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ECC Alaska Flight Operations Checklist 

Badge Items  

Action 
Notify Primary and secondary staff 

Notify FAA POI  

Notify ALPA  

CVR & FDR: 14 CFR 121.359(h). 
Verify Crew Scheduling secured pilot crew manifest  

Verify JCTE/Web Page access has been restricted 

 

Personal Tasks 

Completed / 
Time Stamp 

Action 

☐ Time 
Completed: 
 
 

Perform Personal Tasks  

• Responsibility: ALL 
o Perform self-assessment  
o Obtain go-kit 
o Obtain laptop computer and power supplies 
o Obtain cell phone with charger 
o Ensure passport is current 
o Phone home inform family you will be responding and remind them 

not to call the airlines for information 
o Change voice mail message 
o Leave email auto-reply 
o Delegate day to day operations via email, text, phone call or 

conversation and risk acceptance authority as referenced in the 
AAG SMS Manual and SMS Training Matrix to an authorized proxy.  
(Required for compliance with 14 CFR Part 5) 

o Report to ECC 
o Find your ECC phone from the cabinet and plug it into your position.   

 

Checklist Items 

Completed / 
Time Stamp 

Action 

☐ Time 
Completed: 

Notify Primary Staff: 

• VP Flight Operations or above 

☐ Time 
Completed: 

Notify Secondary Staff: 

• Managing Director of Operations (Part 119) 

• Managing Director Line Flying & System Chief Pilot or Chief Pilot  
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o Flight Operations Administration Manual FOAM  
o Flight Operations Deicing Manual FODM  
o Flight Operations Manual FOM  
o Flight Operations Training Manual (FOTM) – Boeing 
o 737 Flight Handbook FH  
o 737NG Quick Reference Handbook QRH  
o 737NG Quick Reference Checklist/Normal Checklist QRC  
o 737MAX Quick Reference Handbook QRH  
o 737MAX Quick Reference Checklist/Normal Checklist QRC  
o 737-700F Quick Reference Handbook QRH  
o 737-700F Quick Reference Checklist/Normal Checklist QRC  
o 737 Systems Handbook SH  
o 737 Performance Handbook PH  
o Pilot Reference Cards PRC 
o 737NG Minimum Equipment List MEL  
o 737MAX Minimum Equipment List MEL  
o Approved Programs 
o Network Operations Center Manual NOC 
o Master General Operations Manual MGOM 
o Weight & Balance Program Manual (WBPM) 

• Records:  
o Training Records - Dispatch & Pilot  
o Communication Records: Dispatch/flight communications records 

(ACARS & Voice)  
o Duty & Time Records: Dispatcher & Pilots Duty Time records, 

weather data 
o FODO Records: “Get Initial List & Incident Log from FODO” so you 

have the information to write up any reports 
o Crew scheduling JCTE:  

• Remove JCTE data for affected flight.  
• Paper Records: Ensure paper records are secured in the Document 

Control Center as established by the Legal Chair's Records Clerk.  
• Storage: Store all documents/records here: 

 

☐ Time 
Completed: 

Remove Crewmembers names from trip(s) in JCTE   

• Responsibility: Director, Pilot Crew Scheduling  

• Pilot Crew Scheduling will put an incident lock on the flight in JCTE and 
remove the crew through their checklist process.   

 

☐ Time 
Completed: 

Quarantine the crew - Implement crew interview protocols   

• Responsibility: Chief Pilot (part 119)  or Managing Director System Chief 
Pilot  

• Separated and secured from public 

• Drug testing - Determine based on the applicable regulations and the AS 
Drug Testing Matrix  

14 CFR § 120.109(c) 
14 CFR § 120.217(b) 
AS Testing Determination Matrix (alaskasworld.com) 
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• Personal needs 
• Remind not to speak to the media 
• Hotel 
• If in a foreign country, consider legal assistance 

☐ Time 
Completed: 

Dispatch    

• Responsibility: Director of Dispatch  

• Isolate dispatch desk 
o Separated and secured from public    
o Drug testing    
o Personal needs        
o Remind not to speak to the media     
o Hotel 

• Additional dispatch staff 

• Brief dispatchers on staff 

☐ Time 
Completed: 

Coordinate with HR for notification of crew families 
• Responsibility: VP Flight Operations or designee 

** If the Division VP notifying crew families wants to have a 3rd party on the 
line, Empathia counselor may be able to help 

***Notify ECC Corp. Comm. when complete*** 

 Crews Families notification complete at   Pacific Time 
 

☐ Time 
Completed: 

Set regular interval briefings with Flight Ops Team to prepare for call  
• Responsibility:  Managing Director of Operations  
• Set regular interval briefings with Regulatory Compliance and Flight 

Operations to obtain information and determine that checklist tasks have 
been completed for report out at SEA ECC. 

