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Central Washington University 

Standard Operating Procedures 

 
1. Safety Procedures and Practices per 14 CFR § 141.93 (a) (3) 
(i) Weather minimums:  

a. Dual Instruction:  

i. Ceiling at least 1500 ft 

ii. Visibility at least 5 sm 

iii. Winds 35 knots or less 

iv. Winds – not to exceed maximum demonstrated crosswind 

component as specified in the appropriate POH 

b. Solo (local practice area): 

i. Ceiling at least 3000 ft 

ii. Visibility at least 5 sm 

iii. Winds 25 knots or less 

iv. Gust factor 6 knots or less 

v. Maximum crosswind component 10 knots  

c. Solo (cross-country) 

i. Same as solo above; requires review of flight plan and weather by 

authorized CWU flight instructor for route weather and forecasts. 

d. In case of any doubt as to suitability of weather for flight, students shall 

consult with a CWU instructor for guidance.  

(ii) Starting and taxiing on the ramp: 

a. In addition to the guidelines for preflight action set forth in 14 CFR § 91.103, 

all pilots shall use the manufacturer’s approved checklist for preflight 

inspection and shall operate the aircraft in accordance with the FAA 

Approved Pilot Operating Handbook. 

b. Taxi speed shall be limited to a FAST WALK and proper wind taxi control 

deflection shall be observed.  If you are crossing a runway, taxiing should be 

accomplished at a reasonable and safe speed in order to not cause undue 

delays for other aircraft. 

(iii) Fire precautions and procedures: 

a. No smoking allowed on the ramp, in the hangar, in an aircraft, or within 25 

feet of any CWU facility. 

b. A fire extinguisher is installed in each training aircraft. Be sure to locate the 

position of the extinguisher during preflight. Refer to the appropriate POH 

for a fire occurring in flight, including position of aircraft cabin vents, 

before and after use of an extinguisher.  To operate a fire extinguisher, pull 

metal pin, point at base of flames, squeeze trigger.                                       
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c. Should a fire occur in an aircraft while on the ground, the safety of 

occupants is the primary consideration. Follow the manufacturer’s 

recommendations in the POH for engine fire on the ground. Exit aircraft 

and contact 911 and CWU dispatch by any means possible.  

(iv) Redispatch procedures: The student must realize his/her original dispatch 

authorization is void, and guidance from CWU is essential. 

a. A flight must be redispatched for any of the following reasons: 

 Takeoff or landing incident 

 runway or taxiway excursion 

 deviation from authorized flight plan 

 unplanned landing 

 interruption to the flight due to weather  

 aircraft mechanical issues.  

b. The student shall secure and protect the aircraft and immediately contact 

CWU dispatch and his/her instructor for re-dispatch authorization prior to 

takeoff.  The re-dispatch authorization may be received from a CWU flight 

instructor involving operational issues or from a CWU mechanic or Director 

of Maintenance involving maintenance issues.  Once it is determined the 

aircraft or situation is safe to proceed, re-dispatch will be granted to either 

continue as planned or return to Ellensburg.  Under no circumstances will a 

flight be allowed to continue without proper re-dispatch.  Utilize matrix 

table provided in dispatch book (See Appendix A). 

c. Any off-airport landing must be reported immediately to CWU dispatch. The 

decision to fly an airplane from an off-airport landing site must be made in 

coordination with a CWU mechanic, the CWU Chief Flight Instructor, local 

authorities, and the FAA. Should circumstances warrant that the aircraft 

cannot be flown from the off-airport site, CWU will make arrangements to 

have the aircraft transported by ground vehicles. Only a designated CWU 

flight instructor, with approval from all of the above entities, may take off 

from an off-airport site.  

