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Airport Police:







    (814) 397-9911
HOURS OF OPERATION
NCFS Dispatch opens daily at 8:00 am. and closes at 5:30 pm. Dispatch may close early due to inclement weather or lack of confirmed aircraft reservations. NCFS is closed on the following days.

      ●   Thanksgiving Day



●  Easter

      ●   December 24th & 25th 



●  Airport events

      ●   December 31st & January 1st 

Section B.
      PERSONNEL RESPONSIBILITIES
PRESIDENT / FLIGHT OPERATIONS MANAGER
The President/Flight Operations Manager (FOM) of NCFS has responsibility for the safe and efficient functioning of NCFS and is responsible to maintain the aircraft as required by 14 CFR Part 43. The FOM supervises the Chief Instructor who is responsible for the day-to-day activities of NCFS.  The FOM’s responsibilities revolve around equipment, facilities, personnel integration and acquisition, and business management.  In concurrence with the Chief Flight Instructor, the FOM will ensure that NCFS’s flight missions are assigned to the appropriate qualified personnel and equipment.

CHIEF FLIGHT INSTRUCTOR
The Chief Flight Instructor is responsible for the day-to-day operations of NCFS.  He/she is the principle point-of-contact to the FAA for NCFS.  He/she ensures compliance with 14 CFR Part 141, other applicable regulations and NCFS policies and procedures.  Day-to-day operations include:

· Managing flight training, including syllabi changes, flight instruction assignments, record-keeping policies and procedures.

· Maintaining a flight standardization program, including instructor pilot qualifications, proficiency, course assignments, aircraft assignment, check instructor authorizations, stage-checks and end-of-course authorizations and procedures.

· Conducting flight instructor initial and annual recurrent flight checks.

· Conducting weekly instructor meetings to promote standardization of procedures and practices, verify instructor currency, provide time for instructors to communicate concerns, give updates of student progress, discuss aircraft anomalies, etc.

· Maintaining dispatch procedures to ensure aircraft are airworthy and are issued to qualified pilots.

· Assigning grades as appropriate and track quality of training provided.

· Raising student concerns and performance issues as necessary to the Owner / Flight Operations manager of NCFS for timely resolution.

· Making “FLY” and “NO FLY” status decisions for individual student pilots. 

· Maintaining quality assurance of student records.

The Chief Instructor may delegate duties to suitably qualified staff. The Chief Instructor will oversee the Chief Ground School Instructor for compliance of Part 141 regulations.  The Chief Instructor will directly supervise the Chief Ground School Instructor and other Flight Instructors as he/she deems necessary.

FLIGHT INSTRUCTORS
Flight Instructors are responsible to the Chief Flight Instructor and assist the Chief Instructor as needed. Flight Instructors must maintain the highest level of professionalism at all times, adhering to NCFS standard operating procedures as well as complying with FAA regulations. Flight Instructors must also maintain at least a current 2nd Class Medical Certificate and all applicable flight currency. Copies of Medical Certificates and Airman Certificates must be presented to the Chief Instructor or Flight Operations Manager of NCFS. Flight Instructors must keep current with all regulations, flight training techniques, and FAA minimum or maximum flight time requirements. Daily duties include:

· Being responsible for each flight and aircraft to which he/she is assigned

· Complying with all FAA regulations and NCFS’s standard operating procedures

· Ensuring that the aircraft is properly signed out, airworthy and serviceable for any flight

· Ensuring that all weather and other conditions stated in NCFS’s Safety Procedures Manual are met prior to proceeding with flight training

· Providing endorsements for check rides when he/she is satisfied that the student is qualified and well prepared to pass 

· Providing ground and flight instruction to students 

· Keeping accurate records and providing insightful critiques of each flight for student(s)


Additional duties may include:
· Conducting flight reviews, maintenance flights, commercial airplane tours

· Conducting Part 141 Stage Checks (as qualified), Instrument Proficiency Checks (as qualified)

· Ensuring the fleet of aircraft complies with required maintenance and inspections

· Securing airplanes at the end of the day 

· Other duties assigned by the Chief Instructor or Flight Operations Manager that support the mission of NCFS

Flight Instructors will communicate directly with each of their assigned students, when scheduling, rescheduling, or canceling any flight training lesson. Any reschedules and/or cancellations of training lessons must be reported to NCFS’s Office Personnel. 
ASSISTANT DIRECTOR OF OPERATIONS/OFFICE MANAGER
The Director of Operations/Office Manager is responsible to the Flight Operations Manager of NCFS and Chief Flight Instructor for the integration of aircraft, flight instructors and students into a coherent flight scheduling process.  Daily duties include:
· Maintaining a daily flight schedule

