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School Operations Manager Roles
(LTF Flying OPS Structure)

1. Conduct Monthly Student Management Audit
1. Conduct the Monthly Student Management Audit between the 10th
and 15th of each month, which can be carried out by you or any
experienced admin staff.
Randomly select 2 students from each instructor being audited.
3. If the check is not done by you, ensure the admin staff who conducted
the check submits an online report. A separate audit submission is

required for each instructor by 15th of each month.

2. Conduct Quarterly Instructor Folder Audit
1. Conduct the Quarterly Instructor Folder audit
2. Check all instructor’s folder and make sure all documents are uploaded

onto FlightLogger

3. Submit & Review Audit Findings
1. After completing each audit, make sure all the findings are recorded
through the online Submit Audit Findings form.
2. Review the Auditing Findings Register

3. Make sure all the corrective actions are completed by the due date

4. Follow up on Audit Findings

1. Document Audit findings Closure

5. Join Quarterly Training Management Meeting
1. A quarterly Training Management meeting will be organized by the HOO
qguarterly
2. Share audit findings

6. Aware of your Responsibilities and Audit, Meeting & Training Schedule

1. Internal audits will be conducted monthly and quarterly, details of each

internal audit can be found here.
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https://docs.google.com/forms/d/e/1FAIpQLSdPH5Jayv0DT1--p7pzB4UhTkFbn1mcu9v7t-AZmg0v4F01DQ/viewform?usp=dialog
https://docs.google.com/forms/d/e/1FAIpQLSdcBCeVZBKb4pO9bOcOq2OHOC-KMNl1BglWoU5DwGAF36t-WQ/viewform?usp=header
https://docs.google.com/forms/d/e/1FAIpQLSce431gE15j6_H7gIElyycNp322Hadou2DZMBfeU5vWpgtvNg/viewform?usp=dialog
https://docs.google.com/spreadsheets/d/1O4Gm3hWqa4dL4tmuLczjJ4shmWXQCoPIcCT7m9sK9UU/edit?resourcekey=&gid=445956630#gid=445956630
https://docs.google.com/spreadsheets/d/1TG_aqLGVlLC6SuzNQ9C8z0Cg0R10wr3tl7eRvc3iiGk/edit?gid=1026632485#gid=1026632485
https://learntofly.edu.au/wp-content/uploads/2025/10/Internal-Audits.pdf

