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Chapter 1:
Introduction

1.1 Purpose and Scope
The Colorado Flight Center is committed to providing safe and e�ective flight training to our students. This

Safety Practices and Procedures Manual serves as a comprehensive guide for all personnel involved in flight
operations at our school. The primary purpose of this manual is to establish a culture of safety, outline safety
procedures, and provide guidance for minimizing risks associated with flight training.

Scope: This manual covers safety practices and procedures that are applicable to all phases of flight school
operations, from preflight preparations to post-flight debriefings. It is the responsibility of every individual
within the organization to adhere to the guidelines outlined in this manual to ensure a safe and secure
environment.

1.2 Compliance with Regulations
The Colorado Flight Center is dedicated to strict compliance with all relevant aviation regulations and standards

set forth by the appropriate governing bodies. This includes, but is not limited to, regulations and guidelines
issued by the FAA.

Compliance Responsibility: All personnel, including instructors, students, and support sta�, are expected to stay
informed about and adhere to these regulations. Non-compliance can result in legal and safety
consequences.
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1.3 Revision History
This Safety Practices and Procedures Manual is a living document that will be reviewed, updated, and improved

on an ongoing basis. All revisions will be documented and tracked for reference.

Revision Responsibility: The Safety Management Team, designated Safety O�cers, and all flight school personnel
are responsible for suggesting improvements and notifying the responsible authorities about any issues or
concerns that may arise.

Review and Approval: This manual and its subsequent revisions will be reviewed by the designated Safety O�cer
and approved by the Flight School Director. Once approved, the revised manual will be disseminated to all
relevant parties.

Feedback and Suggestions: We encourage all members of the Colorado Flight Center community to provide
feedback, suggestions, and reports of safety concerns. Your input is essential to maintaining a culture of
safety.

This Safety Practices and Procedures Manual is the foundation of our commitment to safety at the Colorado
Flight Center. It is intended to guide and inform all flight operations, and its principles should be embedded
in our daily practices.

The following chapters of this manual will provide detailed information on specific safety practices, procedures,
and guidelines that all flight school personnel must follow. Safety is not just a priority; it is a core value, and
it is a shared responsibility. Thank you for your dedication to safety and for your commitment to the
well-being of all individuals involved in Colorado Flight Center operations.
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Chapter 2: Safety
Management System

(SMS)
2.1 SMS Overview
Safety is the cornerstone of the Colorado Flight Center, and our Safety Management System (SMS) is the

framework that allows us to systematically identify, assess, and mitigate safety risks. This chapter provides
an overview of the SMS and the key components that make it e�ective.

2.1.1 Objectives of the SMS

The SMS at the Colorado Flight Center is designed to achieve the following objectives:

 Identify and Manage Risks: Systematically identify potential risks and hazards in our operations, and put in
place measures to mitigate or eliminate them.

 Promote a Safety Culture: Foster a culture of safety where every individual takes responsibility for their
safety and the safety of others.

 Compliance with Regulations: Ensure compliance with all applicable aviation regulations and safety
standards.

 Continuous Improvement: Continuously improve safety practices and procedures based on lessons learned
from safety incidents, audits, and inspections.
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2.1.2 Key Components of the SMS

a. Safety Policy

The safety policy outlines our commitment to safety, the responsibilities of personnel, and the establishment of
safety objectives and targets. The Flight School Director is responsible for the overall safety policy, which
must be communicated and understood by all personnel.

b. Safety Risk Management (SRM)

Safety Risk Management is the process of identifying, assessing, and mitigating risks. It includes:

● Hazard identification and reporting procedures.
● Risk assessment and analysis.
● Development of risk mitigation strategies.

c. Safety Assurance (SA)

Safety Assurance involves regular monitoring and auditing to ensure that safety practices are e�ective and in
compliance with regulations. It includes:

● Safety audits.
● Performance assessments.
● Corrective action plans.

d. Safety Promotion

Safety Promotion encourages a culture of safety throughout the organization. This includes:

● Safety training and education.
● Safety communication and reporting mechanisms.
● Safety awareness campaigns.
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2.1.3 Responsibilities

Flight School Director: The Flight School Director is responsible for the overall safety of the flight school and has
the authority to establish and enforce safety policies.

Designated Safety O�cers: Safety O�cers are appointed to oversee the SMS components and assist in the
implementation of safety procedures.

All Personnel: Every member of the flight school community, including students, instructors, and support sta�, is
responsible for actively participating in the SMS. This includes reporting hazards, following safety
procedures, and participating in safety training.

2.2 Key Safety Personnel
The following key safety personnel play vital roles in the SMS:

Flight School Director: The Flight School Director is ultimately responsible for the safety of the organization. They
ensure that safety policies and procedures are established and maintained.

Safety O�cers: Safety O�cers are responsible for specific components of the SMS. They coordinate safety
activities, conduct audits, and report to the Flight School Director.

Instructors: Instructors play a critical role in ensuring the safety of flight operations. They are responsible for
adhering to safety procedures and ensuring that students do the same.

2.3 Reporting and Investigating Safety Incidents
Safety incidents can range from minor near-misses to major accidents. It is crucial to have a reporting system in

place to capture all incidents.

2.3.1 Reporting

All personnel must report safety incidents promptly. This includes any actual or potential safety-related events,
hazards, or violations of safety procedures.

2.3.2 Investigation

The flight school will conduct investigations to determine the causes of safety incidents. Lessons learned from
these investigations will be used to improve safety practices and procedures.
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2.4 Safety Risk Assessment
Understanding and assessing safety risks is a fundamental component of the SMS. Hazard identification and risk

assessment procedures are in place to proactively manage potential risks.

2.4.1 Hazard Identification

All personnel should actively identify and report hazards. Hazard reports should be submitted through the
designated reporting channels.

2.4.2 Risk Assessment

Once a hazard is identified, a risk assessment will be conducted to evaluate the likelihood and severity of the
potential consequences. Appropriate risk mitigation measures will be implemented based on the assessment.

2.5 Safety Communication
E�ective communication is vital to the success of the SMS. Clear and open channels of communication are

maintained to share safety-related information, including safety policies, procedures, and lessons learned
from incidents.