· Operating/managing all administrative duties that are assigned by the Flight Operations Manager of NCFS

· Opening and closing North Coast Flight School 

· Ensuring positive control of aircraft keys and dispatch binders

· Providing security assurance of student records

GROUND SCHOOL INSTRUCTOR/AGI ADVANCED
The Ground School Instructor will work with both the Chief Flight Instructor and other Flight Instructors to help structure and facilitate the teaching and progress of the student body as a whole to ensure that the FAA guidelines and Edinboro University requirements are not only met, but exceeded. Daily duties include

· Monitoring student progress in ground school courses 
· Maintaining clear and accurate ground school records
· Ensuring that students have met the ground school requirements for graduation

· Providing the required endorsement for testing when he/she feels a student is prepared and well able to pass
MAINTENANCE REPRESENTATIVE
The Maintenance Representative works with maintenance departments to ensure that the flight school aircraft are operating safely and efficiently. Daily duties include

· Conducting maintenance flights and moving airplanes to other maintenance facilities when needed

· Acting as liaison between NCFS and maintenance shops
Section C.
      MISC. POLICIES AND PROCEDURES
MAINTAINING CONTACT WITH ADVISERS (Edinboro University students)
As a new flight student, you should arrange an appointment with your Aero-Student Adviser for the Aeronautical Science-Professional Pilot Program at Edinboro University.  
STUDENT ADVISER: Dr. Korey Kilburn (814) 732-1183    kkilburn@edinboro.edu
From time to time, changes occur in the program and your adviser will keep you informed of any changes.  The greatest cause of student problems in a program like this is failure to stay in communication with the academic adviser for the program.  It is essential that you talk with your adviser at least once each semester about your schedule and/or grades.  Always ask before you attempt any changes or modifications to the program!
FLIGHT FEE POLICY (Edinboro University students)
All flight training fees ($12,000 per semester) are to be paid by the 1st disbursement date for each semester. This date will be announced at the 1st ground school class.  All awarded letters (financial aid, grants and/or private loans) for monies that will be used for flight training must be presented to NCFS by the 2nd ground school class of the new semester. All student accounts must be kept with a minimum balance of $500.00 until completion of program.  

Any student who fails to pay the flight training fees and/or maintain a minimum balance of $500.00, will be placed on a “MAY NOT FLY” list. 

If a student completes a flight course with a remaining balance in their debit account, these excess funds can either be moved toward the next flight course or refunded to the student.

Flight fees are based on the time required by the Training Course Outline (TCO) to complete each flight course. An electronic flight training record keeping system, Flight Schedule Pro, keeps track of a student’s flight training lessons. When a student and an instructor complete an activity, the cost(s) of the activity is deducted from the student’s account.  Verification of these charges is made by the student signing the invoice(s) after the completion of each flight and/or ground school training lesson with an instructor(s). The student has access to view their debit account and is encouraged to constantly monitor its amount.

Most students will need more training then the minimum time required by the TCO. These extra training hours will accrue additional costs and extend the flight training course for the student.  

BADGES
Edinboro University students will be issued SIDA badges according to the University's enrollment prerequisites and have the cost of the badge removed from their financial account.

SIDA badges may be issued to non-Edinboro University students subject to the following:

· Student must be currently enrolled and participating in a flight training course with NCFS

· Student must cover the cost of their badge with immediate payment

Badges must be worn at all times while at North Coast Flight School.

Badges are the property of the Erie Regional Airport Authority and must be returned to the school immediately when there is no further operational need for a badge.

FLIGHT SCHOOL EVENTS
All EUP Student Pilots are asked to volunteer and participate in any of the NCFS Aviation Events. 
CANCELLATIONS, NO-SHOW, TARDY
GROUND SCHOOL
Each student will be allowed only one (1) EXCUSED absence from the ground school course per semester without incurring additional billing. Each student with an excused absence must provide written documentation (doctor’s note, etc.) upon the next ground school class to the ground school instructor.  For every 3 or more excused absences, the current letter grade that the student has in ground class, will drop a ½ of a letter grade.

UNEXCUSED absences are unacceptable. Each unexcused absence will result in a drop of ½ of a letter grade.

