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Program Overview 
The SHAIR is designed to meet the needs of pilots that want scheduled AND committed access 
to a modern Cirrus aircraft. Our goal with this program is to provide pilots the means to use the 
skills they worked hard to achieve without the NEED to make the financial commitment of 
aircraft ownership.  
 
Unlike hourly aircraft rental, SHAIR provides members with the ability to schedule access to the 
Aircraft up to a year in advance for multi-day trips without the risk of cancellation due to a 
conflict with the aircraft’s owner. It also enables access to a modern/professionally maintained 
Cirrus without the capital requirements of purchasing an aircraft. Finally, it avoids the legal and 
personal challenges of managing a fractional ownership structure. 
 
We believe SHAIR is the ideal program for both owners of new Cirrus Aircraft that want to 
offset the costs of ownership AND the experienced pilot that wants reliable access a Cirrus 
without the risks (and costs) of ownership. 
 
Participation in the SHAIR program is on a 2-year commitment for the Principal and Associate 
Members (defined below). Associate Members are making a contractual commitment to 
participate at the minimum financial level for that term and the Principal Owner is making a 
commitment to keeping the Aircraft in the program for the same 2-year period.  
 
Associate Members purchase share of a given Aircraft and can have access to the Aircraft for a 
given number of days each year (Annual SHAIR Days). All Members in a given aircraft have 
equal access to the aircraft during the term of the program – the only difference is the number 
Annual SHAIR Days each Member has.  
 
The Principal Member does not have any more, or different, scheduling rights the SHAIR 
Aircraft than the Associate Members do. While the Principal Member may have more Annual 
SHAIR Days (as a result of choosing to limit the number of Associate Members), he/she will not 
have any scheduling priority nor the ability to ‘cancel’ other Member’s scheduled days. 
 
The program and the Aircraft are managed by Windy City Aviation (WCA). WCA manages the 
schedule for the Aircraft and coordinates all required maintenance along with providing access 
to Cirrus certified flight instructors and commercial pilots when/if needed. 
 
This handbook outlines the how the program works and how we (WCA) will administer it. We 
view this as a ‘living’ document as we are working to improve the program over time, but we 
commit to only making changes that we believe make the overall program better.  
 
SAFETY IS OUR PRIMARY CONCERN.  We expect our Members to treat our Aircraft as if they 
were their own.  Courtesy to fellow Members and respect for the equipment will ensure many 
enjoyable hours of flying for us all. 
 



We invented the SHAIR program to provide our customer pilots (both experienced flyers and 
those completing their training with us) with a better option to use aviation to enable family 
and work experiences that would otherwise not be possible. We are always working to improve 
the program and welcome your feedback on what we could do to make it an even better fit for 
you. 
 

Terms 
The following terms are used throughout the SHAIR Member Guide: 
 

• SHAIR Member Guide: This document, contains the terms and policies for the SHAIR 
program. 

• Member: Member (Principal or Associate) of the SHAIR program for a specific SHAIR 
Aircraft. 

• Principal Member: The owner of the SHAIR Aircraft. 

• Associate Member:  

• Aircraft: The specific Aircraft that the program applies to (see the SHAIR Member Contract 
for the tail number and other details for the specific Aircraft). 

• Program Start Date: The date the SHAIR program starts. 

• Program End Date: The date the SHAIR program ends. 

• Program Year: The calendar year defined by the SHAIR Start Date and the SHAIR End Date. 

• Annual SHAIR Days: The number of days the Member has access to the Aircraft for a given 
year of the program (from the Annual Start Date to the Annual End Date). 

• Maximum Annual SHAIR Hours: The number of flight hours the Member is allowed to use 
in a given Program Year. 

• SHAIR Hours: Flight hours assessed to a Member for their use of the Aircraft. 

  



Scheduling 
The SHAIR program only works if access to the Aircraft is managed in a fair and reasonable 
manner. We understand that the success (or failure) of the program will hinge on how good a 
job we do in managing the schedule and we’ve worked hard to ensure it goes smoothly. 
 
In building the program, we’ve used our experience of nearly 30 years managing rental aircraft 
to try and cover all of the scheduling issues that will arise, but we are confident that new issues 
will come up that are not covered by this member guide. When that happens, WCA will work to 
resolve the issue(s) and, when appropriate, will update the Member Guide with new policies. 
 
We encourage all Members to be considerate and respectful to other Members when it comes 
to the Aircraft schedule. Some best practices: 

• Cancel any reservations you have as soon as you know that you will not need to use the 
Aircraft. While it is reasonable to put ‘placeholder’ reservations on the on the calendar 
for trips you genuinely think you will need to make, we strongly discourage Members 
from ‘squatting’ on days they think there’s a CHANCE they will need. 

