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	We hope that you will find the information on the following pages helpful and interesting and that it will assist you to prepare for your participation in London's New Year’s Day Parade and Festival 2012/13. 

While it is impossible to cover every possible topic, or answer every possible question, your Youth Music of the World representatives will be able to ‘fill in the gaps’ and answer almost any question you have about our programme. They have a wealth of experience and will always be very pleased to help you.
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We will welcome your comments on this manual, and indeed on every aspect of our performance, from the first time we contact you, until after your performance tour.

We are delighted that you have joined the very select ranks of those who have accepted an invitation to attend this most prestigious event. Our main aim is to ensure that your time in London fulfils all of your expectations.
Robert Bone

Executive Director

London's New Year’s Day Parade & Festival
          Version 27 05.01.12USA
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Youth Music of the World

1.1 - Services provided by Youth Music of the World

Youth Music of the World will provide you with a complete service as you plan each stage of your participation in London's New Year’s Day Parade and Festival.

· From the present time until your site inspection, your Youth Music of the World representative, i.e. the office that made contact with you originally, will be able to assist you.

· During your site inspection you will gain first-hand experience of the complete travel and performance programme. You will also have the opportunity to meet all of the New Year’s Day Parade and Festival senior staff.

· Following your site inspection and up to September 1st, you will continue to liaise with your Youth Music of the World representative to resolve all issues.

· From September onwards, you will have direct contact with the London office of Youth Music of the World on all matters relating to the final planning of your performance programme. This is also the head office of Destination Events and London's New Year’s Day Parade and Festival.

· Your Youth Music of the World representative will continue to assist you. He will have a wealth of experience of the programme and will be particularly helpful on matters relating to planning your unstructured time and general knowledge.

· From early December you will have contact with your resource assistant. He or she will be familiar with your itinerary and will be happy to receive information from you on exactly what you have planned for your group during the week, including unstructured time. If required, he or she can help plan your unstructured time with you.  

· Your resource assistant will also be with you throughout the festival and will handle the day-to-day running of the itinerary throughout your stay.

· You will be able to contact all of our senior personnel at any time during the festival.
1.2 - Your group

You have accepted an invitation to take part in London's New Year’s Day Parade and Festival, which is the finest event of its kind in Europe.

Doubtless the whole venture of bringing your musical group to London will create a great deal of interest and excitement in your community.

You will, of course, be bringing a very strong, if not complete, contingent from your musical group, together with staff and chaperones.

We are sure that there will be a very considerable amount of local interest from friends, supporters of the group, parents and others in your community. We would expect that a substantial number may wish to travel with you to enjoy the experience of a week in Britain.

Youth Music of the World welcomes, and indeed encourages, such groups. We offer exactly the same prices and conditions to the adults/supporters as we do to the students.

We must point out that access to the programme i.e. tours, the New Year's Eve Party etc is only available to those people travelling on the official programme and is not available to independent travellers.

We hope that you have taken into account all the people who may wish to travel with your group, when you initially estimated your group numbers, and thus effectively requested that we reserve air space and hotel space on your behalf.

If you find now that you have not allowed for these additional passengers, then it is very important that you contact your Youth Music of the World representative and request that we adjust your contract accordingly.

1.3 - Contacting us

Youth Music of the World – London Office &
Destination Events London Office &
London's New Year’s Day Parade & Festival Head Office


[image: image4]
Our senior staff have specific areas of responsibility (see overleaf). Therefore, in all correspondence, either written or by telephone, we would ask you, where possible, to direct your questions to a specific person.

They can also be contacted directly by telephone. The London office operates an automated answering service. You will be greeted by a message and can immediately dial the extension number of the person you want. If this person is away from their desk or on the phone, you can leave a message on their voice-mail. See over for a list of extension numbers. If you are not sure who you need to speak to, dial 0 and your call will be answered by a member of our staff who will direct you to the relevant person. 

1.4 - Corresponding by e-mail

E-mail is our preferred method of correspondence.

It allows us to pass information quickly and efficiently, especially when it comes to processing passenger & equipment lists.

Our software allows us to receive documents as attachments on e-mail in most formats. The only exception is if you use an Apple Mac, as Macs often don’t add the file name extension (.doc .xls etc). If you are a Mac user, please provide us with the name of the programme that was used to create your document.

Please do not send your documents as part of the e-mail message but always as an attachment.

1.5 - The London head office personnel

1.5.1 - Contact details

So that we can provide you with the best possible service, try to direct your questions to a specific person. Please feel free to copy others in on emails if you are not sure who you need specifically, and we’ll make sure your message reaches the right person.

When phoning our London office, you should dial your international access code + 44 20 8566 8586. You will be greeted by our automated answer service. At this point you can either dial the extension of the person you need, or dial 0 if you are unsure who you need to speak to.

If you have not received a response to any email within 24 hours (working days) then please resend to info@destinationevents.com and we will ensure that your message is acknowledged and let you know when you can expect a comprehensive response.
1.5.2 - Our senior staff - who does what
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	Robert Bone 

extension:
3479
Executive Director

e-mail: rcb@destinationevents.com
Bob is the Executive Director of London's New Year’s Day Parade and Festival. He will work with you on all matters regarding your contract for participation in the Event.
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	Geri Bone 


extension 
3479
Director


e-mail: rcb@destinationevents.com 
Bob’s wife Geri is responsible for corporate affairs and mayoral relations. 
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	Theresa Davis 

extension:
3479
Airlines & accounts 

e-mail: theresa@destinationevents.com 
Theresa is Mr Bone’s personal assistant. She is also responsible for all flight schedules and airline matters and will prepare your financial account.
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	Malcolm Chalk 

extension:
3478
Land arrangements

e-mail: malcolm@destinationevents.com 
Malcolm will head up the operations team who will be working with you on all matters relating to your travel programme (except flights), including your accommodations, your itinerary and movement of your musical equipment in London.
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	Nick Kidd 


extension:
3481
Performance


e-mail: nick@destinationevents.com 
Nick will head up the production team who will be working with you on all matters relating to your performance in London's New Year’s Day Parade and Festival.
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	Lizzie Bone 


extension:
3483
Web Site & publications. 
e-mail: lizzie@destinationevents.com 
Lizzie is responsible for keeping London's New Year's Day Parade & Festival web site up to date. She is also responsible for all Festival publications, so will work with you on your biographies and pictures.
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	Dan Kirkby


extension:
3483
Press & public relations
e-mail: dan@destinationevents.com 
Dan is responsible for co-ordinating all of the press and public relations for London's New Year’s Day Parade & Festival, both in the U.K. and internationally.


	
	Joe Bone 


Tel: 020 8566 8586 ext. 3476
Merchandising and 

Cell: 07984 861 524

Sponsorship


Email: websales@destinationevents.com 



	
	Pierre Duvernois 

Tel: + 33 (0) 3 44 27 45 67 

Manager, France 

Fax: + 33 (0) 3 44 27 45 85





Cell: +33 06 80 03 14 08

	
	Vicente Piqueras 

Ph.: + 34 91 434 06 70

Manager, Spain 

Cell: + 34 630 272 747





Email: vpiqueras@orostravel.com


	
	Elâ Gürmen 


Cell : +39 392 7272 509

Manager, Italy 

Email: ela@destinationevents.com


	
	Dean Oblonsky 

Tel: +1 (718) 599 1154
Senior Consultant 

Cell: +1 (614) 440 4011




Deanscotto@aol.com


	
	Carol Goode 


Tel +1 804 673 1304

Manager 


Email: carol@ptlinc.net

Performance Travel Ltd
www.performance travel.net



	
	Christopher White 

Tel +1 613-799-8074
Senior Consultant 

Tel +1 613 739 9555





chrismwhite@rogers.com


	
	Bobbi Peddicord

 Tel +1 804 673 1304

Assistant Manager 

Email: bobbi@ptlinc.net

Performance Travel Ltd
www.performance travel.net



	
	Margaret McGehee 

Tel +1 804 673 1304

Consultant 


Email: margaret@ptlinc.net

Performance Travel Ltd
www.performance travel.net




1.5.3 - Key personnel located in our other offices
	You will have been in regular contact with one or other of our six representatives for some time now. They will continue to work with you throughout the year until your arrival in London.

	[image: image12.jpg]



	Powell Johann

telephone
(804) 282 1557 
Director of International  e-mail
           Youthmusic@comcast.net
Participation

	[image: image13.jpg]



	William Northen 

telephone
(804) 282 1557 

Director of International
e-mail

Youthmusic@comcast.net
Participation
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	Jonathan Whaley 

telephone
+44 20 8946 6218
Director of International
e-mail  jonathan.whaley@btinternet.com
Participation
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	Stanley Barnes

telephone
(865) 687 4247
Senior Representative
e-mail
  
sbarnes637@aol.com


	[image: image16.jpg]



	W L Whaley


telephone
(720) 226 8082

Consultant Representative   e-mail
wlwpo@comcast.net
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	Guy Wood


telephone
(504 ) 835 8310
Consultant Representative   e-mail
GWood68@aol.com



1.5.4 - Youth Music of the World Consultants.

	
	Anne Riley 

telephone
(408) 294 3762

California


cell

(408) 569 7064





e-mail

anneriley@sbcglobal.net

	
	Chris Moura 

cell

(408) 828 5095

California


e-mail

Mouramusic@comcast.net


	
	Teresa Moura 

cell

(408) 828 5095

California


e-mail

Mouramusic@comcast.net


	
	James Bruce 

telephone
(941) 794 6772

Florida


cell

(941)  962 1648





e-mail

Jbruce451@yahoo.com

	
	Jon W. Sever 

cell

(727) 534 4013

Florida


e-mail

nolesever@yahoo.com


	
	Erik W. Mason 

telephone
(706) 684 0123

Georgia


cell

(770) 367 2243





e-mail

erik.mason74@yahoo.com

	
	Josh Thompson 
cell

(847) 987 9664

Illinois


e-mail
    josh.thompson2000@gmail.com



	
	Robert H. Ambrose
telephone
(248) 681 9454

Michigan


cell

(248) 895 1818





e-mail
         
Rambrose9454@comcast.net

	
	Greg Normandin 
telephone
(248) 701 1116

Michigan


e-mail
          normandin.greg@yahoo.com



	
	Terry R. Rush 

telephone
(402) 488 6755

Nebraska


cell

(402) 419 9977





e-mail

trushtravel@gmail.com

	
	Clifford Bialkin 

cell

(973) 476-1436

New Jersey


e-mail

cbialkin@gmail.com



	
	Charles Ferrara 

cell

(513) 379 8377

Ohio



e-mail

ferracharles@gmail.com



	
	Jonathan Hooper 
telephone
(817) 326 5409

Texas



cell

(254) 592 5758





e-mail

Jhooper249@gmail.com

	
	Rob Engl 


telephone
(262) 792 1140

Wisconsin


cell

(262) 501 0699





e-mail

robinengl.ym@gmail.com

	
	Robin Engl 

telephone
(262) 792 1140

Wisconsin


cell

(262) 501 0699





e-mail

robinengl.ym@gmail.com


1.6 - The site inspection

One of the most important services that Youth Music of the World provides during the year is the Summer site inspection.

This is your opportunity to meet all of our senior personnel and to experience most of the programme features first hand. The planning of your programme is very much a team effort between our staff and yourself, and over the years the site inspection has proven to be a great team builder.

In 2012 the dates for the main inspection will be departing the US on Monday 18th June and returning on Sunday 24th June. Alternative dates are available on request, avoiding the busy weeks of Wimbledon and the Olympics, when the itinerary may vary slightly.
1.6.1 - Site inspection itinerary

You will leave home on the Monday afternoon or evening, arriving in to London before lunchtime on Tuesday. We will arrange for you to be met and transported to your hotel where we are proposing that your group stay at the end of the year. That evening you will attend an informal drinks reception with all of our staff and your fellow Directors.
During the week you will;
· attend a series of meetings in your hotel with our senior staff, each person covering a particular aspect of your programme, including contract and payments, air travel, press & publicity, performance and the land programme incorporating hotel, meals, sightseeing and planning unstructured time.

· take a walk of the New Year’s Day Parade route with our performance director.
· visit the concert hall where you will be performing (for concert groups only).

· attend a meeting with your hotel manager and a show round of the hotel facilities. 

· take a guided tour of London by coach, similar to the one your group will experience at New Year. 

· attend a reception and dinner which will be hosted by Patrons of the event along with all of our senior staff. 
· get together with our Executive Director, Bob Bone, for an informal meeting to discuss your performance programme.

· have a day completely free for you to discover London for yourself and to plan your unstructured time at New Year. During this time you will be given an MP3 player so that you may experience the audio guides first hand.

· have one evening at leisure when we will provide you with a book of the dinner vouchers that your group will receive at New Year.
On the day of departure we will arrange for you to be taken to the airport in good time for your flight home. 
A busy schedule during which there is much to be achieved - it is a 'working week'  - but also much to be enjoyed.
1.6.2 - Making the most of your site inspection

During the six days you are in London, our staff will be on hand at all times to assist you in planning for your performance programme at New Year.  As well as the structured time, we will be happy to arrange any extra meetings that you feel may be needed.  
· General matters.  You will meet with Bob Bone, to discuss any matters that may concern you relating to your performance programme.
· Contract and payments. You will meet with Theresa Davis who will run through your contract and answer any questions you may have.

· Performance.  Our Performance Director, Nick Kidd, will spend time with you discussing your performance requirements throughout the Festival. If you are performing in one of the Gala Concerts he will ask you for details of your performing group and will explain how the concerts are organised. He will also arrange a site visit. Nick is also responsible for your performance in London's New Year’s Day Parade and will arrange a walk of the route.
· Air. You will meet with Theresa to discuss all aspects of your group flights to London. You will not be given an air schedule at this stage.
· Hotel. Malcolm Chalk is responsible for assigning your hotel. Our choice will be guided by the size of your group, matching that with the facilities afforded by the hotel. He will arrange for a senior hotel manager to show you around and to answer any questions you may have.

· Meals.  Malcolm will explain in more detail the various dining options and he will provide you with Luncheon Vouchers so that you may get used to using them. 
· Itinerary. Malcolm will provide you with an outline itinerary, based on your travel dates, your contracted performances and the travel inclusions. This is a working document and one that you will help us prepare over the coming months.
· Tours.   Our chief Blue Badge guide, June Galgey, will be available to advise you on the best combination of half-day and full-day tours. Please research the options before you arrive, so that June is able to rubber stamp your choices.
· Audio Tours. The creator of our unique audio tour 'Guide Pod ', Tyler Butterworth, will be scheduled to meet with you to discuss how best to organise the usage of this unique feature in the programme. The audio tours are both great fun and educational and also fill the vast majority of 'non bus and non performance' time.
· Optional extras.  Both June and Malcolm will be able to advise you on the pros and cons of ordering extras on your programme. Services such as coach hire during unstructured time, advance tickets for the theatre and packed lunches etc.
· Press & Publicity. You will meet with Dan Kirkby, to plan how best to achieve the maximum amount of local publicity from your performance in the Festival. Dan will have plenty of ideas to help you, but in turn he does need you to provide him with the information requested on Form 1.
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Accounting

2.1 - Accounting process

All of the information that is required to prepare your account is found in the contract for your Performance Travel Programme.
2.1.1 - Payments received
Each and every time you send us payment under the terms of your contract, whether by check or by bank transfer, you will receive a receipt from our London Office. This will show the amount and the date it was received.

An update on your accounting position with us will be handed to you by Theresa Davis during your site inspection.

Remember the number of people that you pay for cannot be less than those shown on your contract and thus if you are having difficulties attaining this number, and you need to discuss a contract revision, you should do so without delay. Such renegotiation may be possible and must be discussed in the first instance with your senior representative.

2.1.2 - Your invoice and statement

Towards the end of October, Theresa will send you a group invoice. It will be prepared on the number of people shown in your contract or, if it is greater, the number of names you have given us on your latest passenger list.

It is not expected that this will be the exact total that you finally have to pay as your numbers may increase between the time this invoice is issued and the final payment date in November. 