Each absence, excused or unexcused, will require 3 hours of remedial ground instruction within a week (Scheduling is the student’s responsibility)
FLIGHT
If the lesson is canceled within 2 hours of the scheduled time, the student may be billed for the full lesson. The rates for billing on no-shows or late cancellations are listed below. The Chief Instructor will handle appeals on an individual basis and his decision will be final and binding. 

 Absences not reported in advance, except in unusual circumstances, are considered unexcused absences. After a student has two unexcused absences, the matter will be directed to the Chief Instructor and the student may be removed from flight training for the remainder of the semester.   

If a student must cancel due to an emergency, it is the responsibility of the student to provide written proof of the emergency. Written proof must be provided for any consideration of a waiver from the cancellation policy. Written proof must be submitted within the next two scheduled lessons.

If you must stop flying for a period greater than two weeks, you may be removed from your current instructor’s schedule. Upon returning, you may be reassigned to a different instructor. 

The maximum billing rate for no-shows and late cancellations are as follows:

a. Dual Lesson: Students may be billed ground time and flight time for the full scheduled lesson, at the rate appropriate to their course of training. Students may also be billed at the current hourly rate for each hour that they booked an aircraft or simulator.

b. Solo Lesson: Students may be billed at the current aircraft rental rate for each hour that the aircraft was booked.
EXTENSIONS FOR INCOMPLETE COURSES  (Edinboro University students)
GROUND SCHOOL COURSE(S)
     There will be NO EXTENSIONS for any ground school courses.

FLIGHT TRAINING COURSE(S)
The Extension Policy for any flight training course(s) is as follows:

An extension can be applied for if all flight training for a given course has not been completed by the end of the semester.

All extension(s) must be completed within 4 weeks into the next semester. As a result, of this approval for the extension, the student’s letter grade for the flight training course(s) will be lowered by ONE (1) letter grade. Failure to complete this will result in further review by NCFS and Edinboro University.

KNOWLEDGE TESTS
Every student must take and pass an official FAA written exam after completing the ground school course and before taking the check-ride. You will need an endorsement from an instructor before taking the test. Only after your instructor is reasonably assured of your ability to pass the test with a minimum of 80% will he/she give the endorsement. This is strictly his/her decision based on how well you performed on ground school stage tests, practice exams, and his/her overall feeling about your ability. This endorsement is valid for a maximum of 10 days. Your score on this exam is included in the end-of-course grade submitted to the university.
CHECK-RIDES
Once a student has completed and passed the “End of Course” with the Chief Flight Instructor, the student is ready to be scheduled for his/her check-ride. Check-rides will be scheduled by the Chief Flight Instructor or the student’s instructor. Any student who would like to withdrawal money from his/her student account to pay for the check-ride, must give a week’s notice for this request. Students are required to dress professionally for check-rides.
END-OF-COURSE GRADES (Edinboro University students)
	GRADE:
	GRADING BENCHMARK:

	W
	· Has not started the course work

· For medical reasons or financial hardship, or other unplanned circumstances preventing completion of the course

· Changed major or course is not required for graduation

	A
	· Successfully completed all course work or lessons and successfully passed end of course evaluation or check-ride

	Check-Ride
	· For every failed check-ride, drop a full-letter grade (eg: from A to B).

· The lowest possible passing grade is a D- if the student has completed all of the required course work or lessons.

	Stage-Check
	· For every failed stage-check, drop a half-letter grade (eg: from A to A-).

· The lowest possible passing grade is a D- if the student has completed all of the required course work or lessons.

	Attendance
	· For every unexcused absence or no-call no-show, drop a half-letter grade (eg: from A to A-).

· For every 3 excused absences or no-call/no-shows, drop a half-letter grade

· The lowest possible passing grade is a D- if the student has completed all of the required course work or lessons.

	F
	· Has not completed all of the required course work or lessons within the appropriate amount of time. 

· One extension is allowed per course before a student receives an F grade. 


PRE-SOLO EVALUTION POLICY

If the student does not solo by 20 hours of flight time, the following will occur:
· The Chief Instructor, the student’s instructor and the student will meet to discuss possible schedule conflicts, motivation deficiencies, instructor-student personality conflicts, and teaching-learning difficulties.

· The Chief Instructor will conduct an evaluation flight with the student.

· The Chief Instructor will make a written report of the evaluation flight and the meeting(s) with the student and instructor, and will provide written recommendations. A copy of the written evaluation shall be placed in the student’s file. 

· The instructor will brief the Chief Instructor on the student’s progress after each subsequent flight lesson.
If the student has not soloed by 30 hours of flight time, the following will occur:
· The student’s flight activity will be suspended until the Chief Instructor conducts another evaluation flight.

