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Flight Dispatch Polices and Procedures 
 
 
 

Education and Training 
 1. Flight Dispatcher Scope of Practice: the Flight Dispatcher shall function 
 in the role of Flight Dispatcher for Careflite only while employed at 
 Careflite and only after formal indoctrination at Careflite 
 
 2. The Flight Dispatcher will become EMD certified with 12 months. 
 
 3.  The Flight Dispatcher will successfully complete a FAA approved Flight   

Dispatcher training course.  Will successfully pass the FAA Aircraft              
Dispatcher Written and Oral/Practical certification exams within 12 
months of assuming the role of Flight Dispatcher.  

 
Scope of Practice 
 

1. Maintain operational control at all times 
2. Provide 12 hour flight releases to PICs 
3. Continuously monitor weather, NOTAMS, PIREPS and other 

weather related issues 
4. Assess the conditions at all bases and potential landing sites for 

suitability.  
5. Monitor and assess the airworthiness of the aircraft including MEL 

items, component times and inspections 
6. Assess and monitor the weight, balance, fuel endurance and fuel 

burn throughout each flight.  
7. Monitor crew duty and rest times 
8. Receive and initiate all flights 
9. Monitor the progress of each flight and initiate timely actions when 

the flight cannot be completed as planned, including diverting or 
terminating the flight.  

10. Flight termination when the mission is completed (or before if 
necessary) 

       11. Ensure that when safety conditions specified for a flight cannot be  
  met, the flight is cancelled, delayed, rerouted, or diverted. 
 
 
Authority and Responsibility 
 The Flight Dispatcher is directly responsible to flight operations for the 
operational control of the aircraft. Operational control is delegated to the Flight 
Dispatcher by the Director of Operations. When operations control issues arise, 
the Flight Dispatcher will address those issues is a timely and definitive, but 
respectful and courteous manner. Remember, that while the Flight Dispatcher 
possesses delegated operational control, the PIC has operational authority of the 



aircraft. Both the PIC and FD must function as a team to prevent operational 
control issues from occurring. The focus of the FD should be proactive and not 
reactive. Furthermore, the FD will serve as a resource and point of contact for the 
entire Flight Operations department.  
 
Flight Dispatcher Training Requirements 
 
 A. All FDs will complete the following initial training 
  1. Flight Operations Indoctrination 
  2. Avstar training 
  3. A/C ground school (when available) 
  4. A/C familiarization rides in both the RW and FW aircraft 
  5. Operational Control review 
  6. Careflite dispatch internship to include 
   A. 8 hours of dispatch training in the classroom including  
   these topics. 
    Flight dispatching/ following 
    RightCAD 
    Baker system 
    DeLorme 
    Customer Service 
    CQI 
    Medical Terminology 
    Legal Issues 
    HIPPAA 
    Multiple aircraft response 
    Company policies and procedures   
   
   b. Practical dispatch internship  
   **At the end of the internship, the FD must be able to   
   manage the flight desk without the assistance of the   
   trainer** 
 
 B. All FD will complete the following recurrency training 
  1. 40 hours of continuing education divided into 10 hours per  
  quarter 
  2. 36 hours of A/C familiarization rides, 12 hours in each type of  
  A/C (Agusta 109, Bell 222, Beech King Air) 
 
Start of shift 
 Flight Dispatchers will: 

• Arrive 15 minutes early for brief 
• Receive a brief from the off-going FD as to any operation 

issues which have affected the previous shift or may affect 
the oncoming shift 

• Review the location of all A/C 



• Ensure all equipment is functioning 
• Review last block flight releases 
• Review the following for the oncoming PIC briefing 
  1. Crew duty time and rest 
  2. Weather 
  3. NOTAMS 
  4. MEL items and Due list 
  5. Fuel, weight and balance 
  6. Communications limitations 
  7. Off-going PIC risk assessment 

End of shift 
 Flight Dispatcher will: 

• Prepare brief for on coming FD 
• Clean up the console 
• Return all resources to proper location 
• Remove trash 
• Ensure proper and thorough pass on occurs.  

 
Substance Abuse 
 All Flight Dispatchers shall submit to the FAA’s drug testing program and 
 follow all applicable FAA and Careflite policies.  
 
2.1.5 Daily shift briefing 
 Should include operational briefing instead of GCS briefing since we are 
 expanding this briefing considerably 
 
8.1.11 
 
Change the approval of special mission to Director of Operations, AVN Managers 
of Flight Dispatchers 
 
8.1.14 
Add facilities with GPS Copter approaches we can use 
 
 
Call taking scene flights sections 
 Weather checks will now be collaborative between the flight dispatcher 
 and PIC.  
 
8.2.4 
 
Policy section 
 1. The Communications Center will be staffed with 1 primary Flight 
 Dispatcher and 1 backup Flight Communications Specialist in addition to 
 other personnel. Flight dispatching will no longer be divided geographically 



 into west and east, but rather primary and backup Airince based on being 
 west or east of SH 360. 
 
 2. The primary means of communication will be the radio and Outerlink 
 (when online). Cell phones and pagers may be used to facilitate 
 communication as needed. 
 
 3. The closest most appropriate aircraft will be dispatched on missions. 
 The final decision to launch will rest with both the Flight Dispatcher and 
 PIC. The Medical crew will have input in this decision when medical issues 
 are relevant.  
 
Helicopter Stand-bys… 
 
 5. Give PCI heading and distance with dispatch. GPS coordinates to 
 pager 
 
8.2.4.1 Airborne Standbys 
 20 miles, not 30 miles 
 
8.2.6 Helicopter Definitions 
 Currently the B222 can not transport isolettes 
 
8.2.9 Helicopter Weather Status 
 Green – No weather check required prior to flight. However, the PIC or FD 
 may initiate a weather check at any time.  
 Yellow- Flight Dispatcher and PIC will evaluate weather prior to flight.  
 Local Area: 45nm about the Maverick VOR at DFW. 25nm miles about 
 Trinity Mother Francis. 25 nm about Granbury airport 
 
 Policy 
 1. It is the responsibility of the Flight Dispatcher and PIC to continually 
 evaluate the weather before, during and after flight.  
 
 2. Delete 
 
8.2.10 Weather Cancellations 
 1. The PIC and FD will evaluate the weather continuously throughout the 
 day. In addition, any time the weather status for a base is yellow, both the 
 PIC and the FD will specifically assess the weather for that flight before 
 the aircraft launches. 
 
8.2.12 Flights without a receiving facility 
 3. The FD will consider duty time and aircraft time when dispatching 
 aircraft on undesignated flights. If the flight will encroach on either of 
 these, a provisional flight release may be issued for that extended flight 



 time as long as that extension does not violate maximum duty or aircraft 
 time limitations.  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


