
TOP Flights Handbook



Overview

The Teacher Orientation Program (TOP) Flights pro-
vide the opportunity for teachers to experience orienta-
tion flights in CAP aircraft.  Teachers can receive these
orientation flights following optional workshops at local
area airports and can then share their experiences with
their students.   

The CAP TOP Flights Wing Point of
Contact (POC)

The ease of implementing the CAP TOP Flights with-
in a Wing depends on the Wing POC.  The Wing POC
has the responsibility for handling all coordination and
communication among Wing members interested in the
program.  While the Wing POC is not expected to accom-
plish all the details for setting up multiple TOP Flights
within the Wing, all Unit AEOs and others interested in
implementing the program should coordinate their efforts
with the Wing POC.  

Wing POCs should:
1. Seek/Confirm Wing Commander’s approval for TOP           

Flights POC position assignment.

2. Notify AEOs and Unit Commanders of your POC       
assignment with your contact information.

3. Post any promotional program information or   
announcements electronically on the Wing web page, 
in Wing newsletters or at local schools. (Attachments 2 
and 3)

4. Recruit TOP Flights participants:
a. AEOs (encourage AEOs to initiate program in their

area)
b. Current AEMs (assist AEOs in promoting program

for current AEMs)
c. New AEMs (visit/contact local schools and/or

encourage AEOs to visit/contact local schools to
recruit new AEMs to participate in program)

5. Provide requested assistance and support for the pro-
gram.

6. Maintain optional record of unit’s o’flight participation.
(Attachment 6 in this handbook)

a. Provide Wing Commander periodic TOP Flights
updates.

b. Utilize for continued promotion of program.

7. After approved mission is complete, submit CAP
Teacher Orientation Flight CAPF 108 electronically
through WMIRS to seek o’flight reimbursement for wing
of up to $500 in one fiscal year. Reimbursment is pr
vided on a first-come, first-served basis. The Wing
assumesresponsibility for o’flight expenses if CAP NHQ
reimbursement funds are already depleted or for
amounts exceeding $500.  

The excitement and enthusiasm for the program is evi-
dent.  Some of the responses from Massachusetts par-
ticipants: 

“I found this workshop engaging, well planned,
and inspiring.”

“The opportunity that was given to me was 
unbelievable!.” 

“I can’t wait to bring what I learned back into
my classroom.”

“Thank you very much for making this possible
for teachers!”

“It made me proud to be a teacher!”

“I loved it! The workshop was very well organized,
and the speakers, extremely informative. " 
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Pre-flight Orientation Session for
Teachers 

Civil Air Patrol would like every TOP Flights partici-
pant to have a positive, fun and educational learning
experience. Thus it is important that a brief orientation
session is conducted prior to the actual teacher flights.
Such topics as airplane parts, safety issues, classroom
relevance, benefits of aerial photography, etc. should be
discussed to maximize benefits of this experience. 

Unit AEOs and/or other CAP Adult
Members or Pilots implementing the
program should (in coordination with
Wing POC):

1. Request contact information for AEMs (teacher mem-
bers) in your area from your Wing Director of 
Aerospace Education (DAE). DAEs can access this
information in e-services under Member Reports.

2. Recruit new AEMs by visiting/contacting local schools 
to share information about CAP’s Teacher Member
Program, educational products and TOP Flights.
(Attachment 2). Request recruiting brochures 
by contacting ae@capnhq.gov or download from 
www.capmembers.com/ae.

3. Organize orientation flights for current and new     
teacher members.

a. Recruit CAP pilots and reserve CAP airplanes
for flight day.

b. Advertise flight day to current and new teacher 
members via emails, letters or phone calls. Use
Attachment 1 in this handbook.

4. Prepare for your pre-flight orientation session for
teachers. Use Attachment 4 in this handbook, if 
desired. Optional half-day or full-day teacher workshop 
infomation is included in this handbook, as well.
(Attachment 8)

5. Adjust number of pilots and planes needed after
teacher participant number has been confirmed.

6. Select assistant(s) to help with instruction, collection/  
distribution of materials, completing certificates, taking 
photos, or simply providing a brief overview of CAP.

7. Ensure that all teacher participants are current
AEMs and that they are made aware that member-
ship cards, or member numbers received via emai
when membership is done online, are required to
attend the flight day.

8. Prepare for the flight day by having certificates ready
(request from NHQ or download from handbook -
Attachment 10),a camera to take pictures, comfortable 
and functional seating and accommodations, refresh
ments, and teacher activities or aviation videos to fill  
participant “wait time.”

9. Be well prepared and organized. 

10. Present a professional and congenial image. (Any of
the authorized CAP uniforms may be worn.) 

Why conduct TOP Flights?
• To connect CAP units with teachers in the 

community.

•  To foster aviation career interests in the class-      

rooms of America.