• We expect cancellations to be the exception, not the norm. Members that frequently 
cancel reservations will not be viewed as a ‘good fit’ for the program and may not be 
allowed to renew their membership. 

• Work with fellow members to accommodate scheduling request when you can. If 
getting the Aircraft back to KPWK 2 hours earlier allows another Member to make a trip, 
please do your best to make that happen…it will likely be a favor you will hope someone 
else will return in the future. 

 
 

Making Schedule Requests 
Our guiding principal with scheduling use of the SHAIR Aircraft is ‘first come, first served’. If a 
member wants to use the Aircraft and it’s available, we will fulfil that request. Our goal is to say 
‘yes’ to as many requests as possible while ensuring that the SHAIR Aircraft is operating safely. 
 
When inevitable scheduling conflicts arise, we will work with Members to try and find a 
resolution. For example, if a Member wants to depart for a trip the same day another Member 
is scheduled to return, we will try to coordinate arrival and departure times to accommodate 
both trips. As a Member with a confirmed reservation, however, you always have the right to 
use the SHAIR Aircraft on that day, but we do ask that all Members do what they can to 
accommodate schedule modification requests when they do come up. 

 
Schedule requests can be made for: 

• Full Day: Access to the Aircraft for a full calendar day. The Member has access to the 
Aircraft for the entire day (from 00:00 to 24:00).  

• Hourly: Access to the Aircraft for range of hours on a given day (e.g. from 09:00-12:00). 
 



The program is built primarily around full day requests, but we understand that some Members 
will want to access the Aircraft for hourly flights from time-to-time and we will do our best to 
accommodate these. Hourly reservations can also be used for flight instruction without 
‘burning’ a SHAIR Day. 
 

Full-Day Request 
Scheduling request for full days (for up to 5 consecutive days) can be submitted via the online 
scheduling request form at any time or by calling the WCA Dispatch desk during business hours. 
The request will be reviewed by WCA and responded to within 1 business day. One confirmed, 
the day(s) will be allocated on the calendar and those day(s) will not be available for other 
Members to schedule. 
 
The following information will be required for all full-day schedule requests: 

• Departure date and estimated time of departure 

• Return date and estimated time of arrival back at KPWK 

• Destination airport(s) 

• Planned flight hours 

• Requested fuel level (for departure) 

• Notes on the trip 
 
The more information you can provide with your request, the more we can do to ensure that 
your trip goes as smoothly as possible. In addition, the more information we have the better 
equipped we will be to work with other members to accommodate potential overlapping 
requests. 
 

Hourly Requests 
SHAIR isn’t JUST for multi-day trips. Whether Members are looking to do some ‘work’ in the 
pattern, take family members up for a sightseeing outing, hourly requests are an option for 
Members to use the Aircraft without using one of their SHAIR Days. 
 
That said, if you NEED to ensure you have access to the Aircraft, you will need to make a full-
day request. As an example, any flight instruction activity with a WCA instructor needs to be 
scheduled using a full-day request to ensure the Aircraft is available. 
 
Hourly requests can be made after noon (12:00) on a given day for the following day assuming 
there are no full-day reservations for the following day. Hourly requests will be fulfilled in the 
order they were received.  
 
Example: 

• On Monday, Mike checks the weather and sees that the forecast for Thursday looks 
perfect for him to get some night landings in to get current. 

• If he NEEDS to get that currency in for an upcoming trip with his family, Mike should 
make a full-day request and note that he will be departing at 18:00 returning at 20:00 



for pattern work at KJVL. This will ‘cost’ Mike a full SHAIR Day unless he is able to find 
another Member to split the day with him (see Splitting Days below). 

• If Mike doesn’t NEED to get night current, he can wait until 12:00 on Wednesday to 
make the request for the Thursday night flight. Assuming no other Member makes a full-
day request for Thursday by 12:00 on Wednesday he will be able to get his flight in 
without using one of his SHAIR Days. 

 

Pre-Term Requests 
Schedule requests prior to the Program Start Date are handled in a ‘draft’ format with each 
Member submitting a prioritized list of full-day requests (hourly requests are not available pre-
term) and WCA working through those lists to accommodate as many of the requests as 
possible. 
 
The requests will be processed in order with the Principal Member first and Associate Members 
in order of their commitment date to the program. If there are conflicts, WCA will contact the 
Members with the conflicting requests to see if a resolution can be found to accommodate 
both requests. If not, the  
 
Example:  

• Prior to the Program Start Date, WCA receives the pre-term requests from the 4 
Members of the program. 