2.5.1 Reporting Channels

Safety incidents and hazards can be reported through established reporting channels. These channels are
designed to ensure that information reaches the appropriate authorities for investigation and mitigation.

2.5.2 Safety Meetings

Regular safety meetings are conducted to discuss safety matters, share information, and address concerns.

2.5.3 Safety Alerts

In the event of a significant safety concern or incident, safety alerts will be issued to ensure that all personnel
are informed and aware of the situation.

Safety is a shared responsibility, and every member of the Colorado Flight Center community plays a crucial role
in upholding our commitment to safety. In the next chapters, we will delve into specific safety practices and
procedures that each individual is expected to follow in their daily operations.

17



Chapter 3: General
Safety Practices

3.1 Safety Culture
At the Colorado Flight Center, fostering a strong safety culture is paramount. Every member of our organization,

whether an instructor, student, or support sta�, plays a vital role in maintaining a culture of safety. Safety
should always be a top priority, and this chapter outlines the fundamental practices and principles that
contribute to a robust safety culture.

3.1.1 Personal Responsibility

● Every individual is personally responsible for their safety and the safety of others. Encourage a proactive
attitude towards safety, where everyone feels empowered to speak up if they notice a safety concern.

3.1.2 Lead by Example

● Instructors and senior personnel should lead by example by consistently following safety procedures and
demonstrating a commitment to safety in their actions and decisions.

3.1.3 Reporting Safety Concerns

● Encourage all personnel to promptly report safety concerns, hazards, or incidents through the established
reporting channels. Reporting safety concerns is not only encouraged but expected.

3.1.4 Non-Punitive Reporting

● Reporting safety concerns will not result in punitive actions against individuals who report, provided the
report is made in good faith. Reporting helps identify and mitigate safety risks.
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3.2 Safety Briefings
Pre-flight and post-flight safety briefings are essential to ensure that everyone involved in flight operations

understands their roles, responsibilities, and the specific safety considerations associated with each flight.

3.2.1 Pre-flight Briefings

● Instructors are responsible for conducting pre-flight briefings for all students and ensuring that the
following points are covered:

● Weather conditions and forecasts.
● Aircraft-specific safety features.
● Emergency procedures and exit routes.
● The flight plan and intended maneuvers.
● Passenger briefings (if applicable).

3.2.2 Post-flight Debriefings

● After each flight, instructors should conduct post-flight debriefings to review the flight's safety aspects and
provide constructive feedback. Students are encouraged to ask questions and share their observations.

3.3 Emergency Procedures
Emergency procedures are critical to ensuring the safety of flight school operations. All personnel should be

thoroughly familiar with these procedures.

3.3.1 Emergency Contact Information

● Contact information for emergency services, maintenance personnel, and relevant aviation authorities should
be readily accessible and known to all.

3.3.2 Emergency Response Drills

● Periodic emergency response drills will be conducted to ensure that all personnel are aware of what to do in
the event of an emergency. Drills include fire, evacuation, and medical emergency scenarios. Sta� will be
made aware in advance of these drills and will be provided with instructions at that time.
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3.4 Hazard Identification and Reporting
Hazard identification is a key component of the SMS. All personnel are expected to actively identify and report

hazards in flight school operations.

3.4.1 Hazard Identification

● Hazards can include anything that has the potential to cause harm or pose a safety risk. Examples include
fuel spills, damaged equipment, and adverse weather conditions. Personnel should be vigilant in identifying
and reporting these hazards.

3.4.2 Reporting Hazards

● Hazard reports should be submitted through established reporting channels, and individuals should
provide as much detail as possible to aid in the assessment and mitigation of the hazard.

3.5 Risk Management
The assessment and management of risks are fundamental to flight safety. Risk management involves

understanding potential risks and taking steps to mitigate or eliminate them.

3.5.1 Risk Assessment

● A risk assessment is conducted for all flight operations, taking into account factors such as weather
conditions, aircraft conditions, and pilot experience. This assessment helps determine the level of risk
associated with a particular flight.

3.5.2 Risk Mitigation

● If a risk is identified, appropriate risk mitigation measures will be implemented to reduce the risk to an
acceptable level. Instructors and students should be aware of these measures and follow them.

3.6 Safety Inspections and Audits
Regular safety inspections and audits are conducted to ensure that safety procedures and equipment

are in compliance with regulations and are e�ective in maintaining a safe environment.
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3.6.1 Scheduled Inspections

● The flight school conducts scheduled inspections of aircraft, facilities, and equipment to identify any issues
that may compromise safety.

3.6.2 Audits

● Periodic safety audits will be conducted by designated safety personnel to assess the e�ectiveness of safety
practices and identify areas for improvement.

Safety at the Colorado Flight Center is a collective e�ort, and these general safety practices set the foundation
for a safe and secure environment. All personnel should familiarize themselves with and actively adhere to
these practices in their daily activities.
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Chapter 4: Training
and Qualifications

4.1 Instructor Qualifications
The qualifications and competence of flight instructors are critical to the safety of our flight school. The flight

school is committed to maintaining high standards of instructor qualifications.

4.1.1 Flight Instructor Certification

● Flight instructors at the Colorado Flight Center must possess valid and appropriate flight instructor
certifications issued by the FAA.

4.1.2 Instructor Experience

● Instructors should have a minimum number of flight hours and specific experience requirements as
determined by the FAA. These requirements may vary based on the type of instruction provided.

4.1.3 Continuing Education

● Instructors are encouraged to pursue ongoing professional development and continuing education to stay
current with industry best practices and regulations.

4.2 Student Pilot Requirements
Safety of student pilots is of utmost importance. The flight school ensures that all students meet specific

requirements and standards before they begin flight training.
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4.2.1 Student Pilot Certification

● Student pilots must hold a valid student pilot certificate issued by the [relevant aviation authority, e.g., FAA].
● Student pilots, or anyone receiving any flight training that is not recurrent training, must hold and provide a

current and legal TSA-approved form of identification. (A passport, or birth certificate AND driver’s license,
or other acceptable forms of identification as listed by the TSA.)

4.2.2 Medical Certification

● Student pilots must meet medical standards as required by the FAA. They are encouraged to obtain the
appropriate medical certificate before flight training, and are required to obtain the medical before legally
acting as PIC (i.e. solo flight training)

4.2.3 Pre-flight Briefing

● Prior to any flight, instructors must conduct a pre-flight briefing with the student to discuss the specific
flight plan, objectives, and safety considerations.

