


Organising Away Fixtures

The Academy prides itself on organising a number of away fixtures for each squad each year. Good organisation and communication before, during and after the trip is essential and the attached flowchart sets out to cover all the arrangements needing attention to organise a smooth trip for you and your players.
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Planning flowchart

















Please also refer to the excellent RFU Travel Guidelines on http://www.rfu.com/ManagingRugby/RugbyTours/TourResourcesAndForms.aspx
Contact details
	Academy Fixtures Secretary, Tim Hay, 07797 781336, timhay2701@hotmail.com

	Director of Rugby, Ben Harvey, 07797 766595, benharvey74@talktalk.net

	Academy Chairman, Kevin Lemasney, 07797 783457, kevin.lemasney@jerseymail.co.uk

	Membership Secretary, Kevin Gollop, 07797 723101, jrfcamemberships@hotmail.co.uk

	Treasurer, Jane Baines 07797 727543, jrbaines@newtelsurf.com

	Flybe Groups, Exeter, Mike Green, 0871 70022223, groups@flybe.com 

	BA Groups, St Helier, Sarah Houguez, 01534 711774 or 01534 711711, sarah.houguez@ba.com

	Wheelers Transport, Keith, sales@wheelerstravel.co.uk 

	Insurance coordinator, Tim Mitchell, 07797 726834, Tim.Mitchell@vantage.je 



Air Travel

Flybe

The following arrangements have been made with Ian Taylor at Flybe for the coming season.

Bookings.

· Group bookings should be made through the Group booking office in Exeter and Mike Green and his team know the Academy well.

· For details on the return fares per passenger to Gatwick or Southampton please see appendix 1.
Payment.

· The Academy will have to pay a deposit of £30 per person per trip three (3) weeks after making the booking.

· Confirmation of numbers must be made six (6) weeks before travel.

· Final payment must be made three (3) weeks before travel at which time names should be submitted.

Other.

· All changes must be carried during office hours at the groups department. 
· If a name change is required on the day of departure this would be actioned in the normal manner and payment made at the ticket desk. The Monday immediately after travel, notification as to why this change was requested should be sent to Kevin Lemasney and he will take the matter up with Ian Taylor. Under no circumstances should managers get involved in arguments with ground staff.

BA 
BA has an office in St Helier and Sarah Houguez is the groups coordinator. Sarah can be contacted on 01534 711774 or 01534 711711 or at sarah.houguez@ba.com.
Some managers have come across excellent prices from BA into Gatwick and BMIBaby into East Midlands. We suggest that you shop around for the best airport and the best price.

The Academy is fortunate to have a cash reserve that allows us to pay in advance for your flights. However we depend on all our managers to give Jane Baines the outstanding balance as quickly as possible. Under no circumstances should a player who has not paid for his or her travel be allowed to travel with the squad.


Insurance.
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General notes

· Ask for help if you need it.
· Have fun.
· For French sides download RFU permissions forms and reports from http://www.community-rugby.com/communityrugby/index.cfm/Fuseaction/Home.Downloads/StoryTypeId/104/SectionId/786/StoryId/10791.cfm

· Have a plan B in case something goes wrong.
· Selection – move around between different levels in the squad.
· Hardship cases – Speak to Jane Baines for financial assistance.
· Coaches & Managers travel free, use budget for items such as water etc.

Refer to the RFU Guidelines on http://www.rfu.com/ManagingRugby/RugbyTours/TourResourcesAndForms.aspx
Useful documents – all available in the managers section of our website.
Draft JRFCA Travel Programme

Draft JRFCA Travel Budget

RFU Tour Guidelines

JRFCA Safeguarding Policy

JRFCA Match Report Template


Appendix 1 Flybe
Jersey Rugby Club Season 2012-2013
This proposal is made on an exclusive arrangement basis between the Jersey Rugby Club and Flybe UK Ltd meaning that except for Inter-Island travel all Jersey Rugby Club travel, at whatever level will be made using Flybe services.

RESERVATIONS

· All reservations should be made through our groups Department in Exeter. The e-mail address is groups@flybe.com  - the account manager will be Mike Green who is well acquainted with these reservations.
All reservations must go through this department

· All reservations for travel should be made by the 01 September 2012 to benefit from the contracted rates as outlined below, or 8 weeks prior to the first date of travel-whichever date is the earliest.
· As these rates are  available to both teams travelling off Island and visiting teams to the Island, in order to accommodate the group this condition will be rigorously applied

GROUP SIZE

· A minimum group size will be 10 travelling on the same flight. 

· Should any player or players be selected for representative honours at county level or above we will offer these rates on an individual basis but please contact me, ian.taylor@flybe.com  to make the necessary arrangements.

· We will also extend this arrangement to match officials who have to visit the Island and whose travel costs are met by the Club .It is appreciated that the names of the individual officials may not be known prior to September 1st however we would be able to make the necessary reservation and add the officials name nearer the time payment having been made in the normal manner. Again please contact  ian.taylor@flybe.com  directly

· We are unable to accept a group reservation for greater than 30 passengers travelling as one group on the same flight number. If however another group wishes to travel on the same flight and there are sufficient seats we will try and accommodate and each case will be assessed and an alternative offered.

