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05.05  DISPATCH DUTIES AND RESPONSIBILITIES 
The dispatcher’s duties include arranging and dispatching flights, obtaining village agent weather 
observations and other weather information, flight following, and ensuring a return to base or 
overnight location, and activation of the Emergency Response Plan. 
 
Dispatchers will be familiar with the pertinent chapters of this manual, and in the use of Takeflite 
and the Automatic Flight Following system. 
 
Dispatchers will arrive at their duty station 1 hour prior to the first planned departure of the day.  
 
A Dispatcher will remain on duty as long as flights are still enroute, or transfer dispatch control.   
 

05.07  TRANSFER OF DISPATCH DUTY 
If it becomes necessary for the dispatcher to go off duty, they shall coordinate with another 
person holding operational control for the continued flight following of airborne flights. 
 
A dispatcher going off duty will brief the incoming dispatcher on the following items, at a 
minimum: 
• Flights that are enroute, and their expected return time / resume radio contact time (RRCT) 
• Any upcoming flights that are planned for dispatch 
• The morning/evening on-call medevac pilot and aircraft (OME) 
• Any other back up crews and aircraft available 
• The Operational Control Manager on duty 
• Any hazards, closures, suspensions of operation, restricted aircraft use, or high min pilots 
• Any other items necessary 
 

05.09  DISPATCH PROCEDURES 
Any person with operational control may participate in the dispatching of company aircraft. The 
flight must remain in compliance with federal aviation regulations and company policy. An 
Operational Control Manager will be on duty in Nome for oversight of the entire operation, 
including remote bases. Dispatch procedures are as follows: 
 

PILOT Dispatch Procedures  
 
-Preflight  
The PIC is responsible for ensuring their Aircraft is airworthy for the planned flight operation, 
the Crew is Fit to Fly, the Environmental conditions are acceptable, and Security and/or 
Special Ops are accounted for (ACES Initial Crew Briefing).  Each PIC and SIC is responsible 
to the Chief Pilot for maintaining current and accurate Flight and Duty Records.  It is not the 
responsibility of the Dispatcher to verify aircraft or pilot status. 
 
-Review the Routing 
Adjust scheduled and charter flight routings as necessary to accomplish the work required and 
meet weather, notam, and other hazard restrictions. Obtain flight number. 
 
-Communicate with Dispatcher  
All pertinent information will be made available to the Dispatcher, such as aircraft, crew, 
environment, security, or special ops restrictions. Any unusual hazards will be discussed.  
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-Load Available 
The Pilot will provide the Dispatcher with a Maximum Load Available considering all factors.   
 
-Flight Plans 
Pilots will file FAA and/or Company Flight Plans as described in this manual.   
 
-Flight Release 
Pilots will verify with Dispatch that they are released for departure.  If conditions require an OC 
Release, the dispatcher or pilot will contact the Operational Control Manager.  If the pilot or OC 
Manager sees any reason to hold or cancel the flight, that action must be taken.   
 

DISPATCHER Dispatch Procedures  
 

-Company Flight Plans 
Clear and file previously closed flight plans or continue tracking open plans. 
 
-Prepare the Clipboard 
Within 1hr prior to departure, prepare the Clipboard with 05.21  PREFLIGHT INFORMATION. 
 
-Flight Routing 
Adjust scheduled and charter flight routings as necessary to accomplish the work required and 
meet weather, notam, and other hazard restrictions. Assign flight numbers if not already done. 
 
-Communicate with Pilot 
All pertinent information will be made available to the pilot via the Clipboard, Takeflite, or other 
means. Any unusual hazards will be discussed. The Captain will inform Dispatch of any crew 
limitations or maintenance discrepancies affecting the flight. 
 
-Load Available 
The Dispatcher will obtain the Load Available from the Captain and may enter it into “Flight 
Details” in Takeflite. In this way, cargo can view the load available. Otherwise, communicate 
the load available and number of passengers to the cargo department.  If the Load Available 
seems abnormal, the Dispatcher will request the OCM to discuss the load with the Pilot.   
 
-Flight Release 
Apply a Dispatch Release if criteria are met.  If a Dispatch Release cannot be applied, make 
proactive contact with the Operational Control Manager for an OC Release, Hold, or Cancel as 
described in 05.29  FLIGHT RELEASE. 
 
-Track the Flight 
Record ON/OFF times. Verify the AFF is working. Communicate with village agents. If the 
flight is on a Company Flight Plan, manage the flight plan. Provide any updates to the pilot 
regarding weather, pilot reports, routing, number of passengers, etc. 
 
-Close out the Flight Plan 
Ensure the flight arrives at its destination and close the flight out in Takeflite. If the flight 
becomes overdue, see 05.67  OVERDUE AIRCRAFT. 
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05.31  RESERVED 
Formerly “Standard Profile for Release”, information clarified and consolidated into 05.29. 
 
05.33  RESERVED 
Formerly “15 Rule”, moved to 06.07 High Minimums to consolidate information. 
 
05.35  FLIGHT ID 
(91.227) 
The Flight ID as assigned by dispatch must be entered in the transponder for all flight operations. 
ADS-B out Flight ID, Aircraft Radio Call Sign, and FAA flight plan ID must all agree. 
 