You are permitted, under the contract, to add (not delete) passengers after the November deadline for the main group payment, as long as our London office approves all additions. These additions may be chargeable at a higher rate to which we will gain your approval before confirmation. Any such passengers will be billed on an additional invoice, which will be issued at the beginning of December.

Also, at the beginning of November, any additional services you may have requested, such as special restaurant dining, packed lunches, theatre supplements or cell phones, will be added to your group invoice.

Invoices for additional passengers and additional services are payable immediately upon presentation and must be paid prior to the group's departure from the USA.
2.1.3 - Payment method
All payments should be made by cheque or bank transfer to the organisation's US bank account. If cheques are used as a means of payment you must ensure that they are despatched 7 days prior to the deposit due and final payment due dates shown in your contract. If funds are transferred then please ensure that they have reached our account by the due dates shown in your contract. You are requested to send a confirmatory e-mail to theresa@destinationevents.com to confirm the date of each of your payments, the method of payment (cheque or transfer) and the amount of the payment. Such confirmations should be sent on the same date the payments are transferred or, in the case of cheques, despatched.

Funds should be sent by direct bank-to-bank transfer to;

	Account:                             Destination Events Ltd/ Youth Music of the World

Account No:       

2000040998374 

Routing (ABA #):  

121000248 

Bankers:          

Wells Fargo 

 


or by check, made out to Destination Events Ltd/Youth Music of the World, to;

	Mrs. Bobbi Peddicord
Accounts Manager, Destination Events/Youth Music

c/o Performance Travel Limited

5366 Twin Hickory Road, Suite A
Glen Allen

Virginia

23059-5682




We do hope that you understand this system, but if you have any queries whatsoever please do not hesitate to ask Bob Bone or Theresa Davis during your site inspection.
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   Air Travel To London

3.1 - Transatlantic flight - notes for group leaders

International air travel is exciting, especially for young people who may be travelling overseas for the first time. To some it can also be challenging. 

It is important that the experience is the best and safest we can make it. We only use major, reliable, full service, scheduled carriers for transatlantic flights. The airlines we use have all been briefed about our groups and usually information has been passed from management to customer interfacing staff.

In this section of the manual we explain the process of international air travel, and some of the rules and arrangements that are in place for your transatlantic flights to London.

3.2 - Group concept

Perhaps the most important concept to be understood is that for your air travel you will be broken down into smaller group units – similar to the way you have to break down your group into ‘bus’ units for surface transportation.

You should also remember that ‘streamlining’ of transatlantic air services means that a very high proportion of the gateways that we serve do not offer direct non stop flights to London. This means that your journey will probably consist of two flights in each direction. A flight from your gateway to an airline ‘hub’ and then the transatlantic flight, with the same in reverse for the return journey. Even at some US airports with direct non stop service to London, the number of seats available cannot match our demand and so we will use two flights with a ‘feeder flight’ to a ‘hub’ city. 

Most transatlantic flights are now being flown on smaller aircraft than they were ten years ago. The good part of this is that there are more flights more often, the bad part is that we can secure less seats per flight for your group.
Normal minimum group number on a ‘feeder flight’ = 25 passengers.
Normal maximum group number on a ‘feeder flight’ = 50 passengers.
Normal minimum group number on a ‘transatlantic flight’ = 50 passengers.
Normal maximum group number on a ‘transatlantic flight’ = 99 passengers.
With this information you can easily see into how many units you are going to break your group in to for flight purposes.

You should therefore nominate a group leader for each of the airline groupings, rather as you might have a bus captain.

3.3 - Passports and visas

It is the obligation of each and every passenger to ensure that they have the necessary documentation for their journey.

A full American passport is fine and needs no visas. All non-American passport holders should check to see if they need a visa to enter the UK or the European mainland. If they do they must secure one from the nearest Consulate or Embassy of the country that has issued their passport. Also all non-American citizens must check to be sure that they have the full and correct documentation to allow re-entry into the United States, e.g. a ‘Green Card’ or a multiple entry visa. Cancellation insurance does not cover passengers without the correct documentation. All passports, including US passports, must now be valid for a minimum of 6 months from the date of re-entry into the United States.
Most years a few passports are lost by event participants whilst in London. To return to the US you must have a full passport and so that means lost passports must be reissued by the American Embassy in London. The Embassy is closed for much of the Christmas to New Year period and so a passport re-issuance will almost certainly mean a delay in return to the US. There are fees for the passport re-issuance and costs involved in a delayed return to the USA. In most cases some of these costs are recoverable through the individual participant Youth Music insurance policy. 

To enable the American Embassy to re-issue swiftly, please take a photocopy of the important pages in each group member’s passport and, as group leader, retain a complete set of photocopies for the whole group.  

The best policy is to do everything to ensure the safety of passports so that they cannot be lost or stolen.  It is not a good idea to carry them with you at all times whilst in Britain – it is not necessary or helpful.  Keep them in a safe place, remove them only when strictly necessary (money changing for example) and return them to safe keeping immediately after use.

3.4 - The passenger list
In the ‘passenger list’ section of this manual we provide a template of the form that should be used in the preparation of your passenger list. This template form asks for all of the information that current regulations require – be advised that more and more information is being required by airlines and Government security agencies before flying internationally, and so the extent of the information requested might change. 
If that is the case then this document and the template will be updated accordingly. 
We ensure that the information you send us on the list is forwarded to all of the agencies who require the information.

It is very important that the passenger list reaches us when we need it.  This information must not reach us late! This will help us to help you. If you have any problems in composing the list in the way we ask, then please contact us well before the deadlines we have set.

3.5 - Personal checked luggage and hand baggage - carry on items
On international trans-Atlantic flights all of the airlines that we use in our programme allow, included in the price of the ticket, one 'free' piece of checked baggage, and one piece of hand luggage, plus a purse or lap top case or other small piece in which valuables and documents can be carried.

If your journey to London starts with a domestic flight in the USA to a major international hub before your trans-Atlantic flight then that domestic sector (in both directions) counts as part of an international flight and the baggage rules outlined above apply. 

Whilst the size and weight of the allowable piece of checked luggage varies slightly airline to airline it is best to base on the current most stringent regulation, which is that the suitcase must have combined dimensions of no more than 62 inches and a weight no greater than 50lbs.  This is a substantial item of luggage, and would be able to contain quite a lot more than the average student would need for their week in London.

3.6 - Hand baggage – carry on item/s

The dimensions of the piece of hand luggage that is allowed vary considerably with every airline.  Once you have your airline assignments we advise that you check carefully to see exactly how much hand luggage is allowed on your particular carrier.

3.7 - Musical Instruments and Musical Equipment

We have several techniques for the way in which we handle musical instruments and musical equipment.  

Clearly it is imperative that we minimise the amount of equipment that is to be trans-shipped which is why, for your concert performances, we make available to you here a substantial list of instrumentation - mostly percussion and pit instruments.

We ask that individual students are responsible for their own instrument up to and including the size of boxed trumpets.  We recommend that the smaller instruments such as piccolos and flutes and even clarinets are packed in the student's major piece of checked baggage, whilst items as large as trumpets, are carried on to the aircraft and serve as the allowable 'carry on' for that student.

We also recommend that each student should pack in their own suitcase their band uniform jacket and pants.  Hats, shakos, plumes, etc, are  dealt with separately.

All instruments larger than a boxed trumpet and all large essential equipment should be dealt with as follows.

You should create an instrument and equipment manifest listing out all of the items that come in to this 'large' category that you need to bring to London.  This list should be created on an 'Excel' spread sheet and should state how many items of each type that you have, giving their boxed dimension and boxed weight.  This list will need to be presented to us on or before October 15th.

We shall arrange for this equipment to be trans-shipped in one of three fashions.  

1. The majority of groups will have their equipment shipped by DHL International our logistics partner.  We will submit your agreed equipment list to DHL and they will arrange to collect the items on that list from your school before school closes for the end of year holidays.  It may well be that collection will have to be a few days before school closes as it is imperative that we have your instruments and equipment as cleared items through customs in 
the United Kingdom before the long Christmas holidays here in the United Kingdom.  Our own production team collects your instrument and equipment from DHL's London warehouse and will bring them via van to your hotel on the day of your arrival.

The return process is similar in that our staff collect the items from your hotel on your day of departure (or sometimes the night before) and they take the goods to DHL who return them back to your school.  We would aim to have everything returned by the 7th of January.

2.  With some airlines we have special arrangements for the trans-shipment of equipment and instruments as additional items of passenger luggage.  If you are designated as a group whose equipment and instruments are to be handled in this fashion, instead of submitting your list to DHL we would submit it to the airline, who will in turn make special arrangements through us with you for the acceptance of this equipment when you check-in for 
your flights.  Obviously, you will need to take the equipment to your airport of departure.  When you and the equipment and instruments arrive in London we will have a team of drivers ready to take your instruments and equipment on vans or trucks to your hotel to reach the hotel at much the same time as you do.

It will be the same process in reverse. Your equipment will be taken to the airport at the same time as you go to the airport to check-in for your return journey and the instruments and equipment will fly with you all the way back to your home airport.  You will need to make arrangements to transport the equipment from your home airport back to the school.

3.  On occasions it may be necessary to use a combination of both methods. In other words when you submit your list to us we may 
(and this is a fairly rare occasion) decide that we will have part of the equipment taken by DHL and part of the equipment and instrumentation transported by your passenger airline.  If this is necessary we shall clearly tell you which items will be taken in which fashion several weeks before your departure date.

The transportation of instruments and equipment is included in your contract price under the above criteria and terms and conditions.  Should you wish to have DHL or your passenger airline carry items which our rule makes the personal responsibility of the student - uniforms etc, then we would be very happy to provide you with a more than competitive quotation from DHL or your airline for the transportation of such items.  Some groups in the past, mainly those with very bulky uniforms, have decided to 
seek quotations for uniform boxes and have been agreeably surprised at the cost and thus have selected to transport uniforms in this fashion.  We will be able to give you an exact quotations for additional items during the first two weeks of November, but will be able to give relatively accurate indications during site inspection.

3.8 - Flight operations/airline liaison offices 

Our flight operations are controlled jointly in London and in Richmond, Virginia. 

Our Director of Flight Operations/liaison office, North America, is Carol Goode at Performance Travel in Richmond, Virginia, telephone: (804) 673 1304, fax: (804) 673 1306 and e-mail carol@ptlinc.net
The overall person in charge of all flight assignments in the head office in London is Theresa Davis: Tel (011) 44 20 8566 8586 on extension 3479, fax (011) 44 20 8566 8494 and e-mail theresa@destinationevents.com
Theresa will advise you the name of your airline, and your flight seat ‘blocks’. From that point on, in all matters concerning your air arrangements, you will deal directly with Carol Goode and her team in Richmond. Do not worry about ensuring that head office in London has information you are giving Carol – she will automatically copy Theresa on all your correspondence.

3.9 - Final preparations – a checklist

1. When you receive your airline tickets please check them carefully to ensure that all names on the tickets are identical to those on the passports – last names and first names (not just initials). Also check that the printed details of flight times and numbers on the tickets coincide with those that we have provided you with when giving you your air assignments. If there are any errors or variants call Carol Goode immediately.

2. Carol and her team will do the best they can to arrange seating for you on the aircraft – no promises or guarantees can be given about specific seating. If there are some important requirements in this regard please ensure your flight liaison office is aware of your requests before December 1st. Likewise if you have any special dietary needs for any of your passengers make sure we know about them by the same date.
3. Check with Carol (or via your airline’s website) to see what is free and what needs to be paid for on your flights. Some carriers now make a charge for headsets to hear the movie/TV soundtracks and some also make charges for alcoholic drinks.
4. Check with Carol to find out how long before your flight from the USA your airline/s need you to present your group for check in. We will also be able to give you information on the way the check in will be handled. 

5. Be certain that the person in charge of each airline grouping has a number of copies of the group’s passenger list. It may be a good idea to ask these group leaders to look after their group’s e-tickets – that is your decision.

6. Make sure your group leaders have instructed all members of the group to carefully retain their luggage check receipts until they have reclaimed their checked items in London.

7. It is the responsibility of group leaders to make sure that all members of the group are at the appropriate gate for their flight on time. This may be as much as one hour prior to the scheduled departure. Airlines are very strict about the times of boarding and late arrival at the gate may well result in boarding being denied. On arrival at your connecting gateway, as well as in the UK, it is important that the group leader always collects the group together before moving on to the next part of the process. 

8. When baggage has to be reclaimed, the group leader should always be present to ensure that all items are collected. The group should keep together passing through customs or onto the next stage of the journey. On the outbound journey, checked baggage will not be reclaimed until arrival in the UK. On the return journey, checked baggage will have to be reclaimed and pass through customs at the first port of entry into the United States. If there is an onward connecting flight, baggage must be re-checked with the airline for the balance of the journey. Re-checking does not normally mean you have to line up at a check-in desk, it means simply handing over an item of already-tagged luggage to the airline for a security check before being taken to the connecting flight.
9. While you are in London, please ensure that all return airline tickets are kept secure. We suggest that the group leader collects them on board the transatlantic flight and that they are kept in a private safe in the hotel, either in a room safe or in a safe at reception (no charge).
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3.10 - Notes for the group leader - highlights.

· Information about your current group numbers (form 4) must be sent to the London office of Youth Music of the World by September 15th.

· The first draft of your passenger list (form 5), must be completed by September 15th.   You may add passengers on a request basis after this date.

· Your flight schedule will be given by October 2nd (as long as the correct deposits have been received).

· Tickets will only be issued after final payments are received. No tickets will be despatched before December 1st. You should not call us chasing delivery of tickets until after December 10th. You must call after December 10th if you have not received your tickets or have not been contacted with regard to a delivery date for your tickets.

3.11 - Additional passengers after September 15th
Last-minute additions are allowed on request to the London office only until December 5th. These ‘last minute’ additions (passengers added between September 15th and December 5th) will be billed and paid for separately - and may be ticketed separately from the rest of the group. Sometimes such late additions will need to pay a supplement which will be quoted at the time of confirmation. 

3.12 - Individual flight date changes

Normally, deviations from the group itinerary are not allowed. Under no circumstances are early departures from the USA allowed (i.e. before the group travel date). Late returns (after group’s return) may occasionally be permitted. These must be individually requested through the London office. Each change or variation will carry a minimum fee of $ 200 per change.

3.13 - Land only passengers

“Land only” packages are available but must be clearly shown separately when the passenger list is first submitted. There is no limit to the number of ‘land only’ places a group may have so long as the London Office has confirmed that space exists for the passengers at the hotel etc.  'Land only' passengers do count towards the minimum number shown on contract. ‘Land only’ passengers are responsible for their own airport transfers. The land programme cost is available from your senior representative.
3.14 - Special meals on flights
Special meals (vegetarian, kosher, Halal, gluten free, low salt etc.) can be made available on flights. Any such special requests should be included, where possible, in form 4 that you will send on September 15th. All special requests must be in the possession of your flight liaison office by December 1st at the latest. Once we have lodged requests with the airline we cannot change them, nor can we be responsible if the airline fails to observe the request. Passengers who book a special meal for their outbound flight should automatically receive the same special meal (hopefully a different menu) on their return journey.
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Your Passenger list
4.1 - What your passenger list is used for;
4.1.1 - Producing your airline tickets

The first 3 columns of information are used by the airline(s) to produce your e-tickets.

4.1.2 - Helping you through U.K. immigration

Your completed passenger list will be handed to the airline(s) on which you are travelling for them to liaise with U.K. and U.S. Immigration. The information will assist your group when they go through passport control on their arrival in the U.K. and on the day of departure. 

4.1.3 - Registering your passengers with the insurance company

Your completed passenger list will be accepted by the insurance company as proof that an individual has travelled with your group, in the event of them having to make a claim.

4.1.4 - Pre-registration at your hotel

As your list contains most of the information required by your hotel to register your guests, we can avoid the need for individuals having to sign in on arrival, saving you time and inconvenience.

4.1.5 - Important note

In November you will be asked to produce a rooming list that we will present to your hotel which will be in a very different format to the passenger list.  Further details on how we need you to compile the rooming list can be found in section 6 - ‘your hotel’ in this manual.