· The Chief Flight Instructor and Instructor will meet with the Edinboro University Aero Student Advisor and recommend one of the following:

1. Student & Instructor continued unchanged 

2. Student is granted an instructor change  

3. Student is advised to withdrawal from program
VACATIONS AND BREAKS (Edinboro University students)
All Edinboro University students are required to continue with their training at North Coast Flight School even during University vacations and breaks. A two-week break will be given after the fall semester. Thanksgiving Day and New Year's Day will be the only other exceptions. A steady, unbroken training schedule is necessary to complete the required flight training in each semester.

RENTER’S INSURANCE
All students who are actively working toward a certificate or rating are covered by NCFS’s insurance policy while they are flying to meet the requirements of that certificate or rating. Proof of a current renter’s insurance policy will be required for any other aircraft rental. The renter’s insurance policy must include $150,000 hull value coverage or whatever the value is of the aircraft to be rented. (dispatch can inform you of the value of each aircraft) 
Section D.    STUDENT CONDUCT
SAFETY

· SAFETY FIRST.  No activity that involves undue risk to the student, instructor, aircraft or any other person or property will be allowed.

· Absolutely no smoking in any aircraft.  Anyone found smoking in an aircraft will be disciplined accordingly.
· The student must report all training concerns to the Chief Flight Instructor.

· The student must never take anything for granted. The student must check any questionable item, procedure or instruction with his/her flight instructor prior to proceeding.
ATTITUDE
· The student must maintain a positive and professional attitude toward flying.

· The student must be present at the airport during each assigned flight period, including bad-weather days.

· If there is a personality conflict between a student and an instructor, please inform the Chief Flight Instructor for a resolution.  NCFS flight training staff will consider an instructor change.
DRESS CODE
All students must appear neat, clean and professional. 
Acceptable clothing for both Flight Training Lessons and Ground School Lessons includes the following:
· T-shirt (subdued colors and markings), Sweatshirt, Dress Shirt, Polos or Sweaters

· Jeans, Dress Pants, Khakis

· Skirts (at least knee length)

· Respectable shorts (knee length & only during hot weather)
Examples of Unacceptable clothing are as follows:
· Halter tops and tank tops

· Anything sleeveless

· Short Skirts

· Torn or tattered clothing

· Sandals, flip flops, high heels or any open-toe shoes

· Bulky work boots or snow boots
GENERAL APPEARANCE
· Men shall be clean-shaven or have well-trimmed facial hair 

· No visible piercings other than on the ears 

· No large, visible tattoos

· No unnatural hair colors (i.e. green, blue, orange, etc.)


Always remember that you are representing North Coast Flight School and the respectable aviation community as a whole. Please maintain a professional appearance at all times.

WEAPONS POLICY
Students, including those who have “concealed carry” permits, (except for active law enforcement personnel) may NOT bring any firearm into the flight school buildings or flight school aircraft. We ask that those law enforcement personnel who “carry” would never casually display their weapon or even mention to other students that they have one.
DRUG AND ALCOHOL SCREENING
All students are subject to drug and alcohol testing at any time deemed necessary by the NCFS administration. The cost of a positive test will be deducted from the student’s account. 

It is the policy of NCFS to immediately suspend the flight training phase of any student who has a pending DUI or any criminal conviction. No further training flights will be conducted until the arrest/incident has been duly disposed of, but the student may choose whether or not to continue the ground school course.  The accused student may be terminated from the flight training course as deemed appropriate by the Chief Instructor.  If convicted, it is solely the responsibility of the student to notify the FAA according to 14 CFR 61.15. NCFS will, at the discretion of the Chief Instructor, be willing to resume flight training after the arrest/incident has been disposed of and/or the probationary period has expired.  Placement in and charges for a current ground school class will be according to the ground instructor’s discretion.
Section D.     OTHER
MEDICAL EXAMINERS

Dr. Frank Tursi



Dr. Edward McVay
5637 Peach St




1910 Sassafras Str. Suite 200

Erie, PA 16509



Erie, PA 16502

814.864.0690




814.452.7879

Notes (Not to be printed)

Medicals and Student Pilot certificates

The SPM already requires all 141 students to get med cert and student pilot cert within first few weeks so if EU is going to make those things a prerequisite for enrollment, we don't need to include it in this manual. That information will be on EU's website.

Same thing with initial drug test.

Same thing with badge policy

Same thing with financial aid deadlines
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