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AIR TRAVEL ADVICE

ARRANGING OVERSEAS TRAVEL

Always shop around; the cheapest quote is not always the best.  When making your ticket purchases we advise that you consider the following points:

1.
AGENT  You are strongly advised to buy only from an IATA appointed travel agent.  Check also whether your chosen agent is a member of ABTA (Association of British Travel Agents) and is therefore ‘bonded’ in case of financial failure.  If it is not and you have no previous dealings with this agent you must check out its financial viability very carefully.  Mastercard and Visa appointment also tends to be a sign of reliability. If you are using the web to purchase tichets, we advise caution with any internet companies that are not well known.

2.
FARE RESTRICTIONS  There are many different types of fares on offer.  Some fares are considerably cheaper than others and are thus popular, but often have restrictions of varying severity.  You must check these out very carefully.  For example, changing your dates might not be possible or could incur administrative charges.  

3.
DEPOSITS  A down payment of £50 / 10% should be sufficient to reserve your flights at the amount you have been quoted.  When paying a deposit obtain an official receipt and confirmation that flights have been secured at the price agreed at the time of reservation.  You should not have to make full payment until 6-8 weeks prior to departure but check on terms and conditions at the time of reserving your seats.  Additionally, make sure that you are informed of the name of the airline operating the flight (both outward and return), the airports of departure and destination and the date and time of the flight.  A flight locator number is also useful.  You can subsequently check this information direct with the airline, which can also confirm that seats are being held in your group’s names.  If the agent will not give this information then try another.

4.
FINAL PAYMENT  Do not make full payment without being issued with the tickets or a proper receipt and an indication of when they will be sent to you.  If they do not arrive at the stated time, bully the agent.  If you are paying airfares for visitors from visa national countries, DO NOT pay for tickets until you have written confirmation that your group has all obtained visas. 

5.
BOOKING CONDITIONS AND INSURANCE Make sure you fully understand the cancellation and booking conditions.  Cancellation fees can be very high in some cases and the level of refund will depend on the amount of notice given.  Travel insurance should be taken out AS SOON AS ANY MONIES ARE PAID OUT to cover some participant’s cancellation due to illness or other unavoidable circumstances such as family bereavement.  Cancellation for many other reasons will not be insurable and the group will need to have a clear agreement about what happens in the event of individuals dropping out after final payment for air tickets has been made.   It may need to be understood that personal contributions are non-returnable once final payment for air-tickets has been made.

6.
EXTRA CHARGES Watch out for extra charges e.g. charter flights may have surcharges.  Note that charter flights can be prone to cancellation/ changes to dates, which may be unacceptable to you (flights depend on aircrafts being fairly full).  Check whether all your money will be refunded if the flight is altered to an unacceptable date.

7.
COLLECTING YOUR TICKETS  Check your tickets carefully when you pick them up.  Look for ‘OK Status’ , spelling of names, correct dates as well as flight times and check-in times. 

8.
AIRPORT TAX  Most countries, including the UK, levy an airport tax on your departure.  If not included in the price of your ticket, you will need to retain adequate local currency in order to pay this.  Be aware that some countries lacking in ‘hard’ currency will insist on this being paid in sterling or US dollars. 

9.
EXCESS BAGGAGE Passengers on most long haul flights are entitled to 20 kgs personal baggage allowance.  If you exceed this by more than a few kgs you could be charged a great deal of money.  If you are undertaking a community service project and know you need to take a lot of equipment out with you, which is likely to take the group over its collective limit, you could share this information with the travel agent and the airline. Airlines are normally sympathetic if a good cause is involved but you must make a formal request in good time – get any agreed dispensation in writing and check in early.

10. RECONFIRMATION OF TICKETS You should reconfirm your flight at least 48 hours prior to travel. Return flights sometimes need reconfirmation whilst you are overseas.  Failure to reconfirm can mean losing your seats.  Find out whether this is necessary.  Ensure you arrive at the airport for your return flight and check in early: over booking of flights is deliberately undertaken by airlines to ensure full flights.

11. VISAS At the time of writing, UK nationals require visas for the following Commonwealth countries: Australia, Bangladesh, Cameroon, Ghana, India, Kenya, Lesotho, Mauritius, Mozambique, Nauru, Nigeria, Pakistan, Papua New Guinea, Sierra Leone, Sri Lanka, Tanzania, Uganda, Zambia. Other countries may have further entry requirements, such as passports having to be valid for at least 6 months at the time of entry or some countries normally only give entry permission to UK nationals for less than 21 days unless otherwise agreed. Visa requirements can be checked out at www.fco.gov.uk. Please note the need to check visa requirements for any non-UK passport holders in your group. 