• The 2nd priority requests from the Associate 1 and Associate 2 conflict – overlapping on 
April 7th. 

• WCA will contact the Members to see if it is an option to split the 7th with Associate 1 
returning to KPWK in time for Associate 2 to make her trip. If so, the Members will split 
the day and WCA will continue processing the remaining requests. 

• If April 7th cannot be split, then the Associate 1’s request will be confirmed and 
Associate 2’s #3 request will be confirmed as her second pre-term request. 

• Note that as a result of Associate 2’s #3 request being confirmed in the ‘second round’, 
she will get priority over the Principal with the resulting conflict for Mar 21st-25th…she 
will ‘get’ those dates as a result of losing out on the April 3rd-7th request. 
 

Request # Principal Associate 1 Associate 2  Associate 3 

1 Nov 5th-9th Dec 12th-15th May 3rd-8th Jun 15th-18th 

2 May 20th-24th Apr 7th-10th Apr 3rd-7th Feb 4th-9th 

3 Mar 21st-25th Oct 10th-14th Mar 20th-23rd Sep 1st-5th 

 

Splitting Days 
Aside from hourly requests, scheduling requests can ONLY be made in full-day increments (i.e. 
even if you plan to return at 10 AM on a given day, the request needs to be for the full day). 
That does mean, however, that you don’t HAVE to be back by 10 AM – you have access to the 
Aircraft for the entire day and as long as you get it back by 24:00 you are fine. 
 



If, however, another Member does make a schedule request (either hourly or full-day) that 
overlaps with the first or last day of a reservation you have AND you agree to allow the overlap, 
you will only be charged ½ of a SHAIR Day. 
 
Example: 

• Mary has a confirmed reservation on the calendar from November 2nd through the 5th. 
She plans on departing at 2 PM on the 2nd and returning at 6 PM on the 5th. This 
reservation will consume 4 of Mary’s Annual SHAIR Days. 

• Bill sees Mary’s reservation on the calendar and would like to schedule a trip departing 
on October 30th and returning the morning of November 2nd. 

• Bill makes this request to WCA and includes any relevant details (e.g. what airport he is 
coming from…). 

• WCA will contract Mary to ASK if she wants to accommodate this request from Bill. 
Because Mary has a confirmed reservation, she can elect to decline to split the 2nd with 
Bill. Reasons she might want to decline include: 

o Uncertainty on her departure time. 
o Concern about Bill’s ability to get the Aircraft back on time (e.g. he has a long 

flight that requires an early departure). 
o Critical nature of Mary’s departure – she REALLY needs to leave on the 2nd. 

• IF Mary agrees to Bill’s request, they will split the reservation on the 2nd. Each will be 
charged ½ SHAIR Day. Bill will be expected to have the Aircraft back at KPWK by the 
agreed upon time just as he would be expected to have it back for a full-day reservation. 

 
Similar to the example above, Bill could make an hourly request for an 8 AM – 11 AM lesson on 
the 2nd. If Mary approves that request, she will only be charged ½ SHAIR Day. 
 
Note: As a general rule, we will only attempt to accommodate a Split Day if there is at least a 2- 
hour buffer between Member’s schedules. If Bill wanted to return at 1 PM on the 2nd and Mary 
was planning to depart at 2 PM, we would not ask Mary if she wanted to accommodate his 
request as the likelihood of a conflict is too high. 
 

6-14 Day Trips 
Trips where the Aircraft will be gone for more than 5 consecutive days need to be approved by 
all Members in the program. Trips of more than 14 consecutive days are not allowed. 
 
SHAIR is not intended for pilots that want to take Aircraft on long (>14 day) trips as it results in 
the other members not having access to the Aircraft for too long of a period of time. The 
program is intended to provide reasonable/reliable access to an Aircraft for 3-5 Members. 
Having a single Member take the Aircraft for more than 14 days denies the other Members 
‘reasonable/reliable’ access to it. 
 



If you do want to schedule a trip for 6-14 days, the first step is to check the calendar and 
confirm that the Aircraft is available. Assuming it is, send all of the details to the WCA Dispatch 
email and we will contact the other Members to see if the all approve of the request. 
 
An alternative to consider for long trips is having a WCA pilot bring the Aircraft back to KPWK 
and then bring it back to you for your return trip. This can be coordinate through the WCA 
Dispatch team. 
 