(v) Discrepancies and Return to Service: 

a. Each aircraft dispatch book contains a list of required maintenance 

inspections and the date or tach time of the next required inspection for 

each listed item (see Appendix B). The dispatch book also contains a 

Maintenance Discrepancy form (see Appendix C). This form shows all 

reported discrepancies, the resolution of such discrepancies, and/or the 

conditions under which the aircraft may be flown with a discrepancy (such 

as day VFR).  

b. All students and CWU flight instructors must check the aircraft dispatch 

book to confirm that required inspections are current and that any 

maintenance discrepancies have either been repaired or are allowed under 

the conditions of flight (such as day VFR). 
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c. If a discrepancy is found by a student during pre-flight, the student must 

inform a CWU flight instructor. If the flight instructor determines that an 

actual discrepancy exists, he/she must fill out a Maintenance Discrepancy 

form and submit it to the dispatch office. The flight instructor can 

determine if the discrepancy is allowable under certain flight conditions or 

if the aircraft must be grounded until a mechanic can inspect/repair the 

aircraft and return it to service. 

d. If a discrepancy is found by a flight instructor during pre-flight, follow the 

procedure shown in (c). 

e. If a discrepancy occurs in flight and away from home base, the student shall 

notify dispatch and his/her instructor after landing. Dispatch shall notify the 

Chief or Assistant Chief Flight Instructor who will determine a course of 

action (send a CWU mechanic to inspect, determine if discrepancy is 

allowable under flight conditions, etc.) 

(vi) Securing aircraft when not in use: 

a. Flaps shall be retracted in the parking area any time the aircraft is 

unattended. All aircraft shall be parked with the nose into the wind with 

both main wheels double-chocked and the control locks (if equipped) 

installed on the aircraft whenever the aircraft is unattended. It is not 

recommended that the parking brake be utilized in the parking area.  All 

aircraft shall be either hangared or tied down overnight.  

b. Proper aircraft security, both away and at home, is the responsibility of the 

pilot in command and the dispatching CFI.  While on cross-country flights, 

if it is necessary to leave the aircraft unattended it must be locked and 

properly secured with chocks and tie downs as needed.  Upon returning to 

Ellensburg after hours each pilot in command is also responsible for proper 

securing of the aircraft on the CWU ramp area.  Under no circumstance 

should an aircraft be left improperly secured.   

(vii) Fuel Reserves: 

a. Flight planning and preflight preparations must allow at least a 1 hour fuel 

reserve for all flights. With the exception of spin training as required for 

CFI students, no aircraft will depart for any local flight with 2 hours or less 

fuel remaining. Spin training flights shall allow for at least 30 minutes of 

fuel reserve.  

b. Each flight departing from the Ellensburg base, both dual and solo, will 

require a CFI to visually inspect the aircraft for proper fuel and oil quantity, 

and sign the appropriate release form stating completion of required 

inspection. All students shall be trained to accurately measure fuel and oil 

on board and security of fuel and oil caps before being allowed to conduct 

solo cross-country flights. 

c. For high wing aircraft only, a ladder must be used to visually inspect fuel 

tanks before every flight.  If away from the Ellensburg airport and a 
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suitable ladder is not available, climbing on aircraft foot-steps, if equipped, 

will be acceptable. 

 

(viii) Avoidance of other aircraft: 

a. All pilots must be alert for other aircraft in the air and on the ground.  “SEE 

AND BE SEEN!”  Before such maneuvers as stalls and slow flight, clearing 

turns shall be made to assure safe separation of aircraft. Pilots must maintain 

a continuous outside scan for traffic. Remember, division of attention should 

be “90% outside, 10% inside”.  

b. At non-towered airports, remember that not all aircraft are radio equipped. 

Use CTAF to announce your aircraft ground movement intentions, especially 

when crossing any runways.   Be extra cautious at Ellensburg when transient 

pilots are operating at the airport.  They may not use standard procedures or 

land or takeoff on the runway that is currently in use.  If there is any doubt 

of another aircraft’s intentions, ask them. 

c. To prevent ground incursions, all pilots should plan for the surface 

movement portion of the flight just as they plan for other phases of flight.  

