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1.0 PREFACE 
 

Small Unmanned Aircraft Systems (sUAS), aka “drones” offer multiple opportunities to the 
Department for social media, inspections and environmental monitoring and planning. 
However, drones are aircraft flying in the National Airspace and subject to the Federal Aviation 
Regulations as well as State and Local rules and regulations concerning privacy and trespassing. 
To ensure that drones flown by and for the Department are flown responsibly and safely it was 
decided that all missions for the Department shall be flown by Certified Remote Pilots flying 
under the guidelines of the Federal Aviation Regulations 14 CFR Part 107, the Departments 
sUAS Standard Operating Procedures (SOP) and Flight Operations Manual (FOM). 
 
The Department’s SOP lays the basic framework for the use of sUAS in the Department. The 
Flight Operations Manual (FOM) builds upon the SOP and sets forth the minimum requirements 
for training, flying and reporting that pilots and flight crew must understand and implement for 
all Department missions. 
 
All pilots flying missions for the Department are expected to practice sound Aeronautical 
Decision Making (ADM) and Crew Resource Management (CRM). Safety, above all else, is the 
primary concern in every operation, regardless of the nature of the mission. However, not all 
these guidelines will apply to all situations, so the Remote Pilot in Command (RPIC), Visual 
Observer (VO) and other flight crew will need to exercise best judgement and err to the side of 
safety. Any deviation or refusal to abide by the requirements and procedures of the UAS Program will 
be documented and appropriate action will be taken. 
 

2.0 PRIVACY STATEMENT 
 

All flight crew members will ensure the protection of private individuals’ civil rights and 

reasonable expectations of privacy before deploying the UAS. All flight crew members are 

held accountable for ensuring that operations of a Department UAS intrude to a minimal 

extent upon private property, persons and businesses. To accomplish this goal, all 

Department operations, to the extent possible, will observe the following: 

 
• The UAS will record video and still pictures of features that relate to approved mission objectives. 

Any data captured outside the focus of flight operations is unintentional or only as necessary due to 
the proximity of the area in question. 

• When the UAS is flown, the onboard cameras are turned to be facing away from occupied 
structures and/or persons as much as practicable to minimize inadvertent video or still 
images of uninvolved persons or property. 

• When asked by a member of the public to delete personal data about him or her that has been 
gathered, do so, if possible. 

• The Department does not conduct random surveillance activities. The use of the UAS is tightly 
controlled and regulated and not in any way intended to document the random activity of private 
citizens. 
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• Hovering over private property shall only be done with property owner permission, be kept to a 
minimum and only as necessary to accomplish the goal of an individual flight operation. 

• Flight over private property shall be conducted only with permission and a minimum of 30 feet 
away in any direction from any structures or people and wherever practical well above the roofline 
of any privately-owned structures not involved with the mission objectives. 

• All data gathered will be reviewed for any inadvertent intrusion to privacy. If found, reasonable 
efforts will be made to ensure that such information will be permanently deleted, masked or 
obscured within the data files prior to the release of photos or video internally within the 
Department, to other agencies/partners or to the public.  

• Department personnel will periodically review the existing UAS procedures as well as new 
technologies, laws, and regulations on UAS usage and update this FOM as needed. Updates will be 
passed through the Department Chief Pilot/ Program Manager for review, approval and 
incorporation into the FOM. 

• Ad hoc unplanned operations should never be conducted except for emergency response to 
manmade/natural disasters; if used, the application of the UAS emergency response work shall be 
tightly controlled and performed in accordance with existing emergency operations under way.  

• Department UAS operate strictly within the Federal, State, and local laws and regulations and in 
accordance with the Department SOP and FOM. If in doubt, prior to operating the UAS, the RPIC 
will check with the appropriate jurisdictions and ensure that the proper permissions/permits are 
applied for and obtained. All operations will be balanced with the need to accomplish the mission 
while maintaining public safety, privacy and freedom from intrusion. 

• In the interest of Public Relations, any UAS flight open to misinterpretation by the public should be 
avoided.  

 

All flight crew members should make every reasonable effort not to invade the public’s 

privacy in the execution of UAS missions. All federal, state, and local regulations should be 

adhered to, and to the extent feasible, the public should be notified before UAS 

operations. 

 

3.0 DEFINITIONS 
 

“Certificate of Waiver or Authorization (COA)” means an authorization issued by the 

Federal Aviation Administration (FAA) to a public operator1for a specific UAS. After a 
complete application is submitted, the FAA conducts a comprehensive operational and 
technical review. If necessary, provisions or limitations may be imposed as part of the 
approval to ensure the UAS can operate safely with other airspace users. 

 

“Currency Flight” means a flight conducted by an RPIC, which demonstrates safe and 
proficient operation of the UAS, and satisfies the currency requirement. 

 
“Department Certified UAS Operator” means a permanent, seasonal, contract or 
volunteer employee authorized by the Department to operate an unmanned aircraft as 
Remote Pilot in Command, has completed an agency-approved training program, and flies 
in accordance with Part 107. 

 
“Department” means The New Jersey Department of Environmental Protection 
 



 

7  

“Discrepancy” means any unanticipated event (other than a reportable accident or incident) that 
involves a departure from an approved flight mission so serious that it may jeopardize future flight 
missions.  Examples include equipment malfunction, interference by observers, unauthorized 
discussion during a flight mission, or unanticipated line of sight difficulties.     

 
“Designated Training Area” means a pre-determined location used for flight 
training and functional testing. 

 
“Emergent situation” means a sudden, urgent, or unexpected occurrence or occasion which requires 
immediate action to protect against an imminent threat to the public health, safety, or welfare or to 
protect against an imminent threat of significant damage to property.  
 
“Federal Aviation Administration or FAA” means the Federal agency having exclusive jurisdiction over 
regulating the national airspace system.  Activities performed by the FAA include inspection and rating 
of civilian aircraft and pilots, enforcing rules of air safety, and installing and maintaining air navigation 
and traffic-control facilities.   

 
“Flight” means the take-off, in-flight, and landing part of the mission. 

 
“Flight crew” Means the RPIC and all persons assisting the RPIC to perform a mission on behalf of the 
Department. The flight crew includes, at a minimum, a Department qualified RPIC and a visual 
observer.  

 
“Flight Training” means any flight performed for the specific purpose of developing pilot 
skills and knowledge for future missions, learning and understanding the UAS 
components and its limitations, and/or learning and understanding pilot limitations for 
an environment or condition. 

 
“Lead Remote Pilot in Command (LRPIC)” means a remote pilot in command (RPIC) 
identified to coordinate a mission when multiple RPICs are participating. The LRPIC is 
responsible for ensuring that the participating parties comply with all applicable 
requirements in the Flight Operations Manual during the mission. 

 
“Incident” means any event involving use of a UAS that causes other than serious injury to a person 
and/or damage to property having a fair market value of less than or equal to $500.00.  

“Mission briefing” means a verbal assessment and summary of the scope of a drone flight mission 
including:  an overview of the mission and deliverables; roles and responsibilities; location assessment 
of potential hazards; airspace review and classification; identification of potential aviation conflicts 
(Temporary Flight Restrictions (TFR's) and Notices to Airmen (NOTAMS)); weather assessment; 
designation of take-off and landing area; standard callouts (notification on powering up, takeoff, gear 
up, battery power remaining, coming home, gear down, landing, powering off); and emergency 
procedures (lost link, return to home settings, emergency landing area).   

 
“Mission” means the entire operation from initiation to completion and includes, 
planning and coordination, site assessment, pre-flight, flight, and post-flight. The mission 
can occur on one day and include one flight or multiple flights or can be multiple flights 
and span multiple days. 
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“National Airspace System or NAS” means the common network of U.S. airspace; including air 
navigation facilities, equipment and services, airports, and landing areas; aeronautical charts, 
information and services; rules, regulations and procedures; technical information; and manpower 
and material.  This includes system components shared jointly with the military.   

“Remote Pilot in Command” or RPIC means a person who has the final authority and 
responsibility for the operation and safety of a flight; has been designated as RPIC 
before or during the flight; and holds the appropriate certificate, rating, and/or 
endorsement, for the conduct of the flight. 
 
“Reportable accident” means any incident using a UAS that causes serious injury to a person, loss of 
consciousness of a person, and/or damage to property (other than the UAS) having a fair market value 
of more than $500.00 and expected to cost more than $500.00 to repair. The FAA must be notified of 
a reportable accident within 10 calendar days.  14 CFR 107.9. 
 
“Sterile Cockpit” means that during the flight operation the RPIC and flight crew will not engage in 
any duties or activities that are not critical for the safe operation of the aircraft, could distract any 
flight crewmember from the performance of his or her duties or which could interfere in any way with 
the proper conduct of those duties.  