Holidays/Special Dates 
The following days are high demand days.  For each day listed below, the Member will be 
assessed 1.5 days for a full-day request: 

Holiday 2019 2020 2021 

New Year's Day  Wed, Jan 1, 2020 Fri, Jan 1, 2021 

Martin Luther King 
Jr. Day 

 Mon, Jan 20, 2020 Mon, Jan 18, 2021 

Presidents Day 
Weekend 

 Sat/Sun, Feb 15-16, 
2020 

Sat/Sun, Feb 13-14, 
2021 

Memorial Day 
Weekend 

 Sat/Sun, May 23-24, 
2020 

Sat/Sun, May 31, 2021 

Independence Day  Fri/Sa, Jul 3-4, 2020 Sun/Mon, Jul 4-5, 2021 

Labor Day Sat/Sun, Aug 31-Sep 
1, 2019 

Sat/Sun, Sep 5-6, 2020  

Thanksgiving Thu/Fri, Nov 28-29, 
2019 

Thu/Fri, Nov 26-27, 
2020 

 

Christmas Tue/Wed, Dec 24-25, 
2019 

Thu/Fri, Dec 24-25, 
2020 

 

New Year’s Eve Wed, Dec 31, 2019 Thu, Dec 31, 2020  

 

Cancellations 
As much as we’d like it to not happen, we know that reservations will be cancelled for a variety 
of reasons. We work hard to ensure the Aircraft is ready for you when we confirm a 
reservation, and we ask that you understand the disruption it causes when you have to cancel a 
reservation.  
 

Member Cancellations 
If you need to cancel a full-day reservation due to a change in your schedule/needs (i.e. not as a 
result of weather, maintenance, etc.) after it has been confirmed the following policy will be 
followed: 

• If the cancellation is received by WCA 30 or more days before the departure date for the 
trip, no SHAIR Days will be assessed to the Member. 

• If the cancellation is received by WCA less than 30 days before the departure date for 
the trip: 

o The trip will be cancelled, and the days will be marked as available. 



o Any of the days within the trip that go unused by other Members will be 
assessed to you as SHAIR Days. 

o Any of the days within the trip that are scheduled for full-day reservations by 
other Members will not be assessed to you as SHAIR Days. 

o Any hourly reservations made for a day within the trip that was scheduled wi 
Example: 

• Mike has a confirmed trip departing on March 5th and returning on March 8th. 

• On February 10th he notifies WCA that he needs to cancel the trip. Because the 
cancellation is received less than 30 days before the departure day, Mike is ‘responsible’ 
for the 4 SHAIR Days for the trip unless other Members schedule the Aircraft. 

• On February 20th Janet schedules a trip from March 8th-12th. 

• On March 7th, Dave schedules the Aircraft from 09:00 to 11:00 

• Mike will be assessed a total of 2 SHAIR Days for the cancelled reservation: 
o 4 Day Trip 
o -1 Day for Janet’s trip 
o -1 day for Mike’s hourly use 

 

Weather Cancellations 
It’s inevitable that there will be trips that are cancelled or delayed as a result of weather. Even 
with IFR certified pilots and FIKI certified aircraft, there will be situations where flights need to 
be cancelled or delayed. Our goal with the policies around weather cancellations are to 
prioritize safety first – never putting additional pressure on a pilot to make a flight that is 
outside of his/her personal limits. 
 
That said, weather cancellations can cause scheduling issues that impact other members and 
the policies we have defined are designed to minimize those. 
 
As a general rule, Weather Cancellations will be treated the same as Member Cancellations. If 
you have the SHAIR Aircraft reserved but are unable to make the trip due to weather, you will 
be assessed the SHAIR Days for the reservation unless another member can use the Aircraft. 
You will not be assessed any SHAIR Hours if you do not make the trip. 
 
If you are unable to return the SHAIR Aircraft to KPWK by the end of an existing reservation, 
you will be assessed additional SHAIR Day(s) for each day you keep the Aircraft at a different 
airport.  
 
We do expect Members to monitor weather during their trips and contact WCA any time there 
is a risk that weather will cause a delay in returning the Aircraft. We will work with you to 
determine if a delayed return will impact any other Member’s reservations. If a delayed return 
will impact another Member, we ask/expect that you will adjust your schedule to minimize or 
(ideally) avoid conflicts…this may mean returning the Aircraft earlier than originally planned. 
 



If you have a reservation that is impacted by weather (e.g. the Aircraft is not back at KPWK 
when you need it due to weather), you will NOT be assessed any SHAIR Day(s) for the delay and 
you will have the option to cancel your entire trip with no SHAIR Days(s) assessed. 
 
Example1: 

• Mary has a confirmed reservation for a trip departing on September 5th and returning 
on September 9th. 