Preflight planning should include reviewing NOTAMS, listening to ATIS or 

ASOS, and checking airport diagrams.  At towered airports, when you 

receive a taxi clearance write it down.  This is a good reference to use to 

confirm with ATC one last time that you understand the complex instructions 

that may be given. When taxiing (both at towered and non-towered airports) 

pilots should focus all their attention out the cockpit window and not inside 

doing checklists or other diversions. Use all resources available (such as 

heading indicator, airport diagrams, airport signs, markings and lighting, and 

ATC) to keep the aircraft on its assigned taxi route.  During taxi, maintain a 

“sterile” cockpit so non-flight related matters do not distract you.  Listening 

to ATC instructions issued to other aircraft at towered airports, and position 

reports from other aircraft at non-towered airports, enhances your situational 

awareness. 

d. Prior to entering or crossing any runway, pilots should scan the full length of 

the runway for traffic.   If there is any confusion about a clearance at a 

towered airport, stop taxiing and ask for immediate clarification.  Aircraft 

landing lights and (if so equipped) pulse or recog lights shall be turned on 

prior to any aircraft entering or crossing a runway.  Read back all ATC 

clearances/instructions to enter a specific runway, hold short of a runway, or 

“Line Up and Wait” instructions.  Be especially vigilant when instructed to 

“Line Up and Wait”, particularly at night or during periods of reduced 

visibility.  At towered airports, any time you have concerns about a potential 

conflict immediately talk to ATC. 

e. Prior to departure, always check the downwind, base, and final legs, for both 

left and right hand patterns for traffic, and check for stop-and-go traffic that 

may be on the runway or aircraft making intersection departures on the same 
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runway.  Always enter and depart the traffic pattern using the procedures as 

outlined in the Aeronautical Information Manual (for non-towered airports) 

and make the appropriate radio calls to alert other aircraft of your position 

and intentions. At towered airports, enter and depart the traffic pattern as 

instructed by the tower. “Line Up and Wait” procedures are not allowed on 

any runway at a non-towered airport. 

f. No CWU flight student shall accept a Land and Hold Short (LAHSO) 

clearance. 

(ix) Minimum altitudes and simulated emergency landings: 

a. Minimum altitude over Ellensburg and other populated areas is 1500ft. AGL; 

minimum altitude over sparsely populated areas is 500 ft. AGL. (14 CFR § 

91.119) 

b. Simulated forced landings shall be done only during dual instruction and 

shall be practiced in sparsely populated areas to an altitude no lower than 500 

feet AGL, or over an airport. 

c. Care shall be taken to prevent shock-cooling of engines by momentarily 

advancing the throttle, typically when “upwind” during a spiral to a practice 

emergency landing. 

(x) Practice areas: 

a. Students must remain inside the designated practice training areas (see 

Appendix D) unless departure is approved by a CWU instructor. Be alert for 

aircraft conducting straight in approaches through a practice area, and for 

aircraft on Victor airways that penetrate practice areas. Whenever possible, 

avoid these areas. 

b. Students shall monitor the appropriate CTAF frequency when within 10 nm 

of an airport. Students shall announce on CTAF when entering, exiting, or 

transitioning through a practice area.  

 

2. Additional CWU Safety Procedures and Practices  

a. Students shall monitor appropriate ATC frequency appropriate for the 

airspace. Students shall request ATC VFR flight following when on cross 

country flights. 

b. Students will move an airplane only when accompanied by line personnel or 

a flight instructor.  Only qualified CWU line technicians or CWU flight 

instructors are allowed to move aircraft in or out of the hangars. 

c. Students must obtain the training outlined in CWU’s aircraft fueling 

instructions prior to being allowed to fuel aircraft at KELN or when away 

from KELN home base. (See appendix E) 

d. Stay alert when walking near other airplanes. 

e. Report all injuries to the dispatch immediately 

f. Do not throw wheel chocks. Chocks must be returned to the designated chock 

rack.  Do not put lose chocks in the airplane. Tie downs and chocks for use 
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away from the Ellensburg base will be stored in a closed container in the 

baggage compartment. 