• To provide professional experiences, excitement                   

and knowledge for teachers that can be transferred     

directly to their students.  

• To share an appreciation for Civil Air Patrol’s 
missions for America throughout our country. 
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AS A CIVIL AIR PATROL AEROSPACE EDUCATION MEMBER
(AEM), YOU MAY PARTICIPATE IN A FREE ORIENTATION

FLIGHT AS ONE OF YOUR MEMBERSHIP BENEFITS.  
THIS EXCITING PROGRAM OF INSTRUCTION, DISCOVERY,
AND FLIGHT WILL ALLOW YOU TO SHARE YOUR FLIGHT 

EXPERIENCE WITH YOUR STUDENTS TO INCREASE 
THEIR AEROSPACE INTEREST AND KNOWLEDGE.

CAP EDUCATORS! 
Experience TOP Flights

To arrange your Teacher Orientation Program Flights, please contact Judy Stone at 

jstone@capnhq.gov. Judy will then locate the coordinator in your state and that person will

contact you for a time and location for your flight. But...it is more fun to fly with a friend! 

Encourage one of your peers to join CAP with you and you can fly together. 

The BEST experience is with several members of your school or school system joining 

together and planning a fun-filled TOP Flights Day! All participants must be CAP members. 

For more information, please go to our website at www.capmembers.com/ae. 



WMIRS Instructions for Teacher Orientation Program (TOP) Flights 

 

1. How do I input a TOP Flights mission request into WMIRS? (See screen shots powerpoint) 
2. What is the funding source? The funding source for a TOP Flight mission is NHQ. The name of 

the particular source in WMIRS is Teacher Orientation as a C mission. 
3. Who is notified of request and how? When a TOP Flight mission request is put in WMIRS, three 

people are notified by email: 
a. The NHQ AE person who approves the funding  
b. The Wing Commander who gives the green light to the mission and resources 
c. The person who initiated the request (by placing his/her name and email in the WMIRS 

request form for the mission) 
4. Questions or concerns: If you have questions or concerns about a mission request for TOP Flight, 

you should contact Judy Stone at jstone@caphnq.gov  
5. What happens after the mission is complete? The requester goes back into WMIRS and 

completes the form with all relevant data including the names of the educators that flew. A 108 
is automatically generated by hitting the button and that is filled out with costs. The 108 goes to 
FM where the check is cut for the wing supporting the TOP flight event.  
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WMIRS Instructions 
for Teacher Orientation Program

If this is your first time conducting a Teacher Orientation Program mission or it has been a while since you last
conducted one, please feel free to contact the National Operation Center (NOC) at 1-800-211-1812 ext 300 for
assistance.

Before you conduct a Teacher Orientation Program mission, please ensure your wing commander is aware of
your plans. 
Below are the sequence of events that will occur when you have submitted a request via WMIRS for a Teacher
Orientation Program Flight.

1.  Upon submittal of  your request the WMIRS system will generate an email to you stating your request to conduct a Teacher 
Orientation Program mission.  The email generated goes to the Aerospace Education (A E) Department and a courtesy copy to 
your wing commander notifying them of the request.

2. The A E Department then logs into WMIRS and determines if adequate funding is available.  If funding is available the AE 
department approves the request and an email is then sent to your wing commander notifying him/her that a mission is pending 
approval.

3. Once your wing commander approves the request an email is sent to you, a courtesy copy to the AE department notifying them of
the mission approval.



Log into WMIRS using your username and 
password



Select Enter New Mission.



Complete the following fields.  Once 
completed. Select SUBMIT.

Teacher  Orientation Program



HOW ARE WMIRS FORM 108S CREATED?

WMIRS Form 108s may only be generated through WMIRS for reimbursable missions. WMIRS Form 108s must be 
submitted to NHQ within 30 days after the close of the mission. WMIRS Form 108s received at NHQ later than 45 days after 
the close of the mission will not be reimbursed. Except for FEMA missions, receipts need not be submitted with the WMIRS-
generated WMIRS Form 108 to NHQ, but will be retained at the wing level in accordance with CAPR 173-3. Only members 
with admin permissions may generate WMIRS FORM108s.

• In WMIRS, select “Current Missions/Sorties”
• Select the mission from the list
• Select “Edit/View Air Sortie”
• Select “108-Reimbursement Worksheet”

Select 108-Reimbursement Worksheet



• A list of previous created WMIRS Form108s for the selected mission will
appear, if already created, otherwise select “New 108”



Once you determine the sortie data is correct you then select “YES” and select “Get Form 108” to 
generate your CAPF108.  Print the form and have the wing commander or his/her designee sign the 
form and either fax to 800-555-7902 or email to opscenter@capnhq.gov

“YES”  Selection

Get Form 108



 

 
 
 

Evaluation 
 
 
On a scale of 1-5 (with 5 being the highest), how would you rate this experience? ______ 
 
 
 
Was the workshop interesting, fun and useful?  Please provide a brief explanation. 
 