• The weather on September 5th prevents her from departing as scheduled, so she elects 
to cancel the entire trip. 

• No other members schedule use of the Aircraft during the days she had it reserved. 

• Mary will be assessed 5 SHAIR Days for the trip. 
 
Example 2: 

• Bill has a confirmed reservation for a trip departing on October 10th and returning on 
October 14th. 

• Paula has a confirmed reservation departing on October 15th and returning on October 
18th. 

• Weather on October 10th prevents Bill from departing as scheduled. He ends up 
departing on October 11th. 

• Weather then prevents Bill from returning on the 14th. After contacting WCA Dispatch to 
coordinate, he returns the Aircraft mid-day on the 15th and Paula is able to depart the 
afternoon of the 15th. 

• In this situation the following SHAIR Days will be assessed: 
o Bill: 5 ½: 

▪ He is assessed the full 5 days for his original trip (10th-14th) 
▪ He is also assessed ½ day for the late return on the 15th 

o Paula: 3 ½: 
▪ She receives as ½ day reduction on her original 4-day reservation as a 

result of Bill’s late return. 
 

Maintenance Cancellations 
SHAIR Aircraft will be maintained by our in-house Cirrus certified maintenance shop and we will 
manage the schedule to minimize the impact of both scheduled and unscheduled maintenance 
work. SHAIR Aircraft are considered in Commercial use, so 100-hour inspections will be 
performed in addition to the Annual along with all required maintenance under Cirrus warranty 
programs. 
 
Scheduled maintenance will be reflected on the calendar, but there may be times when 
confirmed reservations are impacted by required maintenance. When this happens, we will 
work with impacted Members to either minimize the impact or, when possible, provide access 
to alternative aircraft.  Similarly, should the need for unscheduled maintenance arise (e.g. an 
issue detected during pre-flight), we will work with you to explore other options. 
 



Members will not be assessed SHAIR Days for any reservations impacted by maintenance – 
either scheduled or unscheduled. 
 

General Scheduling Policies/Guidelines 
The following items apply to Member’s scheduled use of the SHAIR Aircraft: 
 

• Any changes to the number of planned flight hours for a reservation MUST be approved 
by WCA. Our ability to accurately schedule maintenance for the Aircraft is based on 
knowing how many hours the Aircraft will fly on given trips. If a Member plans for 6 
hours of flight time on a trip and ends up flying 15, that may impact other Member’s 
future reservations as the Aircraft may need to go in for scheduled maintenance earlier 
than planned. 

o Members consistently exceeding planned flight hours may be deemed ineligible 
for future program participation in the future. 

o Excessive infractions may result in the termination of a Member’s current 
participation in the program. 

• Unless approved by WCA, Members are REQUIRED to return the SHAIR Aircraft to KPWK 
on (or before) the end of their reservation. If you encounter any issues during your trip 
that will result in the Aircraft being returned late, you must contact WCA to see if we 
can accommodate a late return without impacting other members. Returning the 
Aircraft late for reasons other than Weather or mechanical issues will be handled as 
follows: 

o First Infraction: Loss of 10 SHAIR Days and 25 Annual Flight Hours. 
o Second Infraction: Immediate termination of the Member’s participation in the 

program. 

Flying the Aircaft 
Here’s how things work when you’re ready to take the SHAIR Aircraft out for flights. 
 

Dispatching 
The Aircraft must be dispatched to the Member before departing KPWK and checked back in 
after returning to KPWK by the WCA Dispatch staff. This can be done by stopping at the desk 
during business hours. If departing or returning outside of business hours, please coordinate 
with the dispatch staff in advance. 
 
The dispatch staff can coordinate fueling and pulling the plane out of the hangar for you – just 
give them a call at least 2 hours before your departure time. 
 

Flight Logging 
Members are responsible for logging each flight using the online flight tracking form. Providing 
this information on a timely basis (within 24 hours of landing) and with complete/accurate data 
is critical as this information is used to drive both billing and maintenance. 
 



  



The following data must be provided for each flight: 

• Member Name 

• Departure Airport 

• Arrival Airport 

• HOBBS Hours 

• Tach Hours 

• Fuel Consumed (in gallons to the tenth of a gallon) 
 

Fuel Policy 
Members are responsible for the fuel they consume while operating the Aircraft and will be 
billed monthly for their fuel they used at the fuel Purchase Price (see the SHAIR Member 
Agreement for details on both the Purchase Price and Reimbursement Price). This is a simple 
policy that allows Members the flexibility to operate the Aircraft at any of the Cirrus-approved 
performance settings (e.g. Best Performance, Best Economy, etc.). 
 