4.2 - Preparing your passenger list
You should begin to compile the information you need straight away.

This will include (please note that we do not want information in this format!);

Last name

i.e. Family name (Surname).

First name
i.e. The first name as per the passengers passport. We do require the name in full, please avoid abbreviations or nicknames etc.
Second name
i.e. The second name as per the passengers passport. We do require the name in full, please avoid abbreviations or nicknames etc.
Gender
i.e. male or female.

Date of birth

in European format i.e. Day/Month/Year.

Passport number
i.e. the number printed in the passport.

Country of issuance  i.e. the country where the passport was issued.

Expiry date

i.e. the date the passport will need to be renewed.

Nationality

i.e. USA/CAN/MEX etc. A three-letter notation is sufficient.

We do recommend that you take a photocopy of the relevant page of each person’s passport, as not only does this provide you with accurate data for you to compile your passenger list, they will also prove very useful in the event of a lost passport, especially in London. 
Please note that NO passenger will be allowed to travel back to the US without a passport. Therefore any lost in London will need to be replaced at the US Embassy prior to travel, even if it means returning a day late. This is an absolute rule!

Everyone will need to show their passport to the airline on check-in and to passport control as you pass through customs in both the U.S. and the U.K. If they discover any discrepancies between the spelling of a name on a passport and the name on the individual’s airline ticket, this will cause you considerable problems.
An approach that has worked very well for a number of previous participants in the festival is to arrange for a school visit from local government officials responsible for the issue of passports. If you arrange this in conjunction with a local photographer, you can negotiate a special price for each photograph. It may also act as a spur to get everyone to obtain a passport in good time.

4.3 - The format of your passenger list
· Your passenger list should be typed, not hand written.

· All information should be printed in CAPITALS.

· You should use a good sized font, ideally 14 Point.

· Please type your list portrait style (i.e. down the page) so that it can be printed on ‘quarto’ size paper.

· Type your list in alphabetical order.

· Please number each passenger.

· Please do not use ‘tables’ with visible grid lines to display the columns, as they can make the list unclear. There should not be any gridlines on the page.
· Each flight list should be on one file, so may run to two or more pages.
· Do not include any land only passengers, these names to be sent separately.
Your list should therefore look like this;

Passenger List
Group name:
                            Date:                   Draft: 1.
Flight schedule:
(flight number, departure airport).

Total number of passengers on this list:
_____
Last 


First    Last  Gender D.O.B. Pass   Issue   Expiry     Nat

Name

Name   Name




____________________________________________________________

1. ADAMSON
JEREMY
M
15.12.60  102461 USA  01.07.12 
USA




CHARLES
2. ADAMSON
LYNNE
F
10.01.61  225667 USA  01.10.15
USA




ANNE
3. BURROWS
LESLIE
M
19.07.80  773321  CAN  01.01.12
CDN




JOHN
Please e-mail the completed list(s) as an attachment to theresa@destinationevents.com 

4.4 - First draft of your passenger list
Your initial passenger list should be sent to us by September 15th, under the terms of your contract. It should include all of the names of the passengers who are signed up to travel on this date.

We understand that there will be changes to this list (Draft 1). These changes will be;

· The names of passengers who join the group after September 15th.

· Filling in gaps that were not available to you in September.

· Corrections to the list such as mis-spellings.
You should send us any changes to your passenger list as and when you receive them. Each time you send us updates please list them under the following headings;

· Additional names.

· Deleted names.

· Name changes i.e. mis-spellings.

· Changes to details i.e. birth dates, passport numbers etc.

When you send us this information WE will amend your list (i.e. the one you sent us on September 15th) and we will then return the amended list to you for double checking (with the date of the change and noting if it is draft 2, 3 or 4 etc).

Please note that once you have submitted the name of a passenger on your list, it is not possible to delete or change them without penalty, as per your contract.

If, at any time, you feel that you will not reach your minimum contracted number you MUST contact your representative immediately.

PLEASE, PLEASE, PLEASE, DO NOT DELAY THE SUBMISSION OF YOUR LIST BEYOND THE DEADLINE DATE. WE WOULD MUCH RATHER HAVE INCOMPLETE INFORMATION THAN NO INFORMATION AT ALL.

4.5 - A contact name for your group

A federal government regulation requires each airline to enter into an individual’s booking record, the name and contact details of a relative remaining in the United States for the period of that passenger’s travel. In order to simplify this process, we have been able to agree with the airlines that it will be possible to provide one set of contact details for the group as a whole. This person must in turn have contact names, addresses, and telephone numbers etc of a relative or friend for every passenger travelling with your group.

We require you to send us the name of your nominated contact person on September 15th (see form 4), along with their address (over the period of travel), daytime and evening/night time contact telephone numbers (plus cell phone number if applicable).

If you are unable to provide these details on this date, then the very latest we would require this information will be October 17th when you send in your list.

4.6 - The U.S. Embassy in London

The US Embassy in London is able to provide you with a number of services on request during your stay in London. For example, you may wish to arrange with them to send your passenger list, contact details and itinerary so that they are aware of when and where you are over the New Year. Providing this information may also assist you if any of your passengers needed to obtain a replacement passport while in London. You can find out more about what services your Embassy is able to offer you on www.usembassy.org.uk .
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Insurance

5.1 - Travel insurance

Included in your travel programme is a specially written travel insurance policy. This has been arranged by B.D.B. Limited, a firm of very long-established London brokers and is insured 100% with underwriters at Lloyd’s of London. It is unique in that it takes into account your particular needs, covers that which needs to be covered and does not cover unnecessary items. A copy of the inclusions can be found as Appendix A of your contract with Youth Music of the World. You will have the opportunity to ask any questions that you may have on the policy during your site inspection.

Youth Music of the World also produces a PDF of the policy that we will send you on or before the 1st September, for you to send electronically to every passenger travelling. We have included a pdf of the 2011/12 policy with this manual. 

We will register your travellers with the insurance company by sending them a copy of your passenger list.

We have also provided you with a set of claim forms for you to copy to anyone within your group who has to make a claim. They cover;

1) 
Cancellation.

2) 
Medical and emergency expenses and personal accident.

3) 
Loss or damage to personal baggage, delayed baggage or damage to and rental of musical instruments (please note that instruments are only insured up to a value of US$2,000. If you have an instrument that greatly exceeds this amount please inform the London office in advance of your arrival and we will be able to quote the additional premium).

Please note: Insurance is available to persons over 71 years of age at an additional premium of US $30.00 per person. Once you have notified us of anyone travelling in your party who is over 71 years (on September 15th), we will include the $30.00 charge on your group invoice for payment prior to travel. Failure to notify us and to pay this premium may jeopardise any subsequent claims. There have been occasions in the past when passengers have found themselves not insured because they have not followed this instruction. 

5.2 - Third party public liability insurance

We are often asked about public liability insurance for musical groups participating in the New Year’s Day Parade and Festival London. We fully appreciate that this is of paramount importance when obtaining permission from your school board or society to perform in public.

All participants in the New Year’s Day Parade and Festival - London are fully covered under third party liability insurance up to a value of three million British pounds (approximately US$ 4.5 million) for any one accident.

This cover is extended to any group participating in the New Year’s Day Parade and Festival London on January 1st.

It also includes anyone taking part in one of the Festival Concerts.

The cover is for 'bodily injury and property damage liability in respect of events promoted by the New Year’s Day Parade and Festival London at various venues'.

Please do not hesitate to contact the London office of Youth Music of the World if you require any further information.
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Your Hotel

6.1 - Hotel standards

Youth Music of the World contracts through its London partner, Destination Events, with a selection of London’s major hotel groups for the provision of accommodation to event participants. Each hotel group provides participants with a very high standard of accommodation in first class hotels in central London locations. Students will be accommodated either two or three to a room, while adults will be accommodated two to a room, in either twin (2 beds) or double (one bed) rooms. All rooms have private shower and/or bath and WC facilities. 

All of our hotels offer very high standards – and a quality of accommodation rarely, if ever, used for student performing groups anywhere in the world. Each hotel used is rigorously and regularly checked by Destination Events/Youth Music Operations Director, Malcolm Chalk, to ensure that standards are maintained to the levels we require, and that the strict service provision criteria that we lay down are adhered to.

Youth Music of the World has produced a set of first class standards that operate within each hotel for the duration of the Festival, which means that each group will receive an equal standard of accommodations and service in all of the hotels that we use.

6.2 - Your hotel at site inspection

During your site inspection visit to London, Youth Music of the World will endeavour to accommodate you at the hotel where your group will stay in December.  
At a time indicated in your itinerary, we will arrange for you to meet a senior hotel manager who will accompany you, and a member of our staff, on a comprehensive show-round of the hotel facilities. You will be shown;

· A selection of the bedrooms that may be allocated to your group in December, highlighting the various types of room and the standard facilities.

· All of the public areas, including the restaurants, private dining rooms, meeting rooms, lounge and the room where your equipment will be stored.

· You can also take this opportunity to run through any questions you may have about the hotel, such as registration on arrival, credit procedure, telephone calls home, meeting and rehearsal facilities etc.

Please note: You should also be aware that it is possible for hotel changes to be forced upon us, either by a change in your passenger numbers (an increase or a decrease), OR by our suppliers, even after a hotel has been confirmed to you. It is rare but it can happen.  In either instance, we will always endeavour to offer you accommodations in an equal or superior property. We must stress that such an event is very rare indeed.
6.3 - Bedroom standards

The minimum room standard required at any hotel used by Youth Music of the World is:

· All rooms have private facilities.

· The private facilities will include a bath and/or a shower, WC, washbasin.

· All rooms will have cable or satellite television with radio incorporated in the TV.

· All rooms have a telephone.

· All rooms will be centrally heated or air-conditioned.

· All rooms will be NON SMOKING.

Most rooms do have additional facilities and this information will be provided during your site inspection.

6.4 - Types of bedroom

During your site inspection, you will be shown all of the various types of room that are included in your hotel allocation in December.

As the terminology between the U.S. and the U.K. is slightly different when describing bed types, we are pleased to provide you with the following guide;

Single Bed:

is a bed for 1 person, usually 3 feet wide.

Double Bed:
is a bed for 2 persons, usually 5 feet across (Queen Size), although in some cases it will be 6 feet across (King Size).

When describing room types, the following is a guide;

Family:
are rooms for up to four people (the maximum number that would be accommodated in any bedroom). It is unusual for us to be offered quad rooms, but they may be available on request for a family with young children.  Quads may be set up as 1 double & 2 singles or 2 doubles.

Triples:
are rooms for three. Triples may be set up as 3 singles or one double and one single. They are suitable for groups of 3 students or a family with a young child.

Twins:
are rooms for two, always set up with 2 single beds. In some hotels, twins may be allocated to students. Otherwise they are used for chaperones, staff and adult supporters.

Doubles:
are also rooms for two that have one double bed. In some hotels, where there are not sufficient twins and triples available, doubles may be allocated to students. Usually they are used for adult couples. 

Singles:
Generally the hotels that we use do not have single rooms, only double rooms that may be used for one person. If you have anyone who wishes to stay in a room alone, then a single supplement will apply. Information on the cost of the single supplement is available on application.
6.5 - Rooming

On your site inspection you will have the opportunity to view the various room types in your hotel and we will tell you how many of each type you are likely to be allocated. We will always try and keep a group as close together as possible, usually by allocating you to a particular floor of the hotel or, depending on your numbers, to two or more floors.

When you come to compile your room list, some time around the third week of November (see form 7), we will ask you to send us your list broken down in to chaperone groups of around 5 to 10 rooms. You may further wish to break the list down in to male and female students and supporters.
We will then instruct the hotel to keep the chaperone groups together in one area of the hotel. If you also wish to have the girls and boys room on separate floors, and/or if you wish to have your supporters rooms allocated away from the student and chaperone rooms, this needs to be made clear on your list.

Your completed list must be sent to us by December 6th.
Please note: In some hotels it may be possible to pre-allocate rooms prior to arrival. However this can cause difficulties if, for example, the hotel may have to make minor alterations if rooms become unserviceable or guests stay on. This is why we generally do not pre-allocate specific room numbers.
6.6 - Hotel registration

Youth Music of the World has, by special arrangement with the hotel companies we use, introduced a method of pre-registering your group. This is done simply by providing your hotel with a copy of your final passenger list, which has all of the required information for registering each group member, as follows:

· Family name, first name and title.

· Passport number & nationality.

Your resource person will have a copy of this list when you arrive in London and he or she will liaise directly with the hotel.

By having this arrangement we have avoided the necessity of registering everyone individually, which will save time and avoid inconvenience when you arrive.

6.7 - The hotel check-in

It is likely that bedrooms allocated to your group will have been occupied the night before you arrive. In common with most western countries checkout time in the UK is 12.00 noon. This means that you should be prepared for the possibility that your rooms will not be available until 3.00pm.

It is therefore felt that the best way to alleviate any possible discomfort on the day of your arrival is to incorporate an activity into your itinerary. The extent of this activity will depend not only on your expected arrival time in London, but also on your resource assistant's assessment of when all or a majority of your rooms will be ready. Please see section 8, ‘itinerary’, for the types of activity that we may include.

You will be advised of how your hotel will handle the check-in procedure during your site inspection.

6.8 - Hotel credit procedure

The following arrangements have been made at all hotels for the protection of the students, to help group leaders, and to allow the hotels to cope efficiently with the large numbers of guests.

· Charging of any extras to rooms will be barred for all students. In other words there will be no facility to charge meals, drinks and other hotel services to a room account for payment on departure. The aim is to prevent any students from running up large bills that they might not be able to pay. 

· Credit facilities will be extended to any adults on request. All they need to do is visit reception and provide their personal credit card details, and all services will be restored.
· Telephone charges from hotel bedrooms are very high; therefore we remove the direct outside dialling facility from all bedroom telephones. You can still make room-to-room calls and receive incoming calls. There is usually a connection charge for 'collect' calls and so this facility is also blocked.

6.9 - Telephone calls to the U.S.

Due to the high cost of calls from hotel rooms we normally bar all telephones in the bedrooms, although you can still make room-to-room calls and receive incoming calls.

Most hotels do not maintain public pay phones because so many people now have cell phones. You may find some pay phones in public places such as train stations, but they are not as common as they once were.
We would therefore like to offer the following advice to your passengers who wish to phone home to the US.

1. Inform your parent body prior to travel of the best time to call London to speak to their child, noting the opportunities in your itinerary and the time difference. All room phones are able to receive calls, even if they are barred for outgoing calls.

2. If you have a U.S. telephone account you are able to contact your service operator in London on a free phone number and charge the call to your account.  AT&T (0800 890011), Sprint (0800 890 877) or World Phone (MCI) (0800 890 222). For more information please check with your supplier before leaving the U.S.

3. Purchase an international ‘phone card’ in London (£5, £10 or £20 cards available either from your hotel or from a local shop) and call home direct from your hotel room until the units you have purchased have been used up.

4. Make a collect call home through the hotel operator (hotel may charge for this service). It is an expensive method but useful in emergencies.

6.10 - Internet access

All of the hotels we use offer both fixed line internet access in the bedrooms and WiFi access in the public areas. In almost all cases there is a charge for using this facility. The average cost for unlimited access over a 24 hour period is £15.00 (approx $25.00), although some hotels also charge by the hour as well. Each group leader will receive complimentary internet access throughout their stay, either in their room, in the public areas, or by having access to the hotel executive lounge where free internet is available.  If anyone else requires access, they will need to set up credit facilities with the reception and settle all charges on departure.
6.11 - Housekeeping services

All bedrooms will receive a full service with fresh towels each day and two linen changes during your stay.

Each hotel's housekeeping department is under instructions not to service bedrooms that are too untidy to allow their job to be satisfactorily completed. All rooms that fall into this category will be left and the room number reported, via your resource person, to you for appropriate action to be taken. Any damage to rooms and room equipment will be charged to the occupants and will be payable before leaving the hotel.

It should be pointed out that face cloths are not normally provided in British hotels and therefore this item should be on all packing lists.

