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EAA Chapter 59
 Headquarters & Aviation Training Facility  
Part 1 – General Information 
 I. Purpose of this facility 

The purpose of the EAA Chapter 59 Aviation Training Facility is to promote aviation education through participation, training and service to EAA members and the community in aviation related matters and provide a headquarters for Chapter operations, events and the membership.
II.  Scope of the Operations Manual 

This manual provides guidance, rules, regulations and procedures for the use and operation of the facility. It is a living document, which will be altered and improved as needed, by approval of the EAA Chapter 59 Board of Directors.  It does not take the place of or supersede in any way the Chapter 59 Bylaws.  Conflicts with users will be arbitrated by the Chapter 59 Board of Directors.
III. Compliance with the rules and guidelines of this operations manual. 

All users of the facility, whether EAA Chapter 59 members or fee and non-fee users, are subject to the same compliance requirements.

IV. Amendments to the Operations  Manual

Changes to this manual may be presented to the Chapter 59 Board of Directors, and must be approved by the membership. 

Part 2 -   Facility Management

The Management and supervision of the building will be handled on a daily basis by a Building Operations Team consisting of active Chapter 59 members.  Other operational responsibilities will be assigned by the Board of Directors for specialized division of duties.

I.  Duties & responsibilities of the Building Operations Team 

Through application of the Operations Manual, and by supervision from the Board of Directors, the Building Operations Team will be responsible on a daily basis for the scheduling of activities, opening and closing, and building maintenance supervision. 

1. The Operations Team will be a rotating group of 3 active Chapter 59 members for a period of three months plus one week.  The final week will be served in assisting the transition to the incoming Operations Team members.  The team members should assure they maintain at least one team member available to be called to duty at all times.  A Chapter member selected as a team member should schedule for a later team if he will not be available for an extended time during his three month term.  

2. The Team will set its own schedule as it sees fit to ensure daily coverage of duties.

3. The Building Operations Team will be a rotating “tour of duty” shared by all active Chapter 59 members. A team member appointee should not serve during a period of known absence, such as vacation. Members may volunteer to serve for more than 3 months or replace other assigned members if needed. Each Team member will review this operations manual and be familiar with the duties of all designated users and team members, and will be familiar with all forms and checklists.

 

II.  Duties & Responsibilities of the Toolmaster 

1.    A Toolmaster will be designated for a period of 6 months to check out  Chapter 59 owned tools and member owned tools that are on loan to Chapter 59, and to maintain the Checkout form.  The Toolmaster will use the preprinted Checkout form system for control of tools and collect for lost, damaged or destroyed tools & late fees.  Toolmaster duty will normally be someone with a current active project on the premises.  
2.  Chapter 59 owned tools will be checked out to Chapter 59 members only and generally be checked out for use only at the Chapter 59 Aviation Training Facility.  Tools needed by members off-site will require a predetermined deposit amount which will be forfeited if the tool has been damaged, lost or abused.  The Toolmaster is responsible for being sure deposits for tools are collected, are refunded promptly if the tool is returned properly, or deposited with the Chapter 59 Treasurer in the case the deposit is forfeited by the borrower.
3.  Chapter 59 assumes no liability for the loss of use or loss of any tool on loan to the Chapter.  Persons or entities loaning tools to the Chapter 59 Aviation Training Facility are desirous of promoting aviation projects and do so with the understanding they will be used for the purposes of promoting aviation, and will be used at times by the unskilled.  They loan the tools with the knowledge they may become damaged or lost, and accept that fact as a risk to themselves.
III.
Duties & Responsibilities of the Librarian.

1. The Librarian will maintain inventory and Checkout Sheet for all library items. The Librarian will collect late fees and will designate one or more assistants.

2. The librarian will be selected on a volunteer basis with a six month to one year, renewable tour of duty depending on the volunteer’s desire & approval of the BOD. 

3. Library items will normally be checked out for a one-month period. A fee will be charged for overdue items. A member may check out the same item after a one-month period to allow other members opportunity use the item. Any item lost or kept out for one year will require a like replacement or payment in full for the item.

4. Library items will be checked out by Chapter 59 members only.

Part 3.  Use of the Facility

I. Who may use the Facility 

Priority for use of the facility will be for activities of EAA Chapter 59, however: 


1. Any community or statewide organization may be granted use of the facility at the discretion of Chapter 59, for events or meetings that promote aviation. 

2. Certain non-aviation related community organizations may be granted use on a case by case basis, with approval of the BOD and with proper notification for scheduling of the facility.  