4.3 Aircraft Maintenance Standards
The safety of flight operations is closely tied to the maintenance of our aircraft. Strict maintenance standards

and procedures are in place.

4.3.1 Maintenance Personnel Qualifications

● Maintenance personnel responsible for our aircraft should have the necessary certifications and
qualifications as required by the FAA.

4.3.2 Aircraft Inspection Schedules

● Our aircraft are inspected according to maintenance schedules mandated by the FAA and the manufacturer.
Inspections include pre-flight, post-flight, and regular maintenance checks.
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4.3.3 Logbook Recordkeeping

● Comprehensive logbook records are maintained for each aircraft, documenting all maintenance and
inspection activities. These records are kept up-to-date and readily available.

4.3.4 Reporting Aircraft Deficiencies

● All personnel should promptly report any observed deficiencies or malfunctions of aircraft. Reporting can be
done through established channels, and safety concerns will be addressed promptly.

4.4 Training Program Development
The development of training programs is essential to ensure consistency and safety in flight training. The Chief

Flight Instructor is responsible for creating/maintaining/decimating the training programs, to be approved
by the Flight School Director.

4.4.1 Training Curriculum

● The flight school maintains a structured training curriculum that adheres to the requirements and standards
set forth by the relevant aviation authority. The curriculum is regularly reviewed and updated by the Chief
Flight Instructor.

4.4.2 Lesson Plans

● Lesson plans are prepared for each training session by the CFI, and include a detailed outline of what will be
covered, safety considerations, and objectives.

4.4.3 Instructor Training

● Instructors undergo training and evaluation to ensure that they are knowledgeable about and proficient in
delivering the training curriculum.
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4.4.4 Student Progress Assessment

● Regular assessments of student progress are conducted to ensure that each student meets the required
standards for safe flight operations. These assessments occur at the end of each stage in our training
programs, known as “Stage Checks”.

Safety in flight training is a collective responsibility, and adherence to the guidelines in this chapter is essential
to maintaining a safe learning environment. Flight instructors, student pilots, and maintenance personnel
should be diligent in following these training and qualification standards.

25



Chapter 5: Aircraft
Operation

5.1 Preflight Inspection
A comprehensive preflight inspection is essential to ensure that aircraft are in proper working condition and safe

for flight. Instructors and pilots are responsible for conducting preflight inspections.

5.1.1 Aircraft Documentation

● Verify that all required aircraft documentation, including airworthiness certificates, registration, and
maintenance records, is up-to-date and accessible.

5.1.2 Visual Inspection

● Conduct a thorough visual inspection of the aircraft to check for any visible damage, loose components, or
signs of wear and tear.

5.1.3 Functional Checks

● Test and confirm the proper functioning of essential aircraft systems, including avionics, controls, and
instruments.

5.1.4 Fuel and Oil Levels

● Ensure that fuel and oil levels are adequate for the intended flight, and verify that there are no fuel leaks.

5.1.5 Weight and Balance

● Confirm that the aircraft's weight and balance are within allowable limits for the planned flight.
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5.2 In-Flight Procedures
During flight operations, both instructors and student pilots must adhere to specific procedures to maintain

safety.

5.2.1 Adherence to Flight Plan

● Instructors and students should adhere to the flight plan and follow the designated route unless deviations
are necessary due to safety concerns.

5.2.2 Weather Minimums

● Always adhere to minimum weather conditions set by the FAA and as outlined in the pre-flight briefing per
the Operations Manual § 4.4.

5.2.3 Clear Communication

● Maintain clear and concise communication with air tra�c control (ATC) and other aircraft as required,
following standard radio procedures.

5.2.4 Emergency Procedures

● Instructors and students should be thoroughly familiar with emergency procedures and be prepared to act
swiftly and decisively in the event of an emergency.

5.2.5 Passenger Safety

● If passengers are on board, ensure that they are briefed on safety procedures and provided with appropriate
safety equipment.

5.3 Post-Flight Procedures
The post-flight phase is critical for assessing the condition of the aircraft and ensuring its readiness for the next

flight.
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5.3.1 Aircraft Securement

● Park and secure the aircraft properly, ensuring that it is protected from external factors that may
compromise safety. Return/replace all cowling/induction/pitot/window covers and shades, tie down the
aircraft, remove any trash from the aircraft, and ensure that it is ready for the next lesson.

5.3.2 Post-Flight Inspection

● Conduct a post-flight inspection to check for any damage, fuel or oil leaks, or other issues that may have
arisen during the flight.

● Check the daily flight/lessons schedule and ensure that the aircraft is ready for the next flight lesson,
including fuel, parking location, and communicating any issues to the next instructor/pilot.

5.3.3 Reporting

● Report any issues, discrepancies, or concerns identified during the post-flight inspection to maintenance
personnel.

5.4 Weather Minimums
Weather conditions significantly impact flight safety. Adherence to weather minimums is crucial.

5.4.1 Preflight Weather Briefing

● Instructors and pilots should obtain a thorough preflight weather briefing, including current conditions,
forecasts, and any potential hazards.

5.4.2 Weather Deviations

● Pilots should exercise caution and not deviate from the established weather minimums unless doing so is
necessary for safety. In such cases, communication with ATC is essential.

5.4.3 Decision-Making

● Pilots should use sound judgment and prioritize safety over schedule or mission requirements when
encountering adverse weather conditions.
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5.5 Air Tra�c Control Communications
Proper communication with ATC is critical for safe flight operations.

5.5.1 Radio Discipline

● Maintain radio discipline by using standard phraseology, adhering to ATC instructions, and making clear and
concise communications.

5.5.2 Emergency Communications

● In the event of an emergency, pilots should declare an emergency and follow ATC instructions to receive the
necessary assistance.

Safety during aircraft operations is non-negotiable. Instructors and students must adhere to the preflight,
in-flight, and post-flight procedures outlined in this chapter to ensure a safe and secure flight environment.
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Chapter 6:
Maintenance and

Inspections
6.1 Maintenance Procedures
Proper maintenance of our aircraft is fundamental to flight safety. The Director of Maintenance is responsible for

ensuring that all aircraft are in an airworthy condition, and for following/adhering to this chapter and all
Flight Center rules and regulations regarding maintenance.

