - Instructors

Each pilot employed by the Faclity shall have a personal file containing: Personal Information Form with name, address and telephone number.

Copies of:

· Aeronautical licences

· Aeronautical ratings

· Medical certificate


The Chief Flight Instructor will keep an up-to-date record of each instructor’s qualification status, including aeronautical certificates, rating, authorizations to conduct training and medical certificate with applicable expiry dates. The records should be displayed clearly in the Chief Flight Instructor’s office.

11.8.3 Content of Personal Files – trainees

Each trainee will have similar data file registered in the Facility’s files as for instructors. A trainee shall possess the appropriate medical assessment.

11.8.4
Training Records - trainees


Each trainee will have his personal Training Record.


The training records should contain detailed information of each training lesson. The Training Records for the trainee will be maintained in course folders, called the Course Training Folder (CFT) typical for each course. The CFT will be stored in the Facility’s files by the Head of Training when the course is completed. The Head of Training is responsible for maintaining the records of all training, checking and qualification prescribed in the course.

11.9.1 Training Reports

A training report will be submitted immediately after each lesson of flight training, theoretical knowledge progress check or examination. Both trainee and instructor will initial the training report, indicating that the lesson/examination is debriefed and all relevant topics discussed and understood.
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12 Revalidation

12.1.1 Revalidation and Renewal

Each FI is responsible to ensure that revalidation of medical certificate, aeronautical certificates, ratings and authorizations are revalidated within expiry date. Additionally, the Chief Flight Instructor will keep records of such expiry dates and notify an employee of revalidation note with reference to when and what to be completed to fulfill the revalidation requirements.

12.2.1 FI Revalidation


JAR – FCL 1.355


For revalidation of FI(A) rating the holder shall fulfill two of the following requirements:

1. completed at least 100 hours of flight instruction on aeroplanes as FI,  or as examiner during period of validity of the rating, including at least 30 hours of flight instruction within the 12 months preceding the expiry date of the FI rating, 10 hours of this 30 hours shall be instruction for an IR if the privileges to instruct for IR are to be revalidated;

2. attended a FI refresh seminar (see AMC FCL 1.355(a)(2)), as approved by the Authority, within the 12 months preceding the expiry date of the FI rating;

3. passed, as a proficiency check, the skill test set out in Appendices 1 & 2 to JAR – FCL 1.330 & 1.345 within 12 months preceding the expiry date of the FI rating. 

12.3.1 FI Renewal


(JAR – FCL 1.355)


If the rating has lapsed the applicant shall have:


The requirements as set out in 12.2.1 (2) & (3) above within the last 12 months before renewal.
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13. Flying Duty period and Flying Time Limitation (flying instructors/students)

13.1.1 General

The Facility has established flight and duty time limitations and rest scheme for Flying Instructors and Students in accordance with JAR-OPS  as outlined in this Chapter.

13.1.2   All training flights are planned to be completed within the allowable flight duty period taking in to account the time necessary for briefings, debriefings, pre-flight duties and after-flight duties.

13.2.1 Crew Responsibilities

A flying instructor or a student shall not operate on an aircraft if he knows or suspects that he is suffering from fatigue, or feels unfit to the extent that the training flight may be en-dangered.

13.3.1 Terminology

a. Actual Flight Operation: Actual flight operation starts at the reporting time and ends when the crewmember goes off duty.

b. Adequate Facilities: A quiet comfortable place not open to public.

c. Augmented Flight Crew member: N/A

d. Block Time: The time between an aircraft first moving from its parking place for the purpose of taxiing until it comes to rest on the designated parking position or until all engines are stopped.

e. Break: A period free of all duties, which counts as duty, being less than the rest period.

f. Day: A period from 0000 to 2400 UTC.

g. Duty: Any task that a crewmember is required to carry out and which is associated with the business of the Facility.

h. Duty Period: A period which starts when the crewmember is required by the Facility to report for duty until the crewmember is free from all duties.