PAYMENT

· The Club or Academy will be required to pay a deposit of £10 per person per journey three (3) weeks after making the initial reservation or six (6) weeks prior to the first date of travel.

· Final payment must be made three (3) weeks prior to the first travel date, at which time passenger names should be submitted. This having been done the number in the group will be treated as the confirmed travel number.

· Whilst we are happy to make name alterations we are unable to adjust the group size or make refunds if any group member elects not to travel for whatever reason.

· This payment regime is also required of UK clubs visiting the Island

· Payment can be made by debit card, or direct bank transfer at no cost.

· Payment by credit card will attract a charge of £9 per group reservation.

· These costs and the process will apply from the date of your acceptance of the rates and conditions.

TICKET FLEXIBILITY
· Name changes are permitted up to 24 hours prior to departure at no cost. All name changes must be made during office hours through our groups department. We request that these are made by both email and phone, number 0871 7002223 between 1000-1600

· If a name change is required on the day of departure this should be actioned in the normal manner and payment made at the ticket desk. The Monday immediately after travel notification as to why this change was required should be sent to; ian.taylor@flybe.com. 

We will assess each case on its own merits to consider a refund of these charges.

CANCELLATION

· We strongly advise the Club and those Clubs visiting to take out the appropriate travel insurance. We are unable to consider a request for refund if the team cancels its journey but the flight remains operational.
· We will, however, in the case of a re-arranged fixture following a cancellation outside the control of the Club or opponents, such as a frozen pitch, provide the same travel cost for the same number of players, to the same destination providing that four (4) weeks’ notice is given and obviously is subject to availability.
· For the avoidance of any doubt 10 seats must be available for sale after the group has been added to the flight.
Baggage
· Each group member has the facility of a 20kgs hold bag at no charge together with the standard hand baggage option.

· Additionally we will allow pooling of the baggage allowance. This means that a group of 20 has a baggage allowance of 400 kgs  and as long as all the baggage is equivalent to this weight no additional charges will be made

· Additionally each group will be granted the facility of carrying a Kit bag containing the teams equipment up to a limit of 20Kgs on a free of charge basis.

Sponsorship 2012-2013 season

Flybe would be keen to continue to be associated with the Club in the role of “Official Travel Partner”

· The identical arrangements will be put in place for the forthcoming season with 2 payments being made in the season at the agreed dates.

· As a contract is already in place we can simply extend this and this will provide a photo opportunity prior to next season. We would be happy that the contract is extended without alteration.

FARES

As last year we will offer the Rugby Club a rate that can be used by all Jersey Rugby Club teams. Naturally these are subject to availability as there may already be reservations on flights.

The taxes and charges that we have been made aware of until 29 March 2013 are included in the table below ,however should any UK or Guernsey government initiatives alter these we will have little choice but to adjust these levels.
It is however highly likely that these will rise in April 2013 as this is the annual increase set by many airports 

	ROUTE
	RETURN FARE £
	TAXES AND CHARGES £
	
	TOTAL  £

	GATWICK
	70.00
	64.78
	
	134.78

	SOUTHAMPTON
	70.00
	67.32
	
	137.32

	EXETER
	70.00
	69.98
	
	139.98

	BIRMINGHAM
	70.00
	68.33
	
	138.33

	MANCHESTER
	70.00
	66.95
	
	136.95

	NEWCASTLE
	70.00
	64.97
	
	134.97

	BRISTOL
	70.00
	76.14
	
	146.14

	LUTON*
	70.00
	65.69
	
	135.69


· *This flight already heavily booked for Bedford game.

We will naturally offer any route operating directly from the Island on this net fare basis plus the applicable taxes and charges, again subject to availability.

I hope this covers all outstanding points and that we can resume our partnership of last year.

Ian Taylor

Flybe

Confirm date with Club, Book travel arrangements & inform Tim


Have a Plan B





Prepare a draft programme & budget for the trip





Select squad and accompanying management team (Parents if necessary for younger age groups)


We suggest letting parents make their own travel arrangements at U9 and above





Check flight availability





Contact Club and agree date	





Choose destination		





Inform Tim





Communicate results to our Local media & Tim Hay








Take gift (plaques) to Club.


Explain Dress code & general behaviour to your party.


Have fun.





Collect players’ registration cards from Kevin G





Prepare kit bag including your first aid kit.





Collect money from players





No player to travel until account is settled





Confirm all transport bookings





Double check travel plans with Nicky





Exchange programme with Club to be visited








Inform parents of programme and costs





Advise local media





Send thank you note to Club








Dress code for travel


Dominion tops and bottoms for all players up to U13 and either Dominion tops & bottoms or Shirt and Club Tie for the older age groups.





Update website
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