
 

OPERATING HANDBOOK 

Section 1: MEMBERS


1. Aircraft provided by the Club are for the exclusive use of its members.  Pilot In-Command (PIC) 
must be a Club Member. 

2. In order to operate the Club aircraft, Members must: 

a. have an approved, minimum Third Class current medical certificate or Basic Med. 
b. hold a minimum Private Pilot License in good standing 
c. had an approved flight review within the prior 24 months 
d. have been checked out and approved in the aircraft being flown by a designated Club-

certified CFI 
e. Have flown a minimum of 100 logged hours. 
f. Have at least 10 hours flying with a Club-certified instructor or have insurance-approved 

experience in make and type and Club aircraft 
g. operate the aircraft in strict conformance to all FAA and other agency requirements 
h. be current in paying all dues, hourly bills, assessments and other accounts 

3. Members are required to conduct themselves in a manner that is a credit to the Club. 

4. A Member may use Club aircraft for personal transportation, for advancing individual flight 
training, for business travel or pleasure. 

5. Members may carry passengers as long as a weight and balance computation is conducted and 
results in acceptable limits. Pets are strictly prohibited in Club aircraft. 

6. Members may contract directly with an independent instructor for flight reviews, advanced 
training, currency or other purposes.  The Club does NOT provide flight instructors and any and 
all compensatory obligations between Member and instructor is strictly between the parties. 

7. Members shall participate in a minimum of three Club functions per year.  One of which must be 
a Safety-specific meeting. 

8. Members shall actively participate in continuing education including books, seminars, webinars, 
etc. and enroll in the FAA Wings program and shall keep a log of each activity taken.  The 
Member’s continuing education log is to be provided to the Director of Safety each year to be 
provided to the Club’s insurance company to demonstrate the Club’s commitment to safety. 

9. Members are encouraged to fly at least twelve (12) hours per year to maintain a minimum level of 
proficiency. 
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1. BSFC’s aircraft space is ___________ at Auburn Municipal Airport, S50.  Aircraft is not to be 
parked in any other tie down space except temporary parking in the Transient Parking area.  

2. Club aircraft shall not be used for primary (initial) flight training. 

3. Club aircraft shall not be used for compensation or hire, commercial operations nor business 
activities except for transportation to a work related event. 

4. Club aircraft may be flown solo only by Members who satisfy the applicable requirements and 
regulations. 

5. There shall be no smoking on the airport property or within 25’ of the Club aircraft. 

6. Hand propping the aircraft is prohibited. 

7. Duplicating aircraft key(s) is prohibited.  If a Member loses or damages a key the Director of 
Maintenance will provide a replacement. 

8. Aircraft must be secured, locked, and covered with the Club-provided equipment. 

9. Aircraft must only be moved using the aircraft’s tow bar.  If flying to a remote airport, Member 
shall bring the tow bar to ensure proper moving of the aircraft is ensured. 

10. No modifications shall be made to the aircraft without express consent from the full board of 
directors, including exterior camera mounts, interior camera mounts other than suction-cup 
style, permanent tablet or phone mounts, etc. 

11. Aircraft is not to be flown without the Registration, Airworthiness Certificate, Pilots Operating 
Handbook and Weight and Balance tables and charts on board. 

12. If aircraft maintenance and/or repairs are required while a Member is away from the home base 
airport, the Member shall first contact the Director of Maintenance for prior approval.  In the 
event the DOM is unavailable, the President may authorize such work. 

13. Members should be mindful that landings and takeoffs cause wear and tear on aircraft systems 
and except to learn and provide proficiency and currency, flying the aircraft simply for making 
touch and go’s is discouraged. 

14. In the event that a Member determines maintenance or a repair should be performed on the 
aircraft, Member shall promptly file a Squawk Report with the DOM via email.  Squawk Report 
forms can be downloaded from the Club’s website. 

15. The Club provides a secure “Job Box” in the tie-down space at the airport. The Job Box 
contains approved cleaning supplies, oil, miscellaneous tools, tow bar, creeper, a small 
generator, gas can, trash bin, canopy/covers and other equipment the Director of Maintenance 
determines would be convenient or necessary for a Member to properly prepare and store the 
aircraft.  Member shall keep the Job Box organized and clean and securely fastened and locked 
to the tie-down anchor. 
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Section 3: OPERATIONS


3.1 Preflight Operations


1. Members shall perform a thorough preflight inspection of the aircraft prior to every flight using 
the Club’s preflight checklist and the POH. 