This policy, however, only works if Members consistently and accurately record their fuel 
usage. Cirrus Aircraft provides detailed fuel quantity and usage for each flight on the MFD, 
Members need to note this before/after each flight and log it. 
 
WCA will coordinate fueling performed at KWPK. Fuel purchased off-field should be paid for 
with the AVCARD provided by WCA whenever possible. If a Member must purchase fuel on a 
personal credit card, he/she will be reimbursed for the purchase at the Reimbursement Rate. 
 
The monthly fuel charge will be calculated as follows: 

• WCA will total the fuel the Member consumed the month using the flight log data. WCA 
will audit this data periodically and contact Members to resolve any discrepancies. 

• The cost of the fuel will be calculated using the amount consumed and the average 
purchase price for the month. 

• For off-field fuel purchases using the AVCARD: 
o If the price paid was below the Reimbursement Rate: 

▪ Member will receive a credit equal to the number of gallons times the 
difference between the price paid and the Reimbursement Rate. 

▪ Example: 

• Member purchases 10 gallons off-field at a price of $4.00/gallon 
in a month when the Reimbursement Rate was $5.25/gallon. 

• Member would receive a $12.50 credit for a net cost for the 10 
gallons of $42.50. 

o If the price paid is above the Reimbursement Rate: 
▪ Member will be charged for the number of gallons times the difference 

between the price paid and the Reimbursement Rate. 

• Member purchases 10 gallons off-field at a price of $6.00/gallon 
in a month when the Reimbursement Rate was $5.25/gallon and 
the Purchase Price was $5.50/gallon. 



• Member would be charged $7.50 for a net of $62.50. 

• If the Member purchased any fuel off-field using a personal credit card: 
o The Member will receive a credit on their monthly statement equal to the 

number of gallons purchased times the Reimbursement Rate for the month the 
purchase was made. 

  

Pilot Requirements 
While the SHAIR program is PRIMARILY designed for experienced pilots, it can also be a good 
option for aspiring pilots that want to have committed access to an Aircraft for their training.  
 
To participate as a Member in the SHAIR program you need: 

• To have a Private Pilot license and an IFR Rating. 
-or- 

• Use the plan for Dual only flight with a WCA flight instructor. 
 
In addition, all Members must have a current Medical Certificate or meet the requirements for 
BasicMed for the duration of the program. 
 

Cirrus Standardized Training 

Transition Training 
All Members will need to complete the transition training specified by Cirrus for the SHAIR 
Aircraft. WCA will review the Member’s prior flight experience and provide details on the 
required training prior to the Program Start Date. 
 

FAA Re-currency Requirements 
Per FAA requirements, all Members are required to complete:  

• 90-day Currency 

• Biennial Flight Review 

• Maintain IFR currency for the duration of the currency 

 

Icing 
All Members must have met the Cirrus requirements for [more to follow] 
 

Rules and Polices 
Upon becoming a Member, an initial club checkout will be required.  It is essential that renter 
pilots operate WCA fleet Aircraft SAFELY, PROFICIENTLY and PROFESSIONALLY.   
 



Documentation 

• Members are required to provide a copy of their current medical certificate, pilot 
certificate, driver’s license, and photocopy of the logbook page with the most recent 
entry of their Biennial Flight Review (BFR) endorsement.   

Accounting 

• A statement may be requested at any time by contacting the Dispatch desk. 

• Members will be responsible for any line services that they request at PWK including 
hangar, de-ice, pre-heats, and towing. All requests should be made by contacting the 
WCA dispatcher when on duty. 

• Members are responsible for incidental expenses (i.e., commercial airline fares, hotel 
accommodations, taxi fares, lost wages, car rentals, etc.), as a result of maintenance or 
weather difficulties.  

• Members are encouraged to shop for low-priced fuel when filling up off-field.  Re-
imbursements to Members are limited in order to protect Aircraft owners varying fuel 
costs.  

• Please submit original receipts for any off-field fuel, oil and TKS fluid purchases.  Make 
sure to include your name, the amount paid, the quantity purchased and the N-number 
of the Aircraft.  In order for Members to be reimbursed, these receipts must be 
submitted within ten working days of the Aircraft’s return.   

• Members are responsible for off-field landing fees, overnight tie-downs, hangar, pre-
heats, de-icing, oxygen use, or any other line services not related to Aircraft 
maintenance.  These expenses will not be reimbursed.   

• The following rates apply to Members who choose to have a WCA CFI accompany them 
on trips, including destination lessons.  Aircraft instructor rates are subject to change 
without notice.   