6.1.1 Scheduled Maintenance

● Aircraft undergo regular maintenance according to schedules outlined by the FAA and the manufacturer. This
includes routine inspections, servicing, and component replacements.

6.1.2 Unscheduled Maintenance

● Unscheduled maintenance may be necessary when issues are identified. Maintenance personnel must
promptly address and rectify such issues.
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6.1.3 Maintenance Logs

● Detailed maintenance records are maintained for each aircraft, documenting all maintenance activities upon
completion. This includes all inspections, repairs, and component replacements whether they are scheduled
or unscheduled.

6.2 Aircraft Inspection Schedules
Scheduled inspections of aircraft are essential to ensure their airworthiness.

6.2.1 Preflight Inspections

● Before each flight, instructors and pilots must conduct preflight inspections to verify that the aircraft is in a
safe and operational condition.

6.2.2 Post-flight Inspections

● After each flight, a post-flight inspection should be conducted to identify any issues that may have arisen
during the flight.

6.2.3 Routine Inspections

● Routine inspections are scheduled at specific intervals based on aircraft usage and the requirements of the
FAA and the manufacturer.

6.2.4 Special Inspections

● Special inspections may be required after unusual or exceptional events, such as hard landings or severe
weather conditions.

6.3 Logbook Recordkeeping
Accurate and comprehensive logbook records are maintained for each aircraft to track maintenance activities.

6.3.1 Record Entry

● Maintenance personnel must document all maintenance and inspection activities in the aircraft's logbook,
including the date, description of work performed, and the individual responsible for the maintenance.
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6.3.2 Record Accessibility

● Logbooks should be readily accessible to instructors, pilots, and relevant personnel to verify the aircraft's
maintenance history.

6.4 Reporting Aircraft Deficiencies
Prompt reporting of any observed deficiencies or malfunctions of aircraft is crucial for safety.

6.4.1 Reporting Channels

● All personnel should report observed deficiencies or malfunctions through established reporting channels.
Communication should be clear, detailed, and as timely as possible.

6.4.2 Maintenance Response

● Maintenance personnel should promptly address reported deficiencies and initiate corrective actions as
necessary.

6.5 Unscheduled Maintenance Procedures
In the event of unscheduled maintenance requirements, specific procedures should be followed.

6.5.1 Reporting Unscheduled Maintenance

● Instructors or pilots who identify unscheduled maintenance needs during preflight, in-flight, or post-flight
inspections should promptly report these issues to the Chief Flight Instructor or the Director of Maintenance
and log the squawk in Flight Schedule Pro.

6.5.2 Maintenance Authorization

● Maintenance personnel should receive authorization from the appropriate authority before conducting
unscheduled maintenance. This may include approval from the Flight School Director or Director of
Maintenance.
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6.5.3 Maintenance Records

● All unscheduled maintenance activities and repairs should be accurately documented in the aircraft's
logbook.

Maintenance and inspections are vital components of flight safety. The Director of Maintenance, Maintenance
personnel, instructors, and students should be diligent in following these procedures to ensure the
airworthiness of our aircraft.
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Chapter 7: Safety
Equipment and Gear

7.1 Safety Equipment Requirements
The use of appropriate safety equipment is essential to mitigate risks during flight school operations.

7.1.1 Personal Protective Equipment (PPE)

● All flight school personnel should wear and use appropriate PPE as required by the relevant aviation
authority. This includes items such as helmets, headsets, eye protection, and high-visibility clothing.

7.1.2 Emergency Equipment

● All aircraft should be equipped with necessary emergency equipment, such as fire extinguishers, life vests,
and emergency oxygen systems as required by regulations.

7.1.3 Aircraft Safety Features

● Ensure that all aircraft safety features, including seat belts and harnesses, are in good working condition and
used as required.

7.2 Proper Use and Maintenance
Safety equipment and gear must be used correctly and maintained to ensure they function as intended.

7.2.1 Equipment Familiarization

● Personnel should be familiar with the proper use of safety equipment, including how to don and do� it
correctly.
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7.2.2 Maintenance

● Safety equipment and gear should undergo regular inspections and maintenance to ensure they remain in
good working condition.

7.2.3 Replacement

● Damaged or expired safety equipment and gear should be promptly replaced with serviceable items.

7.3 Emergency Equipment Locations
All personnel should be aware of the location of emergency equipment on aircraft.

7.3.1 Briefing

● Instructors should provide a pre-flight briefing to students, highlighting the location and use of emergency
equipment, such as fire extinguishers, life vests, and emergency exits.

7.3.2 Passenger Safety

● If passengers are on board, instructors and pilots should inform them about the location of emergency
equipment and demonstrate its use as needed.

7.4 Safety Equipment Inspections
Regular inspections of safety equipment are essential to ensure its functionality.

7.4.1 Pre-flight Inspection

● Before each flight, instructors and pilots should verify the presence and condition of safety equipment and
gear.

7.4.2 Routine Maintenance

● Safety equipment should undergo routine maintenance inspections to verify that they remain in good
working condition.
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7.5 Emergency Procedures Drills
Emergency procedures drills are essential to ensure that all personnel are prepared to respond e�ectively in case

of an emergency.

7.5.1 Drill Frequency

● Regular emergency procedures drills will be conducted, including scenarios such as fire, evacuation, and
medical emergencies.

7.5.2 Response Protocols

● Instructors and pilots should be knowledgeable about emergency response protocols and communicate them
clearly to all on board during drills and actual emergencies.

Safety equipment and gear play a vital role in mitigating risks and ensuring the safety of flight operations. All
personnel must use this equipment correctly, maintain it appropriately, and be prepared to use it in case of
an emergency.
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Chapter 8:
Environmental
Considerations

8.1 Noise Abatement Procedures
The flight school is committed to minimizing noise pollution and its impact on the local community.

8.1.1 Noise Abatement Routes

● Pilots are encouraged to use designated noise abatement routes when available, particularly during takeo�
and landing.

8.1.2 Engine Power Management

● Instructors and students should be mindful of engine power settings to minimize noise levels, especially
during ground operations.