6.12 - Electrical supply

In the U.K. the electrical supply is 240 Volts, compared to 110 volts in the U.S. This means that, unless your electrical appliances are dual voltage, you will not be able to plug them in to our supply without a transformer. The plug sockets are also different, so you will need a plug adapter as well.

We recommend that you do not bring electrical appliances with you unless strictly necessary. All bedrooms have hair dryers. Items such a curling irons are widely available in London and are not expensive.

You should make your group members aware that, if they do plug a US appliance straight in to the UK sockets (using an adapter only), the item will be ruined beyond repair and may be a danger to the user and a fire hazard. There are shaver sockets in the bathrooms that accept 110 volt appliances but they are strictly for shavers only, any other appliance will blow the fuses in the socket and possibly in the bedroom and corridor.
Some transformers may be available through the housekeeping department, but they are on loan for a limited period only and may not be available if there is a high demand.

6.13 - Meeting room and rehearsal facilities

It is understood that your group may wish to meet together or rehearse from time to time during your stay. A request for meeting or rehearsal space can either be made in advance of your arrival or through your resource person in London. While it cannot be guaranteed, every effort will be made to accommodate your request.
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Meals Provided

7.1 - Introduction

Youth Music of the World provides two meals on each day that your group is in London.

The first is always a substantial buffet breakfast, which is served either in the restaurant or in a private room, depending on the facilities available in your hotel.

The second meal of the day will be dinner. This will either be served in your hotel, at your own leisure using vouchers that we provide, or occasionally in a restaurant as part of your itinerary. 

Where dinners are arranged on a group basis, the menus selected and the style of service employed will be designed specifically with students in mind.

During your site inspection visit, you will have the opportunity to:

· Discuss with a Malcolm Chalk the dining options available to your group throughout the programme.

· Look at suggested menus for your group meals.

· See at first hand how both breakfast and dinner will be served in your hotel.

7.2 - Breakfast

The buffet breakfast consists of a variety of breakfast items, offering a balanced and nutritional start to the day. 

It is taken either in the hotel main dining room or in a private room.

Breakfast is always served at a pre-arranged time, to fit in with your itinerary. Service usually begins 90 minutes before you are due to leave for an activity. 

The following items are the minimum requirements for each breakfast buffet;

· Breakfast cereals with cold milk- choice of at least two cereals.

· Fruit juice - choice of at least two juices.

· Fruit yoghurt – choice of at least two flavours.

· Cheese and ham platter (cold).

· Selection of bread items, to consist of breakfast rolls, croissant, Danish pastries and muffins. The selection will vary slightly each day.
· Orange or grapefruit segments.
· Fresh fruit basket.

· Preserves.

· Butter.

· A selection of tea, coffee or hot chocolate.

7.3 - Evening dining options

During your site inspection you will have the opportunity to discuss all of the evening dining options available to your group with Malcolm Chalk.

We include six dinners while you are in London.

7.3.1 - Dining in your hotel

You will normally dine in your hotel on three evenings, one of these being on your first night in London, one in between rehearsal and performance at one of the 'Music for London' gala concerts, and the third on your return after the long full day tour out of London.

A hotel dinner will consist of two courses, entrée and dessert with vegetables accompanying the entrée. A salad will also be served. An interesting and varied vegetarian dish will always be available for those persons who inform us of their preference prior to travel.

You will be given dinner menu options so that you have a choice in the selection process. You will also visit the dining room during your tour of the hotel facilities.

The food will be of good quality and sufficient quantity. The surroundings will be clean and comfortable.

Iced water will be provided at all dinners.

Soft drinks, such as Coke, Diet Coke, Seven Up etc will be available at all group dinners, but will be charged for. We have arranged for a special price in your hotel, as the published bar price is usually around £3.00 (US$4.80) per glass, and you will be advised of this at site inspection. All soft drinks should be paid for at the time of purchase.

7.3.2 - Dining at leisure using vouchers

On three of the evenings we will provide you with vouchers to the value of £10.00 (approx US$16.00).  Your itinerary is written in such a way that you have three afternoons and evenings where you will have unstructured time. At these times it is envisaged that your participants will be in chaperone groups on a schedule that you have arranged yourselves. Each chaperone group will therefore be given the flexibility to find a suitable restaurant and dine at a time to suit themselves.

We are extremely fortunate in London to have access to an institution call Luncheon Vouchers, which has been established for 50 years and is accepted in most reasonably priced restaurants in central London. 

Most of the major restaurant brands accept these vouchers, including Pizza Hut, Pizza Express, Bella Italia, Spaghetti House, Garfunkel's and Nandos. They are also accepted at most 'fast food' restaurants, such as McDonalds, Burger King and KFC.
We will provide each individual with voucher books to the value £10.00 per evening and advice about where they can be used. The vouchers should purchase you a two course meal and, because they are broken down in to denominations of £5.00 and £1.00, you may wish to keep some back to use at other meal times. Similarly, if you wish to dine on a grander scale, you may pay with your vouchers and settle the difference directly with the restaurant.

In the itinerary book there is an 'Eating Out' section which provides information on how to use the vouchers and a resume on all of the prominent restaurant brands that accept them. This is followed by a section 'Where to use your Luncheon Vouchers' which provides assistance on where to locate your favourite restaurant. The information is broken down in to area, for example Piccadilly, with the nearest Underground station and a list of the local attractions, and the address of each restaurant with their map reference (located on the back page of the itinerary book).

We will provide you with some voucher books and an itinerary book on your site inspection so that you will experience their value at first hand. For more information on their use, please go to  www.luncheonvouchers.co.uk
7.3.3 - Dining in a pub restaurant

At site inspection we will provide you with an itinerary that will include dinner in your hotel on three nights and dinner with vouchers on three nights.

There may be an option to dine out as a group on one evening as part of an activity, such as your participation in a 'Music for London' Gala Concert, where coaches are already provided. 

England is famous for its public houses or ‘pubs’, traditional hostelries where you can get a good meal, a drink and, in many cases, a room for the night. 
You would dine as a group in a private dining room at one of these traditional pubs. You should be aware that many of the dining rooms can only seat between 50 and 100 persons (one or two coaches) and so we may have to split your group.

The menu would be two courses (similar to the hotel, with a set menu) but would incorporate some traditional British dishes. Iced water will be placed on all of the tables and soft drinks will be available for cash purchase.
If you would like your group to experience a pub dinner, but would prefer not to arrange a set meal, then we would recommend that you dine at a pub on one of your voucher evenings, when you will be in smaller chaperone groups. That way you could order off the menu and everyone could have a dish of their choice.

7.3.4 - Dining in themed restaurant

There are a few other exciting restaurants for you to consider, which attract a supplement payment, but provide you with a complete evening’s entertainment. Prices quoted are based on your entire group participating. Upon receipt of your order, an invoice will be raised for this additional service which is payable prior to departure.

1. The Hard Rock Cafe www.hardrock.com or Planet Hollywood www.planethollywood.com  These famous London restaurants offer their unique brand of dining to smaller groups (larger groups may have to arrange for two sittings), 
A typical menu will be;

· Caesar Salad.

· - Hamburger, cheeseburger or veggie burger. A 8oz burger served on a home style roll with french-fries, dill pickle, lettuce, tomato & onion. or

- Traditional English Special - chef's special choice of traditional cuisine or 

- Pasta Pomodoro with fresh Roma tomato sauce, extra virgin olive oil, basil and Italian parmigiano cheese blended with penne pasta.
· Chocolate, vanilla or white chocolate ice cream served in a waffle cup.
· Choice of one soft drink.

The evening includes;

· Return transfers by luxury motor coach between your hotel and the restaurant. The coaches are at your disposal from 6.00pm until 11.00pm.

· One soft drink per person. Additional drinks available for cash purchase.

The additional cost of dining at The Hard Rock Cafe or Planet Hollywood is from  US$25.00 per person, depending on the menu chosen.
2. The Beefeater Medieval Banquet www.medievalbanquet.com A medieval pageant that you can be part of – when King Henry VIII and his dancing wenches invite you to join in the festivities – a touch of magic, a sword fight, some great escapes and an astounding exhibition of strength. All of this and a four-course banquet with unlimited soft drinks will keep you entertained from 8.00pm to 11.00pm.

A typical menu will be;

· Mixed platter, comprising a selection of cold meats, pâté & salad with brown bread.

· Fresh vegetable soup.

· Roast chicken in a honey & orange barbecue sauce, served with a selection of fresh market vegetables, roast potatoes and garlic & herbs.

· Strawberry Tart with Crème Parisienne and a rich strawberry glaze.

The evening includes;

· Return transfers by luxury motor coach between your hotel and the restaurant. The coaches are at your disposal from 7.00pm until 11.30pm.

· Unlimited soft drinks.

· Medieval entertainment.

The additional cost of dining at the Beefeater is US$ 45.00 per person. 

7.4 - Lunch

Lunch is not provided as part of the programme and so is something that you should budget for from the start.

Dining out in London is generally a little more expensive than dining out in the U.S. and so it is always a good idea to check out the prices on your site inspection.

You will find most of the fast food restaurants will be familiar to you, including McDonalds, Burger King, Pizza Hut, and Kentucky Fried Chicken. You will also find many convenience stores & coffee shops that provide excellent sandwiches and cakes.

On your free days in London you will find it relatively easy to buy lunch. On tour days your guides and coach drivers will always ensure that you have the opportunity to stop somewhere with a good selection of restaurants. They will want to try and keep the lunch break down to 30 minutes so that you do not miss any sightseeing time.

7.4.1 - Packed lunches on January 1st

There is one particular day when you may wish to plan ahead - Parade Day. The assembly area on January 1st is some distance away from any restaurants or shops. We therefore recommend either of the following;

· With the assistance of your resource person, you visit a supermarket on the 31st December and buy enough provisions to make up a lunch pack for each participant. This way you can spend as little or as much as you wish.

· You pre-purchase a substantial lunch pack from the event organisers in advance of your arrival in London. Your order will need to be placed by the 17th October for payment prior to travel. The packs will be delivered early on the 1st January ready for you to take to the assembly area. The lunch pack consists of;

· American style super white bloomer sandwich

containing gammon ham & turkey breast 

(Vegetarian option will be cheddar cheese and salad)

· Pot of coleslaw

· 330ml bottle of still water

· Salted crisps (chips!)

· Chocolate brownie

· Apple

· All served in a bag with a paper napkin

The cost is US$ 11.00 per lunch. Please complete Form 6: Additional Services on or before the 17th October.  Upon receipt of your order, an invoice will be raised on your group account which is due for payment prior to travel.
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Itinerary

8.1 - Introduction

The London office of Youth Music of the World will prepare your itinerary.

A draft copy, in a timetable format, will be presented to you during site inspection.

In September you will receive a revised copy, showing your tour choices and any amendments that were discussed at site inspection.

The final version, including all timings, will be sent to you on or around December 1st.

A customized information book will be produced for every passenger and handed out at the orientation meeting on your first day. This will constitute your ‘welcome pack’.

The book will have a more detailed four page day by day itinerary.

It will also have information on each of the tours that you are undertaking as a group.

You will be handed a recent copy of the book (without itinerary) when you visit London on site inspection. If you would like to have a copy prior to the Summer, please contact malcolm@destinationevents.com. A pdf version can be found with this manual.
Youth Music of the World continues to reserve the right to amend and alter your itinerary as may be necessary for any reason. Major changes will be notified by phone to group organisers. Minor alterations such as timings (variations of up to 30 minutes) will not be advised in advance of arrival in London.

8.2 - Your itinerary

Your programme has a duration of seven nights, one of which will be spent on your transatlantic eastbound flight to London. You will have six nights in your London hotel and effectively you have five full days in London and part of two further days - the balance of your day of arrival and some time on your day of departure.
The first night is spent on board the transatlantic flight.

The day you arrive in London is taken up with familiarising everyone with his or her new surroundings. Depending on the time of your arrival and the availability of your rooms at the hotel (rooms may not be available until 3.00pm), we will include the following; 

· Meeting your resource person and receiving your orientation meeting (1 hour).

· A walk of the local area including shops, restaurants, underground etc (1 hour).

· Lunch (1 hour).

· Use your unique audio guide MP3 Player and take the fascinating walk of the Parade Route. We have loaded your Oyster Card with enough credit to get you to the start point of the guided walk and back to the hotel at the end of the walk. So it's a great opportunity to 'try out' London's famous Tube system and the fabulously flexible Oyster card as well as to see the most historic, iconic and amazing Parade route in the world (2 hours).

On the last day there will not usually be time for more than breakfast and packing before departing for the airport. However, some later departures to the USA will allow time in the morning for the last of the audio tours to be completed, or some last minute shopping to be enjoyed. Into the remaining five days must go your performances in the Festival. Your performance or participation in the parade on January 1st does, of course, take up much of that day. For those groups performing at one of the gala concerts, a rehearsal period will be required which will take half a day.

We then schedule and include in the programme two half-day tours, often combined to make one full day, a visit to the Tower of London which takes half a day, one long full day tour, and four, two hour audio tours. 

One of the half-days will be a panoramic tour of ‘visitors’ London. 

The other half-day and the long full day you will select yourself.

Four of the specially written and unique to Youth Music, audio tours delivered by your own MP3 players. Travel to and from the start of the walks by Tube/Oyster Card (included). 

The Tower of London visit, a half day with a guide, returning by Tube/Oyster Card.
8.3 - Evenings

We are pleased to be able to offer interesting and varied activities on several evenings.

We have left your first evening free. Generally students are disorientated and too tired to make any activity on this first night meaningful. We also tend to leave the evening free after your full day tour away from London, as this can be quite long and tiring.

On the remaining nights we include;

· a  New Year's Party/get together.

· a performance in one of the Gala Concerts (if applicable), with round-trip transfers to the concert hall and complimentary tickets for your supporters to see the entire show.
· the option of attending a performance at a London theatre at a supplementary charge.
8.4 - New Year’s Eve

On the evening of the 31st December, your group will be invited to a New Year’s Eve party, either in one of the private rooms in your hotel or at a suitable hotel nearby that is also accommodating festival participants.

The party will be strictly controlled and will be orientated towards the students that attend. We will have arranged a private room and a disco that will run from around 8.30pm to shortly after midnight.

Please note that food and drink are NOT included in the programme for this evening. 

We have arranged for a soft drinks cash bar to be open throughout the evening where Coke, Diet Coke and 7UP etc will be sold at a reasonable price. Snacks such as crisps (chips) and chocolate may also be available for purchase.

If you wish to pre-purchase soft drinks and/or hot food (typically pizza), this will be possible as long as the arrangements are made with the London office and paid for prior to your arrival in London. Please contact Malcolm Chalk for more information.

It should be noted that this party is not ideally suited for adults in your group who do not have chaperoning duties. Instead we recommend that they go somewhere like Parliament Square to see the New Year in with the chimes of ‘Big Ben’.  Please contact us if you require any additional help with this evening.

8.5 - Tours and activities included in your travel programme

The tours and included features in the programme are;
· A guided half-day motor coach tour of London's West End and City.

· A guided half-day motor coach tour of Greenwich or Windsor or Hampton Court.

· A guided full day motor coach tour to specific places of interest outside London, your choice from five available options.

· Five specially commissioned audio tours, each taking around two hours. An Oyster card, for travel on the Underground or bus routes, will be provided for travel to and from each of the walks.

· A visit to The Tower of London with Blue Badge guide. An Oyster card, for travel on the Underground or bus routes, will be provided for travel home after your visit.
· Entrance to a New Year's party/get together.

A full description of all the above activities will be provided in your final itinerary.

Please note that it will not be possible to add any tours or activities while your group is in London. If you would like to add a particular tour or activity to your itinerary, you will be able to discuss the options available during your site inspection when a list of possible tours and the additional costs will be available.

8.6 - Half day tour options

The following places of interest are available for you to choose your half-day tour. In each case we have noted which entrances are included and have provided you with a web site address for you to discover more about the places on offer. We have also provided a brief description of these places in the next section.
· Greenwich, including entrance to the Royal Observatory and to the National Maritime Museum (www.nmm.ac.uk).
· Windsor, including entrance to Windsor Castle (www.visitbritain.com & www.royalresidences.com).
· Hampton Court, including entrance to Hampton Court Palace (www.hrp.org.uk).
8.7 - Full day tour options
The following places of interest are available for you to choose one full day tour. 