 
“Unmanned Aircraft System (UAS) aka Drone” means an aircraft and the equipment necessary to 
operate it, that is operated without the possibility of direct human intervention from within or without 
the aircraft.   For the purposes of this FOM the term drone is used to refer to a small unmanned 
aircraft system (sUAS) weighing less than 55 pounds and associated equipment that is controlled by 
an operator on the ground.  The system includes everything that is on-board or otherwise attached 
to the drone as well as all the related support equipment, including the control station, data links, 
telemetry, communications, and navigation equipment.   
 
“Visual observer” means a flight crew member who is designated by the RPIC to assist the RPIC to 
observe and avoid other air traffic or objects aloft or on the ground and assist the RPIC as necessary 
to insure a safe flight.   
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4.0 General Operating Procedures 
 

4.1 Organization 
 
The Division of Information Technology (DOIT) is responsible for overall coordination and 
implementation of the Department’s drone program including procurement and operations.  
 
The Bureau of Geographic Information Systems (BGIS) within DOIT will coordinate the operations and 
development of the program through the sUAS Chief Pilot/Program Manager and the sUAS Coordinator. 
BGIS will fly missions, within its capabilities, in support of Department Programs.  
 
The sUAS Committee will be chaired by the sUAS Chief Pilot/Program Manager and managed by the 
sUAS Cooordinator. The Committee is open to any Department program interested in using drones to 
assist their programs. The Committee will explore existing and potential uses and comment on policy 
and procedures. 

 
Programs choosing to develop program specific flight operations will designate a Program Lead Pilot 
who will be responsible for overseeing and coordinating program flight operations.  

 
The minimal flight crew will consist of the RPIC and one VO. Additional VOs or flight crew may be added 
to assist the RPIC as needed.  
 

4.2 Responsibilities 
 

1) The Chief Pilot/Program Manager  
a. Must be a current Certified Remote Pilot  
b. Evaluating and finalizing Department UAS policy 
c. Overseeing all Department flight operations and training 
d. Chairing the Department sUAS committee  
e. Planning and executing flight missions in support of Department programs   

 
2) The UAS Coordinator is not required to be a FAA Part 107 Certified Remote Pilot. However, if the 

UAS Coordinator is not so certified, duties and responsibilities that require such certification 
MUST be delegated to or overseen by a Certified Remote Pilot.  

a. Administrative support to the Department sUAS Committee 
b. Technical support for Department Flight Operations 
c. Plan and execute Flight Missions in support of Department Programs (if Certified 

Remote Pilot) 
 

3) Program Lead Pilot Responsibilities: 
a. Must be a current Certified Remote Pilot  
b. Oversee and assist program pilots to ensure that they follow Department and Program 

Policy. 
c. Maintain all training, flight and maintenance records for each program pilot, flight crew 

and aircraft and forward reports as required; 
d. Represent program on the sUAS Committee. 

 
4) Remote Pilot in Command (RPIC):  



 

10  

a. Department pilots shall be current certified remote pilots and have completed 
Department training to be allowed to fly missions as RPIC. The RPIC is ultimately 
responsible for all aspects of a mission. 

b. A Pilot’s primary duty is the safe and effective operation of the UAS in accordance with 
the manufacturers' approved flight manual, FAA regulations and Department policy and 
procedures. Pilots must remain knowledgeable of all FAA regulations; UAS 
manufacturer's flight manual and bulletins and Department policy and procedures and 
exhibit situational awareness at all times. 

c. Prepare a flight plan for each mission and determine if additional flight crew (beyond 
the required VO) are required. 

d. The RPIC will brief the flight crew and participants before every flight and ensure that 
everyone knows what their responsibility during the flight is. 

e. Pilots may be temporarily or permanently removed from flight status at any time by the 
Chief or Lead Pilot for reasons including performance, proficiency, physical condition, 
etc. Should this become necessary, the operator will be notified verbally and in writing 
of the reason, further action to be taken and expected duration of such removal. 
 

5) Visual Observers (VO)  
a. Visual Observers do not need to be certified remote pilots but must have been provided 

with sufficient training to communicate clearly to the pilot any instructions required to 
stay clear of conflicting traffic and obstacles.  

b. An observer's primary duty is to assist the RPIC conduct a safe and effective mission. 
This includes maintaining visual line of sight on the aircraft, scanning for anything that 
may interfere with flight operations in the air or on the ground, communication with 
other crew members or members of the public.  
 

6) Flight Crew 
a. Flight Crew do not have to be certified remote pilots. 
b. Flight Crew duties will be assigned by the RPIC before the start of every mission.  

 

4.3 General sUAS Usage Restrictions 

• Department drones should only be used by Department Certified sUAS Operators 

acting in his/her official capacity as a Department employee. 

• Department Certified UAS Operators should not use Department issued drones for 

personal use or for any purpose they are not trained and/or authorized to perform. 

• Department Certified UAS Operators should not use personal drones for work-

related purposes. 

 

4.4 Non-Department Drone Data Collection 
 
Department staff may obtain drone data (photos, video, mapping, or specialized sensor data) from 
sources other than authorized Department pilots. This may include but not be limited to; contracting 
with a company to fly a drone to collect data; drone data obtained from contractors or partners working 
with the Department on a project; drone data obtained of areas/projects independent of any 
Department involvement; or volunteers/general public submitting drone data in support of Department 
efforts. Data used by the Department that was obtained in this manner may or may not have been flown 
in accordance with Federal, State or local drone requirements and potentially can damage the credibility 
and reputation of the Department and/or the pilot that obtained the data.  
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Any Department contract or project involving the collection of drone data by anyone other than current 
Department Pilots shall be coordinated with the Division of Information Technology prior to the signing 
of a contract and/or performing the flight. All flights will be conducted in accordance with the flight 
provisions of the SOP and this FOM.  
 
For Drone Data that is offered to the Department and is not part of a Department initiative or flown by 
active Department Pilots, the following minimum information shall be submitted, and actions taken 
before it can be used by the Department; 
 

1) Copy of the pilots current Remote Pilot Certificate (include proof of passing recertification test if 
certificate was issued more than 24 months before date of flight) 

2) Make and model of drone and registration number 
3) Copies of all waivers, air space authorizations and special use permits required for the flight and 

property owner permission for any non-public properties that the pilot flew over while 
collecting the data 

4) Unless permission has been obtained to use the media, photos and videos shall be edited to 
remove or blur any recognizable images of individuals or views of private property not readily 
observable at ground level from public property.  

5) Flight Plan (if available)  
 

 

5.0 FLIGHT OPERATIONS 
 

The following planning, operation and reporting requirements apply to all Department flight operations. 
Additional program specific planning, operation and/or reporting requirements for flight operations will 
be developed by the program and added as an addendum to this manual.  

 

5.1 Cybersecurity 
 
Department sUAS operations can and will occur in sensitive areas that are not accessible to the general 
public, including critical infrastructure. Vulnerabilities have been identified with the use of UAS that 
potentially allow a third party, including foreign governments, to collect personally identifiable 
information (PII), use patterns and/or the photos/data collected. To reduce the potential threat the 
following practices shall be observed by Department pilot and contracted pilots: 
 

• Use a Secure Digital (SD) external storage card to collect and remove UAS data. Download the 
UAS data to a non-networked machine or drive and erase the data after each mission 

• Do not stream data directly to the internet. Use an HDMI cable to feed to a secure router. 

• When flying ensure that the controller cannot access the internet through a Wi-Fi or cellular 
device. Remove all memory storage devices from UAS when connected to the internet to limit 
access.  

• Remain vigilant and cognizant of your surroundings to avoid collecting incidental data on critical 
infrastructure, sensitive operations and special events. 

• Use a tablet dedicated only for use with the UAS with minimal PII and no other work-related 
information. 

• When possible turn off all data sharing options in the operating software. 
 

5.2 Logs  
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• All pilots shall maintain a Flight Log of all flights they perform. 

• A separate Flight log shall be maintained for each Department aircraft  

• A Maintenance Log shall be maintained for each Department aircraft 

 

5.3 Mission Request Process 
 

1) Requests for BGIS to fly a mission in support of Department interests will be 
initiated by submitting a DEP IT Project Sheet or request form to the Chief 
Pilot. Requests should be submitted sufficiently in advance of the proposed 
mission date(s) to allow time to plan and obtain necessary waivers and/or 
permits to fly. Program specific missions will be requested through the Lead 
Program Pilot in accordance with program procedures  

2) Upon receipt of the request, the Chief Pilot, or Lead Program Pilot, shall 
perform an initial review of the request to determine if the mission is 
feasible and if the resources to complete the mission are available.  

a. If the mission is deemed feasible, it will be assigned to a RPIC, who will 
schedule a meeting with the requestor to discuss mission details and 
determine the deliverables and the timeframe to complete the mission. 

b. If the mission is deemed not feasible, the chief pilot, or Lead Program Pilot 
will notify the requestor with the reasons and options of what can be done. 
The requestor can than decide to cancel the mission, meet with the chief 
pilot or program lead pilot to discuss modifications or consider contracting 
with a contractor that can fly the mission. All contracted flights must be 
approved through DOIT and flown following Department standards. 
 