i. Flight Duty Period: A period starting when the crewmember is required to report for a duty period, which includes a flight, and which finishes at the block time at the end of the final flight on which the crewmember is an operating crewmember.

j. Home base: The place nominated by the Facility to the crew member from where the crew member normally starts and ends a duty period or a series of duty periods and at which place the Facility is not responsible for the accommodation of the crew member concerned.

k. Late Finishes/Early Starts: Any duty that is carried out within any part of the period 0100 to 0659 hours local time at the reporting place.

l. Local day: A period from 0000 to 2400 local time.

m. Notification Time: The period of time that the Facility allows between the time a crew member on standby receives a call requiring him to report for duty and the time he is required to report for that duty.

n. Operating Crew Member: A crewmember that carries out his duties in an aircraft during the flight or during any part of it.

o. Option of the Authority: The right of the Authority to choose an alternative prescribed in the requirements on a general, country-wide, basis or a non-discriminatory basis for individual operators.

p. Positioning: The transferring of a crewmember from place to place, excluding traveling as stated in (w) bellow, at the behest of the Facility. All time spent on positioning is counted as duty.

q. Reporting time: The time at which a crewmember is required by the Facility to report for any duty.

r. Rest period: An uninterrupted period of time which crewmember is free of all duties and/or standby.

s. Split duty: A flight duty period, which consists of two duties, separated by a break.

t. Traveling: All reasonable planned traveling time spent by a crewmember in transit between his place of rest and the place of duty and vice versa.  

13.3.2 Limitations

The total block times of the flights on which an individual flight crewmember is assigned as an operating crewmember shall not exceed:

a. 900 hours in any 12 consecutive months.

b. 100 hours in any 28 consecutive days.

13.3.3  The maximum uninterrupted block time to which a flight instructor  is assigned in one flight duty period shall not exceed 10 hours.

13.4.1 Duty Periods

The total duty periods to which a flight crewmember is assigned shall not exceed:

a. 1800 hours in any 12 consecutive months.

b. 190 hours in any 28 consecutive days.

c. 55 hours in any 7 consecutive days.

13.5.1    Reporting Times

The reporting time shall never be less than 0100 hour prior to the beginning of the planned block time for the training flights. For all other flights the reporting time is 0030 minutes.

14. Rest Periods

14.1.1    Rest Requirement

Before the start of a flight duty period a crewmember shall have completed a rest period at least as long as the preceding duty period, or 11 hours, whichever is the grater.

14.1.2  The rest period calculated in accordance with the paragraph above may be reduced by not more than 3 hours, subject to at least the following conditions:

a. The previous rest period must have been completed in accordance with the paragraph above and

b. The amount, by which the rest period is reduced must be added to the next rest period

c. The amount of time by which the rest period is reduced must be deducted from the subsequent allowable Flight Duty Period.

14.1.3
The minimum rest periods prescribed in the paragraphs above shall be increased to at least:

a. One 24 hours period within 7 consecutive days, or

b. One 36 hours period within 10 consecutive days.

14.1.4
A crewmember shall achieve days free of all duties and  notified at least 24 hours in advance as follows:

a. 4 local days in each calendar month which may include required rest periods and,

b. At least 12 local days in each calendar quarter which may include required rest periods.

14.1.5
Suitable accommodation shall be provided when rest periods are required away from the home base. If the traveling time from the place of duty to a suitable accommodation provided by the Facility and return is in excess of 2 hours total, then any excess shall be added to the minimum rest period.
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15. Pilots Logbook

15.1.1 General

Details of all flights flown as a pilot shall be kept in a reliable record in a logbook format acceptable to the Authority. This logbook enables pilot licence holders to record flying experience in a manner which will facilitate this process while providing a permanent record of the licence holders flying.

15.1.2
Pilots who fly regularly aircrafts or other aircraft types he/she should maintain separate logbooks for each type of flying.