In each case we have noted which entrances are included and have provided you with a web site address for you to discover more about the places on offer. We have also provided a brief description of these places in the next section.
· Oxford & Windsor, including entrance to Balliol College, Oxford (www.visitoxford.org & www.Balliol College.ox.ac.uk) & to Windsor Castle (www.visitbritain.com & www.royalresidences.com).

· Canterbury & Leeds Castle, including entrance to Canterbury Cathedral (www.canterbury.co.uk & www.canterbury-cathedral.org) & to Leeds Castle (www.leeds-castle.com).

· Windsor & Hampton Court, including entrance to Windsor Castle (www.visitbritain.com www.hrp.org.ukwww.royalresidences.com

) & to Hampton Court Palace (& ).

· Stonehenge & Bath, including entrance to the Henge (www.english-heritage.org.uk & search for Stonehenge in the in the ‘places to visit & Events’ pages) & to the Roman Baths & Pump Room (www.visitbath.co.uk & www.romanbaths.co.uk).
· Stratford upon Avon & Oxford, including entrance to Shakespeare’s Birthplace (www.shakespeare-country.co.uk & www.shakespeare.org.uk) & to Balliol College, Oxford (www.visitoxford.org & www.Balliol College.ox.ac.uk).
8.8 - Half day and full day tour descriptions

8.8.1 - Windsor

Windsor www.visitbritain.com is a destination that combines 1,000 years of history, contemporary shopping and fine dining with sports, events and leisure activities.

The town lies in to the west of London in the charming countryside of Royal Berkshire, one of many historic towns and attractive villages that can be found alongside the River Thames. Windsor has excellent shopping, superb dining, interesting walks, boat trips and historic gardens. All of these elements create a fascinating year round destination. 

Windsor Castle www.royalresidences.com is the oldest inhabited castle in the country and the preferred London residence of the Royal Family. It stands in beautiful grounds and is one of the best places for a trip from the capital. Windsor is a magical place - one visit is never enough.

8.8.2 - Hampton Court Palace

Hampton Court Palace www.hrp.org.uk is one of the world’s finest royal palaces. Set in 60 acres of beautiful gardens and home to some of Britain’s most famous kings and queens, this magnificent palace was specially built to entertain and impress royal visitors. Its unique history, splendour and sheer scale continues to impress today. Hampton Court Palace will take you on a captivating journey through 500 years of history, helping you to discover what it was really like to live and work there.  

The Palace is a place of unbelievable luxury and breath taking beauty. It is a place where kings and queens have indulged in all their pleasures. Formal ceremonies of court life took place in rooms such as Henry VIII's great hall, still hung with its original tapestries, his great watching chamber and the magnificent state apartments. A more personal side to the palace can be seen in William III's private rooms.
8.8.3 - Greenwich
Greenwich www.visitbritain.com was once a quiet fishing village on Watling Street, the road built by the Romans from Dover, via Canterbury, to London. For more than a thousand years all shipping to London has passed this way and the town has played a significant part in Britain’s rich naval history. Greenwich was the birthplace of Henry VIII and both of his daughters (Mary and Elizabeth). It was in Greenwich that the early settlers, who founded Jamestown, USA, held their title from King James I.

Greenwich achieved World Heritage status in 1997. The town centre contains many buildings dating from the 17th to 19th century, including the parish church of St Alfege. There is also a wide range of craft and clothes shops and restaurants. Greenwich began to develop as a cultural visitor destination with Sir James Thornhill’s completion of the painted hall (1707-26) in what is now the old royal naval college.  

Set on the banks of the river Thames just four miles downstream from Tower Bridge the National Maritime Museum www.nmm.ac.uk is particularly noted for its outstanding architecture and stunning parkland. The museum was first opened in 1937. It is formed from the queen's house and two separate wings, connected by walkways. The number of exhibits is enormous; the intention is to show the entire history of mankind's association with the sea.

8.8.4 - Oxford

Oxford www.visitbritain.com, ‘the city of dreaming spires’, boasts one of the worlds greatest and oldest universities. The golden stone university buildings with their towers, spires and domes give the city a timeless feel that no visitor is likely to forget. The city is steeped in history and is an outstanding place to visit at any time of the year. 

With such a long history, Oxford has many literary links. The most famous are those of C.S. Lewis (Chronicles of Narnia) and J.R.R. Tolkein (the Hobbit) who were leading figures in Oxfords most famous literacy group – The Inklings. Charles Dodgson, better known as Lewis Carroll was a professor of mathematics at Christchurch College when he wrote ‘Alice in Wonderland’ for Alice, the Dean’s daughter. Other writers include: Oscar Wilde, Aldous Huxley (Brave New World), Gerard Manley Hopkins and many others. Twelve British prime ministers were educated here and President Clinton spent a year here as a Rhodes Scholar.

8.8.5 - Stonehenge

Stonehenge www.english-heritage.org.uk is one of the world’s greatest and most famous prehistoric monuments. It’s origins date back nearly 5,000 years and is a place of wonder and mystery. Stonehenge is now a world heritage site that once observed great civilisations such as the stone and bronze ages. 

The ancient stone circle is one of the wonders of the world. What stands today are the substantial remains of a sequence of monuments erected between 300BC and 1600BC. The monuments that no longer stand were circular structures that aligned with the rising of the sun at the midsummer solstice. Stonehenge is there to tease us – to remind us of a time gone by – to lend an air of mystery to the surrounding countryside. There are more questions than answers and perhaps this is why Stonehenge is such a compelling place.

Stonehenge and Avebury were inscribed on the World Heritage List in 1986 for their outstanding prehistoric monuments. Altogether, the Stonehenge World Heritage Site covers 2,600 hectares owned by English Heritage, the National Trust, the Ministry of Defence, farmers and householders.

8.8.6 - Bath

Bath www.visitbath.co.uk is one of the world’s greatest cities and holds the status of a world heritage site. It is a ‘must see’ destination, on a par with Florence and Salzburg.

Bath is set in the beautiful Somerset countryside, just over 100 miles from London. It is a distinctive city with its hot springs, Roman baths, impressive abbey, Georgian stone crescents and architecture. It truly is an unforgettable place.

There are around 5,000 ‘listed’ buildings within the Georgian city. This is due to their architectural merit, interest and charm. Bath also has a combination of museums, galleries, exhibitions and top class shopping that rivals cities ten times as big.

When you enter the Roman Baths www.romanbaths.co.uk, you come first to the Victorian reception hall with its ceiling decorated with images of the four seasons as well as an elegant dome. The terrace overlooks the great bath and is lined with statues that date back to 1894. From this point you view less than a quarter of the site, as much of it runs underneath ground level and beneath adjoining streets and squares.

At the heart of the baths is the sacred spring where hot water rises at a temperature of 46°c and at a rate of 240,000 gallons per day, just as it has for thousands of years. 

The great bath is the glorious centrepiece. The pool is lined with 45 sheets of lead and filled with hot spa water.
8.8.7 - Stratford
Stratford-upon-Avon www.shakespeare-country.co.uk is a market town situated in the heart of the English midlands. It dates back to medieval times and is most famous as the birthplace of William Shakespeare. The historic heartland is situated within an area of outstanding natural beauty. Historic houses, stately homes, magnificent castles and a variety of enchanting gardens make ‘Shakespeare Country’ a real treasure trove with lots to discover. The town itself is charming, with many half-timbered buildings and lots of small shops with interesting wares.

Shakespeare spent most of his time in London, writing and performing plays, but he came back every year, and retired to Stratford, to a very grand town house proving that he was a man of substance. His works have been translated into many languages and have been performed for over 400 years.

The house on Henley Street www.shakespeare.org.uk was obtained by the Shakespeare birthday committee in 1847. The house was restored to its former glory after an extensive restoration project. Much of the original stone, oak beams and fireplaces are still in place. The house has also been carefully refurbished with contemporary Elizabethan furniture.
8.8.8 - Canterbury

Canterbury www.canterbury.co.uk is England’s most famous cathedral city. This is where Christianity started in England, with the arrival of St. Augustine in the year 597.  The city is recognised as a world heritage site and is the most important city in Kent, although it is neither the capital of the county, nor the most populated city. Like all major cities it sits on the edge of a river (River Stour) and has been welcoming visitors for thousands of years. You can still see parts of the medieval wall built to protect the city from invading armies and some of the streets and buildings retain their medieval atmosphere.

The city still welcomes visitors from all over the globe. Old world charisma and cosmopolitan vigour are engaged by its ancient buildings, shops, bars and restaurants. The centre is closed to traffic throughout the day. This allows visitors to access the narrow streets and attractions easily and in safety.

The cathedral www.canterbury-cathedral.org was founded in 597AD by St Augustine, whose original building lies beneath the floor of the nave. The ruins of the original cathedral include the remains of the monastery where the monks lived and worshipped and where the first archbishops were buried.
8.8.9 - Leeds Castle
Leeds Castle is one of the most beautiful castles in England and is often referred to as 'the loveliest castle in the World'. 

Leeds Castle has a chequered history which moves from its construction as an earthwork enclosure with wooden palisades to a Motte and Bailey castle in the style of a Donjon by William the Conqueror, to a fortified stone fortress built by King Edward I (r.1272-1307).  William the Conqueror used enforced Anglo-Saxon labour for work on the construction of Leeds Castle. The original wooden castle was replaced by a fortified stone castle in 1119. An important feature of Leeds Castle is its access to the River Len. During the re-construction of Leeds Castle men by King Edward I equipment and building materials were transported by boats to the site of the castle. Once Leeds Castle had been built, fresh supplies, provisions and reinforcements prevented the castle occupants from being starved into submission during siege warfare. The decline of the feudal system saw castles built as fortified strongholds were no longer owned by feudal lords (this was seen as a risk to the monarchy). At this point in history King Henry VIII converted the castle into a Royal Palace.

Leeds Castle is situated on the River Len where it was built on two adjacent islands. The name Leeds originates from the name of a chief minister of King Ethelbert IV ( 856-860) called Ledian.

The Earls and owners of Leeds Castle passed through several great dynasties. The medieval castle was held by members of several families - the St Legers, the Culpepers and the Fairfaxes and the Wykeham Martins. It was purchased in 1926 by the Hon Mrs Wilson Filmer, Lady Baillie, who was an Anglo-American heiress. After her death, the castle was handed over to the Leeds Castle Foundation.

8.9 - The Tower of London

The Tower of London (www.hrp.org.uk) is the number one tourist attraction in the capital, which is why we have included a visit as part of your performance programme. 
To enhance your visit we have included the services of a Blue Badge guide to show you around the Tower. The duration of the tour will be three hours, including transfers, either in the morning (9.00am to 12.00pm) or in the afternoon (1.00pm to 4.00), to suit your itinerary. At least one of the journeys to or from the Tower will be by Underground (Tower Hill) using the Oyster Cards that are included in your programme.
The ancient stones reverberate with dark secrets, priceless jewels glint in fortified vaults and ravens strut the grounds. The Tower of London, founded by William the Conqueror in 1066-7, holds some of the most remarkable stories from across the centuries. Despite a grim reputation as a place of torture and death, this powerful and enduring fortress has been enjoyed as a royal palace, served as an armoury and for a number of years even housed a zoo!

Gaze up at the massive White Tower, tiptoe through a kings’ medieval bedchamber and marvel at the priceless Crown Jewels. The famous Yeoman Warders have bloody tales to tell; stand where heads rolled and prisoners wept.

The Tower held many famous prisoners, from the highest levels of society; some in astonishing comfort and others less so… Visit the places of their confinement and read the graffiti left by prisoners from over 500 years ago.

8.10 - Special audio tours

We have commissioned a spectacular selection of professionally produced audio guides to make your visit to London even more exciting, and to bring you face to face with one of the greatest cities in the world. It's an experience like no other. 

The very best way to see London properly is on foot, and when you need to travel within the centre of the city the way to do it is by Tube or Bus. So the combination of our unique walking tours delivered by personal MP3 players and facilitated by the provision of Oyster cards (tube and bus travel cards) to get to the start of each walk, and back to the hotel from the end of each walk, provide a hugely original and compelling part of our performance tour.

From the majesty of Buckingham Palace to the glittering lights of Piccadilly Circus, from the twisting cobbled streets of Covent Garden to the towering,  iconic greatness of Big Ben, London is blessed with world famous places to see, and once-in-a-lifetime  things to do.  And the only true way to see them is to get out there and hit the streets, because above all, London is a walking city which few can equal. 

Your time in London is precious, so to get the most from your visit here we have specially commissioned the Audiotraveler 'GuideBud,' a pocket sized MP3 player packed with a selection of fascinating, fun audio-tours created just for you. Use them with your Oyster cards and you'll unlock London and take home some of the best memories you'll ever have. See all the sights - and then some!

The audio-tours will be integrated into your itinerary, with specific tours being given specific time slots on specific dates. Audio tours will be seamlessly integrated into itineraries for ease of use. 

8.10.1 - Walk One - Parade Route Guide.

This takes you along the magnificent New Year's Day procession route. Discover where you'll be marching, what you'll be passing, who will be watching and where the crowds will be cheering from. 
Nearest Tube: Green Park.

Exitsigns: Piccadilly South side and Buckingham Palace. Exit on to street level.

Walk time approx 2 hours.
Start point: Outside The Ritz.
1. The Ritz Hotel - A Hotel fit for a King

2. Fortnums & Royal Academy - Food fit for a King

3. Piccadilly Circus - Signs of the Times.

4. Pall Mall - Clubs for English Gentlemen.

5. Trafalgar Square - A Hero Remembered.

6. Horseguards - Send in the Cavalry.

7. Banqueting House - Death of a King.

8. Downing Street - Home of the Prime Minister.

9. Parliament Square - The Heart of the Nation. Parade end.

8.10.2 - Walk Two - Princes, Palaces and Power.  

Walk shoulder to shoulder with over 1000 years of Royalty. Sites include: Palace of Westminster, Prince William's London house and possibly the Changing of the Guard at Buckingham Palace. The guard change takes place at 11.15am on the 27th and 29th December and the 3rd January. Includes optional Questionnaire.

Nearest Tube: Westminster

Exit signs: Exit 4

Exit the station and then stand to the left opposite Big Ben.
Walk time: Approx 2 hours

Changing of the Guard takes place every day at 11.30 but get there for 11.15 to get a good place. No ceremony in bad weather. Check local press for details.

1. Big Ben - The most famous clock in the world

2. Westminster Bridge - Rivers and Royal Palaces

3. Oliver Cromwell - Democracy or the Devil?

4. Walter Raleigh - Elegance and executions

5. Westminster School - 800 years of lessons!

6. Westminster Abbey - A thousand years of History in stone & glass.

7. The Churchill War Rooms - Churchill's Secret Bunker

8. St James's Park - The prettiest Royal Park

9. Clarence House - Is Prince William in London? 

10. Buckingham Palace - They're Changing the Guard!

8.10.3 - Walk Three - Art-rageous London! 

Starting in glittering Covent Garden, we take in the world's most haunted theatres and talk to the stars as we explore the very heart of  London's world famous theatreland and much, much more. Includes optional questionnaire.
Nearest Tube: Covent Garden.

Exit into James Street and walk down to the Piazza. Turn right in square and find St Paul's church at the end (not cathedral!) with the blue clock. Walk time approx 2 hours.
Start point: Opposite St Paul's church.

1. Welcome to Covent Garden - a Mighty Market

2. The Lyric Theatre - Ghosts and Giraffes?

3. Drury Lane Theatre - the most haunted theatre - ever!

4. James Street - Human Statues

5. The Donmar Theatre - the Hottest seats in Town

6. Lloyd-Webber - In search of a Lord

7. The Ivy and the Mousetrap - History and Celebrity

8. The Palace Theatre - The Sound of Music

9. Shaftesbury Avenue - the Heart of Theatreland

10. Leicester Square - Movie mayhem

11. The Lamb and Flag - Ancient Bars and Boxers 

8.10.4 - Walk Four - UK-USA 250

This walk celebrates over 250 remarkable years of an unbreakable Transatlantic friendship. Sites include: Jimi Hendrix House, the famous Christmas Windows of Selfridges Store and the beautiful 9/11 Memorial. 