Examples of normal entries would be BRG805, BRG2890, BRG661, BRG920. (BRG0621 would 
not be correct, as it includes a leading “0”). 
 
All flights are assigned a Flight ID as part of the dispatching process, except helicopter and 
medevac flights which are dispatched under the aircraft registration number. 
 
Pilots will enter the Flight ID as per aircraft SOP or as soon as practical after avionics are on, to 
avoid Call Sign Mismatch penalties from the FAA.   
 
05.37  HAZARDS 
Any operational hazards will be reported to dispatch by pilots, especially in-flight icing and poor 
runway conditions. Dispatch will actively pursue this information and shall request pilot reports: 
• ICING: when the temperature is between -10/+5℃ (14℉/+41℉) and clouds are present 
• RUNWAYS: when the temperature is between -10/+5℃ (14℉/+41℉) and it is or has been 

snowing, raining, or icy conditions are suspected. 
 

NOTE: 
Pilot Reports will be noted on the Dispatch Clipboard. 

 
05.39  SUSPENSION OF OPERATIONS 
(135.67, 135.69) 
If Bering Air or any pilot knows of airport, runway, environmental, or other conditions that are a 
hazard to safe operations, the Operational Control Manager or Pilot in Command must restrict or 
suspend operations as necessary until those conditions are corrected. 
 
No pilot will continue toward any airport of intended landing under these conditions unless the 
conditions are expected to be corrected by the time of arrival. 
 
Suspension of Operations will remain in place and clearly noted in the Dispatch office until 
cleared by the Operational Control Manager. 
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Inflight Icing  
Inflight ice accumulation can occur anytime the temperature is at or below +5℃ and visible 
moisture is present.  It typically becomes less of a factor the colder and drier the air becomes. 
 
Avoidance 
Check weather and PIREPs before flight. Leave a PIREP for the next pilot. 
 
Policy 
Pilots must evaluate all sources of weather reports and PIREP’s prior to flight and throughout the 
duty period as weather conditions change.  Pilots shall make every reasonable effort to reduce 
exposure time in icing and exit those conditions if required due to aircraft performance.  C208 
pilots will ensure an adequate supply of TKS fluid is onboard prior to departure.     
 
Procedure 
Icing PIREP’s shall include Flight# / Intensity / Type / Altitude(s) / Location / Temperature.   
The person recording the PIREP will include the time of the report and the type of aircraft.     
 
Intensity 
TRACE: 
Ice becomes perceptible.  Deicing/anti-icing equipment use not required unless remaining in the 
trace icing for an extended period of time, over an hour. 
LIGHT: 
The rate of accumulation may create a problem if the aircraft remains in light icing for over an 
hour.  Occasional use of deicing/anti-icing equipment may be required to remove or prevent the 
accumulation, and the aircraft systems are capable of handling it. 
MODERATE: 
The rate of accumulation is such that even short encounters become potentially hazardous. 
Deicing/anti-icing equipment must be used frequently or exit the icing immediately. 
SEVERE: 
The rate of accumulation is such that ice protection systems fail to remove the accumulation of ice, 
or the ice is on surfaces where it normally does not accumulate, such as aft of the protected 
surfaces (ie. de-ice boots or spinner).  Immediately exit the conditions. 
 

NOTE: 
Icing intensity is aircraft dependent.  Severe icing may occur at any accumulation rate. 

 
Icing Types 
CLEAR: 
Larger water drops contact the aircraft surface, freeze slowly, and are clear in appearance.  
RIME: 
Small water drops contact the aircraft and freeze rapidly in a thick, milky white appearance.  
MIXED: 
Combination of Clear and Rime Ice.   
FROST: 
Ice crystals formed by sublimation when the temperature and dew point are below freezing.   
 
Sample Icing PIREP: 
Kotzebue base, 661, Moderate Rime Ice, 8000ft over Kivalina, temperature -5℃.   
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9 WEIGHT AND BALANCE 
 
09.01  MANDATORY REQUIREMENTS 
(A096) 
All company aircraft will be loaded in accordance with 14 CFR Part 91 and the manufacturer’s 
instructions. For the C208, actual weights of passengers and bags will always be used. Twin-
turbine aircraft may use actual or solicited (asked +10lbs) weight for all passengers but must use 
actual weight for baggage. 
 

09.03  WHEN TO COMPLETE LOAD MANIFESTS 
(§135.63) 
In all cases, the weight and balance must be completed prior to takeoff. The pilot will note the 
weight and position of passengers, baggage, mail, and freight to complete the calculation on the 
Flight Report. The Chief Pilot shall retain a copy of the portion of the Flight Report containing 
the actual CG Index and Limits for 30 days (the time prescribed in FAR 135.63). A helicopter 
pilot may operate via the Standard Loading Profiles as described in the SOP for the aircraft and 
forego the completion of a weight and balance calculation. Additionally, a helicopter pilot may 
print and carry pre- planned loading profiles in the aircraft from the Microsoft Excel Load Sheet. 
 