5.4 Mission Planning and Reports 

 

The RPIC assigned to a mission will be responsible for the mission planning, flight and 
reporting. Flight Plans will be documented using the Department’s “Unmanned Aircraft 
Flight Plan and Report” form available in Appendix A and in the Teams “DEP Remote Pilot 
Users Group”. Parts A, B, C and D constitute the planning portion of the form and must be 
completed prior to flight operations. Parts E, F and G are to be completed after the 
completion of the flight operations. Any additional supporting information used by the RPIC 
to plan or implement the flight shall be included with the final report submitted. 

 

5.5 Site Assessment 
 

• Assessments for UAS operation suitability will be conducted prior to operating 
to ensure operations can be conducted safely. 

 

• Assessments will be made by utilizing aeronautical charts, Department GIS 
information, or other sources of information such as, digital imagery (e.g. 
SkyVector, Foreflight, Google Earth, Bing, Google Maps). A site inspection to 
verify data and see any changes should be performed prior to the flight. 

 
• Site assessment will include at a minimum: 
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o Identifying operational area boundary 
o Airspace class 
o Local ordinances concerning UAS operations 
o Property ownership (permits/permissions needed prior to flight) 
o Potential take-off and landing site identification as well as 

contingency/emergency locations.  
o Site review and assessment: 

▪ Aircraft operations (e.g. proximity of airports, heliports, 
seaplane bases or other operating sites). 

▪ Industrial site hazards. 
▪ High-intensity radio transmission or electromagnetic 

interference (e.g. radar sites). 
▪ General obstacles and heights (e.g. wires, masts, buildings, 

cell phone towers, wind turbines etc. 
▪ Other airspace restrictions, if any (e.g. prohibited, restricted and 

warning areas). 
▪ Built-up areas, major roadways and recreational activity sites. 

o Weather patterns and forecasts 
o Minimum separation distances from persons, vehicles and structures. 

 

5.6 Required Documents 
 

The following documents/information must be on site and available to the RPIC during flight 
operations: 
 

a. FAA Registration, 
b. FAA Remote Pilot Certificate,  
c. Recurrence test results (if applicable) 
d. Drivers License (in lieu of a medical certificate) 
e. Unmanned Aircraft Flight Plan and Report, 
f. Department SOP 
g. Flight Operations Manual 
h. User Manuals.  
i. Advisory Circular No.107-2 
j. Summary of Small Unmanned Aircraft Rule (Part 107) (in FOM) 
k. Sectional Maps, (hard copy or electronic such as Skyvector) 

 

5.7 Pre-Flight 
 

Prior to day of flight 
 

1) Obtain any FAA waivers, if required, for the flight operation. Waiver request may take 
90 days or longer to be approved. 

2) Obtain Authorization for flying in controlled airspace, as appropriate through LAANC 
or Dronezone (as applicable). Authorizations should be applied for and received at 
least 24 hrs before the planned flight.  
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3) Obtain all necessary permits and/or permissions from landowners/managers 
necessary to conduct the mission. Suggested permit processing time should be 
accounted for when planning the flight time. (Most Federal, State and County lands 
prohibit Drones and require permission or Permit to fly. Flights in and over State Parks 
or Wildlife Management Areas REQUIRE a Special Use Permit and may not be 
performed on verbal permission unless in an emergency situation) 

4) Notify the property owner and local law enforcement of proposed flight and 
include: 

a. Location, 
b. Dates and times, and 

c. Contact Information. 
 
Additional notifications 
 

• For all flights in forest and river areas in Atlantic and Gloucester Counties and along 

Delaware Bay and for flights along the coast from Raritan Bay down to Cape May 
and up the Delaware Bay to Salem between May 1 and September 30, Notify 
John Wimberg, Bureau of Forest Fire Management – Coyle Field, 
John.Wimberg@dep.nj.gov  

• Notify the County Mosquito Commission about flights in marsh/wetlands areas 
that are subject to spraying and sampling by Mosquito Commission aircraft. 

 
5) File drone NOTAM with Leidos Flight Service no earlier than 72 hours prior to flight 

(unless planning on a routine recurring flight) and no later than 24 hours prior to 
flight. 

 
To file a NOTAM, call Leidos Flight Service at 1(877) 487-6867 and be prepared to 
give the following information: 
1. State you are calling for 

2. Location – either a radius around a point, with the point identified by 

Latitude and Longitude in degree, minutes, seconds and the radius in nautical 

miles or as a polygon with all the corners identified by Latitude and 

Longitude in degree, minutes, seconds. 

3. Operating elevation in AGL (i.e. surface to 400 ft AGL) 

4. Date and operating time in Greenwich Mean Time (GMT or Z). 

5. Closest Airport, distance and bearing (may or may not be asked for) 

6. Your initials and company. 

 
6) Review suggested equipment list and ensure all necessary equipment is available and 

mission ready. Night before mission, ensure that non-rechargeable batteries are good 
and that there are spares as needed, that all rechargeable batteries, controllers and 
electronics are charged and check that all software and databases are current. 

7) Review manufacturer warning areas and get codes to remove geofencing (if 
applicable).  

8) Monitor long range weather forecasts, www.weather.gov, for day of the flight. 
9) Check NOTAMS and Temporary Flight Restrictions for flight area. 

mailto:John.Wimberg@dep.nj.gov
http://www.weather.gov/


 

15  

 

Day of flight before arriving at site 

 
1. Assess the weather forecasts for the day of the flight, use www.weather.gov, 

www.1800wxbrief,com, and/or www.aviationweather.gov. (METARs and TAFs for 
airports around the flight area should be checked before each flight to monitor 
changing weather conditions). 

 

a. Weather conditions should be within limits and consistent with UAS and RPIC 
capabilities. The RPIC shall verify the weather conditions in the immediate area 
of operations. The UAS may not be flown outside the weather minimums identified 
by the manufacturer. The RPIC shall have final determination of risk due to 
weather and authority over any mission. 

 
2. Check NOTAMS and Temporary Flight Restrictions (TFRs should be checked before each 

flight) 
 

Pre- takeoff 
 

1) Complete UAS Risk Assessment Matrix with flight crew. (Reassess if conditions change 
between flights). 

2) Perform crew briefing including; 
a.  Mission Overview 
b.  Flight objectives and details 
c.  Hazards particular to flight and area 
d.  Part 107 constraints 
e.  Privacy constraints 
f.  Weather 
g.  NOTAMs and TFRs 
h.  Crew responsibilities/fitness (IMSAFE) 
i.  Sterile Cockpit 
j.  Emergency procedures 

3) Set up flight deck and take-off/landing area as appropriate to area conditions. Where 
possible a minimum 30 foot separation should be maintained. 

4) Perform aircraft inspection (prior to every flight) 
5) The VO will read the Pre-Takeoff Checklist and verify the RPICs response.  

 

5.8 Takeoff 
 

1) Where possible a designated safety area of at least 30 feet shall be maintained 
during take-off/landing between UAV and onlookers. Safety cones, UAS 
operation signs and safety tape may be utilized to maintain separation from 
the take-off/landing area and onlookers. 

2) The RPIC shall make every effort to ensure that flight operations will not pose any 
undue risk to the persons or property not directly involved with the effort. The RPIC 
shall have final determination of risk and authority over any launch of his/her 

http://www.weather.gov/
http://www.1800wxbrief,com/
http://www.aviationweather.gov/
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aircraft. In all cases, the UAS will not be fly over persons not involved in flight 
operations, unless during an emergency.  

3) Once the aircraft is on the landing pad and the RPIC has the controller, anyone 
approaching the aircraft must ask permission from the RPIC to approach the aircraft 
using the phrase “PERMISSION TO APPROACH THE AIRCRAFT” and wait for the RPIC 
to respond with “PERMISSION GRANTED”. At this point the RPIC will remove one 
hand from the controller to prevent accidentally starting the motors while someone is 
near the aircraft. 