 
 
 
 
 
 
 
What changes, additions or deletions would you make to the workshop? 
 
 
 
 
 
 
 
 
As an Aerospace Education Member, what would be most beneficial that Civil Air Patrol’s 
Aerospace Education Program could provide you to enhance your classroom curriculum or 
instruction? 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 

Sample Pre-flight Lesson Plan for TOP Flights  
 
 

Objective: Participants will learn procedures for preflight inspection, control surfaces of 
airplane, use of flight controls in flight, instruments in cockpit, aerial photography as a 
teaching tool and other subjects dealing with an “Introduction to Flying.” 
 
Procedure:  

1. Prior to flight – Pilot(s) introduce themselves and give backgrounds as pilot(s).  
2. Discuss safety issues at this time. 
3. Using an appropriate checklist, demonstrate a routine preflight inspection of the 

airplane. During this inspection point out specific parts of the airplane and identify 
its function. 

4. Using the checklist, show teachers the routine cockpit checks prior to takeoff. 
5. Discuss weather and how this affects flight. 
6. Discuss what teachers will experience and make suggestions as to how this 

experience can be used to motivate students (such as aerial photography of their 
school, writing prompts, and reading more). 

7. During flight – Explain how the airplane responds to controls. Point out 
instruments and use for takeoff and landing.  

8. After flight – Have a group sharing time (if possible). Answer questions teachers 
may have. 

9. Have teachers fill out evaluation forms and discuss how CAP can be a resource 
for the classroom and how the teacher can get involved with CAP if they so 
desire. 

 
 



 
 

Optional One-Day Workshop 
Sample Schedule 

 
9:00-9:30   Welcome and Introductions 
    Workshop Overview    
 
9:30-10:30   Flight Basics 

• Bernoulli’s Principle  
• Four Forces of Flight  

 
10:30-10:45   Break 
  
10:45-12:00   Parts of the Airplane 

• Axis of Rotation 
• Outside Control Surfaces 

 
12:00-1:00   Lunch 
 
1:00-2:15   Instrument Panel 
 
2:15-2:30   Break 
 
2:30-3:00   Aerospace Careers 
 
3:00-3:30   Aeronautical Charts 
   (Please ask your Civil Air Patrol pilot to present this lesson)  
 
3:30-4:00    Flight Orientation/Plans for Tomorrow’s Flights 
 
Schedule Teachers for Flights the following day in 45-minute increments. 
 
 Teacher O’Flights    

• Plan activities or aviation-related videos for pre and 
post flight time, or 

• Plan a field trip to aviation sites near flight line for pre 
and post flight time 

• Provide rest and refreshment area 
• Present certificates to teachers 
• Have teachers complete evaluation forms 

 



 
 
 

Optional Half-Day Workshop 
Sample Schedule 

 
 
 
 

9:00-9:20   Welcome and Introductions 
    Workshop Overview 
     
9:20-10:00   Flight Basics 

• Bernoulli’s Principle  
• Four Forces of Flight  

 
10:00-10:15   Break 
 
10:15-11:15             Parts of the Airplane 

• Axis of Rotation 
• Outside Control Surfaces 

 
11:15-12:00   Flight Orientation/Plans for Afternoon Flights 
 
12:00-1:00   Lunch 
 
1:00-3:00   Teacher O’Flights    

• Plan activities or aviation-related videos for pre and 
post flight time, or 

• Plan a field trip to aviation sites near flight line for pre 
and post flight time 

• Provide rest and refreshment area 
• Present certificates to teachers 
• Have teachers complete evaluation forms 

 
 
 
 
    
 
 
 



 

 
 
 
 
 
 
 
 

Flight Day with Pre-Flight Session Only 
Sample Schedule 

 
 
 
 

9:00-9:15   Welcome and Introductions 
 
9:15-10:00                          Pre-flight Overview 

• Safety 
• Airplane Parts 
• Connecting the Experience to the Classroom 
• Aerial Photography to Share with Students 
• Aviation Careers 

 
10:00-12:00   Teacher O’Flights   
 

• Plan activities or aviation-related videos for pre and 
post flight time, or 

• Plan a field trip to aviation sites near flight line for pre 
and post flight time 

• Provide rest and refreshment area 
• Present certificates to teachers 
• Have teachers complete evaluation forms 
 



They took me for a ride!

     
Out of the c lassroom;
       into the sky. . .

CAP

Certificate of Completion
This is to certify that

has completed  _____  contact hours of aviation orientation in CAP’s Teacher Orientation Program Flights

________________________________ ________________________________ 
Pilot Airport

________________________________ ________________________________ 
Aircraft Date

CIVIL AIR PATROL
TOP Flight
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