Nearest tube: Green Park.

Exit signs: Piccadilly North Side. Exit on to Piccadilly turn right, then second right into Bolton Street. At end, turn right & walk along Curzon St. to junction with Lansdowne Row. Walk time approx 2 hours.
Start Point: Opposite Lansdowne Club by Lansdowne Row

1. The Lansdowne Club - Independence Day

2. Churchill & Roosevelt - Allies that saved the western world

3. Carnaby Street - Elvis and the Singing Sixties

4. The Palladium Theatre - Show Business

5. The Apple Store - Macs and Mosaics

6. Hendrix House - Hendrix meets Handel

7. Claridges Hotel - Bing Crosby to Brad Pitt

8. 72 Brook Street - More American than you might think!

9. Grosvenor Square - Eisenhowerplatz

10. Selfridges - The store of stores.

8.10.5 - Walk Five - Guide and Seek!

Our specially commissioned interactive audio Treasure Trail. All you need is a pen, and the map sheet (provided) to unravel the secret trail and find the hidden clues.  Nearest Tube: Tottenham Court Road.

Exit into Oxford Street and walk along until Soho Street. Take Soho Street into Soho Square and make for the garden in the centre. 

Start Point: Opposite statue of Charles 2nd in Square. Time to complete Guide & Seek approx 2-3 hours
By using the map sheet and the audio-guide together, you will be guided from site to site where, like Sherlock Holmes,  you'll have to find the answers to the clues. The clues conceal letters that spell out two hidden words on a grid.  We'll meet Rock Stars, and Showmen. We'll find Beatles hidden under Rolling Stones. We'll travel from Ugly Betty to Cleopatra, we'll be almost Legally Blonde after we've met a Phantom... the rest is up to you!

8.10.6 - How it  works 
To get the most out of your audio pack we strongly suggest you take a moment before rushing out to use them and read the following simple steps;
· On arrival in the UK an audio-guide will be handed to everyone in their hotel. It's fully loaded and ready to go! GuideBud instructions are on the map sheet.

· Each pack will also contain a free map insert, showing you the routes of your audio-tours, the nearest Underground stations to the start and finish points of the tours and also listing all the stops along the way.


· Spare batteries and maps will be carried by your resource assistant if needed.


· We would strongly advise that the very best way to enjoy your audio-tours is to do them under the supervision of a chaperoned group. All chaperones will be issued with detailed written route directions to guide their groups from stop to stop along the route.


· Chaperones are free to open up post tour chats amongst the group to swap experiences and photos!


· When it's time to hit the streets, don't forget to use your Oyster travel cards to take you to the Underground station nearest to the start of each audio tour.


· Remember two of the audio-tours have specially researched  questionnaires. These are a great fun way of seeing how much all participants have absorbed along the way - and as a bonus could also count as course credits

Once at the starting point just group up, press play and enjoy the latest, greatest way to see, and experience London! 
8.11 - Your Oyster Card 

To facilitate your touring programme in London and especially to make the most of your unique audio guide MP3 player, you will need to be able to get from A to B as quickly and as efficiently as possible and for this you will need to use our excellent public transport system. 

The mainstays of the system are the Underground (Tube) and the bus network, both of which cover central London and far beyond. While the bus network is excellent, particularly for very short journeys, it can be complicated for first time users. We therefore suggest that you use the Underground (Tube) wherever possible.
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	The Oyster Card is now the preferred travel ticket for millions of Londoners using the tube and bus network daily, which is why we have included a card for every traveller on your programme. 


Each card will be loaded with enough funds to travel eleven one-way journeys in Zone 1 of the Underground, which will allow you to travel back from the Tower of London after your visit, and to travel to and from each of the five self-guided audio tours.  

The Oyster is an electronic smart card which monitors every journey that you take and charges accordingly, and you benefit from this if you travel extensively on the transport network on any one day.

The system is set up so that there is a cap on what you will be charged in a 24 hour period, called the 'peak' and the 'off peak' cap.  

If your first journey of the day (i.e. when you register your card at the barrier) is before 9.30am (peak), the most you will pay that day is £8.00 (so 5 one way journeys). Any journeys over 5 will be free.

If your first journey of the day (i.e. when you register your card at the barrier) is after 9.30am (off-peak) the most you will pay that day is £6.60 (so 4 one way journeys). Any journeys over 4 will be free.

NOTE: The daily cap for travelling on the bus network is £4.00.

If you find that you need additional credit on your card(s),  you are able to add value by using the automated machines at every tube station and in many shops across the Capital.  
8.11.1 - How to use your Oyster Card.

	

	When you approach the entry barrier at any Underground Station, or jump on to a London Bus, you are required to place your card on the yellow disc reader at the barrier. The reader will beep and will show you the value that is left on your card. On the Underground, the barrier will open for you to walk through. On the bus, the driver will acknowledge


your payment and will allow you to take a seat. On the Underground it is very important that you also place your card on the yellow disc reader when you exit the network, otherwise you may be charged more for your journey. 

If you take multiple journeys in one day, you will only be charged for the first four one-way transfers, so all other journeys will be 'free'.
For more information about the Underground, you may wish to visit the London Transport web site at (www.londontransport.co.uk). It has a map of the Underground and a journey planner.

8.12 - An evening at the theatre

It may be possible to arrange for your group to attend an evening performance of a West End theatrical production or concert, including round trip transfers by luxury coach.  The cost will vary from around $50.00 to US$ 100.00 per person, depending on the show and the seat type selected. Please contact Malcolm Chalk prior to your site inspection if you are interested in the theatre option. For a list of productions currently showing in London go to www.londontheatre.co.uk.  NOTE: It will not be possible to arrange group theatre after your site inspection.
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Your Performance in the Festival

9.1 - Introduction
Youth Music of the World, in consultation with the New Year’s Day Parade & Festival - London, has already confirmed to you the format of your performance. This was published in your contract for participation in the event.

On your site inspection you will receive one of our technical questionnaires, which will provide us with information on the proposed style and content of your performance. You will need to complete this form during your site inspection, so please take time to read the sample under 9.18.

During your site inspection you will have the opportunity to discuss your performances with our Production Director, Nick Kidd, and our Executive Director Bob Bone. You will also see some performance areas and venues.

Please note that all details relating to your performances in the festival will be finalised during your site inspection and no changes will be able to be made by you after that time. The final decision on your performances will always be in the hands of the steering committee of the New Year’s Day Parade and Festival London.

All performance groups are expected to work closely with our professional production staff throughout the planning and the running of the festival.

All performance groups must also fulfil their obligations where they have agreed to take part in planned and publicised events, including agreed promotional activities, even in inclement weather. 

9.2 - The Festival

Throughout the week leading up to the New Year’s Day Parade and Festival we promote a series of gala concerts at several venues in central London. These concerts are extremely prestigious, providing a showcase for a variety of musical ensembles in London over the festival week, and are an integral part of the event.

9.3 - The parade

Marching Bands will, of course, perform in the New Year’s Day Parade, London. However, all groups, including, concert bands, jazz bands etc, performing in the festival are expected to participate one way or another in the Parade on January 1st.

The organisation of the event is solely the responsibility of the New Year’s Day Parade & Festival - London. Throughout the year our office is working on arranging all aspects of the event. Along with the marching bands, we arrange the floats, horse drawn vehicles, vintage cars, clowns and special interest groups which make up the parade.

As well as providing entertainment for the millions of people who have watched the concerts and the parade over the years, the festival also has a very important role to play in London’s calendar of events. Not only is it the first event of the year, it is also instrumental in bringing together the 32 London boroughs, each one a separate area with an elected council, for one event. This is done in two ways;

· The Mayor of each borough, as the first citizen, attends the parade on January 1st, processing at the head of the parade on an open top bus and then watching the whole parade from the grandstands in the TV broadcast area. The mayors add a great deal of colour and pageantry to the event.

· Each borough enters a local group into the parade and their entry is judged and prizes awarded to the winners to donate to their preferred charity. This is a sponsored activity. The London Borough Challenge is an important contributor to charity in each mayoral year.

9.4 - The parade for marching bands

Your designated motor coaches will collect you and your instruments from your hotel on the morning of January 1st. The exact time will be indicated on your final itinerary, but for your information, the first bands start assembly at 8.00am. It is very important that the departure time is adhered to, as it will ensure that you arrive for your photograph at exactly the right time.
Prior to your arrival in the assembly area, you will have your group photograph taken. You will need to plan this in advance. Please rehearse, prior to your arrival in London, forming your band into six equal lines. Unfortunately, due to the need to take your photograph as quickly as possible, we ask you not to include your instruments.

On arrival at the assembly area, you must disembark immediately. You will then be led by your resource person to the assembly area and form up. Your assembly position will be marked with your group name and assembly number.

9.5 - Waiting time

The New Year’s Day Parade is a major international event. It attracts a very large number of international marching bands as well as a stunning array of floats, speciality acts, etc. By the time the parade is finally assembled there could be as many as five thousand people and several hundred vehicles in position. The demands of television and radio, as well as the expectation of a huge audience, require us to start at exactly at 11.45am, so your patience is appreciated. We are often asked about the amount of time that bands will be required to wait in the assembly area. This will vary depending upon your parade position, but you can expect to wait up to a maximum of 4 hours.

We strongly advise that you come prepared for wet and cold weather. We have had many wonderful sunny days for the parade, but we cannot guarantee this every year. You are very welcome to wear ‘warm ups’ in the assembly area. Your resource assistant will have a quantity of strong plastic bags for you to place your warm-ups in prior to the start. These bags will be labelled and placed into one of our trucks near the parade start and will be delivered back to your hotel after the parade. Every band is allowed to have boosters or helpers to accompany them along the route. We do demand that any persons carrying out this duty wear clear identification, such as a band jacket and cap, or they will be removed by our stewards.

The assembly area is free of vehicles and staffed by qualified people. It contains toilets and has a first aid centre run by the St John Ambulance Brigade. Please note that we are unable to supply food and drink outlets in the assembly area. We do recommend that you bring a packed lunch with you. This may either be arranged through Youth Music of the World in advance of your arrival in London or may be purchased from a local supermarket or grocery store the day before when your resource assistant will be happy to help you.

9.6 - Parade instructions

You will be sent preliminary assembly instructions and your assembly number by email prior to your arrival in London. You will then be given full instructions, in our Participant Guide, by your resource assistant when you arrive. You will also be scheduled to have a pre parade briefing with our Production Manager, Darren Cheek.
9.7 - About the route

The parade begins at 11.45am next to The Ritz Hotel in Piccadilly. The route is approximately 2.2 miles and follows a backdrop of some of the most famous sites in London, including Piccadilly Circus, Trafalgar Square and Nelson's Column, The Mall, Royal Horseguards, Downing Street, The Houses of Parliament and Big Ben. The roads are generally quite wide along the route; bands can comfortably march up to six abreast, although there are a couple of tight turns. You will have an opportunity to see the assembly area and walk the parade route on your site inspection visit.

9.8 - The start of the parade

With an event this size, last minute changes sometimes occur so you may receive final verbal instructions at the parade start from the parade starters. The starters will also fix the distance you need to keep between your band and the group in front of you. It is vital that you keep this distance at all times. The parading time will greatly depend on your position; it will vary from 50 minutes to 75 minutes in total. The public will be spread along the entire parade route. Indeed, there was an audience of well over half a million people on January 1st 2012 and you can expect an equally large crowd for the 2013 event.

It is critically important that marching bands play as much music as possible during the time that they are on the route. Most of you will have taken part in this type of event before, so please use your own judgement to maximise your performance opportunities. You will find that ‘mark time’ periods are few and far between. 

9.9 - Your performance for live global TV coverage and VIP's
The whole parade will be screened worldwide – please refer to the media section of this manual for more information.  This will require your band to prepare a special short performance piece of 60 seconds. The TV & VIP area is located at the end of the Parade. Your band will have 30 seconds to form up, 60 seconds to perform, and then 30 seconds to move off. It is vital that you rehearse this performance during your marching band season, as you will be required to send us a recording of it by the first week of December. Further information about this will be discussed during your site inspection visit.
9.10 - After the parade

At the end of the parade you will turn right into Parliament Square and you must stop playing. Here, a team of marshals will direct you to your coaches for an immediate return to your hotel.
9.11 - The parade for other festival participants

We expect the participation of all non-marching musical groups in the New Year’s Day Parade - London. Indeed, there is a very important way for musical groups who have performed in the gala concerts to take part in the Parade. You may be requested to hand out flags or souvenirs or ride on an open top bus. Everyone is encouraged to get involved, and even your supporters can join in the fun. 

9.12 - The parade for supporters

Supporters may purchase grandstand seats at a cost of US$35.00 per seat. Please note: the Parade passes by in 2 ½ hours and supporters must remain in their seats until it has finished. They will also be asked to make their own way to the grandstand area, as only performers and staff will be allowed to board the motor coaches to the assembly area. If you would like to buy seats, please complete Form 6: Additional Services and send it to us on or before 17th October. You will be invoiced on your group account for payment prior to travel.

Your grandstand seat reservations will be handed to you by your resource assistant on your arrival in London.

These seats are in great demand and will be sold to the general public after October 17th, when they will be over subscribed. We therefore cannot guarantee seats to groups who send in late applications.

9.13 - The gala concerts

The gala concerts are a high quality celebration of music featuring different groups from all over the world. All groups that take part are contributing to the show as a whole, and their performance is strictly directed to this end. We endeavour to make it possible for all performers to watch the half of the show that they are not performing in, so that they really can feel part of this great event. We have reserved seats to one of these concerts for all our festival participants and supporters and we fully expect this year’s shows to maintain the high standard set in previous years.

In 2012/13, the gala concerts will take place at Cadogan Hall on Saturday 29th December, and Sunday 30th December. These dates and the venues may be subject to change. There will also be additional concerts in which you may be invited to take part.

The members of the New Year’s Day Parade music committee will decide on your performances in the festival. Their decision will be based on several factors including the size of performance group, the type of performance i.e. symphonic band, orchestra or choir and the style of music being performed.

9.14 - Gala concert rehearsals

Every group performing at a gala concert will be required to rehearse at some time during the day of their performance. All rehearsal times will be set in advance and will appear in the final itinerary. This is a vital part of your performance and will require you to rehearse getting on and off stage, placing, as well as giving you a short time to play your programme. The total time taken for rehearsal will be approximately 2 ½ hours. This includes the return coach transfer to the concert hall, waiting time and the one hour rehearsal. 

You will be met on arrival at the concert hall by one of our experienced stage management team and first taken to your holding area.  You may leave your cases here. You will then be taken to the stage where our stage management team will set the chairs and stands to your requirements.

Please only prepare a programme of music that can be completed within your agreed playing time. For the Gala Concerts, this can be up to 18 minutes. We rely on the professionalism of the band director to make sure that groups do not over play and you must send your play list, with running times, to our production director for approval and inclusion in our concert programme at least two months before your concert date.

9.15 - A sample recording of your group

All groups taking part in the gala concerts must send a CD or audio tape recording of a recent performance to our London office prior to site inspection. We appreciate that this CD or tape may not include the entire performance group that is coming to London and may not include your chosen pieces for the concert. It will, nonetheless, help us to plan the programme for the show in which you are performing.

9.16 - Indoor and outdoor rehearsal

It is sometimes possible to arrange indoor rehearsals in a private room in your hotel. We would not be able to supply any additional concert instruments or music stands for such a rehearsal. Requests for a rehearsal cannot be guaranteed and must be made in writing to the London office by November 1st for it to be included in your itinerary. Requests will be treated on a first come, first served basis.

Unfortunately it is difficult to arrange outdoor rehearsals around the hotels. There is generally very limited physical space available and the hotels are in residential areas. Ask early, during site inspection, and we will let you know if there is any possibility of offering you outdoor rehearsal.