8.1.3 Communication

● E�ective communication with air tra�c control is essential to coordinate noise abatement procedures during
takeo� and landing.

8.2 Wildlife Hazard Management
Wildlife hazards, such as bird strikes, can pose a significant risk to flight safety.
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8.2.1 Reporting Wildlife Sightings

● Instructors and pilots should promptly report wildlife sightings to air tra�c control, the flight school, or
relevant authorities.

8.2.2 Mitigation Measures

● Flight operations should adhere to measures to deter and manage wildlife hazards, including bird scaring
devices and wildlife control programs as required.

8.2.3 Emergency Procedures

● Instructors and pilots should be aware of emergency procedures to respond to wildlife strikes and ensure
passenger safety.

8.3 Fuel and Oil Spill Response
In the event of fuel or oil spills, prompt and e�ective response is critical to mitigate environmental impact and

safety risks.

8.3.1 Reporting Spills

● All personnel should report fuel or oil spills immediately to the flight school, air tra�c control, and relevant
authorities.

8.3.2 Response Procedures

● Instructors and students should be familiar with spill response procedures, including containment, clean-up,
and reporting measures, as were specified in their AOA Badge training from the airport authority.

8.3.3 Environmental Compliance

● Response measures should comply with environmental regulations and guidelines set by the FAA.

8.4 Sustainable Practices
The flight school is committed to adopting sustainable practices to reduce its environmental footprint.

38



8.4.1 Sustainable Fuel Use

● Whenever possible, use sustainable aviation fuels to reduce the environmental impact of flight operations.

8.4.2 Recycling and Waste Management

● Implement recycling and waste management programs to reduce environmental impact.

8.4.3 Energy E�ciency

● Strive for energy-e�cient practices in facility operations and aircraft maintenance.

8.5 Environmental Education
Educating flight school personnel and students about environmental considerations is an essential part of our

commitment to safety and sustainability.

8.5.1 Environmental Training

● Provide training and education on environmental considerations, including wildlife hazards, noise abatement,
and fuel spill response.

8.5.2 Community Engagement

● Engage with the local community to raise awareness about our environmental e�orts and encourage
responsible practices.

Environmental considerations are integral to our commitment to safety and sustainability. All personnel should be
aware of and adhere to the practices and procedures outlined in this chapter to minimize environmental
impact and enhance safety.
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Chapter 9: Security
9.1 Facility Access Control
The flight school's facilities should be secure to prevent unauthorized access and potential security threats.

9.1.1 Access Control Measures

● Implement access control measures such as restricted entry points and controlled key holders access/list.

9.1.2 Identification Badges

● All personnel, including instructors, students, and support sta�, should have appropriate identification
badges to enter restricted areas.

● Student pilots who are unable to acquire an AOA badge must be escorted by an approved CFC employee.

9.1.3 Visitor Logs

● Maintain visitor logs to track and document individuals entering the facility.

9.2 Aircraft Security
The security of our aircraft is paramount to prevent theft, sabotage, or unauthorized use.

9.2.1 Aircraft Locking

● Aircraft should be securely locked and immobilized when not in use. Ensure keys are stored securely, in the
key book and returned to the dispatch desk.

9.2.2 Key Control

● Strictly control the distribution and use of keys for aircraft access.
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9.3 Reporting Suspicious Activity
All personnel are responsible for reporting any suspicious or unusual activities or individuals.

9.3.1 Reporting Channels

● Clearly communicate the reporting channels for suspicious activity. This includes internal procedures and
external authorities if necessary.

9.3.2 Vigilance

● Encourage all personnel to remain vigilant and promptly report any activity that raises security concerns.

9.4 Emergency Response Plans
In the event of a security threat or emergency, the flight school should have e�ective response plans in place.

9.4.1 Response Protocols

● Instructors and support sta� should be aware of response protocols for di�erent security threats and
emergencies, as per the airport authority AOA badge and security training.

9.4.2 Communication

● Maintain clear and reliable communication channels to coordinate responses with relevant authorities.

9.5 Security Training
All personnel should receive security training to understand security procedures and their roles in maintaining a

secure environment.

9.5.1 Security Briefings

● Conduct regular TSA security briefings for personnel to update them on security protocols and procedures.

9.5.2 Response Drills

● Conduct security response drills to ensure personnel are prepared for security threats or emergencies.
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9.6 Compliance with Regulations
Ensure compliance with aviation security regulations and guidelines set by the FAA.

9.6.1 Security Audits

● Periodic security audits will be conducted to assess the e�ectiveness of security measures.

9.6.2 Updating Procedures

● Stay informed about and promptly implement updates to security procedures as required by regulations.

Security is a critical aspect of flight school operations. The safety and security of personnel, aircraft, and
facilities are of utmost importance. All personnel are expected to be aware of and adhere to the security
practices and procedures outlined in this chapter to maintain a secure environment.
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Chapter 10: Medical
Requirements

10.1 General Health and Fitness
The physical and mental health of flight school personnel is crucial to ensure safe flight operations.

10.1.1 Health and Fitness Assessment

● All personnel, including instructors, students, and support sta�, should maintain good physical and mental
health to participate in flight operations.

10.1.2 Medical Check-Ups

● Regular medical check-ups and evaluations should be conducted to assess the overall health and fitness of
personnel involved in flight operations.

10.1.3 Reporting Health Issues

● Personnel are responsible for promptly reporting any medical conditions, medications, or physical limitations
that could a�ect their ability to perform their duties safely.

10.2 Student Pilot Medical Certification
Safety during flight training is dependent on student pilots meeting the required medical standards.
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10.2.1 Medical Certification

● Student pilots must obtain the appropriate medical certificate from the FAA before they reach the first stage
check in their flight training. However, students are highly encouraged to obtain said certification prior to
beginning training, to ensure eligibility.

10.2.2 Medical Examinations

● Student pilots should undergo medical examinations as required by the FAA and on a schedule outlined in
regulations.

10.2.3 Medical Records

● Maintain accurate and up-to-date medical records for all student pilots, ensuring compliance with relevant
aviation authority requirements.

10.3 Instructor Medical Requirements
Instructors must meet specific medical requirements to ensure the safety of flight school operations.

10.3.1 Medical Certification

● Instructors must possess and maintain a valid medical certificate in accordance with the regulations of the
FAA.