3. The use of the building will be on a first come, first served basis with Chapter 59 members having first priority for use. This does not mean a Chapter event may bump a scheduled activity.

4. In accordance with the agreement with the City of McGregor, the City may use the facility to conduct “City Public Business.” “City Public Business” is defined as required meetings of the McGregor City Council or Airport Board.

5. All users must sign the Building Use Agreement at the time of scheduling the event, and certify compliance at the end of the event. 

6. Chapter 59 reserves the right to deny or disapprove the use of the facility at its own discretion. 

II.  Scheduling of Facility  

1. Permanent reserved times for the facility use may be designated for General Membership meetings, Board of Directors meetings, Chapter 59 group meetings (i.e., Thursday Lunch Bunch, etc.). Other meetings must be arranged no less than 30 days in advance with the Building Operations Team.  The Board of Directors may make exceptions on a case by case basis. 

2. A facility use calendar will be prominently displayed in the main meeting room area so that all users will know when the facility is scheduled for use.

3. The BOD must approve major events. 
4. All non-scheduled times for the meeting room is designated free time for members to meet informally or to use library or workshop facilities.
5. Day use of workshop facilities is “space available” to be coordinated with the Building Operations Team.

6. Outdoor meeting area use is encouraged for informal meetings/gatherings to minimize use of the building climate control system. To help control expenses climate control units (other than fans) will be limited at times other than formal meetings or meetings which produce income. 

III.  Fee Based & Non-fee Based Use 

1.   Events and activities (other than hangar spaces) by the Chapter membership are non-fee based uses, unless otherwise noted. Generally speaking, all other users will be on a fee or donation basis. Fees will be listed on a separate fee schedule adjusted annually as needed.

2. In accordance with the McGregor City Lease Agreement, the “City Public Business” activities will be non-fee based.  
3. Janitorial and utility use fees will not be considered part of the fee basis and may be required even if the facility is non-fee based.  
4. Users must provide their own insurance and hold harmless EAA Chapter 59 for mishaps during events.

IV.  Building Access 

1.     The building will be secured at all times when not occupied.  

2.     Members of the Building Operation Team (BOT), other designated Chapter 59 Board members, and members renting space in the workshop area, will have access to the building when scheduled events are not otherwise keeping the building open. A member of the BOT will ensure the building is secure at the end of each day either in person or by phone with the last person to leave the building.

3.      The Chapter 59 library will be contained in locked cabinets with checkout available through the librarian or a current BOT or BOD member.

4.       Chapter portable tool property will be kept in a secure area and checked out through the Chapter 59 Toolmaster or current BOT or BOD members. All equipment must be returned directly back to the Toolmaster.  In no circumstances will a tool be passed on to other members without the proper return and assignment sheet entry as directed by the Toolmaster. 
5. Security is everybody’s business.  All members present at the facility will maintain vigilance to ensure loss or damage to the building or its contents does not occur.
V. Hours of Operation

     The building may be opened by the BOT for any group of members on a daily basis when not otherwise scheduled. This facility may have daily hours of operation for the use of Chapter 59 members as long as there is a Building Operations Team member or designated person available to open and close the building and do the required facility check.  

VI. Restrictions

1. No alcoholic beverages are permitted in the building.

2. Smoking is not allowed inside the building.

3. Children and youth groups may not be in the facility without adequate adult supervision.

Part 4 – Maintenance 

I.  Janitorial Services 

1.      A suitable time period (15 min. minimum) at the end of each Chapter 59 activity period (workday or event) will be committed to clean-up by the user and a facility check by a designated BOT member. 

    Non-Chapter 59 group or organization meetings will be charged a utilities and janitorial service fee in lieu of self-cleanup. Cleanup fees will be listed on the Fee Schedule.

2.   Chapter 59 recognizes a clean workspace is a safer workspace.  All persons with a building project going on in the facility will be expected to keep their area in a reasonably clean and tidy condition, and to assist with main hangar floor cleaning.  Users not in compliance with this requirement may have their project removed from the facility.

 

II. Periodic Maintenance  

1.   On a rotating basis, Chapter 59 members will be selected for a period of weeks or months to serve as Maintenance supervisors. These members will be responsible for checking the building on at least a weekly basis for security, cleanliness, leaks, general condition, and condition of outside grounds. Minor maintenance may be handled by the maintenance supervisors.  Other maintenance needed will be reported immediately to the B.O.D.
2.    Restrooms must be cleaned as needed but not less than once a week. Restroom clean-up duties will be assigned to members separately or a fund may be dedicated for professional cleaning services.