15.1.3
Flight crew logbook entries should be made as soon as practicable after any flight undertaken. All entries in the logbook shall be made in ink or indelible pencil.

15.1.4
The particulars of every flight in the course of which the holder of flight crew licence acts as a member of the operating crew of an aircraft are to be recorded in the appropriate columns using one line for each flight, provided that if an aircraft carries out a number of flights upon the same day returning on each occasion to the same place of departure and the interval between successive flights does not exceed thirty minute, such series of flight may be recorded as a single entry.

15.1.5
The Facility shall make records of all flights operated by the pilots (students or instructors). The records shall contains the following information:

a. Personal details (Name of the holder).

b. For each flight

i. Name of pilot-in-command.

ii. Date of flight (day/month/year).

iii. Place and time of departure and arrival (UTC).

iv. Type and registration of the aircraft.

v. Total time of flight.

c. Pilot function

i. Pilot-in-command (including solo, SPIC, PICUS time).

ii. Dual.

iii. Flight instructor/Flight examiner.

iv. A remarks column will be provided to give details of specific functions SPIC, PICUS, instrument flight time, etc.

d. Operational conditions

i. Night.

15.1.6
Flight time is recorded from the time the aircraft first moves under its own power for the purpose of taxiing until the time the aircraft finally comes to rest after landing.

15.1.7
A pilot flying as pilot-in-command under supervision or student pilot-in-command shall enter flying times as pilot-in-command but all such entries shall be certified by the commander or flying instructor in the Remarks column of the logbook.

15.1.8
A pilot shall log an instrument flying time only the time during which he/she operates the aircraft solely by reference to instruments, under  simulated instrument flight conditions.

15.2.1 Logging of Time as Pilot-in-command

The holder of a licence may log as pilot-in-command time all of the flight time during which he is the pilot-in-command.

15.2.2
The applicant for or the holder of a pilot licence may log as pilot-in-command time all solo flight time and flight time as student pilot-in-command provided that such SPIC time is countersigned by the instructor.

15.2.3
The holder of an instructor rating may log as pilot-in-command all flight time during which he acts as an instructor in an aircraft.

15.2.4
The holder of an examiner’s authorization may log as a pilot-in-command all flight time during which he occupies a pilot’s seat and acts as an examiner in an aircraft.

15.3.1    Logging of Time as Instruction Time

A summary of all time logged by an applicant for licence  as flight instruction,  certified by the appropriately rated and/or authorized instructor from whom it was received.

15.4.1     Presentation of Flight Time Records

The holder of a licence or a student pilot shall without undue delay present his flight time record for inspection upon requested by an authorized representative of the Authority.

A student pilot shall carry his flight time record logbook with him on all solo cross-country flights as evidence of the requirement instructor authorizations.
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16. Flight Planning (general)

 
The goal of Nav Log (operational flight plan) is to group all decision making information on a single document according to operation (choice of routes,  etc) and to regulations (fuel, etc) by preparing in advance the constrains that may not limit the execution of the flight.


Once the flight is defined, the pilot in command collects all information related to the departure, destination airports, studies the particular characteristics (runway lengths, etc) and determines one  route,  and  the corresponding fuel quantities.

17. Safety General

17.1.1 Safety on Ground

Pilots will not operate aircraft under the influence of drugs or alcohol.

17.1.2
A complete preflight inspection and determination that the area around the airplane propeller is clear will be made prior to each flight and before engine start. Pilots shall  pour fuel samples on the ground. Fuel samples taken will  not be recycled back to the tank. If the fuel is contaminated a  fuel sample  will  be  taken  again and  until  there  is  no  further evidence  of  contamination  in the  fuel tanks. The starting of engine will be in accordance with the aircraft checklist. 