g. Never approach or “help” someone by pulling chocks from a running 

airplane. It is the responsibility of the PIC to shut the aircraft down and 

remove the chocks himself/herself. 

h. All keys will be removed from the ignition at the termination of the flight, 

and brought to the office and turned in to dispatch. For solo flights returning 

after hours return the key to the designated CWU flight instructor. 

i. Report any aircraft damage or equipment malfunction to the Dispatch office 

and the Chief Flight Instructor immediately. 

j. In accordance with TSA best practices, all students and flight instructors 

should be vigilant for suspicious activities on and around the flight line areas 

making appropriate reports to the office, and not leave an aircraft unattended 

unless the keys have been removed and, when away from Ellensburg, the 

doors locked. 

 

3. Appropriate Dress 
a. Students are required to wear shoes and shirts at all times.  Open-toed shoes, 

“flip-flops” or sandals, shorts, tank tops, and shirts exposing bare midriffs 

are not allowed.  Long pants are required and long-sleeved shirts are 

recommended (they offer some protection in the unlikely event of a flash 

fire.) Nylon clothing is discouraged (it melts when exposed to fire).  

b. The above dress code is enforced for ground sessions, simulator sessions, 

and flight sessions. 

c. Outerwear appropriate for the weather conditions is a must - you should wear 

what you plan to walk in should the need for a forced landing arise. Sun 

screen is highly recommended during sunny weather. 
 

4. Hygiene and Health Issues 
a. Pilots are reminded that, because of the close quarters provided by the 

cockpits of small training aircraft, it is essential to perform acceptable 

personal hygiene duties.  Have consideration for your fellow pilot and do not 

schedule a flight following a “work-out”. Do NOT wear perfume/cologne, 

scented body lotions and hair products, etc. Others may be susceptible to 

reactions from heavy scents. 

b. Do not fly if you are sick.  Do not self-medicate and fly (many over-the-

counter medications are unacceptable for flight operations).  Pressure 

changes with altitude can cause serious sinus problems that could even lead 

to hospitalization.  The cockpit is an environment very conductive to 

spreading of germs; wash hands before and after flight and use hand sanitizer. 
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5. Alcohol and Marijuana 
a. Federal Aviation regulations have strict drug and alcohol restrictions. CWU 

also has prescribed drug and alcohol policies (CWUP 2-40-030; website 

http://www.cwu.edu/resources-reports/cwup-2-40-030-alcohol-and-other-

drugs. Keep in mind that while operating inside the fence line at the Bowers 

Field, Ellensburg airport, federal regulations apply and supersede state 

regulations. Therefore, although the state of Washington allows for limited 

cannabis (marijuana) possession and use, the Federal government does not. 

THC (the active constituent of cannabis) can be detected by urinalysis several 

weeks to several months after ingestion. 

b. CWU flight operations shall enforce the FAA regulations found in 14 CFR 

61.15, 61.16, 91.17, and 91.19. 

6. Electronic Media Use in Aircraft 
a. Absolutely NO use of personal electronic media for the purpose of texting, 

calling, or photography (cell phone, camera, Go-Pro, etc) is allowed during 

any phase of flight. The use of electronic E6-B, tablets, and phones for flight 

related information is allowed. During flight training, student primary focus 

is aircraft control and collision avoidance. Although it is tempting to use 

cameras to record the moment, it is an unsafe act. Camera use for CWU 

promotional or training is only allowed with specific approval from the Chief 

Flight Instructor. CWU flight instructors may use electronic media solely for 

operational communication. 
 

7. Flight Lab Refund Policy   
Students who choose to dis-enroll from flight status may receive a refund of the lab fee in 

accordance with CWU catalog: 

 

 A continuing student will receive a 100 percent refund of tuition and fees if a 

complete withdrawal from the university occurs prior to the sixth day of the 

quarter. 