 Part 5 –Hangar/Workshop Area

I.  Short term project space 

          Short term project space is defined as space required for final assembly of a project or use by an assembled airplane in the hangar for modifications or restoration with wings in place.  This space allows room for wing spans up to 34 feet and is approximately 35 X 24 ft.  Rental can be for ½ day to 30 days (extendable for major work). Fee schedules are reviewed annually and are listed in the rental agreement. See Fee Schedule for rates.
II. Long term project space

Long term project space is defined as workspace for a major project expected to take months or years & will not have room for wings in place unless the plane is very small. This space allows room for a user’s workbench, tool storage & unassembled airplane and is approximately 24 X 15 ft.  Rental rates are on a monthly basis with the rate adjusted annually.   Fee schedules are reviewed annually and are listed in the rental agreement. See Fee Schedule for rates.

Common project space is defined as a workspace allotted to Chapter owned, non-portable tools (such as a drill press & vise) and a supporting work bench.  This space may be used by all Chapter 59 members at no charge on a first come-first served basis.  Projects & parts may not be left unattended in this space & clean-up is required by the user immediately after use.

 

III.  Insurance

       Each person or group using the facility either in a short term rental, long term rental, or on a one-time basis will be responsible for maintaining proper and sufficient insurance coverage of his/her aircraft, tools, and/or equipment while in use of the facility. 

 

IV.  Limitations & Restrictions for hangar use.

      1. There will be a designated number of work stalls in the hangar for short & long term projects. There will be a workspace reserved for meeting programs or Chapter project use. 

     2.  No nitrate or butyrate dope may be stored in the hangar. 

3. No fuel may be stored, dispensed or drained in the hangar.

4. Alcoholic beverages are not permitted in the building.

5. Smoking is not permitted in the building.

 6.    Long term projects will have priority over short term projects with Chapter 59 projects having first priority.      
7. In order to be fair & impartial in the rental of workshop spaces, if not enough spaces will be available to accommodate those wanting them, a lottery will be used to determine tenants. 

a. The first lottery will be unique in that it will determine initial tenants and those wanting to be on the waiting list.   Example:  If eight  members are competing for four spaces, those drawing numbers 1 through 4 will be the first tenants and those drawing 5 through 8 will be offered standby status in order of their number drawn.
b. Subsequent lotteries may be held from time to time to maintain a waiting list if needed.

c. The lottery will be open to anyone with current full membership for the previous 12 months.  This period may be reduced if more spaces are available than members wanting them.

d. An application will be required to participate in the lottery which will include certification that there will be an active project in place within the first month of occupancy.  The application will require a deposit of one half of the first month’s rent. Deposits will be refunded for those not desiring to remain on the standby list.

e. Long term projects will be drawn first to comply with priority use (see paragraph 7.) 
   8.   Stagnant Project Clause- Tenants must agree to a stagnant project clause that will require inactive or abandoned projects to be removed if the board of directors determines that it is inactive for more than 2 months.  Exceptions may be approved for special circumstances at the discretion of the board.
Part 6 - Fees, Record Keeping & Forms

I.   Fees

1.  Hangar and meeting use fees will be evaluated and adjusted as necessary annually by the Chapter 59 Board of Directors with approval by the active membership.

2.  Monthly hangar space fees will be published before each fiscal year begins.

3. The Board of Directors will determine meeting room fees based upon prevailing rates.  These fees will be specified and announced in December for the upcoming year. These fees do not cover janitorial fees or responsibilities accessed separately.
II.  Recordkeeping.

1.   A Chapter 59 provided daily log (sign in) will be kept of any organization or individual using the building. 

2. Preprinted income and expense records will be kept up to date by the Building Operations Team and submitted to the Chapter 59 Treasurer on a monthly basis. (see form section) 

III.  Forms

User Agreements:

1.  See attachment #____ for contract that must be on file for placing a project in a work space.

2. See attachment #____for agreement for use of the facility and hold harmless for the chapter in the event of accidents.


Record keeping forms/checklists:

1. Library items checkout form

2. Tool checkout form

3. Restroom inspection form

4. Kitchen inspection form

5. Hangar inspection form

6. Building Use sign in form
7. Income receipt form (duplicate)

8. Expense form 
9. Current schedule of fees

10. Application for Hangar Space Rental
IV. Definitions

[as needed]
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