17.1.3
Extreme caution shall be exercised during all taxi operations. A taxi speed that ensures complete aircraft control and safety shall be maintained. The aircraft shall not leave the Aeroclub  of  Dekelia  ramp or runup area without taxi clearance. Aircraft shall not attempt to taxi around fuel tracks. Aircraft shall not taxi around aircraft holding short of a runway.

17.1.4
In case of fire on engine start or shutdown, extinguisher is located in the  ramp  area and shall be used  by the Aeroclub of Dekelia certifying personnel. 

17.1.5
Highest caution and vigilant LOOKOUT shall be exercised on the ground for other traffic. At least 200 meters separation shall be maintained wile taxing behind large or turbine power aircraft.  

17.2.1 Safety in Flight

Highest caution and a vigilant LOOKOUT shall be exercised in the air for other traffic. At least 2000’ feet horizontal and 500’ feet vertical separation between other aircraft shall be maintained while in the air. Where large turbine power aircraft is involved, 6 minutes separation shall be maintained.

All trainees should call out clearing procedures, for example, clear right or left etc, to instill and sustain the habit of LOOKOUT during flight maneuvering. Appropriate clearing procedures should precede the execution of all maneuvers.

17.2.2
VFR flights into practice areas shall make advisory calls using frequency 122.65. Flights shall call into practice areas entering and location, altitude and intentions. (e.g., SX-ATN entering  Bogiati  area  at 2000 feet climbing at 3500 feet maneuvering northbound). Additional advisories will be made when changing altitude, location, direction and departing area.

17.2.3
Only those maneuvers listed by the Authority and assigned by the instructor as necessary for obtaining your licence or rating shall be practiced. A maneuver may not be practiced solo until it has been demonstrated and assigned by a flight instructor. 

17.2.4
Under no circumstances shall student pilots, or licenced pilot without an instrument rating, fly near or through clouds. In any case, no solo training flights shall be conducted in less than VFR conditions.  

17.2.5 Formation flying is prohibited, except when authorized by the Chief Flying Instructor.

17.2.6 In the event of an in flight equipment malfunction that does not affect the safety of flight, the pilot should advise maintenance of the situation through the Aeroclub  of  Dekelia 122,85 ground frequency. In the event the pilot is unable to contact maintenance through the Aeroclub  of  Dekelia  ground frequency he/she should insure that maintenance is advised as soon as practical by telephone.

17.2.7 If an emergency force landing or precautionary landing at an unassigned airport is made, pilot shall contact the Facility for instructions. If the aircraft is unattended pilot shall ensure that the master switch is off, controls are secure, cabin door is locked and the aircraft restrained from rolling.

17.2.8 Each student should be familiar with emergency radio procedures. If doubt exists, ask your instructor to explain these procedures to you.

17.2.9 All flight training shall be conducted in compliance with the Operation and Training manuals of the Facility, the JAR-FCL’s and any state regulations issued by the Authority.

17.2.10 Occurrence of any incident that effects safety shall be reported in writing to the Facility. Examples of incidents to be reported include problems with ATC, safety hazards at airports (obstacles, runway, birds, hangars, etc) near miss with another aircraft, inadvertent violation of Authorities regulations and Facility’s regulations, recurring maintenance deficiencies, bird strikes, etc. Give the incident report to CFI after flight is complete. Include your name on the report so additional information can be obtained if needed. CFI will then forward the report to the HT.   

17.2.11 Adverse and Potentially Hazardous Atmospheric Conditions


Icing Conditions


Pitot heaters should be selected ‘ON’ for all flights through icing conditions, and other equipment used for anti- or de-icing according to the prevailing conditions and as recommended in the Aircraft Flight Manual.


Turbulence


If the weather conditions, cloud structure and route forecast indicate that turbulence is likely, the cabin crew should be pre-warned, and the passengers advised to return to, and/or remain in their seats, and to ensure that their seat belts/harnesses are securely fastened. Loose equipment should be stowed and secured until it is evident that the risk of further turbulence has passed. Consideration must be given to flying at the turbulence in  slower speeds  than usual.