10.3.2 Reporting Medical Conditions

● Instructors should promptly report any changes in their medical condition that may a�ect their ability to
conduct flight training safely.

10.3.3 Fitness for Duty

● Instructors are responsible for ensuring that they are physically and mentally fit for flight training duties and
disclosing any conditions that may a�ect their fitness for duty.
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10.4 Medical Emergency Procedures

10.4.1 First Aid Training

● Designate individuals with first aid training to provide immediate assistance during in-flight medical
emergencies.

10.4.2 Emergency Medical Services

● Maintain access to emergency medical services, including contact information for local medical facilities and
communication with air tra�c control (ATC) to coordinate emergency landings if necessary.

10.4.3 Reporting

● All in-flight medical emergencies should be promptly reported to relevant authorities and medical personnel
for assistance.

10.5 Medical Review and Assessments

Regular reviews and assessments of medical requirements are essential to ensure continued compliance.

10.5.1 Periodic Reviews

● Conduct periodic reviews of medical requirements to ensure alignment with the regulations of the FAA.

10.5.2 Updates

● Stay informed about changes in medical standards and requirements, and update procedures accordingly.
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10.5.3 Medical Oversight

● The Flight School Director and the Chief Flight Instructor shall oversee compliance with medical
requirements for all personnel involved in flight school operations.

Medical requirements are integral to safety in flight training. All personnel should be aware of and adhere to the
medical procedures and standards outlined in this chapter to ensure the health and fitness of individuals
participating in flight operations.
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Chapter 11: Safety
Training

11.1 Safety Training
Safety training is an essential component of our commitment to maintaining a culture of safety and ensuring that

all personnel, including instructors, students, and support sta�, are well-prepared to perform their roles
safely and responsibly.

11.2 Training Programs

11.2.1 Initial Training

● All personnel should receive initial safety training specific to their roles within the flight school. This training
should encompass safety protocols, procedures, and an introduction to safety equipment and emergency
response.

11.2.2 Recurrent Training

● Recurrent safety training will be provided to reinforce safety principles, introduce updates to safety
protocols, and ensure that personnel remain current on safety requirements.

11.2.3 Specialized Training

● Specialized training programs, such as emergency response drills, aircraft-specific training, and security
training, will be conducted as needed for particular roles or circumstances.
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11.3 Safety Training Curriculum

11.3.1 Curriculum Development

● The flight school will continue to develop and maintain a comprehensive safety training curriculum, which
will cover topics such as emergency response, medical considerations, security procedures, and
environmental safety.

11.3.2 Curriculum Updates

● The safety training curriculum will be regularly reviewed and updated to align with changing regulations and
best practices.

11.4 Training Delivery

11.4.1 Training Methods

● Safety training will be delivered through a variety of methods, including in-person training sessions, online
modules, hands-on drills, and exercises.

11.4.2 Qualified Instructors

● Safety training will be conducted by qualified instructors who possess the necessary expertise and
credentials.

11.4.3 Training Records

● Maintain accurate records of safety training for all personnel, including attendance and completion records.

11.5 Reporting Safety Concerns

11.5.1 Reporting Channels

● All personnel should be informed about and encouraged to use established reporting channels for safety
concerns or incidents observed during training or operations.
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11.5.2 Protection from Retaliation

● Personnel should be assured that reporting safety concerns will not result in retaliation, and that reports will
be treated confidentially and with sensitivity.

11.6 Safety Drills and Exercises

11.6.1 Frequency

● Emergency response drills and exercises will be conducted at regular intervals to ensure that personnel are
prepared to respond e�ectively in case of emergencies.

11.6.2 Scenario-Based Training

● Drills and exercises will be scenario-based, with a focus on realistic simulations that challenge participants
to respond to various emergency situations.

11.7 Safety Review and Evaluation

11.7.1 Evaluation of Training

● Safety training programs will be regularly evaluated to ensure their e�ectiveness and to identify areas for
improvement.

11.7.2 Feedback and Adjustments

● Personnel are encouraged to provide feedback on safety training, which will be used to make necessary
adjustments to training programs and materials.

Safety training is a vital part of our commitment to safety and the ongoing development of a strong safety
culture at the Colorado Flight Center. By participating in and supporting these training programs, all
personnel contribute to the safety and success of our flight school operations.
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Chapter 12: Incident
and Accident
Reporting

12.1 Reporting Accidents and Incidents
Incident and accident reporting is a critical aspect of our safety management system. The accurate and timely

reporting of safety-related events helps identify potential hazards, prevent future incidents, and maintain a
safe flight school environment.

12.2 Reporting Categories

12.2.1 Incidents

● Incidents include events, occurrences, or situations that, while not resulting in harm or damage, have the
potential to do so if left unaddressed.

12.2.2 Accidents

● Accidents are defined as events resulting in injury, damage to property, or situations that could have led to
harm or damage if circumstances had been di�erent.
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12.3 Reporting Requirements

12.3.1 Immediate Reporting

● All personnel are required to report incidents and accidents immediately to the appropriate authorities and
supervisors.

12.3.2 Reporting Channels

● Clearly communicate reporting channels and contact information for incident and accident reporting to all
personnel, ensuring they know how to make reports promptly.

12.4 Investigation

12.4.1 Incident Investigation

● Designate an investigation team (The Management team: O�ce Manager, Director of Maintenance, Flight
School Director, and Chief Flight Instructor), to assess incidents and near misses to determine root causes
and contributing factors.

12.4.2 Accident Investigation

● Establish an accident investigation team (The Management team: O�ce Manager, Director of Maintenance,
Flight School Director, and Chief Flight Instructor), responsible for in-depth investigations of accidents to
identify causes and develop recommendations for prevention.

12.5 Reporting Process

12.5.1 Reporting Forms

● Utilize standardized incident and accident reporting forms to collect essential information, such as date,
time, location, involved personnel, and a description of the event.

12.5.2 Reporting Timelines

● Ensure that incident and accident reports are filed within specified timelines as required by the FAA.
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12.6 Non-Punitive Reporting

12.6.1 Non-Retaliation

● Personnel should be assured that reporting incidents and accidents is non-punitive, and individuals making
reports will not face retaliation or adverse consequences.

