
 
 

DUTY OFFICER CHECKLISTS 
Carlos Troncaso 

 
Use these arrival, during-the-day, and closing 
checklists to support you in your role as a Duty 
Officer (DO). Whether you're new to the role or just 
need a quick refresher, we hope you find these 
helper checklists useful! NOTE: some of the items 
listed here apply to ADOs as well (See February 
SKYLINES)0 
. 
Arrival Checklist 

1. Contact the duty team earlier in the week via 
email to confirm start Ume and parUcipaUon. 

2. Monitor the weather using sources such as 1-
800-WXBRIEF, Skysight.io, and the club 
weather page to prepare for the safety 
briefing. 

3. Arrive at the Ume determined by the Roster 
schedule. 

4. Open the hangars and prepare gliders for 
towing (remove canopy covers and connect 
ba^eries).  

5. Coordinate with the ADO to ensure all 
equipment (gliders, radios, Gators, tow ropes) 
is ready for operaUons. 

6. Place a handheld radio in each Gator and turn 
them on. 

7. Place the remaining handheld radios in the 
radio bag and put it in a Gator. 

8. Place the computer and power cable in the 
DO bag and put it in a Gator. 
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9. Load the ice chest(s) with drinks, ice bo^les, 
and the change can, and place them in a 
Gator. 

10. Tow gliders to the ramp (Gator drivers must 
be at least 16 years old). 

11. Inspect tow ropes and lay them out on the 
runway in this order: Red, Orange, Yellow, 
Blue. 

12. Hoist the Skyline flag. 
13. Set up the duty officer workstaUon, including 

the log sheet program and other necessary 
equipment such as tables and chairs. 

14. Call TRACON using the helper text in the log 
sheet program. 

15. Facilitate the morning safety briefing with the 
duty team and members present, covering 
weather, airport, and equipment status. 

16. Ensure all pre-flight checks are complete on 
all gliders before start.

 

During the Day Checklist 

1. Facilitate flight sequencing, prioriUzing badge 
and training flights in the morning while 
ensuring fairness for all members. Coordinate 
with instructors as needed. 

2. Demonstrate asserUveness in managing the 
flight line to minimize delays and keep the 
operaUon efficient. 

3. With the support of the ADO and PICs, ensure 
all pre-launch checks are complete: air brakes, 
seat belts, canopy security, and vent closures. 

4. Monitor the whereabouts of gliders, tow 
planes, and other airport traffic throughout 
the day using a radio. 

5. Communicate with the Airport Manager if any 
operaUonal issues arise. 

6. Delegate tasks such as glider retrieval, 
equipment handling, or safety checks to the 
ADO or other available members. 

7. Ensure gliders are positioned and pilots are 
ready for launch to minimize tow plane 
downtime. 

8. Perform runway and pa^ern clearance checks 
before each launch. 

9. PosiUon gliders for launch and ensure proper 
hand signals are used during takeoff. 

10. Ensure efficient landing gliders retrieval, 
return tail dollies to mid-taxiway, and assist 
with returning gliders to the ramp. 

11. Regularly interact with the duty team to check 
on safety, hydraUon, and maintenance issues. 

12. Assist with tow plane refueling by bringing 
the TCP and syringe to the fueling staUon. 

 

Closing Checklist 

1. Load all equipment into the trailer and 
Gators, including: 

o Ice chest(s) 
o Radios bag 
o DO bag (computer and power cable) 
o Chairs and tables 
o Skyline flag 
o Trash bags/red trash bin (dispose of 

trash in the dumpster near the fuel 
point) 

o Members’ bags. 
2. Roll up and store tow ropes in the trailer. 
3. Return the Gators, DO trailer, and gliders to 

the hangar. Do not drive the Gators inside; 
always turn them off and push them in. 

4. Empty the ice chest(s), return remaining 
bo^les to the fridge, and drain any water/ice. 

5. Remove handheld radios from the radio bag 
and Gators, turn them off, and place them in 
their chargers. 

6. Clean gliders by wiping down the leading 
edges of wings and tail, removing tail dollies 
and ba^eries, and installing canopy covers. 
Unlock spoilers and close canopy air vents. 

7. Assist with pumng away the tow plane if 
requested (pushing it into the hangar and 
wiping down leading edges). 

8. Computer Program 
o Ensure log sheet is completed with 

correct 
pilots/instructor/Glider/alUtudes. 



o Record tach start/stop Umes and fuel 
used for tow planes. 

o Collect checks from all those who flew 
(no cash) or put them on Account. 

o Verify that log sheet entries are 
accurate and balanced. 

o Upload the completed log sheet to the 
Club website. 

9. Shut down and plug in computer on the DO 
table. 

10. Close hangar doors and turn off all lights. 
11. Confirm with the ADO, Tow Pilot, and 

Instructor that all tasks are completed before 
leaving. Make sure to lock the hangar door. 

12. Write up the OperaUons Report email using 
the club’s standard template within 24 hours. 

13. Send the envelope with checks/receipts to 
the club’s Treasurer. 

 
 
 

CONGRATULATIONS! 
Ralph Vawter 

 
Soaring Magazine recently reported “A” 
badges for: 

Benaiah Lichti 
Ben Maitre 
Nick Meeder 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 



 
 

Skyline Soaring 
Club, Inc. 
is a private, 
501(c7) 
non-profit 

organization,  dedicated to 
the enjoyment and 
promotion  of the sport of 
soaring. SSC is based at  the 
Front Royal-Warren County, 
Va. Airport and is an affiliate 
club of the  Soaring Society 
of America. For information 
about the club go to   
www.skylinesoaring.org   

Stephanie Zilora - President 
Directors 
Robert Jacobsen 
Carlos Troncoso 
Jim Perlmutter 
Peter Ross 
Erik van Weezendonk 
Stephanie Zilora  
 
Keith Hilton - Secretary 
Ralph Vawter – Treasurer 
Marcelo Morichi – Asst. 
Treasurer 

Chris Wuerker - Safety 
Officer 
Tim Moran - Membership 
Officer  

Shane Neitzey – Chief 
Towpilot John Noss – Chief 
CFI 

Ken Ring - Hangar Meister 
Ertan Tete - Field Computer      
Meister 
Carlos Troncoso – Chief Duty 
Officer 
Mike Ash - Duty Roster Chief 
Piet Barber - Webmaster 
Brian Clark - Assistant 
Webmaster 
Jim Kellett - Newsletter 
Editor 

Evan Dosik - ASK-21 (N321K)   
 Meister 
Rob Jacobsen – Discus 
Meister 

      Steve Paris – Tow Vehicle            
Meister           

Andrew Neilson – Towplane 
Meister 
Keith Hilton – ASK-21 Meister 
Matt Vosika – Organizations 
Liaison Officer 