09.05  CARGO LOADING 
Airplanes – Though the PIC may designate or receive help from the SIC, cargo department, 
village agents, or customers, the PIC is responsible for ensuring that the load: 
• is within floor-loading limits 
• is within zone loading limits 
• is within weight and balance limits 
• is secured adequately to the floor or approved bin with straps or nets as required 
• does not block a regular or emergency exit (one on each side must remain clear) 
• will not fall and cause injury to a passenger 
 

CAUTION: 
In no cases will mail, freight, or baggage be stacked on aircraft seats or folded down seatbacks. 
When mail, freight or baggage is carried in the cabin across the aisle from passengers, it will 

not be stacked higher than the bottom of the windows, for passenger safety and comfort.   
 
Helicopters – Cargo must be secured in approved storage areas as allowed in each aircraft type. 
When floor-loading, approved straps or net shall be used to secure the load from movement. 
When conducting external loads, the PIC shall abide by the Rotorcraft-Load Combination Flight 
Manual. Loads are not secured to the landing gear on the R44. Helipods, pods, and baskets with 
defined CG areas are not external loads. If loading with engine and rotors turning, the following 
procedures will be adhered to, to ensure the safety of everyone involved: 
• All people involved with the loading process will be briefed by the PIC before any attempt is 

made to perform loading or unloading with the engine(s) or rotors turning. The briefing is 
conducted when the helicopter is not running so that demonstrations of wrong procedures can 
be briefed, such as accidentally sticking an object into either rotor. 

• The pilot is at the controls with the controls frictioned down. 
• Only the minimum necessary number of people are beneath and around the rotor systems. 
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09.07  LOAD SHEET 
A Microsoft Excel-based Load Sheet has been developed for some aircraft. The Load Sheet may 
be used for load planning and actual W&B calculations. The Load Sheet contains AFM data and 
is updated when aircraft are reweighed. To use a Load Sheet, simply tab through the highlighted 
fields and enter information. Notes and instructions are contained within the sheet, and a Job Aid 
is posted in Electronic Docs. Limits will flag when exceeded. The output CG is “Index units”, to 
match the value achieved when using the SeeGee wheel for manual calculations. OWE, Fuel, 
MGTOW, and CG are entered in the Flight Report (see FLT REPORT line provided in lower 
right section).  A Load Sheet for each departure from a Bering base will be retained for 30 days. 
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09.09  WEIGHT AND BALANCE CONTROL 
Current actual aircraft weight and center of gravity information must be used and calculated prior 
to departure.  The preferred method for each aircraft is listed below.  The CG limits are auto 
populated in Flight Report (if writing a manual PFR, the limits are available in the aircraft Flight 
Tin).  The pilot must enter OWE, Fuel, TOW, and CG into Flight Report.  Flight Report will not 
generate and print with missing or invalid data.   
 
C208 / BE20 / B190 / C212 
1. Pilots will use the CAVU International, SeeGee Center of Gravity Calculator (Whiz Wheel). 

Instructions for the use of the calculators are found in the supplements section of the AFM. 
 
C408 
1. Pilots will use the Microsoft Excel Load Sheet for all base departures (OME/OTZ/UNK) and 

may pre-print a Load Sheet for a return flight.  Instructions are embedded in the Excel sheet.   
 
2. Pilots will use the CAVU International, SeeGee Center of Gravity Calculator (Whiz Wheel) 

for all other flights, or anytime a Load Sheet may not be available.  Instructions for the use of 
the calculators are found in the supplements section of the AFM. 

 
R44 / H369 / AS50 / UH1 
1. Pilots may use Standard Loading Profiles, if published for their aircraft.  When using a 

Standard Loading profile, the pilot need only add up the total all up weight (AUW) and ensure 
at or below any maximum limitation.  CG is not calculated, as it is guaranteed to be within 
longitudinal and lateral limits when complying with the profile.   
 

2. Pilots may use the Microsoft Excel Load Sheet if one has been developed for the aircraft.  
Instructions are embedded in the Excel sheet.   
 

3. Pilots may use the iBal app, if configured for the aircraft in use.  Instructions are in the app.  
 

4. H369 Pilots may use the CG Computation Page on the Garmin 696. 
 
Backup, All aircraft 
1. As back up, a manual calculation may substitute for any above method.  A Bering Air 

Weight and Balance Data sheet is located in the POH/AFM/RFM of each aircraft with the 
required information to do a manual calculation.  Write up any missing equipment required 
for normal calculations so that it is replaced in a timely fashion.   

 
NOTE: 

If using the procedures in the AFM, pilots will arrive at a Percent Mean Aerodynamic Chord 
(%MAC) or an “Inches” result rather than an Operating Index. The CG Limits in Flight Report 

are set to Operating Index units. Therefore, the result MUST be converted to Index using the 
formulas contained in the SeeGee Center of Gravity Calculator instructions document for each 

specific aircraft. The formulas are unique to aircraft type.  Thus, the SeeGee Calculator or Excel 
Load Sheet are the preferred methods, as the conversion has been done. 

 