• Day trip: These trips are flights that depart and return the same day. 

o CFI hourly rate for flight and ground instruction time.  Half-rate for wait time.    
o After 8 hours the Member will be charged for 1 day rate of $795. 
o Daytrip cannot exceed 10 hours without Management approval. 
o Anything beyond 10 hours, CFI will be billed at day rate, plus the hourly rate for 

each additional hour beyond 10 hours.  

• Multi-day trip: These trips are flights that depart and return on different days.  Member 
is responsible for pilot expenses (hotel, meals, etc.) while on trip. 

o CFI day rate is $795 per day 
o Departing Day 

▪ Trip leaves before 12pm CT:  Member will be charged for that day. 
▪ Trip leaves after 12pm CT:  Member will be charged CFI hourly rate for 

flight and ground instructiontime, etc. 
o Away Day(s): Any subsequent days away Member will be charged per day. 



o Returning Day 

▪ Trip returns before 12pm local time Member will only be charged CFI rate 
for flight and ground instructiontime on that day. 

▪ Trip returns after 12pm local time Member will be charged for that day 

Normal Aircraft Operation 

• All Aircraft operations must be performed in compliance with Federal Aviation 
Regulations.   

• Pilots are expected to consistently meet or exceed the FAA Airmen Certification 
Standards for the Certificates and Ratings they hold. Independent training performed by 
an unauthorized CFI is PROHIBITED in the Aircraft.  

• Except for authorized flight instruction, commercial operations with SHAIR Aircraft are 
expressly prohibited.   

• When purchasing fuel off-field, contact dispatcher on duty to verify there are no stop-
fuel orders on the Aircraft so it is not returned over-fueled for the next flight. 

• Members are responsible for damage to Aircraft as a result of negligent operation, (e.g. 
master left on, flat spotting tires, breaking door locks, and damage to wheel pants or 
landing gear, etc.).  Thorough preflight and post flight inspections are vital.   

• Avoid damage to propellers by not running up the engine(s) over gravel, standing water, 
snow, or other loose materials.   

• After each flight, properly secure the Aircraft with all four tie-downs (if tied down), 
ensure gust-locks are installed, lock all doors including the baggage compartment, and 
be sure to turn the master and ignition switches off.  If parked in a temporary location 
with no tie-downs, ensure chocks are placed in no less than two tire locations, both 
front and back.  The Dispatcher must be notified of the parking location. 

• After each flight, complete the electronic Aircraft time log and be sure to include any 
maintenance discrepancies, squawks, cleaning requests as well as consumables used 
and added (TKS & Oil).  After-hours returns must contact the after-hours number with 
any squawks that could affect the go/no go status of the next flight.  

• Be careful not to overfill the oil because this causes excess oil to be “blown out”.  It 
dirties the Aircraft and makes for inaccurate readings when tracking oil consumption.  
Reserve quarts of oil should be maintained in the Aircraft at all times.  Please advise 
dispatch if you notice less than three extra quarts (six for multi-engine) in the baggage 
compartment at any time. 

• Members must report any maintenance discrepancies (squawks) to a WCA CFI or 
dispatcher as soon as practicable.  If maintenance difficulties are encountered off field, 
WCA must be notified immediately and any repairs must be authorized in advance.  
Normally, the best course of action is for the Member to stay with the Aircraft until 
repairs are made.  WCA entrusts its Members with the Aircraft and Members are 
expected to treat the Aircraft as their own.   



• Members are responsible to return the Aircraft once they have begun their flight.  In the 
event that weather, maintenance or pilot incapacitation results in the Member being 
unable to fly the Aircraft home, the Member is still responsible for the cost of the flight.  
In addition, the Member may be responsible for the cost of sending a crew to retrieve 
the Aircraft if he/she abandons it. 

Winter Operations 
All WCA Members must complete the “Winter Wise” test annually in order to fly solo between 
December 1st and March 31st.  In addition, the following procedures should be followed. 

• Prior to engine start in cold weather, do not lower then raise the electrically driven flaps 
for pre-flight inspection.  Leave the lights, beacons & strobes off.  These actions could 
drain the battery and can be performed after engine start, while the alternator or 
generator is powering the system. 

• Pumping the throttle prior to engine start can cause an engine fire.  Prime as 
recommended in the POH.  Wait at least 60 seconds after priming to allow the fuel to 
vaporize before starting the engine. 

• Clear snow & ice off the planes only with a soft cloth or brush.  Never use plastic, credit 
cards or automobile scrapers.  Unlike cars, windows on Aircraft are usually Plexiglass 
and quite prone to scratching, scoring and crazing.  Melting in a warm hangar is always 
the first and best option.   