4) The VO will read the Takeoff checklist and verify the RPICs response  
5) During the takeoff procedure the RPIC shall make the following announcements to 

alert all persons in the area of what is occurring  
• The RPIC shall visibly check that no one is near the aircraft and announce 

“CLEAR” before starting the motors on the UAV. 
• The RPIC shall announce “ARMED” after starting the motors. 
• The RPIC shall announce “DEPARTING” before lifting the UAV off the ground 

6) During the control check, the RPIC shall announce his intentions so that the flight 
crew can verify that the UAV is responding correctly, using the phrases; 

• Translating Forward 
• Translating Back 
• Translating Right 
• Translating Left 
• Climbing 
• Descending 
• Yaw Right 
• Yaw Left 

 
5.9 In Flight 
 

1) Sterile Cockpit - During the flight a Sterile Cockpit shall be maintained and the RPIC 
and flight crewmembers should not engage in any conversation or activity not 
directly dealing with the safe conduct of the flight or that could distract any flight 
crewmember from the performance of his/her duties as it relates to safety. 

2) Situational Awareness - The RPIC is responsible for maintaining situational awareness. 
(When operating in the vicinity of an airport with or without an operating control tower the 
RPIC should monitor air traffic on appropriate Unicom/CTAF frequencies).The RPIC should 
understand the overview of the operation and relative significance of flight factors and its 
future impact on safety and make decisions accordingly. The RPIC should plan and prioritize 
tasks ahead of time to avoid work overload and “getting behind” the aircraft 

3) Crew Resource Management (CRM) - The RPIC will continually evaluate the flight to 
make use of all available resources prior to and during flight to ensure the 
successful and safe outcome of the flight.  

4) Cockpit security - Flight Crew or persons wishing to approach the flight deck during 
a flight should announce themselves and ask permission of the RPIC by saying 
“PERMISSION TO APPROACH THE FLIGHT DECK” and wait for the RPIC to respond 
“PERMISSION GRANTED” 

 



 

17  

5.10 Landing 
 

1) At the completion of the mission or at the low battery warning, before starting to 
return for a landing the RPIC shall announce “ARRIVING” to alert people in the 
vicinity that he is returning with the intent of landing. The VO will read the landing 
checklist and verify the pilots response. 

2) When near the landing zone the RPIC shall announce “LANDING” prior to 
proceeding with touchdown. The RPIC shall ensure that the UAS is established on 
a stabilized and normal approach, prior to beginning the landing sequence. 

3) The RPIC in cooperation with the VO will ensure the identified landing zone is free 
and clear of objects, personnel and/or debris prior to commencing landing 
operations. 

4) In the event of an abnormal approach or obstructed landing area, the RPIC may 
initiate a go-around or hover at any time, as soon as a safety concern becomes 
evident.  

5) Upon landing the RPIC will announce “ON THE DECK” to advise everyone that the 
aircraft has landed. 

6) The RPIC shall announce “DISARMED” after shutting down the motors to alert 
everyone that the motors have been stopped. 

7) VO will complete Landing Checklist. 
 

5.11 Post Flight 
1) At the conclusion of the flight operation, the RPIC shall conduct a Maintenance, 

Operation, Safety and Training (MOST) debriefing with the flight crew. The debrief 
will cycle through the flight crew on each of the topics until all pass. 

2) The RPIC will be responsible for downloading and processing the data collected, 
inspecting the aircraft, preforming allowable maintenance/cleaning, filling out 
the flight and maintenance logs and filing the final report of the mission.  

3) All collected data shall be reviewed by the RPIC for privacy and security concerns 
and shall be uploaded and stored in a secure and readily accessible location 
according to the security requirements assigned. The data should be transferred 
to the client as soon as practical.  

4) If the aircraft or components were damaged or non-functional the RPIC shall 
report this to the Lead Program pilot and Chief Pilot.  

5) Final mission reports are due to the Program Lead Pilot or Chief Pilot (as 
applicable) within 2 working days of the MOST review with the flight crew. Mission 
report shall include at a minimum; 

a. Completed Flight Plan and supporting document(s) 
b. Copy of Risk Management Form 
c. Copy of flight log downloaded from tablet 

6) Program Lead Pilots will submit copies of  
 

5.12 Operational Limitations 

1) RPICs must operate equipment within manufacturer limits. The RPIC may exceed 
the manufacturer limits in a training scenario, or during an emergency, when the 
RPIC is within his/her capabilities and safety is maintained. 



 

18  

2) As a rule, any single UAS flight shall initiate landing procedures when the battery 
reaches 30% capacity and should land with greater than 20% battery capacity 
remaining. The RPIC may exceed 30% fuel reserve during an in-flight emergency or 
for battery maintenance. 

3) Department pilots and flight crewmembers shall not work when under the 
influence of alcohol or drugs, or impaired or deficient in ability to make sound 
decisions during flight operations. 

4) Department pilots and flight crew members shall continually assess his/her abilities 
to perform a mission safely based on a determination of flight proficiency as it 
relates to the complexity of the mission before and during the mission. In the event 
the pilot determines the flight is beyond his/her capabilities he/she will terminate 
the mission. 

5) Department pilots shall review and follow all limitations placed on pilots and aircraft as 
defined in Part 107, the provisions of a COA, other FAA authorizations, Department 
authorizations or permits required. 

 

5.13 Special Considerations 
 

 5.13.1 Multiple RPICS 

 

If multiple RPICs will be conducting flight operations for the same mission, occurring 
on the same day, a lead remote pilot in command (LRPIC) will be identified to 
coordinate the effort. The LRPIC will ensure that the mission is conducted in 
accordance with the flight plan and requirements of the FOM and that the mission is 
conducted safely. 

 

 5.13.2 Indoor Operations 

 

Extra caution will be taken when flying indoors due to the confined spaces and 
proximity of walls, ceiling obstructions present. Consideration with indoor 
operations include: 
 

• Loss of GPS – aircraft will not maintain position on its own.  
• Amplified intermittent air currents – aircraft will drift sporadically 
• Temp and Humidity changes – Aircraft will experience sudden loss or gain in lift 
• Pilot experience with speed and hover control.  

Due to a potential for loss of positive control of the aircraft, sufficient barriers are required 

for protecting onlookers during indoor operations. The barriers should be sufficient to 

protect the onlookers per aircraft velocity, size and weight. 

 

 5.13.3 Cold Weather Operations 

 
Cold temperatures will decrease the performance of batteries and electronic devices, 
and can cause the loss of finger dexterity 
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Recommendation for cold weather operations include: 
 

• Wearing touch sensitive gloves. 
• Setting low battery warning to greater than 30%. 
• Monitor UAS battery and tablet battery more frequently. 
• Ensure battery is fully charged. 
• Warm core battery temperature before use. 
• Allow aircraft to hover and warm-up near the ground before flight to 

manufacturers recommended operating temperature. 
 

 5.13.4 Hot Weather Operations 

 
Hot weather and direct sunlight can cause overheating of batteries, which can create a 
fire hazard, overheat electronics leading to a shutdown and heat stroke in personnel  
 
Recommendations for hot weather operations include: 
 

• Use sunshield on iPad/tablets 

• Shade batteries from direct sunlight 

• Monitor battery temp during flight 

• Stay hydrated and monitor flight crew for signs of heat stroke 

• Use sunscreen and\or cover exposed skin 
 

 5.13.5 Security Procedures 

 

Department personnel shall maintain positive control of all operational equipment 
to ensure security. Operational equipment shall be properly stowed and locked in 
car or locked case in the field while not in use and locked-up while being stored in 
the office or at the RPICs residence. 

 
The security procedures are in place to: 

• Prevent unauthorized access to Department aircraft, 
• Prevent the use of Department aircraft to commit unlawful acts and, 
• Prevent accidental damage or harmful modification to the aircraft and its 

systems by third parties or unauthorized personnel. 
 

5.14 In Flight Emergency  
 

Reference UAS Emergency Checklist for detailed checklist of emergency procedures. 
These procedures are to provide a reference in the event of an in-flight emergency during UAS 
operations. The RPIC and VO should become familiar with these procedures before flight 
operations begin. These guidelines provide suggestions only. In an actual flight emergency, the 
RPIC should determine the best course of action with the highest priority being the safety of 
other in-flight aircraft and persons on the ground, followed by the safety of vehicles, vessels and 
structures on the ground. These emergency procedures should be discussed prior to the flight 
during the pre-flight briefing. 
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 5.14.1 Emergency Landings 

 
1. Scan the operation site to determine which emergency landing zone is the 

closest/safest for landing. 
 

2. Determine if the emergency landing zone is clear of objects, debris and 
suitable for landing. 

 
3. Announce to flight crew landing intentions (if applicable). 

 
4. Choose the safest and most efficient flight path to the emergency landing zone. 

 

 5.14.2 Fly-Away 

 

A fly-away is when the pilot is unable to affect control of the aircraft and/or where the 
aircraft is no longer following its preprogrammed procedure and control is 
unrecoverable. Prior to flight operation the RPIC should obtain contact information for 
controlling ATC facility (when applicable). 