9.17 - Additional concerts

Your contract clearly states if you are to perform in an additional concert as part of the New Year’s Day Parade and Festival London. It also states if this is an indoor or an outdoor performance.  If you wish to investigate the possibility of performing in an additional concert, this request must be made in writing to the Executive Director of the New Year’s Day Parade, prior to your site inspection. It is not sufficient to ask your local representative. No requests for extra performances will be considered after June 27th. Confirmation of additional performances will be given at the site inspection. If your group wishes to withdraw from performing at an extra concert, then it is possible to do so at that time.

9.18 - Examples of Questionnaires

	New Year’ Day Parade
Technical Questionnaire

	Please return this form by fax to Nick Kidd 0044 20 8566 8494 or email to nick@destinationevents.com by the 17th October. It is required so that we can arrange the Parade Order. It helps to prevent bands playing the same music and us placing two similar bands next to each other


1: NAMES & NUMBERS

Please insert the name of your Band or Group as you wish it to appear in The Parade Post:

Parade Title:


Please insert the name of the person(s) who is the Band Director(s)

Band Director(s):

Please insert the approximate number of persons actually performing in The Parade

Performers:




2: MUSIC




Please insert full and complete details of which music you will be performing in the Parade in order of preference. You may play more than one piece if you wish. In the event of two groups choosing the same piece, priority will be given to the group that first returned its completed questionnaire.

1:
Work




Composer



Arranger



Running Time


2:
Work




Composer



Arranger



Running Time


3:
Work




Composer



Arranger



Running Time


3: UNIFORMS

Please let us know the colours of your uniforms

Pants:

Jackets:

Hats:
	‘MUSIC FOR LONDON’

GALA CONCERTS
Concert Technical Questionnaire

	Please return this form by fax to Nick Kidd 0044 20 8566 8494 or email to nick@destinationevents.com by October 17th.


1: NAMES AND NUMBERS
Please insert the name of your Concert Band, Orchestra, Jazz Band or Choir as you wish it to appear in our special Parade Post publication and programme.
Concert Title:


Please insert the name of the person(s) who will be artistically responsible for your performance:

Name:




Title:




Phone No:

Email Address:




Please insert the approximate number of persons actually performing in The Concert.

Performers:


Please insert the approximate number of persons not performing in The Concert, who will require complimentary tickets.

Non Performers:


2: ADDITIONAL INSTRUMENTS

We will supply, free of charge, the following instruments for your Concert. Please let me know which you will require to use by putting a cross in the box

	Chairs
	
	How many
	

	Music Stands
	
	How many

	

	Tubular Bells (Chimes)
	
	
	

	Xylophone
	
	
	

	4 Timpani
24" 26" 28" 32"
	
	
	

	Vibraphone

	
	
	

	30" Tam Tam (Gong)
	
	
	

	30" Concert Bass Drum
	
	
	

	Glockenspiel

	
	
	

	String Bass
	
	
	

	Electric Piano
	
	
	

	Bass Amp


	
	
	

	Electric Guitar Amp
	
	
	

	Five Piece Drum Kit with Cymbals
	
	
	


NB Percussion - you must bring your own beaters

PAGE TWO

3: ADDITIONAL INSTRUMENTS NOT ON LIST

Please let us know if there is anything you require that is not on this list. We can hire almost anything but we make a charge for all items not on the list above. Cello's will be accepted for transport by all airlines if placed in a hard case, but we can rent these for you. Quotations will, of course, be secured prior to booking additional instrumentation and you may confirm or otherwise. Please list here anything for which you would like a quotation.
4: YOUR PERFORMANCE

Please insert full and complete details of which music you wish to perform in the concert in order of preference. Please remember, that unless agreed otherwise with us during your site inspection, you will be restricted to approximately 18 minutes playing time. This time does not include getting on and off stage, but does include pauses between pieces and any planned encores. Please try to give us a few alternatives, as sometimes groups choose the same piece. In this event, priority will be given to the group that first returned its completed questionnaire. 

Your Chosen Programme
1:
Work




Composer



Arranger



Running Time


2:
Work




Composer



Arranger



Running Time


3:
Work




Composer



Arranger



Running Time


4:
Work




Composer



Arranger



Running Time


5:
Work




Composer



Arranger



Running Time


6:
Work




Composer



Arranger




Running Time

We must receive your playlist by 17th of October for publication in the concert programme.
EXAMPLE ONLY

ASSEMBLY & DISPERSAL PROCEDURE FOR MARCHING BANDS
Your coach(es) will depart from your hotel as per your itinerary. DO NOT be late as we have co-ordinated your schedule with thousands of other participants. You will first be taken to Millbank for your official photograph. Due to the need to photograph every band taking part, please do not attempt to take any instruments off the coach. There will only be enough time for you to form up for your photograph and return to your coach.

You will then be taken to the north side of Berkeley Square to disembark for your assembly area. You may leave instrument cases on the coach as this is dedicated to you all day but you must take everything that you need for The Parade off at this time. Your assembly position will be designated by 2 signs with your Name and Parade number on them. Your assembly area is between these 2 signs. Please keep to this area. You may practice while you wait, but please try to consider the other groups wishing to practice who will be close by.
Toilets are located in the south side of Berkeley Square and at Green Park Tube Station.  A First Aid Post is located in Piccadilly at the corner of the Ritz Hotel.
For security reasons, the police have requested that participants must NOT leave anything unattended in the assembly area. Please be vigilant at all times. It you see anything suspicious, or anyone who looks out of place, please inform a Marshall or Police Officer.
	THE PARADE STARTS AT 11.45am


You will be assembled in Parade Order. After a period of time you will sense the group in front of you moving towards the Parade Start. Most of you will have taken part in this sort of event before, so you will know to keep up with the group in front of you. When you reach the Parade Start you will receive further instructions from the Parade Starter. 

PLEASE BE PREPARED TO FOLLOW ANY ADDITIONAL INSTRUCTIONS GIVEN TO YOU BY UNIFORMED PARADE STAFF WITHOUT QUESTION. THEY MAY ASK YOU TO CHANGE YOUR PARADE POSITION OR STOP YOU ON THE PARADE ROUTE. THEY MAY EVEN NEED TO REDIRECT THE PARADE IN AN EMERGENCY.

-2-

The route of the parade is indicated on the enclosed map. 

	ON PARADE


ALWAYS FOLLOW INSTRUCTIONS GIVEN TO YOU BY PARADE ORGANISERS WITHOUT QUESTION.  THEY MAY NEED TO CHANGE THE PARADE ORDER OR THE PARADE ROUTE.

ALWAYS ENSURE THAT THE GAP BETWEEN YOU AND THE GROUP IN FRONT OF YOU REMAINS THE SAME. THE STARTER WILL SET THIS DISTANCE AT THE PARADE START.

PLAY AS MUCH AS YOU CAN. HOWEVER, NEVER STOP AND PERFORM UNLESS REQUESTED TO DO SO BY A PARADE OFFICIAL OR IF THE PARADE HAS COME TO A TEMPORARY NATURAL STOP. 

YOU MUST STOP & PERFORM FOR 60 SECONDS AT THE TV BROADCAST AREA IN WHITEHALL. 

	*


The TV Broadcast and Adjudication Area are at the very end of the Parade. Before you enter his area you will be briefly stopped by a member of Parade Staff. This is to allow the TV Director to verify which band you are and to allow for your introduction. You will them have 30 seconds to enter the performance area and form up. You will then have 60 seconds to perform. You will then have 30 seconds to move off.

Once you have left the TV Broadcast Area you will turn right into Parliament Square.
IN ORDER TO PREVENT CROWDS FOLLOWING THE PARADE INTO THE DISPERSAL AREA, PLEASE STOP PLAYING AT THIS POINT.

You will be met by a member of Parade Staff in Parliament Square and informed where your coaches are parked. Depending on your position in the Parade, your coach(es) will be positioned in Birdcage Walk or Tothill Street. You will then return to your Hotel.
IF YOUR BAND IS TAKING PART IN THE PARADE FINALE, YOU WILL RECEIVE SEPERATE INSTRUCTIONS.
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Your Resource ASSISTANT
10.1 - About your resource assistant
Youth Music of the World will provide you with a dedicated ‘resource assistant', our office representative, whose job it is to look after your group during the week.

This person will have been chosen by virtue of their knowledge of London, their outgoing personality, their organisational skills and their ability to get on with both adults and students. He or she will live in your hotel and will be your day-to-day liaison both for your touring programme and for your participation in the festival.

The resource assistant can best be described as a ‘jack of all trades’ because their tasks are so wide and varied. 

We will hand pick your assistant in early December and will notify you of his or her name prior to travel. We will also ask them to contact you by e-mail prior to travel, not only to introduce themselves, but also to ask if they can prepare for your visit in any way. This may include studying any literature that you have provided your group or preparing for your unstructured time.
10.2 - The role of the resource assistant
· Your resource assistant will become an ever-present ‘friend’ and helper, from the day of your arrival in London through to your departure back to the U.S. It is therefore important that, shortly after your arrival in London, you sit down and discuss the ground rules for the week.

· Your resource assistant will have direct contact with the parade office and will therefore act as a liaison between you and the festival organisers.

· Your resource assistant will have direct contact with the management of your hotel, ensuring your stay in London is as comfortable as possible.

· Your resource assistant will have first hand knowledge of the workings of your itinerary and will oversee the every-day running of your programme. 

· Your resource assistant will have direct contact with the various companies that supply services on behalf of the festival and can become a ‘trouble shooter’ on the rare occasions when things go wrong.

· Your resource assistant will have a good working knowledge of living and working in London and will therefore be an excellent source of information regarding local customs, places of interest etc.

· Your resource assistant has been told NOT to have anything to do with discipline with-in your group. If he or she is presented with a problem of this nature, they have been told to pass the relevant information on to you and to let you deal with it, nothing more.

· Your resource assistant does NOT have any knowledge of the financial arrangements surrounding your performance programme. If you have any questions of this nature, you should direct them to the head office, which will be in operation throughout the festival week.

10.3 - Gratuities

In all correspondence, including the contract, Youth Music of the World has made it clear that gratuities to all suppliers are included.

There is only one exception to this rule.

Most groups feel that it is appropriate to leave a gratuity for their resource assistant.

This is not mandatory and should only be presented if you are happy with the service that you have received. While the decision on an amount is naturally up to you, we are often asked for guidelines, and we would suggest that the sum of around US$3.00 per person or at least $250 in total from the group is appropriate. This should be given directly to your resource assistant on departure.

[image: image29.png]THE NEW YEAR'S DAY PARADE
AND FESTIVAL LONDON




HELPING YOU HIT THE HEADLINES

11.1 - The world is watching

London’s New Year’s Day Parade and Festival  enjoys one of the highest profiles of any event at the turn of the year – and you can share in the limelight!

TV stations, newspapers, magazines and news agencies across the continents are fed news and photographic material from the moment you accept the invitation to perform – to beyond the big day itself.

Your local news networks will be offered live television coverage of the entire parade.

Our experience shows that the more coverage you want – the more coverage will be generated.

Our highly honed media team is on hand to help – providing the perfect platform to ensure that your momentous journey is recorded for posterity.

This section of the handbook will establish just what you need to do to maximise media interest in your trip.

IF MEDIA MATTERS TO YOU:

1. Appoint a representative solely responsible for liaising with the Parade’s Communications Director (Dan Kirkby) and your local media representatives.

2. Compile a comprehensive list of media contacts – television, radio, newspaper, magazine and news agency – that might wish to cover the trip during the build up to the event and on the big day itself. The list MUST include names, telephone numbers and e-mail addresses for the news and picture desks. This list MUST be delivered to Dan Kirkby by email before the site inspection in the summer to dan@londonparade.co.uk

3. Provide a CD of high resolution JPEG (400 kb or above) digital pictures of the band in uniform – to include some posed portraits and performance pictures of the band and Band Director. This disc, which should also include a band biography MUST be brought to the site inspection this summer.

4. Keep in regular contact in the run up to the parade.

5. Enlist the help of parents to talk to local television stations – and help persuade them to carry coverage.

6. Write and issue regular media releases (see below).

11.2 - Media requirements for site Inspection

The following must be delivered to the media team at the site inspection this summer:

· The name and contact details of your media representative.

· The comprehensive digital list of media contacts as previously provided.

· The CD Rom of high resolution images in JPEG format

· The band biography on CD Rom.

11.3 - Television coverage of the parade and festival

· The entirety of London’s New Year’s Day Parade and Festival will be made available to your local TV stations live via satellite – totally free of charge. Footage of concert performances will also be included in the transmission. 

Your task is to help excite your local stations to broadcast the pictures. They will be at liberty to transmit them live, record them for future transmission, show edited highlights – and feature them on their news bulletins. The programme is scheduled to begin at 11.45 GMT and run through until the end.

Ask as many parents as possible to email your local news stations and ask them to cover the event.

Do not leave this to the end of December – as it is often too late. We advise that the dialogue begin in October.

To repeat – this unique service is provided totally free of charge, so why not give the World a wave and make the most of this exceptional opportunity.

11.4 - News shots from London

Still photography – news shots – of your group in the parade will be available via the website Media Section on January 1st (for media use only). Your local and regional publications should contact the media team in advance of the event and secure a password. This will enable them to download high resolution media images.

Please let your local newspapers know that this service is available.

A media library, featuring generic images and shots to be taken on your site visit to London, are also available for media download.

11.5 - Parade website and parade post pre site inspection action 

In order to update our web site and to publicise your participation in the event, we need an interesting article about your group of approximately 100 words. You are welcome to send us more words than this on the understanding that we will edit them where appropriate.  Please include a history of your performing group(s) and their achievements, any unusual stories about yourself, your performers or about your preparations for the trip to London, including your fund-raising antics.  Anything newsworthy or with a human interest angle would be ideal. Please send this information by e-mail (as an attachment), prior to site inspection.

Please also send us some interesting colour photographs, particularly action shots of the group and/or individuals. You may find the best source is your band boosters! Some of these pictures will appear on our web site!!  We are only able to accept digital JPEG pictures, and they must be high resolution. Please send this information either by e-mail (as an attachment) or by CD Rom (Fed Ex, UPS etc), prior to your site inspection.

We have also asked you to provide us with details of your own web site, so that we can include a link for your entry on our site. This information is requested on form 1. You are very welcome to include a link to our web site www.londonparade.co.uk  

11.6 - Write and issue a press release

A correctly targeted press release is critical to get your media coverage rolling. The release needs to have the key point of the story in the headline, with short succinct points. A press release should be no longer than two pages - ideally one page. 

It should not be crammed full of text, but be well spaced and easy to read. Above all it must have contact details for whoever in your group is dealing with media enquiries. It’s no good having a great press release if a TV station wants to come and tape your group but can’t track you down!

A specimen press release follows over.

Normally you would include the contact details of a nominated media representative for your group. If you have written a press release and would like us to look it over before you send it out, please e-mail it to dan@londonparade.co.uk
11.7 - Press release (sample)

PRESS RELEASE
BAND TO STAR IN

LONDON PARADE

12th June

The (Group Name) Band from (Town), (State) has been honoured with an invitation to star in London's  New Year’s Day Parade and Festival, on January 1st 2013 in England at the turn of the year.

The spectacular traditional celebration is largest event of its kind and features 10,000 participants from around the World. 

Live coverage of the event is being made available to local TV stations via satellite – totally free of charge.

More than 200 million people tuned in to the global telecast of this year’s event – and 550,000 people packed the streets of London to witness it in person.

The parade route passes through and past many of London’s greatest landmarks, including Piccadilly, Trafalgar Square, Whitehall, Big Ben and the Houses of Parliament.

In addition, students from (Group Name) will also be performing at a concert at the world-famous Cadogan Hall in late December, at the ‘Music for London’ concert series.

The students at (Group Name) High School are raising much-needed funds for their trip to London with many projects, including car washing and a sponsored pizza bake. 

In recent years, the (Group Name) band, led by Director (Directors Name), has consistently achieved “superior” and “excellent” ratings in performances and in competitions. 

The Parade’s Executive Director, Robert Bone, said “I am particularly looking forward to seeing the band from (Group Name), as I have heard great things about it”.