Windshear


Pilots must remain alert to the possibility of Windshear, and be prepared to make relatively harsh control movements and power changes to offset its effects. Immediately after take-off, the pilot’s choices of action will be limited, since he will normally have full power applied, and be at the recommended climb speed for the configuration. If the presence of shear is indicated by rapidly fluctuating airspeed and/or rate of climb/descent, ensure that full power is applied and aim to achieve maximum lift and maximum distance from the ground. Similarly, if the shear is encountered during the approach, positive application of the power and flying controls should be used to keep the speed and rate of descent within the normal limits; if there is any doubt, the approach should be abandoned and action taken as in the after take-off case above. Whenever Windshear is encountered, its existence should be reported to air traffic control as soon as possible.


Rain, Snow and Other Precipitation

(a)
On the ground, manoeuvring may require the use of slower taxying speeds to allow for the reduction in braking performance in snow, slush or standing water. At the same time, higher power settings may be required to overcome the drag caused by such contaminants, and great care should be taken to avoid jet blast or propeller slipstream from blowing unsecured ground equipment or contaminants into nearby aircraft. When taxying, account may need to be taken of banks of cleared snow and their proximity to wing – and propeller-tips or engine pods. It may be advisable to delay the completion of such vital actions as flap selection to minimise the danger of damage to such surfaces, or the accumulation of slush on their retraction mechanisms. Greater distances should be observed between successive aircraft to avoid damage from jet blast or propeller wash.

(b)
On the runway, directional control may be adversely affected by surface contamination; take-off distance may be increased due to slower acceleration; accelerate-stop distance may be increased for the same reason, and because of poor braking action and aquaplaning, landing distance will be increased for similar reasons. If landing on a contaminated runway is unavoidable, any crosswind component should be well below the normal dry runway figure. Touchdown should be made firmly and at the beginning of the touchdown zone, the nose wheel lowered as early as possible. 

(c)
Heavy precipitation can quickly lead to high levels of runway contamination so runway clearance/drainage rate must be closely monitored in order to assess if a diversion is necessary. When encountered whilst in flight, heavy precipitation can be associated with significant downdrafts and Windshear. On some aircrafts there are specific procedures in the AFM for the engine and electrical generation handling and these must be observed.

             Mountain Waves


These form in the lee of a range of mountains when a strong wind is blowing broadside on (within about 30°) to the range. They are usually in the form of standing waves, with several miles between peaks and troughs; they can extend to 10 or 20 000 feet above the range and for up to 200 or 300 miles downwind.


Encounter with mountain waves can be recognised by long-term variations in aircraft speed and pitch attitude in level cruise. Variations may be large.  


The effect of mountain waves reduces with increased height.


Near the ground in a mountain wave area, however, severe turbulence and Windshear may be encountered. This region is known as a lee wave rotor, and is caused by flow separation behind the mountain range. Take-off or landing is not advisable in a strong lee-wave rotor, and should not be attempted. If severe turbulence is encountered at low level in the lee of a mountain range, the quickest way out is up. If unable to climb, the next best is directly away from the range.


Significant Temperature Inversions


All ambient temperature variations have an effect on aircraft performance. Inversions will usually affect performance adversely. The significance of this will vary according to aircraft type and operating mass. Examples of inversion effects include those shown below.

(a)
Large temperature inversions encountered shortly after take-off can seriously degrade an aircraft’s climb performance, particularly at high operating mass. Similarly if the aircraft is operating to a maximum landing mass limited by go-around climb performance considerations, the required gradient may not be achieved.

(b)
The maximum cruising altitude capability of the aircraft can be significantly reduced if a temperature inversion of even small magnitude exists in the upper levels. This may prevent an aircraft reaching its preferred cruising altitude. Should an aircraft encounter an area of inversion once in the cruise at limiting altitude its buffet margins may be so eroded that a descent is necessary.