HOSTING AN OVERSEAS GROUP

11.
AGENT AND TICKET ARRANGEMENTS If you are purchasing tickets on behalf of your partners use an agent or airline which can arrange for tickets to be transferred overseas once you have the names of your visitors confirmed.  Authority is usually faxed or emailed out.  If this is not possible, do not send air tickets overseas via ordinary post.  Use a specialist delivery service (e.g. Fedex) and insure against their loss. 

12. 
VISA Nationals from Bangladesh, Cameroon, Fiji, the Gambia, Ghana, Guyana, India, Jamaica, Kenya, Malawi, Mozambique, Nigeria, Pakistan, Sierra Leone, Sri Lanka, Tanzania, Uganda, South Africa and Zambia require visas in order to enter the UK.  Final decisions on visa applications are made solely by the immigration section of the relevant British High Commission.  You are advised not to make final payment for air tickets without confirmation of visas having been issued.  Visa applicants may need to attend for interview.  Overseas visitors requiring visas must apply in very good time  (e.g. waiting times for interviews vary from country to country and you/your partners are advised to contact the relevant British High Commission as soon as possible) and have the necessary documents (e.g. passports and birth certificates etc.).  An official letter of invitation from the British host group detailing the names of the people expected to visit the UK will be necessary.  CYEC has produced a separate information sheet (No 3) regarding the issuing of visas for overseas groups.  It is strongly recommended that visa requirements are factored into planning at an early stage.
13.
CONFIRM RETURN FLIGHTS When your visitors have arrived in the UK ask to see their air tickets. Check that they have ‘confirmed’ seats for their return journey, not ‘Open’ tickets. Look for ‘OK STATUS’ on the ticket. If they do not have ‘OK status’ you must confirm them immediately. During the summer months seats are quickly taken up so it is essential to reserve seats as soon as possible.  In the event of seats being fully taken up, place your visitors on ‘wait lists’ for the flight you want without delay.  If you do not understand the tickets show them to a local travel agent for advice. 

INFORMATION FOR DISABLED TRAVELLERS

14.
It is very important that the airline is informed at the time of the booking of any passengers with mobility difficulties, giving an indication of what special assistance may be required, e.g. use of wheelchairs.


Each UK airport will be able to give information on facilities for disabled passengers at the airport including getting to the terminal building. 


The Air Transport Users Council (ATUC) is an independent body, which looks after the interests of all airline passengers.  Their free publication entitled ‘ flight plan’, is a passenger’s guide to planning and using air travel and includes a section for travellers with special needs, including a listing of useful contacts. They can be contacted at: CAA House, 45-49 Kingsway, LONDON WC2B 6TE Tel: 020 7240 6061 Fax: 020 7240 7071 or www.auc.org.uk. 


Holiday Care is a national charity, which offers information for disabled people planning to travel, including some access information and contacts overseas. They can be contacted at:  Holiday Care, 7th Floor, Sunley House, 4 Bedford Park, Croydon, Surrey CR0 2AP, Tel: 0845 124 9971, Email: holiday.care@virgin.net, Website: www.holidaycare.org.uk
HEALTH MATTERS

18.
Group members with food allergies (especially nuts) may need to take particular care with in-flight meals.  Airlines should be informed of any special dietary requirements at the time of booking. 

19.
In the light of cases of deep vein thrombosis (DVT) apparently being linked to long haul flights, it is well worth undertaking simple ‘well-being’ precautions.  Take medical advice beforehand and follow the health and exercise advice contained in most in-flight magazines.  You may also wish to refer to the website: www.flyana.com for further information.

CYEC TRAVEL ADVICE

20.
In order to help groups with their travel arrangements CYEC has set up a travel service with Key Travel, whose group services are based in Manchester. Key Travel is well known within the charity and voluntary sector and is IATA and ABTA bonded.  A leaflet is available from CYEC or contact the Groups and Conferences Dept, Key Travel, 2nd Floor, Lowry House, 17 Marble Street, Manchester M2 3AW, Tel: 0161 819 8900, Fax: 0161 839 3893, website: www.keytravel.co.uk, Email: groups@keytravel.co.uk. Please do mention CYEC when booking.

POLITICAL & SOCIAL DEVELOPMENTS


21.
Keep these under review.  The Foreign and Commonwealth Office (FCO) Advice to Travellers is constantly updated and can be accessed by the website (www.fco.gov.uk/travel).  The website also has a function to automatically send an email to your inbox every time the advice changes to help you keep up to date. You can also access this service by phone Tel: 0207 008 1500. 

GROUPS MUST NOT TRAVEL AGAINST FCO ADVICE
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