• Minimum operational temperatures: 

o Below 25F (- 4C) - an engine pre-heat required 

o Below 10F (-12C) - no pattern work 

o Below   0F (-18C) - flight is not recommended 

Member Guidelines 
Keep the Aircraft neat and clean for your fellow Members.  Aircraft are expected to be returned 
in the same condition in which they were dispatched.  Frequent violators of these guidelines 
may be dismissed from SHAIR.  If the Aircraft need specific care or attentions, please advise 
Dispatch ASAP.   

• Club Aircraft are maintained to the highest standards.   We ask that all students and 
members treat Aircraft as if it were your own and leave them in the condition in which 
you found it.  Some items to pay close attention to include: 

• Please do not bring food into the Aircraft.  Beverages with sealable lids are allowable. 

 
 
 
 
 

YES! 



 
• Chocks are to be stored ONLY in the cargo area (not on the rear seats). 

• Do not place anything on top of the wings to avoid scratches (bags, notebooks, tablets, 
phones, etc.). 

 
 
 
 
 
 
 

• Please dispose of used oil containers – do not leave in airplane. 

• When entering low-wing Aircraft, only step on grip tape area.  Please explain this to any 
guests as well. 

 
 
 

 

 

 

• Ensure seat belts are entirely in the Aircraft before closing door.  

• Be careful when using pens in the Aircraft.  It is very easy to inadvertently leave pen 
marks on seats, arm rests and side panels. 

• All GPS equipment have screen covers, however please avoid touching them whenever 
possible. 

• Do not place anything on top of instrument panel.  It will contact and scratch the 
windscreen. 

 
 
 
 
 
 
 
 
  



• Cowl plugs should be installed with the rope on the outside of the propeller. 

 
 
 
 
 
 
 
 
 
 
 
 

• Please make sure any garbage is removed from airplane after use. 

• Always tightly secure all three tie-downs and recheck condition of tail tie-down when 
finished. 

• When exiting Aircraft, DO NOT buckle seatbelts on airbag-equipped aircraft – ask your 
CFI whether the aircraft you’re flying is equipped. 

• Engine overhauls range between $30,000 and $60,000 each; other maintenance is 
proportionately high.  Please respect the Aircraft, engines and equipment.  Treat it as if 
it is your own.   

Insurance 
• Members are not named insured on the WCA Insurance Policy.  Members should obtain 

their own non-owner’s policy to include limits they deem sufficient.  This coverage 
should include liability for injury to others and damage to property including hull 
damage liability.  A copy of your policy should be forwarded to our dispatch desk for our 
records. 

• Members may be held responsible for any injuries to persons and/or damage to 
property arising from his/her use of the Aircraft.  The Aircraft damage deductible under 
WCA insurance policy is not less than $2,000 for all losses and may be higher for certain 
Aircraft.  Payment of this deductible by the Member does not waive the rights of WCA, 
the Aircraft owners or the insurer to seek recovery of loss or damages from the 
Member.  The deductible amount is subject to change.   

• Flying to Alaska, Mexico, Canada, the Bahamas, or other countries must be approved by 
WCA in advance in order to comply with insurance restrictions and/or security 
regulations.   



• In order to act as Pilot-In-Command of the Aircraft, a pilot must have logged at least 
three full stop landings in that make and model aircraft within the last 90 days.  If a 
Member/pilot has not met this currency requirement then he or she will need to fly 
with a WCA flight instructor before acting as Pilot-In-Command in that aircraft.   

  



Contact Information 
 
Windy City Aviation   (847) 808-1188 
After-Hours or EMERGENCY   (847) 260-8504 
PWK ASOS    (847) 465-0291 
Signature Line Service   (847) 537-1200 
Hawthorne Line Service  (847) 325-0566  
PWK Tower    (847) 229-6000 
WCA Fax    (847) 808-1205 
Windy City Charter   (847) 808-9868 
 

Links & Email Addresses: 

Electronic Flight Logs 
https://www.windycityaviation.com/aircraft-activity-log-n703te 
 
Dave Nichols, SHAIR Program Manager 
dnichols@windycityaviation.com 
 
Stewart Kerr, Chief Pilot 
stewart@windycityaviation.com 
 
WCA Dispatch 
wcadispatch@windycityaviation.com 
 

 
Radio Frequency: 

Base Station Frequency “Lighthouse” 123.30 MHz 
 

https://www.windycityaviation.com/aircraft-activity-log-n703te
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