☐ Time 
Completed: 

Coordinate trip drops   
• Responsibility:  Director, Pilot Crew Scheduling 
• Coordinate trip drops required as a result of dealing with the incident 

EAP/CIRP. 

☐ Time 
Completed: 

Military Notifications:  Updated as of (Current as of: 17 July 2023) 
• Responsibility: Director of Regulatory Compliance and Safety Systems – 

Mindy Waham 
• Anytime:  
1. All Certificate Operations 

When a DOD-approved air carrier is involved in an accident as defined in 49 
CFR, Part 830, whether on a DOD 
mission or not, the carrier will notify the DOD Commercial Airlift Division 
(HQ AMC/A3B), Scott AFB IL at 

. If there is no answer, send an email to the 
following address: 

 Accident information should be 
provided no later than the next 
business day by the most expeditious means available.  

  
The following information is requested for all accident reports: 
a. Carrier and mission number. 
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b. Aircraft type and number. 
c. Date and time of the accident. 
d. Last point of departure and point of intended landing of the aircraft.  
e. Nature of the accident and the extent of damage to the aircraft so far 

as is known. 
f. Total number of souls (crewmembers & passengers) on board. 
g. Number of injured and fatalities aboard the aircraft. 
h. Condition of baggage or government-owned material, if any, on board. 
  
Fatal or otherwise serious accident information is forwarded to the 
Commercial Airlift Review Board (CARB) for 
review IAW public law, and in these instances the HQ AMC/A3B Safety staff 
will be requesting additional 
information. 
  
Note: Since the classification of events can change between the accident 
and incident definition as additional facts 
are learned, carriers are asked to keep HQ AMC/A3B informed of all 
mishaps that occur on certificate operations 
which have the potential to fall into the accident realm. 

  
2. Military Charter / DOD-Contracted Missions 

When an air carrier is involved in an accident or incident as defined in 49 
CFR, Part 830 in conduct of a military 
charter mission or other DOD-contracted mission, the air carrier will 
transmit the above report information 
(items 1.a.-1.h.) by the most expeditious means available to the 618th Air 
Operations Center (Tanker Airlift Control 
Center) at Scott AFB, Illinois, at  

  
Within the next business day, additional notifications must also be made to 
BOTH: 

  
A. HQ AMC/A3B at  or  during normal duty 
hours (typically 0700-1600 CT, Mon- 
Fri). If there is no answer/during non-duty days, e-mail the information 
requested in paragraphs 1.a.-1.h. above to 
the following address:  
  
AND 
  
B. US Transportation Command – Directorate of Acquisition 
(USTRANSCOM-TCAQ), Scott AFB IL,  

 during duty hours at Scott AFB (typically 0700-1600 CT, Mon-Fri), or 
 after duty 

hours/weekends. Follow up the phone call with an email providing relevant 
details of the event to your specified 
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Managing Director Line Flying & System Chief Pilot 
(119) 

Scott Day 
Interim (Ron 
Limes) 

  
 

Managing Director, Pilot Training Jeff Severns   

Director of Regulatory Compliance and Safety 
Systems 

Mindy 
Waham 

  

Director Flight Standards Chris Farrell    

Director of Air Traffic Management & Airfield 
Operations 

Lynae Craig   

Director of Dispatch  Joe Demory   

Director Fleet Captain - Boeing Jenn Kelsey    
Director Pilot Crew Scheduling Simone 

Woodhouse 
  

MD Safety Programs, (Part 119 DOS) DOS   
 

ECC Responders: 

Flight Operations ECC Alaska Airlines Primary Brian Eyre 
Flight Operations ECC Alaska Airlines Secondary Scott Day 

Interim – Ron 
Limes 

Flight Operations ECC Alaska Airlines Alternate Chris Farrell 
Flight Operations Charters AAG Primary Donald Walker 

Flight Operations Charters AAG Secondary Alex Legler 

Flight Operations Charters AAG Alternate Teresa Di Guilio 
Flight Operations Dispatch AAG Alternate Joe Demory 

Flight Operations FODO Alaska Airlines   On Duty FODO 
Regulatory Compliance Director Alaska Airlines Primary Mindy Waham 

Regulatory Compliance Flt Ops Reg Compliance 
&Certificate Program 
Manager 

Alaska Airlines Secondary Diego Elizalde 
Valderrama 

 

Ad Hoc Requests 

 

 
 

 

 
 

 
 