 
If the fly-away emergency occurs within or into controlled airspace contact the 
controlling ATC facility. If the emergency occurs in uncontrolled airspace or near 
controlled airspace, choose the closest ATC facility or contact Air Route Traffic Control 
Center (ARTCC) for the area. ARTCC numbers are listed below. 

 
In the event of a UAS fly-away, advise ATC/ARTCC of the following: 

 
(1) Aircraft type 
(2) Direction of flight 
(3) Last know altitude and speed 
(4) Maximum remaining flight time 

 
 

ARTCC: 
 
NEW YORK ZNY 631-468-5959 
WASHINGTON ZDC 703-771-3470 
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 5.14.3 Accident -incident 

 
A Department reportable accident/incident includes the following: 

• A person sustains any injury as a result of coming into direct contact with 
any part of the aircraft, including parts that have become detached from 
the aircraft, or 

 

• The aircraft comes into contact with a building, structure or object, or 
 

• The aircraft sustains damage that adversely affects the aircrafts structure, 
performance, or flight characteristics, or 

 

• The aircraft is missing or inaccessible, or 
 

• The accident/incident meets the FAA’s definition as described in 14 CFR 
107.9. 

 
If a Department UAS is involved in an accident/incident, the RPIC must notify the 
Chief Pilot and Program Lead Pilot and submit a report to them within 24 hours by 
email. 

 
At the discretion of the Chief Pilot or Lead Program Pilot, the aircraft will be 
submitted for review and evaluation if the accident meets reportable standards. 
Once the aircraft is determined airworthy, the aircraft will be returned to service. 

 
If the parties identified in the report are believed to be negligent, disciplinary action 
will be taken, as warranted. 

 

 5.14..4 Aviation Safety Reporting System 
 
The Aviation Safety Reporting System (ASRS) receives, processes and analyzes voluntarily submitted 
incident reports from pilots, air traffic controllers, dispatchers, cabin crew, maintenance technicians, 
and others. Reports submitted to ASRS may describe both unsafe occurrences and hazardous situations. 
Information is gathered from these reports and disseminated to stakeholders. ASRS's particular concern 
is the quality of human performance in the National Airspace System. 
 
Voluntary reporting an incident to the ASRS at https://asrs.arc.nasa.gov/report/electronic.html, may provide 

immunity from civil penalty or certificate suspension under Paragraph 9. C. FAA Circular No. 00-46E which states: 
 

c. Enforcement Restrictions. The FAA considers the filing of a report with NASA concerning an incident 
or occurrence involving a violation of 49 U.S.C. subtitle VII or the 14 CFR to be indicative of a 
constructive attitude. Such an attitude will tend to prevent future violations. Accordingly, although a 
finding of violation may be made, neither a civil penalty nor certificate suspension will be imposed if:  
 
1. The violation was inadvertent and not deliberate;  
2. The violation did not involve a criminal offense, accident, or action under 49 U.S.C. § 44709, which 
discloses a lack of qualification or competency, which is wholly excluded from this policy;  

https://asrs.arc.nasa.gov/report/electronic.html
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3. The person has not been found in any prior FAA enforcement action to have committed a violation of 
49 U.S.C. subtitle VII, or any regulation promulgated there for a period of 5 years prior to the date of 
occurrence; and  
4. The person proves that, within 10 days after the violation, or date when the person became aware or 
should have been aware of the violation, he or she completed and delivered or mailed a written report 
of the incident or occurrence to NASA. 
 

6.0 TRAINING/PROFICENCY 
 

6.1 Training Mission Statement 
 
Department pilots are required to hold a current Remote Pilot Certification in order to fly for 
the Department. However, obtaining a Remote Pilot Certification does not require the pilot to 
demonstrate that he/she can effectively and safely operate a sUAS, therefore before flying 
missions for the Department it will be required that each new pilot complete a minimum of 4 
hours flight time and 10 hours crew time with a Department Instructor and pass a practical 
flight test. 
 
The purpose of the Department training is to ensure that Department pilots and visual 
observers have the necessary flight skills, coordination and understanding of FAA and 
Department policy and procedures for sUAS operations while maintaining safety as the highest 
priority. Department pilots must exercise good decision making and judgement, in the air and 
on the ground, and represent the Department and the State in a positive manner  
 

6.2 Pilot Training  
 
Pilot training is divided into three separate phases  
 
 Phase 1 – FAA Certification 
 Phase 2 – Flight planning, record keeping and basic flight training 
 Phase 3 – Skill building and scenario based training 
 

a. Phase 1 - FAA Certification:  The first component of training is to learn the pertinent FAA 
UAS regulations, successfully pass the knowledge test and apply for the Remote Pilot 
Certification. Potential pilots should contact the chief pilot to discuss available resources. In this phase 
pilots will develop a working understanding of 
 
i. FAA Part Regulations 
ii. National Airspace System and Sectional Charts 
iii. Operations near aviation facilities 
iv. Aviation Weather 
v. Loading and Performance 
vi. Human Factors, Crew Resource Management 
vii. Emergencies and contingencies 
viii. UAS Maintenance 
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b. Phase 2 - Practical Training – This practical training phase is designed to supplement the 
trainee’s academic knowledge with skills and hands on flight experience such that the trainee can safely 
fly without supervision. These skills shall include; 
 
i. Pre-mission Planning 
ii. Flight planning  
iii. Site Survey and Risk Assessment  
v. PreFlight equipment checks  
vi. Mission briefings  
vii. Take off/Landing and basic flight maneuvers  
viii. Camera controls 
ix. Battery handling 
x. Operations and maintenance  
xi. Recordkeeping 
xii. Data Management 
xiii. Waivers and Authorizations 
 
c.  Phase 3- The objective of this phase is to enable newly certified remote pilots to build 
confidence and refine their flying skills before attempting to fly missions on their own. This phase will be 
broken down into two parts. Skill Building Phase 3a – The newly certified UAS Remote Pilot will practice 
more complex maneuvers and be tasked with planning and implementing a mission.  
 
i. Practice quadcopter flying in a controlled environment 
ii. Perform a preflight and configuration checks 
iii. Prepare and present a Mission brief 
iv. Perform depth-perception exercises 
v. Use the drone camera to capture photos and video 
vi. Plan and fly autonomous flights. 
 
d. Mission Specific Phase 3b - This training is mission specific to Program objectives. The skill and 
proficiency required to fly over a marshland at high altitude is distinctly different than the skills required 
to fly in a wooded area or inspect a structure. Working with the individual programs, scenarios of 
expected missions will be developed for pilots to practice and hone their skills and get use to what to 
expect before having to fly actual missions. Some scenarios may include: 
 
I. Construction monitoring  
II. Structural Inspections 
III. 2D/3D Mapping 
IV. Emergency Response Assessment 
V. Volume Calculations 
VI. Wildlife monitoring 
VII. Search and inspection 
VII.  Specialized sensors 
 

6.3 Visual Observer Training  
 

All VOs must complete sufficient training prior to flight to communicate to the RPIC any 
information required to: remain clear of conflicting traffic, terrain and obstructions, 
maintain proper cloud clearances, and provide navigational awareness.  
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All training to be provided to the VO by RPIC, must include, at a minimum, 
knowledge of the following: 

 
1) VO’s responsibility to assist RPICs in complying with the requirements of: 

• Section 91.111, Operating Near Other Aircraft, 
• Section 91.113, Right-of-Way Rules: Except Water Operations, 
• Section 91.115, Right-of-Way Rules: Water Operations, 
• Section 91.119, Minimum Safe Altitudes: General, and 
• Section 91.155, Basic VFR Weather Minimums, 

 

2) Air traffic and radio communications, including the use of approved 
air traffic control/pilot phraseology, and 

 
3) Appropriate sections of the Aeronautical Information Manual (AIM). 

 

Duties and Responsibilities: 
 

• Provide the RPIC with information to maneuver the UAS clear of any hazards 
and any potential collision with ground obstructions or air traffic. 

 

• Assist the RPIC in complying with applicable FAA VFR flight conditions 
such as visibility, cloud clearance requirements and keeping UAS within 
VLOS. 

 

• Able to determine the UAS relative altitude, flight path, and proximity to all 
aviation activities and hazards (e.g. terrain, weather, wildlife, structures) 
sufficiently to prevent the aircraft from creating a hazardous situation. 

 

• Perform observation duties for one (1) UAS at a time. 
 

• Maintain constant communication with the UAS pilot and 
communicate timely information to the UAS pilot to avoid other 
aircraft or structures. 

 

• Must be able to: 
o Perform visual scanning techniques. 
o Facilitate inter-crew communications succinctly and clearly. 
o Assess hazardous weather conditions. 
o Take action in the event a risk of collision develops. 