 A student will receive a 50 percent refund of tuition and fees if a complete 

withdrawal from the university occurs on or after the sixth day of the quarter and 

within 30 calendar days of the beginning of the quarter. 

 There is no refund of tuition and fees if withdrawal from the university occurs 

after the 30th calendar day of the quarter. 

 There is no refund for individual class withdrawals after the change of schedule 

period. 

 Tuition and fees may be refunded to students unable to complete coursework as a 

result of being called to active duty in the Armed Forces of the United States. 

 Students who cannot continue flight training due to a medical reason that 

disqualifies them from exercising the privileges of their pilot certificate can 

request, in writing, 90% of any remaining lab fee. The request must be made to the 

http://www.cwu.edu/resources-reports/cwup-2-40-030-alcohol-and-other-drugs
http://www.cwu.edu/resources-reports/cwup-2-40-030-alcohol-and-other-drugs
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Aviation Dept. Chair, or, in his absence, the Director of Flight Operations. The 

student must submit a request for uncontested withdrawal (if before that deadline) 

or a hardship withdrawal (if past the uncontested withdrawal deadline) before 

requesting the refund. A doctor’s statement must be provided. 

 Students who are enrolling in a Part 61 continuation of training (such as CWU 

employees with prior flight time wishing to complete a certificate or rating) must 

meet with CWU’s Chief Flight Instructor to determine the approximate cost to 

complete. Flight lab fees may be reduced so as not to charge more than can be 

reasonably required to finish the training.  

 Students requiring additional flight and/or ground hours to complete a certificate 

or rating must request a letter from the Chief Flight Instructor with an estimate of 

funds required to finish the flight lab. The letter must state the number of hours in 

specific aircraft type, the number of hours of basic or advanced flight instruction, 

the number of hours of simulator time (if applicable), and the designated pilot 

examiner specific fee (if applicable). If the student is on financial aid, it is up to 

the student and the parents to coordinate with the Financial Aid office regarding 

qualification for an additional aid. Once the aid is received, or for those who are 

self-pay, the student can utilize CWU’s “E-Market” to purchase each of the above 

“products” (airplane time, instructor time, etc.) The Aviation Department will 

provide handouts on E-Market products and the appropriate procedures for 

purchase. 
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Central Washington University 

Safety Procedures and Practices 
Appendix A; Redispatch Matrix 
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Central Washington University 

Safety Procedures and Practices 
Appendix B; Required Maintenance and Inspections 
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Date 8/29/2017 Hobbs Tach:

N# Sn: AFTT:

Engine: Sn: ETT: TSO:

Propeller: Sn: PTT: PTSO:

Airframe

Days Hrs Date Hrs Date Hrs

Annual Inspection 365 3/15/2017 3/31/2018

ELT Inspection & Operational Test (FAR 91.207(d)) 365 3/25/2017 3/31/2018

ELT Battery Replacement 730 3/25/2016 3/31/2018

Altimeter & Altitude Reporting System (FAR 91.411) 730

ATC Transponder (FAR 91.413) 730

Engine

Days Hrs Date Hrs Date Hrs

Annual Inspection 365

50 Hour Inspection (Oil & Filter Change) 50

Left Magneto 500 Hour Inspection 500

Right Magneto 500 Hour Inspection 500

Engine Overhaul (Recomended) 4380 2200

Propeller

Days Hrs Date Hrs Date Hrs

Annual Inspection 365

Propeller Overhaul (Recommended) 4380

Days Hrs Date Hrs Date Hrs

Days Hrs Date Hrs Date Hrs Days Hrs

N/A N/A N/A N/A

N/A N/A N/A N/A

Appliances
Interval Last C/W Next Due Time Since Install

Interval Last C/W Next Due
Airworthiness Directives

Interval Last C/W Next Due

Interval Last C/W Next Due

Maintenance Tracking

Interval Last C/W Next Due
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Central Washington University 

Safety Procedures and Practices 
Appendix C; Maintenance Discrepancy Form & Instructions 
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Aircraft:

Location:

              CLOSED

        Grounded, Do Not Fly (RED)

Tach:

Date:

Base:

Aircraft:

Location:

               CLOSED

        Grounded, Do Not Fly (RED)

Tach:

Date:

Base:CFI Signature: DEPARTMENT OF AVIATION

DISPATCH LIMITS

 vfr                     day                     other

Date: Tach:

MAINTENANCE WRITE-UP (SQUAWK) MAINTENANCE CLEARING ACTION

DISPATCH STATUS

          Airworthy under FAR91.213 (yellow)  Signature & Release: 

         Preflight                In-Flight               Post Flight               Maint Ck

Discovered during: 

Discovered during: 

         Preflight                In-Flight               Post Flight               Maint Ck

Date:

MAINTENANCE CLEARING ACTION

Initialed by mechanic: Date: 

Corrective Action: 

MAINTENANCE WRITE-UP (SQUAWK)

Entered by:

Write-up:

Tach:

A&P #:

CFI Signature:

DISPATCH STATUS

          Airworthy under FAR91.213 (yellow)

DEPARTMENT OF AVIATION

 Signature & Release: 

DISPATCH LIMITS

A&P #:

 vfr                     day                     other

Entered by: Initialed by mechanic: Date: 

Write-up: Corrective Action: 
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CENTRAL WASHINGTON UNIVERSITY 

AIRCRAFT DISCREPANCIES (SQUAWKS) PROCEDURES 

 

 

1. When a SQUAWK is noted, record it on the SQUAWK form found in this dispatch book If the 

SQUAWK is noted by a student, the student shall fill out the “Maintenance Write-Up” section of the 

form and have a Central Washington University (CWU) flight instructor complete the dispatch status. 

 

2. A determination of the dispatch status portion of the SQUAWK form is required prior to flight. A 

signature of a CWU flight instructor is required to confirm proper status. 

 

3. The discrepancy must be reported to maintenance. The flight instructor (CFI) who determined the 

dispatch status should be the one, whenever possible, to report it to maintenance.  

 

a. If the CFI determines that the aircraft is not airworthy it is in RED status. Notify dispatch and 

place the dispatch book and the key in the Red Maintenance Box in the dispatch office. When 

maintenance staff are available take the SQUAWK form to the maintenance office. If 

maintenance staff are not available leave the SQUAWK form with the dispatch book in the Red 

Maintenance Box in the dispatch office. The first dispatcher to arrive the next morning shall 

check the Red Maintenance Box and notify maintenance personnel when they arrive.  

b. If the CFI determines that the discrepancy can be deferred under FAR91.213 the aircraft is in 

YELLOW status. When maintenance staff are available take the SQUAWK form to the 

maintenance office. If maintenance concurs with the deferral, return the dispatch book and key 

to dispatch after the flight and notify them of the aircraft status. If maintenance determines that 

the aircraft is unairworthy, return the dispatch book and key to the Red Maintenance Box in the 

dispatch office and notify dispatch. 

 

4. It is the responsibility of the pilot doing the pre-flight of an aircraft to confirm that: 

 

a. all SQUAWKS have been properly reported to maintenance. 

b. the release covers the conditions of the planned flight (day/night; VFR/IFR; cross-country, etc.) 

c. the initials of maintenance personnel are on the SQUAWK form releasing it for flight.   If no 

initials are present, the SQUAWK must be reported to maintenance and the dispatch status 

determined prior to flight as outlined in 3 above. 