2. In accordance with airport rules, fuel is not to be dumped on the ramp.  Use the gas can in the 
Job Box for fuel that is unsuitable to be returned to the fuel tanks. 

3. If Member needs to drain fuel to meet weight and balance requirements, fuel should be drained 
into clean, legal, gas cans and safely stored until fuel can be returned to the aircraft. 

4. If weather conditions are below 40ºF, use the generator to warm the engine block for a time 
needed to warm the oil to a safe temperature prior to starting the engine. 

5. Members MUST check fuel and oil levels prior to every flight.  Oil levels should be a minimum of 
6 quarts and Member shall add oil from the stockpile in the Job Box if needed. 

6. Prior to starting the engine, log in to Flight Circle and dispatch the aircraft with the required 
information including Tach Time, and note any observed discrepancies in the aircraft condition. 

7. It is the Member’s sole responsibility to determine and accept that the aircraft is airworthy prior 
to every flight that the Member is PIC. 

8. All cross-country flights shall be pre-planned including: 

a. Obtaining weather briefings 
b. Forecasted weather en route and returning 
c. Up-to-date charts and chart supplements 
d. Airspace restrictions, TFRs, special-use airspace, MOAs, Restricted and Prohibited areas 

along the planned route 
e. Destination airport familiarization 
f. NOTAMs 
g. Develop a flight plan, including departure and destination airports, planned route, 

checkpoints and estimated time en route 
h. Weight and Balance calculations 
i. Review emergency procedures and ensure the availability of required emergency equipment 

is on board 
j. Diversion airports 

3.2 Inflight Operations


1. Members shall use checklists from the Pilot’s Operating Handbook and Club checklists for all 
flight conditions, including but not limited to take-off, cruise, before landing and post-landing 
procedures. 
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2. Members shall follow the recommended leaning procedure during taxi, take-off, cruise flight and 
landing. 

3. Members are reminded that insurance coverage is not valid if club aircraft are flown without 
meeting regulatory requirements and beyond limitations established by the insurance company. 

3.3 Fueling Operations


1. Members are required to fill the fuel tanks after every flight at their own expense.  Tanks shall be 
filled to within 1” of the top of the tank. 

2. Take extreme care that the fuel is the correct type and grade for the aircraft! 

3. Take care to not spill fuel on the wings of the aircraft.  Wipe up any incidental spills or drips 
promptly. 

4. Take care not to let the fuel filler or hose come in contact with the skin of the wings or other 
parts of the aircraft 

5. Ensure the fuel grounding cable is secured to the approved grounding location on the aircraft 
prior to commencing fueling. 

3.4 Post-flight Operations


1. Upon completion of a flight, the pilot shall perform a thorough post-flight inspection of the 
aircraft and shall: 

a. Log in to Flight Circle and close out the flight, recording the Tach Time and other required 
information 

b. Complete the Club’s Post-flight checklist 
c. Document and submit any squawks noted before, during, or after the flight 
d. Remove all personal items and clean the cabin and remove all trash 
e. Return fuel sample containers, fuel dip sticks, and other equipment to their designated 

storage locations 
f. Remove all bugs from the windscreen, windows and leading edges as soon as possible 

following a flight using the cleaners and towels provided in the Job Box. 
g. USE ONLY THE PROVIDED MATERIALS FOR CLEANING. IN PARTICULAR, USE ONLY 

PLEDGE AND MICRO-FIBER CLOTHS ON THE WINDOWS. 
h. Install the canopy cover(s) in a secure manner to avoid any flapping against the windows or 

airframe. 
2. Any unreported damage or discrepancies discovered by a Member will be assumed to have 

been caused by the prior user. Report such instances to the Director of Maintenance. 

3. If Member has reason to believe the aircraft is not airworthy, Member shall place a note clearly 
visible in the aircraft and label the plane as Inoperable.  Member shall immediately report cause 
of concern to the Director of Maintenance and Director of Safety. 

Section 4: AIRPORT
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1. Aircraft shall not be left unattended unless it is properly parked with its cabin access locked and 
its flight controls/wheels secured. 

2. Aircraft washing shall be conducted in accordance with posted rules, with biodegradable soap 
and without the use of solvents or degreasers at approved wash racks or pads. 

3. No smoking is permitted within 50 feet of an aircraft, fuel truck and/or fuel storage area. 

4. Intersection takeoffs are prohibited. 

5. Runway 35 is the preferred calm-wind runway. 

6. Runway 17 is Right-Hand pattern 

7. Departing runway 16, after reaching a safe minimum altitude, turn right to a heading of 210º to 
avoid Auburn Medical Center. 