12.6.2 Confidentiality

● Maintain the confidentiality of individuals making reports to encourage open and honest reporting.

12.7 Analysis and Documentation

12.7.1 Analysis

● Conduct thorough analyses of incident and accident reports to identify trends, hazards, and areas for
improvement.

12.7.2 Documentation

● Maintain detailed records of all incident and accident reports, investigations, findings, and corrective actions
taken.

12.8 Corrective Actions

12.8.1 Recommendations

● Develop recommendations for corrective actions based on the findings of incident and accident
investigations.

12.8.2 Implementation

● Promptly implement corrective actions to prevent similar incidents and accidents from occurring in the
future.
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12.9 Review and Continuous Improvement

12.9.1 Periodic Review

● Conduct periodic reviews of incident and accident reporting procedures to assess their e�ectiveness and
make necessary updates.

12.9.2 Feedback and Adjustments

● Encourage personnel to provide feedback on the reporting process, which will be used to make
improvements as needed.

Incident and accident reporting is a fundamental element of our commitment to safety. It helps us learn from
past events, improve safety practices, and ensure the continued safety of our flight school operations. All
personnel should be familiar with and adhere to the procedures outlined in this chapter for incident and
accident reporting.
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Chapter 13:
Documentation and

Records
13.1 Documentation and Records
Proper documentation and record-keeping are essential components of our commitment to safety, accountability,

and regulatory compliance within the flight school.

13.2 Types of Records

13.2.1 Personnel Records

● Maintain comprehensive records for all flight school personnel, including qualifications, certifications,
training, and medical documentation.

13.2.2 Aircraft Records

● Keep detailed records for each aircraft, including maintenance logs, airworthiness certificates, and
modifications.

13.2.3 Training Records

● Maintain records of student progress, training programs, and instructor certifications.
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13.2.4 Incident and Accident Records

● Properly document and store records related to safety incidents, accidents, and near-misses.

13.3 Documentation Standards

13.3.1 Record Format

● Utilize standardized forms and formats for documentation, ensuring consistency and clarity.

13.3.2 Timestamping

● Include accurate date and time information on all records to provide context and chronological order.

13.4 Record Retention

13.4.1 Retention Periods

● Follow regulations and guidelines from the FAA regarding record retention periods.

13.4.2 Secure Storage

● Store all records securely, protecting them from unauthorized access, damage, or deterioration.

13.4.3 Accessibility

● Ensure that records are accessible to authorized personnel as needed for safety, regulatory compliance, and
audits.
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13.5 Review and Auditing

13.5.1 Periodic Review

● Conduct periodic reviews of records to ensure their accuracy, completeness, and compliance with
regulations.

13.5.2 Auditing

● Schedule regular audits of documentation and records to verify their accuracy, consistency, and compliance
with safety and regulatory standards.

13.6 Data Management

13.6.1 Digital Records

● Implement e�ective data management systems for electronic records to ensure data security and integrity.

13.6.2 Data Backups

● Maintain backup systems and protocols to prevent data loss in case of technical issues.

13.7 Record Disposal

13.7.1 Destruction

● When records are no longer required to be retained, follow safe protocols for their secure and responsible
destruction.

13.7.2 Privacy Compliance

● Ensure that records containing personal or sensitive information are disposed of in accordance with privacy
regulations.
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13.8 Reporting Requirements

13.8.1 Reporting to Authorities

● Comply with reporting requirements to relevant aviation authorities concerning specific record-keeping,
reporting, and auditing activities.

Proper documentation and record-keeping are crucial for the safety, accountability, and regulatory compliance of
our flight school operations. It ensures that we can e�ectively track and improve safety practices, maintain
aircraft airworthiness, and meet regulatory requirements. All personnel should be familiar with and adhere to
the documentation and records procedures outlined in this chapter.
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Chapter 14:
Conclusion and

Acknowledgments
14.1 Commitment to Safety
Safety is the bedrock of the Colorado Flight Center, and this manual serves as a comprehensive guide to our

commitment to maintaining a safe and secure learning and operating environment. Each member of our
flight school community, including instructors, students, support sta�, and the flight school leadership, plays
a vital role in upholding our safety standards.

14.2 Acknowledgments
Our flight school's dedication to safety is a collaborative e�ort, and we extend our heartfelt appreciation to:

● Instructors: Your dedication to the training and mentoring of our students, along with your unwavering
commitment to safety, is the cornerstone of our success.

● Students: Your passion for learning and strict adherence to safety procedures are the foundation of our
safety culture and the future of aviation safety.

● Maintenance Personnel: Your expertise in maintaining our aircraft in airworthy condition is invaluable to the
safety of our operations.

● Support Sta�: Your pivotal roles in facilitating and coordinating flight school operations, including security
and administrative tasks, are critical to our safety.

● Safety Team: Those actively engaged in safety meetings, investigations, audits, and safety improvement
initiatives are integral to maintaining our culture of safety.
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● Local Community: We deeply appreciate the understanding and support of our neighbors and local
authorities, as we work together to maintain a safe and responsible presence in the area.

● Aviation Authorities: We are grateful for the oversight, guidance, and regulations provided by the FAA to
ensure safe flight operations.

14.3 Continuous Improvement
Safety is a continuous commitment, and we will continually strive to enhance our safety practices and

procedures. We encourage every member of our flight school community to actively participate in this
process, by sharing safety concerns, suggesting improvements, and embracing our culture of safety.

14.4 Reporting Concerns
Should you ever have safety concerns, ideas for improvement, or need to report a safety incident, please follow

the procedures outlined in this manual. Reporting is a vital aspect of our safety management system and
helps us identify potential hazards, prevent incidents, and continuously enhance our safety practices.

14.5 Conclusion
In conclusion, safety is the foundation of our flight school, and it is a shared responsibility. By adhering to the

guidelines and procedures outlined in this manual, we ensure a safe, secure, and responsible learning and
operating environment for all. Our dedication to safety unites our flight school community and ensures the
success of our operations.

Thank you for your unwavering commitment to safety, and may all our flights be safe and successful.
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Chapter 15:
Appendixes

15.1 Safety Forms and Templates
This section contains a collection of safety forms and templates that can be used for reporting, documentation,

and record-keeping. It is essential to utilize these standardized forms to maintain consistency and clarity in
safety-related processes.