(c)
Temperature inversions at lower levels in the atmosphere are frequently associated with deteriorating visibility and can prevent the clearance of fog for prolonged periods.


Wake Turbulence


The physical characteristics of aircraft are such that their passage leaves an area of disturbed air in their wake. This ‘wake turbulence’ tends to increase with the size and power of the aircraft, and can reach dangerous proportions in relation to smaller, following aircraft. The dangers are obviously greatest during the critical stages of flight on take-off or landing, and all commanders are reminded of the need to allow adequate interval between their own and preceding heavier aircraft for any such turbulence to dissipate.


Although air traffic controllers will normally warn departing or arriving aircraft of the need to observe particular intervals when following aircraft of a higher wake turbulence category, commanders should apply the following separations:

(a)
Successive aircraft on final approach



Leading Aircraft
Following Aircraft
Minimum distance (miles)



Heavy
Heavy
4




Medium
5




Small
6




Light
8



Medium
Medium (Note)
3




Small
4




Light
6



Small
Medium or Small
3




Light
4

Note: Where the leading medium aircraft is a B757 the minimum distance shall be increased to 4 miles.

(b)
Departing aircraft. The minimum spacing listed below is to be applied between successive aircraft, both IFR and VFR flights.

(i)
Aircraft departing from the same runway or from parallel runways less than 760 metres apart (including grass strips).



Leading Aircraft
Following Aircraft
Minimum spacing 





at time aircraft are 





airborne



Heavy
Medium
Departing from 
2 minutes




Small
the same take-off 




Light
position



Medium or Small
Light
Departing from 
2 minutes





the same take-off





position



Heavy
Medium
Departing from an 
3 minutes



Full length take-off
Small
intermediate take-off 



Medium or Small
Light
Departing from an 
3 minutes





intermediate take-off 





point

(ii)
Operations on a runway with a displaced landing threshold if the projected flight paths are expected to cross.



Leading Aircraft
Following Aircraft 
   Minimum spacing at 





                                       time aircraft are 





                                       airborne or have 





                                        touched down



Heavy
Arrival
Medium
Departure
2 minutes





Small





Light



Heavy
Departure
Medium
Arrival
2 minutes





Small





Light



Medium
Arrival
Light
Departure
2 minutes



Small



Medium
Departure
Light
Arrival
2 minutes



Small

(iii)
Operations on crossing and diverging runways or on parallel runways greater than 760 metres apart.


The spacing below are to be applied whenever the projected flight paths of the aircraft cross.



Leading Aircraft
Aircraft Crossing 
Minimum 
Time 




Behind
Distance
Equivalent




Heavy
4 miles
2 minutes




Medium
5 miles
3 minutes



Heavy
Small
6 miles
3 minutes




Light
8 miles
4 minutes




Medium
3 miles
2 minutes



Medium
Small
4 miles
2 minutes




Light
6 miles
3 minutes



Small
Medium or Small
3 miles
2 minutes




Light
4 miles
2 minutes

(iv)
Opposite direction runway operations.


A minimum of two minutes shall be applied between a light, small or medium aircraft and a heavy aircraft, and between a light aircraft and a small or medium aircraft when the heavier aircraft is making a low or missed approach and the lighter aircraft is:

•
utilising an opposite direction runway for take-off, or

•
landing on the same runway in the opposite direction, or

•
landing on a parallel opposite direction runway separated by less than 760 metres.

Note: At aerodromes where a grass strip is in use, in addition to the runway(s), the strip will be counted as a runway for wake vortex separation minima.


Weight parameters (maximum take-off mass in kg)


Table 1  Mass Categories for Wake Vortex separations



Category
ICAO and Flight Plan






Heavy (H)
136 000 or greater




Medium (M)
<136 000 and >7000




Small (S)
–




Light (L)
7000 or less
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