• Must demonstrate an understanding of: 
o The vertical and horizontal boundaries of the operation. 
o The class of airspace restrictions and determine adjacent classes of 

airspace. 
o Right of way rules as specified in FAA regulations. 
o UAS system limitations. 

• VO is not permitted to fulfill the duties of any other flight crew member while performing 

duties as VO 
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6.4 Advanced Training   
 

Advanced training includes training beyond the Department training requirements, 
including but not limited to, additional aircraft, and advanced software and/or 
hardware. Advanced training may be given by Department instructors or provided by a 
vendor. Where applicable advanced training will be noted in the pilots logbook and 
signed off by the instructor. 

 

6.5 Pilot/flight crew meetings 
 

Regular pilot/flight crew meetings will be scheduled to discuss and share operational 
experiences with the goal of improving safety and expanding skills. To maintain a high 
level of competency, the meetings will also include training to cover selected items 
which contribute to the UAS Program’s ongoing mission of safety, such as flight 
maneuvers, FAA regulations, pilot decision making, crew resource management, 
accident-incident mishap review, emergency procedures, reporting, and standard 
operating procedures changes/updates.  

 

6.6 Currency   
 

Department pilots may not operate a sUAS for a mission in a category, class, and type, 
unless he/she has conducted a currency flight, including a minimum of 20 minutes of 
flight time with three takeoffs/landings within the preceding 60 days. The RPIC must 
conduct the flight in a manner so as not to pose an undue hazard to persons and 
property. Flight times and takeoffs/landings performed during a mission will count 
toward meeting currency requirements. Flight times and takeoffs/landings performed 
with non-Department equipment will count toward meeting currency requirements 
provided it is on similar equipment. Times will be verified by the pilot’s logbook. All 
flights with Department equipment must be done with a visual observer. 

 
If a Department pilot does not fly 6 months or more in a category, class, and type, 
he/she must conduct a currency flight with the chief pilot or program lead pilot 
including a minimum of 18 minutes of flight time with three takeoffs/landings before 
being allowed to fly a mission.  

Maintenance Procedures 

 

7.0 MAINTENANCE 

 

7.1 Permitted Maintenance and Repairs 
 

RPICs are permitted to conduct maintenance and/or repairs, including but not 
limited to, prop replacements, firmware and/or software updates, sensor and/or 
gimbal adjustments, battery maintenance and required manufacturer maintenance. 

 
The following maintenance and repair rules apply: 
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▪ All maintenance or repairs which void the manufacturer warranty are prohibited. 
 

▪ All required manufacturer aircraft maintenance shall be completed by a 
TRAINED and authorized RPIC assigned to the aircraft. 

 
▪ In the event the aircraft requires repairs beyond permitted maintenance, the RPIC 

will notify the program lead program pilot for further action. The lead program 
pilot will also notify the chief pilot. 

7.2 Battery Maintenance 
 

• All battery maintenance required by the manufacturer shall be performed by the RPIC assigned 

to the aircraft.  

• The night before or at the beginning of a day with a planned mission or training exercise, charge 

the required number of batteries  

• At the end of the flight day, check the charge levels of the batteries. If the charge level of any 

battery is over approximately 50% charged, utilize the aircraft to discharge to that approximate 

level. If the batteries are discharged to below 20% charge them to that level. 

• Do not store the battery or aircraft in a hot garage, car or direct sunlight. If stored in a hot 

garage or car the battery can be damaged or even catch fire.  

• Lock the batteries and aircraft in a cabinet when not in in use or being prepped for flight. 

Batteries should be stored in a fireproof bag or container. 

• Store the LiPo batteries at room temperature and in a dry area for best results.  

• You must always charge the LiPo battery in a safe, well-ventilated area away from flammable 

materials.  

• Always inspect the battery, charger and power supply before charging.  

• If at any time the LiPo battery begins to balloon or swell, discontinue charging or discharging 

immediately. Quickly and safely disconnect the battery, then place it in a safe, open area away 

from flammable materials to observe it for at least 15 minutes. Continuing to charge or 

discharge a battery that has begun to balloon or swell can result in a fire. A battery that has 

ballooned or swollen even a small amount must be removed from service completely. 

• When charging, transporting or temporarily storing the LiPo battery the temperature range 

should be from approximately 40–120° F (5–49° C), check manufacturers recommendations for 

the specific battery used. 

 

7.3 UAS Maintenance Log 
 

RPICs must log and track all repairs in the UAS Maintenance Log including, changes 
and/or alterations to software, firmware and/or hardware components including 
but not limited to aircraft and its components, batteries, ground control station, 
payloads, tablets or other UAS components that affect the safety of flight. 

 
The maintenance log shall include date, total flight hours, work that was 
completed and a signature of the person who completed or inspected the work (if 
performed by the manufacturer a repair number will be included in the log and a 
copy of the invoice or scope of work will be sent to the program lead pilot and 
chief pilot).  
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All batteries will be labeled and subsequently logged in the UAS Maintenance Log 
each time discharge or maintenance is performed as part of the manufacturer 
battery maintenance schedule.  

 

All geofencing unlocks shall be logged in the UAS Maintenance log and include 
date of entry, maintenance activity (geofencing unlock), and date of geofencing 
unlock expiration.  
 

7.4 Maintenance Function Testing 
 

Any UAS that has undergone maintenance, repairs, or alterations that may potentially 
affect the safety of UAS operations, such as replacement of a flight critical component, 
including but not limited to, software/firmware/hardware updates and/or changes, 
must undergo a functional test flight prior to conducting further operations. Functional 
test flights may only be conducted by a RPIC, with a VO, and must remain at least 300 
feet from people not involved in the operation. The functional test flight must be 
conducted in such a manner so as not to pose an undue hazard to persons and 
property. 

 
In the event a VO is not available, the RPIC may proceed with a functional test without 
a VO, at his/her discretion, and within his/her capabilities. In the event the RPIC must 
perform a functional test flight due to a practical constraint, he/she must remain at 
least 300 feet from people not involved in the operation, and conduct the flight in a 
manner so as not to pose an undue hazard to persons and property.  
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APPENDIX A 

COMMON FORMS 
 

(available in DEP SUAS Committee TEAMS) 
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Suggested Equipment List 
 

1. Safety glasses (required), a safety vest and/or Department clothing/uniform 
(required). A hard hat is suggested but not required unless appropriate for the 
site or operations where the flight crew may be in close proximity to the drone in 
flight, such as hand launching or recovering the drone or setting up the LZ closer 
than 30’ from the flight deck because of site constraints.  

2. Personal Protective Gear appropriate for conditions/site. 
3. First aid kit/sunscreen 
4. Landing Pad 
5. Signs and cones for marking flight deck and LZ 
6. Anemometer  
7. Smart phones/chargers – for 911 and other emergency/flyaway contacts, 

weather and TFR checks before flights 
8. Scanner with spare batteries to monitor air traffic if within 5 miles of an airfield or 

planning on flying in controlled airspace or above 500 feet AGL. 
9. Handheld radios for crew communications – 2 minimum with spare batteries 
10. Bottled water  
11. Power source/adapters for phone/battery charging, control station/ aircraft 

batteries, etc. 
12. Warning signs/safety cones 
13. Binoculars - cannot be used to maintain VLOS but can be used to look for 

potential safety issues like people or vehicles at the perimeter of the flight 
operations area. 

14. Tarp or folding tables depending on site conditions to keep electronics off the 
ground and dry or area for assembly. 

15. Can of condensed air – for wet/dirty connectors and blowing out debris 
16. Aircraft specific support and safety equipment and tools 
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Risk Management Form  
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Unmanned Aircraft Flight Plan and Report 
 

INSTRUCTIONS FOR FILLING OUT THE  
NJDEP UNMANNED AIRCRAFT FLIGHT PLAN AND REPORT FORM  

 
The NJDEP “UNMANNED AIRCRAFT FLIGHT PLAN AND REPORT” form was designed to provide a 
standardized format for Department remote pilots to plan for, execute and report on UAS operations 
that can be shared among the different programs to learn from and improve flight operations.  
Parts A, B, C and D constitute the planning portion of the FORM and must be completed prior to the 
planned flight. The flight plan should be used in conjunction with the Ready Room Briefing checklist to 
brief flight crew and other participants prior to the flight(s) 
 
Part A - Flight Information 

• Mission ID – unique number to identify program missions.  

• Type of Mission – Training, photo, video mapping remote sensing etc.  