8. When entering pattern from East, overfly the airport east to west at 1,500 feet AGL and 
maneuver for a 45 to downwind midfield.  Reporting points for the 45 are Auburn Cemetery for 
Runway 17 and the twin water towers for runway 35. See Airport Map, page 8. 

9. Overflight of Emerald Downs and their stables is prohibited. 

10. Airport elevation is 63 feet AGL with pattern altitude 1,000’ AGL 

11. Engine run-ups shall be conducted only in run-up areas at taxiway Alpha-1, Alpha 2, Alpha 4 
and Alpha 5. See Airport Map, page 8. 

12. Fuel from sump checks during preflight inspection must be collected in a suitable container. 

Section 5: RESERVATION OF CLUB AIRCRAFT


1. Reservations shall be made using Flight Circle.  Follow these procedures to schedule the aircraft 
in Flight Circle: 

a. [insert instructions once subscription has been confirmed] 

2. Only members in good standing as defined in Article 4 of the Bylaws shall reserve club aircraft. 

3. No member shall fly a Club aircraft without first reserving the aircraft in the provided scheduling 
system. 

4. Members shall reserve only the time for which they will be using the aircraft. 

5. Reservations remain valid for 30-minutes after the time of the reservation. After the 30-minute 
period, the reservation expires. 

6. Members must dispatch (check-out) the aircraft or change the reservation time, within 30 
minutes of the reserved time. 
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7. If the aircraft cannot be returned at the time stated in the schedule, members are expected to 
make every attempt to contact any member so disadvantaged, or a Board Member. 

8. If a member is unable to keep a reservation, or arrives back early from a flight, the schedule 
should be updated to allow the aircraft to be used by other members. 

9. No more than 4 reservations may be held at one time, per member. 

10. Overnight flights may be scheduled. 

11. Weekend and/or extended-time flights may be scheduled. For flights of 1, 2 or 3 (consecutive) 
days, aircraft shall be booked using the club scheduling tool. For flight of 4 or more consecutive 
days, the member shall first contact a Board Member for approval, prior to booking the aircraft in 
the club scheduling tool. 

12. A member who utilizes club aircraft to an extent that impedes another member's ability to utilize 
the aircraft, may have flight time limits imposed and may have scheduling limitations applied, at 
the discretion of the Board of Directors. 

Section 3: REPORTING TIME AND EXPENSES


1. All club aircraft shall be checked out prior to flight and checked in upon completion of flight, 
using Flight Circle. 

2. All flight time will be reported from the Tachometer in the aircraft, rounded-up to the next highest 
1/10th of an hour. Discrepancies shall be noted when the aircraft is checked out or checked in 
and brought to the attention of the Treasurer. 

3. Members shall purchase fuel as required for the flight at their own expense. 

4. All maintenance services and activities must be pre-approved by the Director of Maintenance or, 
if not available, a Board Member, prior to having the service performed. Any maintenance 
performed outside of these guidelines could become the financial responsibility of the Member 
who authorized the work. If you have any doubts, get the work done - be safe, but also be 
sensible. 

5. All maintenance squawks should be reported at the time of discovery to the Director of 
Maintenance or a Board Member. 

Section 4: STRANDED AWAY FROM BASE


1. If a club aircraft becomes stranded due to weather, please contact a Board Member or Officer to 
discuss the situation and determine a resolution. 

Section 5: EMERGENCIES, FORCED AND HARD LANDINGS


1. The pilot in command is required to report any accident or incident to the President by the most 
expedient means, and to follow the procedures established by the club and provided in each 
aircraft and at the club office.  
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2. Any member who is requested to submit a report of an accident or incident shall do so within 48 
hours.  

3. Following an accident or incident, the President or their designee will conduct an investigation of 
the circumstances and decisions leading to the accident or incident, and will present a written 
report to the Board.  

4. The Board is empowered to charge an amount no greater than the applicable insurance 
deductible, if the accident occurred as a result of pilot error, poor judgment, or violation of club 
operating rules.  

5. If the clubʼs insurance carrier refuses to cover the accident or incident because of the pilotʼs 
actions, then the pilot in command may be held liable for the full damages to the club.  

6. The Board may take any action it deems appropriate with regard to members involved in an 
accident or incident, including but not limited to ordering recurrent training, suspension or 
revocation of flying privileges, change of membership class, or expulsion.  
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