15.1.1 Incident Report Form

See Form (attached)

15.1.2 Accident Report Form

See Form (attached)

15.2 Emergency Contact Information
In this appendix, you will find a list of emergency contact information for local authorities, emergency services,

medical facilities, and relevant aviation authorities. (attached)

15.3 Safety Training Resources
This section contains resources related to safety training programs and materials. These resources are available

to aid in the development and delivery of safety training.
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15.4 Glossary of Terms
A

Air Tra�c Control (ATC): A service provided by ground-based controllers who guide aircraft during takeo�,
landing, and while in flight to ensure safe separation and e�cient tra�c flow.

C

Corrective Action: Actions taken to address identified safety issues, prevent their recurrence, and improve safety
practices.

E

Emergency Evacuation: A planned and coordinated process for quickly and safely evacuating personnel and
passengers in the event of an emergency, such as a fire or crash.

Emergency Response Team: A designated group of individuals trained to coordinate and execute emergency
response procedures in the event of an emergency.

I

Incident: An event, occurrence, or situation that, while not resulting in harm or damage, has the potential to do so
if left unaddressed.

M

Medical Certificate: A certificate issued by an authorized medical examiner or aviation medical authority,
confirming that an individual meets the medical requirements to engage in flight training or aviation
activities.

N

Near Miss: An event where the potential for harm or damage was present but did not result in actual harm or
damage. Near misses are considered incidents.

R

Root Cause: The underlying cause or causes that, when addressed, can prevent similar incidents or accidents
from occurring in the future.

61



S

Safety Audit: A systematic examination of flight school operations and safety procedures to assess compliance
with regulations and identify areas for improvement.

Safety Culture: An organization's shared values, attitudes, and behaviors that prioritize safety as a fundamental
aspect of its operations.

Safety Improvement Plan: A plan developed based on incident and accident investigations, audits, or safety
meetings, outlining recommendations for safety enhancements.

Safety Meeting: A scheduled gathering of flight school personnel to discuss safety concerns, share insights, and
reinforce safety practices.

Safety Reporting: The process of documenting and reporting safety incidents, near misses, and safety concerns.

T

Training Curriculum: A structured program outlining the content, objectives, and materials used in safety and
flight training.

W

Weather Diversion: The action of changing the planned flight path or destination due to adverse weather
conditions, with the aim of ensuring safety.

This glossary is provided to assist in the understanding of the terminology and concepts discussed in the Safety
Practices and Procedures Manual for the Colorado Flight Center.
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15.5 Established Reporting Channels

For any and all concerns related to flight training, safety, students, instructors, or scheduling, please
report to the Chief Flight Instructor.

For any and all concerns related to aircraft maintenance and upkeep, hanger equipment or status, or aircraft supplies,
please report to the Director of Maintenance.

For any and all concerns related to personnel, human resources, business, finance, or legal issues, or for any issues
related to the Chief Instructor or Director of Maintenance, please report to the Flight School Director.
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Attachment I - Accident/Incident Report

ACCIDENT/INCIDENT REPORT
Date of Occurrence: Time of Occurrence:

Name of Person Reporting:

Phone # of Person Reporting:

Aircraft Identification:

Location of Occurrence (Airport, Nearest Town, Nearest VOR, etc.):

Persons Involved

Name: Injuries:

Name: Injuries:

Name: Injuries:

Name: Injuries:

Damage to Aircraft:

Damage to Other Property:

Who to Contact at Scene:
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Attachment II - Emergency Management Actions

1. Determine if NTSB Notification is required, if so, notify them at: 844-373-9922

(See NTSB 830 for what constitutes as reportable occurrence)

2. Notify the Salt Lake City Flight Standards District O�ce: (801) 257-5020

3. Notify the company’s legal counsel.

4. Notify the company’s insurance carrier.

5. Secure the records of all individuals involved.

6. Secure the aircraft until released by the FAA/NTSB.

7. Arrange for medical examination of each aircraft occupant, injured or not, and secure a physician's report of

each individual.

8. Make no statements about the occurrence to anyone.

9. Make no speculations as to the cause of the occurrence.

10. Secure names and addresses of witnesses.

11. Arrange for photos of the occurrence.

12. Gather and secure any other pertinent information, names of investigating o�cials, law enforcement, etc.
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Attachment III - Emergency Management Procedures

1. In the event of suspected accident, incident, or overdue aircraft, complete as much of the Accident/incident
report as possible.

2. Notify the following people as soon as possible -

○ Colorado Flight Center Sta�

■ Brandon Price - Flight School Director (469) 933.8588
■ Daniel Guadnola - Chief Flight Instructor (970) 260.5220
■ Gri�n Hall - Director of Maintenance (970) 596.6339
■ Jack Minor - O�ce Manager (701) 213.6450

○ Travers Aviation Insurance

■ Mary Bixon - Executive VP (314) 963.9080

3. Do NOT make any statements speculating as to the cause of the incident/accident to anyone.

4. If you received inquiries, take the name and phone number of the person making the inquiry and tell them
that someone from the company will contact them as soon as they are able.
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Attachment IV - Mishap Procedures Aircraft Checklist

1. Give first aid to injured persons as needed.

2. Move away from the aircraft and do not return except to assist passengers or for survival.

3. Notify emergency personnel if possible.

4. Notify Colorado Flight Center as soon as practicable.

5. Secure the aircraft until released by the FAA/NTSB.

6. Arrange for medical examination of each aircraft occupant, injured or not, and secure a physician's report of

each individual.

7. Make no statements about the occurrence to anyone.

8. Make no speculations as to the cause of the occurrence.

9. Secure names and addresses of witnesses.

10. Arrange for photos of the occurrence.
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Attachment V - Security Contacts

To report suspicious or unusual activity 1-866-GA-SECURE
(1.866.427.3287)

Emergency or if Danger is imminent 911

Local Law Enforcement 970.549.5000

Weststar O�ce/Management 970.243.7500

KGJT Security O�ce 970.248.8586

Airport Operations 970.260.7164

Colorado Flight Center Director Brandon Price 469.933.8588

Colorado Flight Center Chief Instructor Daniel Guadnola 970.260.5220

Colorado Flight Center Director of Maintenance Gri�n Hall 970.596.6339
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