• Mission Requested By – identify entity requesting the flight  

• Operation Area – Identify flight area by Mun, Co, State and local/project name (if applicable) 

• Mission Date(s) – flight date(s) 

• Latitude – Latitude in DD MM SS format 

• Longitude – Longitude in DD MM SS format 

• Class Airspace – Identify the class(es) of airspace flight will be performed in 

• Time of Operation – time frame within which flight was conducted in Local time 

• Max Altitude – maximum altitude planned in AGL 

• NOTAM # - filed NOTAM number for the flight(s) 

• Closest Airports – Identify all airports with controlled airspace within 10 NM of the flight area or 

closest airport with controlled airspace if none within 10NM. Use airport identifier along with 

bearing and distance from flight area, i.e. KMJX 5 NM S 

• Aircraft/Sensors – Aircraft type deployed, and sensors mounted on aircraft 

Flight Crew – Identify the individuals assigned to the flight crew (including RPIC) including crew position 
cell phone number (in case of last-minute flight cancellation or other emergency) and affiliation. 
Contacts 

• ARTCC – Air Route Traffic Control Centers – New Jersey is covered by the New York ZNY or 

Washington ZDC centers. In the event of a fly away the appropriate center should be notified 

immediately  

• Airports – identify all airports, and phone number, within 5 NM of the flight area  

• Local Law Enforcement – Identify local law enforcement covering the flight area 

• Local Emergency – Identify local emergency services covering the flight area 

 
MAPS 

• Sectional – copy of area of sectional map showing flight area and vicinity. NJ is covered by either 

the New York or Washington Sectional Map 

• FAA Facilities Map. – Copy of facilities map including flight area. Primarily used to check LAANC 

requirements/availability, but can also be used to verify airspace and restrictions 

• SkyVector -copy of SkyVector map showing the flight area. checked on day of flight to verify that 

NOTAM is in place and see any TFRs in area 
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• Area of Interest – Aerial of flight area with flight limits marked 

 
Part B: Mission 

• Description -Overall description of the Mission - Who, What, When, Why, Where 

• Flight Descriptions and Product Details – Describe details of each flight and the expected 

product to be delivered 

Part C: Mission Hazards and Emergency Procedures 

• Based on the examination of maps, aerials, site inspections and any other gathered data, 

identify and discuss potential hazards or issues that may impact the safe conduct of the flight 

operation and privacy concerns. Include mitigations and emergency procedures for all potential 

problems. 

Part D: Waivers & Procedures 

• List all permissions/restrictions required to legally fly in the project area (such as air space 

waivers, LAANC authorizations, Part 107 waivers, Special Use Permits Property owner 

permission) and attached permissions to flight plan and have on site while performing flight 

operations. 

Part E: Weather 

• The primary sources for weather that should be consulted are weather.gov, 1800wxbrief.com 

and aviationweather.gov. Other sources can be used to compliment these sources. 

• Weather will need to be monitored well in advance of the flight date for planning purposes but 

for Part E weather it should be checked on the day of the flight looking to see the expected 

hourly forecast for the flight area prior to and during the flight. Hourly forecast for the day is 

available at weather.com (NOAA) and TAFs are available for several airports in NJ. 

• METARs for airports surrounding the flight location should be checked (and recorded) BEFORE 

EACH FLIGHT to check conditions and see if the forecast is playing out. METARS only cover about 

a 5 mile radius around the airport so if the flight area is not within that radius it is solely on the 

RPIC discretion that weather conditions are within limits for the flight  

Part F: M O S T 

• Post flight crew debriefing looking at positive and/or negative issues during the flight dealing 

with Maintenance, Operation, Safety and Training.  

Part G: Mission Summary 

• Mission Summary by RPIC analyzing the flight, whether the mission was a success with all the 

goals accomplished or circumstances that hindered the completion of the missions. Should 

include any issues that affected the flight positively or negatively that can be shared with other 

Department pilots to avoid or copy. 

  



 

34  

 



 

35  

 
  



 

36  

 
  



 

37  

 
  



 

38  

 
  



 

39  

 
 
  



 

40  

 



 

41  

 sUAS Field Notes 
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UAS Emergency Checklist 
 

The following table gives some suggested actions for pilot and crew to take in emergency 
situations that may develop during a flight. Each emergency is unique and requires that the 
pilot and crew evaluate the situation and react accordingly. Safety is the primary concern in all 
situations and to maintain safety in an emergency situation the pilot and crew may deviate 
from any requirements of the Part 107 rules or Department policy to the extent necessary. 



 

44  

 
 
 



 

45  

 

 
  



 

46  

Photo Consents 
 

NJ Department of Environmental Protection’s  

Photo Release Form         
 
 

 

I,_________________________________________________________________________ 

(Signature) 

 

hereby give permission to the NJ Department of Environmental Protection to use any still 

and/or moving image being video footage, photographs and/or frames and/or audio footage 

depicting me, that have been taken: 

 

 

On behalf of (event/program):_____________________________________________________ 

 

______________________________________________________________________________ 

 

On (date): _____________________________________________________________________  

 

At (place): ____________________________________________________________________ 

 

For any of the following uses:  

 

•  Publications, website inclusion, presentation slides, displays/exhibits, advertisements or any 

other use for the purpose of sharing information, instruction, training, or publicity purposes.  

 

The above consent will apply throughout New Jersey and be for an indefinite period.  

 

 

Name (Print): _________________________________________________ Date: ___________ 

 

Home Address: ________________________________________________________________ 

 

______________________________________________ Zip Code: ______________________ 

 

Primary Phone #: ( ________ ) ____________________________________________________ 

 

Email Address: _________________________________________________________________ 

 

 

For DEP Records:  

 

DEP Communications/Press Office: (609) 984-1795     Form 2/2017 

 

Photo ID #: ______________________ Name of Folder: _______________________________ 
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NJ Department of Environmental Protection’s  

Parental Consent Form         
For Use of Images that Include Minors  

(Youth under 18 years of age) 
 

I/we,_________________________________________________________________________ 

 

the parent(s)/guardian(s) of:  

 

(Child’s full name): _____________________________________________________________ 

 

(Child’s full name): _____________________________________________________________ 

 

(Child’s full name): _____________________________________________________________ 

 

hereby give permission to the NJ Department of Environmental Protection to use any still 

and/or moving image being video footage, photographs and/or frames and/or audio footage 

depicting my/our children named above, that have been taken by: 

 

(Name of photographer) __________________________________________________________ 

 

On behalf of (event/program): _____________________________________________________ 

 

On (date): _____________________________________________________________________  

 

At (place): ____________________________________________________________________ 

 

For any of the following uses:  

•  Publications, website inclusion, presentation slides, displays/exhibits, advertisements or any 

other use for the purpose of sharing information, instruction, training, or publicity purposes.  

 

The above consents will apply throughout New Jersey and be for an indefinite period.  

 

Signature: ____________________________________________________ Date: ___________ 

 

Signature: ____________________________________________________ Date: ___________ 

 

Home Address: ________________________________________________________________ 

 

______________________________________________ Zip Code: ______________________ 

 

Primary Phone #: ( ________ ) ____________________________________________________ 

 

Email Address: _________________________________________________________________ 

 

DEP Communications/Press Office: (609) 984-1795    Form 2/2017 

 

Photo ID #: ______________________ Name of Folder: _______________________________ 
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DECIDE IMSAFE Phonetic Alphabet 
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Sample Flight Log 
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Sample Maintenance Log 
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APPENDIX B 

Summary Of Small Unmanned Aircraft Rule (Part 107) 
 

Fact Sheet – Small Unmanned Aircraft (Part 107) 
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Fact Sheet – Small Unmanned Aircraft Regulations (Part 107) 

June 21, 2016 
Contact: Les Dorr or Alison Duquette 
Phone: 202-267-3883 

 

The new rules for non-hobbyist small unmanned aircraft (UAS) operations – Part 107 of the Federal 
Aviation Regulations (PDF) – cover a broad spectrum of commercial uses for drones weighing less 
than 55 pounds. Here are the highlights of the new rule. 

Operating Requirements 
The small UAS operator manipulating the controls of a drone should always avoid manned aircraft 
and never operate in a careless or reckless manner. You must keep your drone within sight. 
Alternatively, if you use First Person View or similar technology, you must have a visual observer 
always keep your aircraft within unaided sight (for example, no binoculars). However, even if you 
use a visual observer, you must still keep your unmanned aircraft close enough to be able to see it if 
something unexpected happens.  Neither you nor a visual observer can be responsible for more 
than one unmanned aircraft operation at a time. 

You can fly during daylight or in twilight (30 minutes before official sunrise to 30 minutes after official 
sunset, local time) with appropriate anti-collision lighting. Minimum weather visibility is three miles 
from your control station. The maximum allowable altitude is 400 feet above the ground, and higher 
if your drone remains within 400 feet of a structure. The maximum speed is 100 mph (87 knots). 

You can’t fly a small UAS over anyone who is not directly participating in the operation, not under a 
covered structure, or not inside a covered stationary vehicle. No operations from a moving vehicle 
are allowed unless you are flying over a sparsely populated area. 