 

5. After the squawked item has been repaired or replaced, the mechanic shall  

a. record the corrective action, check the “closed” section, sign and include his/her A/P certificate 

number on the SQUAWK sheet. 

b. The signed SQUAWK sheet is kept in the aircraft dispatch book.  
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Central Washington University 

Safety Procedures and Practices 
Appendix D; Practice Areas 
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Practice Area Guidelines 
NW 

 North and West border are the hills 

 Reecer Creed Road is the East Border 

 South Border is I90 and North of Bowers Field 

 West Border has windmills 

 

N 

 North border is the hills 

 South Border is 2.5 n.m. North of Ellensburg 

 West Border is Reecer Creek Road 

 East Border is Naneum Road 

 

NE 

 North and East Border are the Hills 

 Naneum Road is the West Border 

 South Border is I-90 

 East Hills have Windmills 

 

SE 

 North Border is I-90 

 West Border is Cleman Road 

 South and East Borders are the Hlls 

 Stay out of R-6714 (Yakima Training Center) 

 

S 

 North Border is I-90 

 West Border is I-82 

 South Border is the hills 

 East Border is Clemens Rd 

 

SW 

 North Border is I-90 

 East Border is I-82 

 South and West border are the hills 

 

Twin High 

 North Border is South Cle Elum Ridge 

 East Border is the Foothills on the Western Edge of the Kittitas Valley 

 Altitude Minimum – 8,000 feet msl 

 

South Ridge 

 North Border is Manastash Ridge 

 East Border is the Yakima Canyon (SR821) 

 South Border is Umptanum Ridge 

 

Cle Elum 

 North Border is the Hills 
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 South Border is South Cle Elum Ridge 

Central Washington University 

Safety Procedures and Practices 
Appendix E; Fueling Procedures 
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Central Washington University 
Dept. of Aviation  
May 2017 
 

PROCEDURES FOR FUELING OF AICRAFT 
 

To prevent the possibility of static electricity causing a spark that can lead to a catastrophic fire, it is 
CRITICAL that the aircraft is properly grounded prior to fueling. The correct procedures are: 
 
1. Under NO CIRCUMSTANCES are smoking or open flames allowed within 50 feet of fueling operations. 
2. Under NO CIRCUMSTANCES shall you use a cell phone during fueling operations. Your cell phone must 

be turned OFF and left where it is inaccessible to you during fueling. 
3. No one is allowed to occupy the airplane during fueling operations. 
4. For Cessna 172, insure that the fuel selector switch is in a single tank position to prevent cross-feed. 
5.  Inspect the ground wire to insure that it is securely fastened to the clip. 
6. Securely attach the ground wire clip to an unpainted metal surface of the aircraft – typically the 

exhaust stack. Make certain that the retaining wheel locks so that the cable does not come 
unattached or represent a trip hazard. 

7. For high wing aircraft, locate the ladder so as to be able to reach the fuel cap on the first wing. 
8.  After insuring that the ground wire is securely attached and the ladder is in place, follow directions 

on fuel pump to start the pump. MAKE CERTAIN THAT YOU HAVE THE HOSE AND PUMP FOR 100 
OCTANE FUEL. Pull out enough hose to be able to reach both wing tanks. 

9. Securely hold the hose and nozzle while climbing the ladder to prevent tripping or damaging the 
aircraft. 

10. Remove fuel cap and insert nozzle, making sure that nozzle is in contact with edge of fueling hole, 
and begin fueling. 

11. When approaching full, slow the rate of flow so as not to overfill the tank. Some nozzles leak after 
releasing trigger – wait about 10 seconds before removing nozzle. 

12. Immediately replace the fuel cap and insure that it is secure. 
13. Securely hold the hose and nozzle while climbing down the ladder.  
14. Return hose nozzle temporarily to pump housing before moving ladder to second wing. 
15. Repeat steps 7 through 11 for second wing. 
16. Return hose nozzle to pump housing, then stow the ladder (do not leave ladders open and unstowed 

as they can become projectiles in the wind). 
17. Turn pump off and get fuel receipt. 
18. ONLY AFTER ALL FUELING PROCESS IS COMPLETE – then remove the ground wire and stow it. 
 
 
NOTE: Any spills must be reported to FBO for proper clean-up. Under NO CIRCUMSTANCES should you 

attempt to mop up gasoline spills with a rag.  Doing so can create static electricity which can ignite 
the fuel. 

 
   
 

 

 