Operations in Class G airspace are allowed without air traffic control permission. Operations in Class 
B, C, D and E airspace need ATC approval. See Chapter 14 in the Pilot's Handbook (PDF). 

You can carry an external load if it is securely attached and does not adversely affect the flight 
characteristics or controllability of the aircraft. You also may transport property for compensation or 
hire within state boundaries provided the drone – including its attached systems, payload and cargo 
– weighs less than 55 pounds total and you obey the other flight rules. (Some exceptions apply to 
Hawaii and the District of Columbia. These are spelled out in Part 107.) 

You can request a waiver of most operational restrictions if you can show that your proposed 
operation can be conducted safely under a waiver. The FAA will make an online portal available to 
apply for such waivers. 

Pilot Certification 
To operate the controls of a small UAS under Part 107, you need a remote pilot airman certificate 
with a small UAS rating, or be under the direct supervision of a person who holds such a certificate 

You must be at least 16 years old to qualify for a remote pilot certificate, and you can obtain it in one 
of two ways: 

• You may pass an initial aeronautical knowledge test at an FAA-approved knowledge testing center. 

https://www.faa.gov/uas/media/RIN_2120-AJ60_Clean_Signed.pdf
https://www.faa.gov/uas/media/RIN_2120-AJ60_Clean_Signed.pdf
http://www.faa.gov/regulations_policies/handbooks_manuals/aviation/media/pilot_handbook.pdf
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• If you already have a Part 61 pilot certificate, other than a student pilot certificate, you must have 
completed a flight review in the previous 24 months and you must take a small UAS online training 
course provided by the FAA. 

If you have a non-student pilot Part 61 certificate, you will immediately receive a temporary remote 
pilot certificate when you apply for a permanent certificate. Other applicants will obtain a temporary 
remote pilot certificate upon successful completion of a security background check. We anticipate 
we will be able to issue temporary certificates within 10 business days after receiving a completed 
application. 

UAS Certification 
You are responsible for ensuring a drone is safe before flying, but the FAA does not require small 
UAS to comply with current agency airworthiness standards or obtain aircraft certification.Instead, 
the remote pilot will simply have to perform a preflight visual and operational check of the small UAS 
to ensure that safety-pertinent systems are functioning properly.  This includes checking the 
communications link between the control station and the UAS. The UAS must also be registered. 

Respecting Privacy 
Although the new rule does not specifically deal with privacy issues in the use of drones, and the 
FAA does not regulate how UAS gather data on people or property, the FAA is acting to address 
privacy considerations in this area. The FAA strongly encourages all UAS pilots to check local and 
state laws before gathering information through remote sensing technology or photography. 

As part of a privacy education campaign, the agency will provide all drone users with recommended 
privacy guidelines as part of the UAS registration process and through the FAA’s B4UFly mobile 
app. The FAA also will educate all commercial drone pilots on privacy during their pilot certification 
process; and will issue new guidance to local and state governments on drone privacy issues. The 
FAA’s effort builds on the privacy “best practices” (PDF) the National Telecommunications and 
Information Administration published last month as the result of a year-long outreach initiative with 
privacy advocates and industry.   

Other Requirements 
If you are acting as pilot in command, you have to comply with several other provisions of the rule: 

• You must make your drone available to the FAA for inspection or testing on request, and you must 
provide any associated records required to be kept under the rule. 

• You must report to the FAA within 10 days any operation that results in serious injury, loss of 
consciousness, or property damage (to property other than the UAS) of at least $500. 

 
  

https://www.ntia.doc.gov/files/ntia/publications/voluntary_best_practices_for_uas_privacy_transparency_and_accountability_0.pdf
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APPENDIX C 

Program Specific Forms and Procedures 
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Division Of Information Technology – BGIS 
Phantom 4 Pro Checklists 
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DJI Phantom 4 Pro Inspection list 
 

BGIS DJI Phantom 4 Pro  
Setup, Pre Flight inspection and post flight packing 

1) Setup 

 
a. Remove motor caps, gimble guard and gimble stabilizer – store in backpack 

b. Inspect props for nicks or damage - if ok attach to appropriate motor 

c. Inspect battery – check that the battery is charged, for cracks in the housing, that the 

ventilation slots are clear and that the battery is not bulging – if ok insert battery into 

P4P 

d. Inspect cables and remote controller for damage, check that controller is charged 

extend antenna and attach IPad.  

 
2) Pre-Flight inspection – (RPIC responsible to insure prior to EVERY flight) 

 
a. Inspect battery – check that the battery is charged, for cracks in the housing, that the 

ventilation slots are clear, and that the battery is not bulging – if ok insert battery into 

P4P 

b. Inspect props for nicks or damage and check if – replace if damaged 

c. Inspect top of body casing for cracks or warping of the arms  

d. Inspect the left side – check that the SD card is inserted, that the IR sensors are clear, 

check for cracks and warpage in the body and arms and check for damage on the 

landing skid 

e. Inspect the back side – check that the vision sensors are clear, check that the Battery is 

properly inserted and check for cracks and warpage in the body and arms 

f. Inspect the right side – check that the IR sensors are clear, check for cracks and warpage 

in the body and arms and check for damage on the landing skid 

g. Inspect the front – check that the vision sensors are clear, check for cracks and warpage 

in the body and arms 

h. Inspect the gimble to ensure it is free to move in all directions 

i. Inspect the camera to ensure that the lens is clean, and the proper filter is attached 

j. Inspect the underside – check for cracks and warpage of the arms, check for damage to 

the landing skids, check that the vision and pressure sensors are clear 

If the inspection reveals anything that may compromise the flight do not fly until the issues 
have been corrected.  

3) Post flight 

 
a. Inspect, remove and stow props, check prop connectors for damage or if they are loose 

b. Inspect motors for damage 

c. Replace gimble guard and then the stabilizer, stow P4P in backpack 

d. Check batteries for damage or bulging 

e. Remove IPad and cable from remote controller, check cable and remote controller for 

damage, stow in backpack 

f. Any issues with the equipment should be included in the MOST review under 

Maintenance and addressed before the next flight. 
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Mavic Enterprise Dual Checklist 
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DJI Mavic Enterprise Dual Inspection List 
 

BGIS DJI Mavic Enterprise Dual  
Setup, Pre Flight inspection and post flight packing 

1) Setup 

 
a. Unfold arms (Front Arms forward, back Arms down and back), remove gimble guard 

b. Inspect props for nicks or damage - if ok attach to appropriate motor 

c. Inspect battery – check that the battery is charged, for cracks in the housing, and that 

the battery is not bulging – if ok insert battery into Mavic ED 

d. Inspect cables and remote controller for damage, check that controller is charged, 

attach joysticks extend antenna and attach IPad.  

 
2) Pre-Flight inspection – (RPIC responsible to insure prior to EVERY flight) 

 
a. Inspect battery – check that the battery is charged, for cracks in the housing and that 

the battery is not bulging – if ok insert battery into Mavic ED 

b. Inspect props for nicks or damage and check if – replace if damaged 

c. Inspect top of body casing for cracks or warping of the arms, that the sensor is clear and 

that registration number is clearly marked 

d. Inspect the left side – check that the SD card is inserted, that the sensor is clear, check 

for cracks and warpage in the body and arms. 

e. Inspect the back side – check that the sensor is clear and check for cracks and warpage 

in the body and arms 

f. Inspect the right side – check that the IR sensors are clear, check for cracks and warpage 

in the body and arms. 

g. Inspect the front – check that the sensors are clear, check for cracks and warpage in the 

body and arms 

h. Inspect the gimble to ensure it is free to move in all directions 

i. Inspect the cameras to ensure that the lens is clean. 

j. Inspect the underside – check for cracks and warpage of the arms, and that the vision 

and pressure sensors are clear 

If the inspection reveals anything that may compromise the flight do not fly until the issues 
have been corrected.  

3) Post flight 

 
a. Inspect, remove and stow props 

b. Inspect motors for damage 

c. Replace gimble guard, fold up the arms (back arms down and forward, front arms back) 

stow P4P in case. 

d. Remove IPad and cable from remote controller, check cable and remote controller for 

damage, remove joysticks and stow controller in case 

e. Any issues with the equipment should be included in the MOST review under 

Maintenance and addressed before the next flight. 
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Appendix C 

Weather 
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Beaufort Wind Scale 
 

One of the first scales to estimate wind speeds and the effects was created by Britain's Admiral Sir 
Francis Beaufort (1774-1857).  He developed the scale in 1805 to help sailors estimate the winds via 
visual observations. The scale starts with 0 and goes to a force of 12. The Beaufort scale is still used 
today to estimate wind strengths. 
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VFR Weather Minimums  
 

 