“I am very excited that they will be able to attend the New Year’s Day Parade and Festival in London on January 1st 2013 and I’m sure that the people of London will enjoy their performance too!”

Participation in the parade is strictly by invitation only. Invitations are issued on behalf of the Festival Patrons, including Her Majesty’s Lord Lieutenant for Greater London and the Lord Mayor of Westminster.

A panel of expert consultants is aware of (Group Name)’s reputation – and has advised that they fit the criteria for selection.
Receipt of the official invitation is considered especially prestigious in the marching band community in the USA.

NOTE TO EDITORS:

Come and see the band in action as they practise for their trip to London. A spokesperson from the parade’s office in London is available on request to talk to you, as are photos of the band, and of previous parades in London. The parade’s web site is www.londonparade.co.uk.

FOR FURTHER INFORMATION: 

Please contact Dan Kirkby at the New Year’s Day Parade and Festival London press office:

+ 44 1580 201906. dan@londonparade.co.uk

 (e-mail)

OR (YOUR MEDIA REPRESENTATIVE) AT (TELEPHONE NUMBER)

High resolution images can be found in the Media Section at 

www.londonparade.co.uk 
[image: image30.png]THE NEW YEAR'S DAY PARADE
AND FESTIVAL LONDON




MEMORABILIA 
12.1 - The commemorative Parade Programme
A copy of the souvenir Parade Programme, featuring all of the participants in the New Year’s Day Parade and Festival London, will be handed out to everyone at the orientation meeting on the day of your arrival in London. As well as biographies on the participants, there will be interesting articles, messages from all of the patrons and Mayors of the London Boroughs and numerous glossy photos. The programme will be an essential part of the memorabilia of your participation in the Festival.

12.2 - The festival medal

Immediately after your performance in the Parade on January 1st, your resource assistant will hand out your participants’ medals.

He or she will be happy to arrange and take part in a private award ceremony in the hotel that evening, or you may wish to keep the medals until you return home and present them at a special occasion at the school.

12.3 - A selection of digital photographs of your performances

Throughout the festival, and in particular during the Parade on January 1st, we will have a team of professional photographers taking pictures of all of the participants in action. Immediately after the festival ends, we will produce an exclusive complimentary CD with a selection of jpeg images of your group. This will be posted to you in January. There is also a shop on the festival web site www.londonparade.co.uk where you can view and purchase additional pictures of all of the participants.

12.4 - The web shop

You may have noticed on our web site www.londonparade.co.uk that we have an on-line shop where you can order various pieces of memorabilia. We are able to offer you a wide selection of products including;

· tickets to the Grandstands on January 1st (available from October).

· tickets for the 'Music for London' Gala Concerts (available from October).

12.5 - Special offers to participants

In response to popular demand, every year we create  very special offers of our most popular souvenirs and memorabilia to those taking part in the Parade and their families, friends and supporters.
 

Each group will be given a unique discount username and password which they redeem on our special 'Participant Shop' to access prices up to 30% less than those advertised on our regular website Shop. Orders should be made in the normal way from the website where special delivery information will be given.

 

The special offers in the past have included (note these prices were for the 2011/12 Event);

 

The DVD of London's New Year's Day Parade at $20.00 reduced from the regular price of $28.00 and with guaranteed fast track delivery to the school.

 

The Special mounted photograph of the group taken on Parade day in front of Big Ben and The Houses of Parliament, (for concert only groups in a gala concert setting) at the special price of $18.00 reduced from the regular on-line price of $24.00.

 

The Souvenir T-Shirt with the 'design of the year' on the front + the names of all Festival participating groups on the back at $16.00, reduced from $24.00.

 

A New Year's Day Parade and Festival logo embroidered Polo Shirt at $32.00, reduced from $40.00.

 

A fabulous New Year's Day Parade and Festival logo embroidered 'hoodie' - very popular for the chilly winter weather, available specially at $ 40.00,  reduced from $48.00.

 

And much, much more including London Parade baseball caps, umbrellas and specially personalised posters of the event. 
 

At site inspection we will present you with a stock of leaflets that you can distribute to your group members and their friends, detailing this year's special offers and giving your group's own unique discount code. This will unlock for you spectacular prices on merchandise that we know will be highly sought after. 
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The parade Reception
As part of your participation in the New Year’s Day Parade and Festival, you and selected members of your group will be invited to a reception hosted by patrons of the event in the early evening of January 1st. 
The reception will take place in a prestigious private venue in the heart of the City of Westminster and your hosts for this evening will be The Lord Mayor of Westminster and the Deputy Lieutenant of Greater London. 
The Lord Mayor will represent the City of Westminster while the Deputy Lieutenant will represent the Lord Lieutenant of Greater London, Sir David Brewer CMG JP, Her Majesty The Queen’s representative in Greater London. 

Dress is semi-formal i.e. suit or coat and tie for men and a pants suit or dress for women. Champagne and substantial finger food will be served throughout the function.

The Lord Mayor will say a few words to the gathering and will make a presentation to every group leader on behalf of the City of Westminster. 
The Lord Lieutenant will also speak and present a gift to every group leader on behalf of all Patrons. 
It is also appropriate for you to bring a gift for each of your two hosts this evening, which may be handed to them at the receiving line as you arrive in the function room. Your gifts should reflect the part of the United States that you hail from, and could include books or products that are unique to your area.
In September we will be able to inform you of the venue for the reception and the number of invitations that you will receive.
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hiring a cell phone
Communication throughout the Festival, whether it be with our office and representatives, or with your own passengers, is of paramount importance.

All of our staff, including your resource person, your guides and coach drivers, will be equipped with cell phones during the festival.

However, you may wish to consider hiring one or more for your own use during the Festival. This will enable you to be contactable at all times, either from members of your group in London or from anyone calling from the United States.

If you would like to hire one or more cell phones, please complete Form 6: Additional Services on or before the 17th October. 
The cost is US$ 70.00 per phone including rental and insurance. This is payable in advance on your group account. 
Each phone will have a credit on it of US$30.00 which is included in the rental. Your resource assistant will help you if you need to add any additional credit during the week. 
We will be able to provide you with the cell phone number(s) at the time of booking so that you may include the number(s) in your travel pack, and also communicate them to your parent body who are remaining in the US.

While you can make and receive international calls, you should be aware that they are prodigiously expensive (as much as US$5.00 per minute!).

If you own a tri-band phone then you will be able to use it in the U.K. Please check the overseas call costs with your supplier. While it will be very useful for calling local numbers at reasonable rates, anyone trying to contact you from London will have to make an international call (via the US), even if you are just down the road.
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PLANNING Unstructured time

There is minimal unstructured time on our programme. However, we recommend that you consider researching and then providing suggestions to your group of what they might like to do in their few spare moments, from the tens of thousands of visits and activities that are available throughout the capital.

We hope that the following information will be interesting and helpful in your research.  

Much  of the information contained in this section will be re-produced in the form of an Information and Itinerary book, which will be handed to each person at the orientation meeting on the day of arrival. 

A PDF of a recent itinerary book has been included with this manual and a printed version will be handed to you on site inspection.

15.1 - Deciding on places to visit

There are many hundreds of wonderful places to visit in London and you cannot hope to see all of them in the amount of unstructured time that you have. We recommend that on your site inspection you piece together a selection of ‘days out’ for your chaperones to offer to the students. You may find the following web sites useful;

· Visit London. The official government body responsible for promoting tourism in London (www.visitlondon.com).
· Time Out Magazine. The main listings magazine for London (www.timeout.com).
· This is London. An official guide to London produced by the only daily paper dedicated to London, the Evening Standard (www.thisislondon.co.uk).

15.1.1 - Guidelines when planning your unstructured time

There are a number of factors that you may wish to take into account when planning your unstructured time. They are;

· Try not to cram too many activities into your arrival day. Everyone will be tired after the long journey and, although there is a temptation to keep everyone moving, be careful not to overdo the activities.

· If you can, divide your group into small chaperone units (10 to 15 persons) for ease of travel on the Underground and in public places.

· Research the unique audio guided ('GuideBud,') walking tours on your site inspection, so you will be confident in explaining the start and finish points to your chaperones.

· Formulate several different tour/visit ideas’ for the chaperone groups to choose from. Some will want more shopping than others, while others will want to visit as many sights as possible.

· Use the Underground stations as a map reference for the major attractions i.e. Knightsbridge for Harrods, Hyde Park Corner for the Hard Rock Café, Westminster or St. James for Westminster Abbey, and Tower Hill for the Tower of London etc. Even if you have never travelled to London before, you will find that the Underground stations will be your best point of reference.

15.2 - Some of London’s most popular attractions

15.2.1 - The Tower of London

The number one tourist attraction in the capital is the Tower of London (www.hrp.org.uk). This historic landmark has served as a royal palace, fortress, prison, place of execution, arsenal, mint, menagerie and jewel house during its 900 year history. Attractions include the Bloody Tower, Traitors’ Gate, the Chapel of St. John, the Jewel House, where the Crown Jewels of England are on show, and the Fusilier’s Museum.

Tower Hill, EC3 

Tube: Tower Hill
Sun & Mon 10.00am to 4.30pm, Tue-Sat 9.00am to 4.30pm
Entrance is included in your programme.

15.2.2 - The London Eye

Since opening in March 2000, The London Eye has become an iconic landmark and a symbol of modern Britain www.londoneye.com. It was conceived for a millennium landmark competition and is one of the world’s largest observation wheels, towering 450 feet above the River Thames. The views over London are spectacular – on a clear day you may see as far as Windsor Castle, 25 miles away. 

Jubilee Gardens, SE1 

Tube: Waterloo or Westminster
Daily 10.00am to 8.30pm (31 December closes 3.00pm)
Adults 16+ years £18.60, Child 5 – 15 years  £9.54
Group discount available.

NOTE: A visit to the London Eye is available to purchase from our London office for $30.00 per adult (16 years and over) and US$17.00 per child (15 years and under), see the additional services form 6 if you wish to book. You will need to request a specific time and date. Transport to and from the Eye is not included.
15.2.3 - British Museum 

Founded in 1753 by an Act of Parliament and based on the collections of Sir Hans Sloane, the British Museum is one of the great museums in the world. On display are the works of man from prehistoric to modern times, with collections drawn from the whole world. Famous objects include the Rosetta Stone, sculptures from the Parthenon, the Sutton Hoo and Mildenhall treasures, and the Portland Vase. www.thebritishmuseum.ac.uk
Great Russell Street, WC1 

Tube: Russell Square

Saturday to Wednesday 10.00am to 5.30pm
Thursday & Friday 10.00am to 8.30pm 
Free entry. 
Closed January 1st.
15.2.4 - Cabinet War Rooms & the Churchill Museum

These underground rooms were the secret headquarters of the British Government from 1939 to 1945 and are preserved as they were when Prime Minister Winston Churchill worked there. New rooms have recently opened including Churchill’s private kitchen, dining room and bedroom. There is also a small Churchill Museum. www.iwm.org.uk/cabinet/
Whitehall, SW1A

Tube: Westminster

Daily 9.30am to 6.00pm
Adults £15.95 Concessions £12.80 Child under 16 years - free

15.2.5 - Changing of the Guard

A colourful display of pageantry outside the official residence of Her Majesty the Queen in London. Usually performed by the Queen’s personal guard - the foot soldiers of the Household Division of the British Army. The old guard forms up in the Palace forecourt before going off duty and handing over to the new guard which leaves Wellington barracks at 11.25am. They march along Birdcage Walk, around the Victoria Memorial to the forecourt, accompanied by the band. For the best views, stand in front of the Palace railings or by the Victoria Memorial. The ceremony does not take place in very wet weather. www.royal.gov.uk / www.changing-the-guard.com
The Mall, SW1

Tube: St. James or Green Park.

Certain days only: In 2011/12 the dates were 27, 29 & 31 December & 02 January.
Free
15.2.6 - Imperial War Museum

Occupying the former Bethlehem Hospital for the Insane ('Bedlam'), the Imperial War 
Museum is the national museum of 20th century conflict. Founded in 1917, the museum not only contains a fascinating display of the vehicles and weapons of war, but also makes an in-depth study of the social effects of conflict. From the M4 Sherman tank, the V2 rocket and Polaris missile, to the walk-through recreation of a front line trench from the Somme, it represents all facets of fighting and its aftermath. Both World Wars are chronicled with thought-provoking displays of painting and poetry from Sassoon to Wilfred Owen, and a reconstructed air raid shelter and blitzed street from 1940. The sights, sounds and smells have been carefully recreated to really bring the experience to life. www.iwm.org.uk 
Lambeth Road, SE1

Tube: Lambeth

Daily 10.00am to 6.00pm. 

Free entry

15.2.7 - Kensington Palace State Apartments

The birthplace of Queen Victoria, Kensington Palace was also home to Princess Diana between 1981-1997. Originally a private country house, it was substantially adapted as a Royal palace in 1689 and for the next 70 years it was to become the focal point of the life and government of the country. Early one morning in June 1837 Princess Victoria, who was occupying apartments in Kensington Palace, awoke to the news that she was Queen of England. She immediately moved to Buckingham Palace. Visitors today can see the State Apartments, the Royal Ceremonial Dress Collection that includes outfits from the 18th century to the present day, the Orangery and sunken gardens. www.royal.gov.uk 
Kensington Gardens, W8

Tube: High Street Kensington or Queensway

Daily 10.00am to 5.00pm
Adults £12.50, Students £11.00, children under 16 years £6.25 
Group discounts available.
15.2.8 - London Dungeon

Experience some of the most ghoulish and terrifying events in Britain’s history. Spectacular sets, special effects and actors recreate horrors such as Jack the Ripper’s London, the plague of 1665 and the 1666 Great Fire of London. The New Traitor: Boat Ride to Hell will take visitors on a terrifying journey to meet their fate at the hands of the axe man. www.thedungeons.com
28-34 Tooley Street, SE1

Tube: London Bridge

Daily 10.30am to 5.00pm
Adults £23.50, Child under 16 years £17.50

Group discounts available.

15.2.9 - Madame Tussaud’s

Madame Tussauds invites you to experience what it is like to be famous as you join a host of the world’s hottest celebrities. With exciting interactive attractions running throughout the year, there’s always something different happening at Madame Tussauds! Have your say on international politics at a press conference with Tony Blair and George Bush and join the Queen for your own private audience. Scream until your blood curdles in Chamber Live and try to escape from the prison cells as living, breathing, serial killers are out of their minds and out to get you. An additional charge applies for Chamber Live and is not recommended for children under 12 or those of a nervous disposition. www.madame-tussauds.com
Tube: Baker Street

Monday to Friday 9.30am to 5.30pm, Saturday & Sunday 9.00am to 6.00pm
Adult £28.80,  Child under 16 £24.60

Group prices available
15.2.10 - National Gallery

Occupying a prime location overlooking Trafalgar Square, the National Gallery houses a superb collection of over 2,000 paintings. Originally established by Parliament in 1824, the aim behind the gallery was to allow the public the opportunity to study and enjoy the riches of the collection. Since the 19th century this collection has increased dramatically and now includes some of the finest examples of Western European art from 1260-1900. Works on display include those of Botticelli, Monet, Constable, Van Gogh and Rembrandt. Holbein's 'The Ambassadors', 'The Hay Wain' by Constable, and Jan Van Eyck's 'Arnolfini Marriage' are just some of the major attractions. www.nationalgallery.org.uk
Trafalgar Square, WC2

Tube: Charing Cross

Daily 10.00am to 6.00pm (Friday 10.00am to 9.00pm).  Closed January 1st.
Free entry

15.2.11 - St. Paul’s Cathedral

A cathedral dedicated to St. Paul has overlooked the city of London since 604AD. The current cathedral, the fourth, was designed by Sir Christopher Wren after its predecessor was burnt down in the Great Fire of London in 1666. It has a superb baroque interior and attractions include the whispering gallery. It is the burial place for Lord Nelson, one of Britain’s most famous seamen, who defeated Napoleon’s fleet at the battle of Trafalgar in 1805, exactly 200 years ago. He died in the battle and was brought back to England preserved in a barrel of rum, where he received a hero’s burial. The exterior has recently undergone extensive cleaning.  www.stpauls.co.uk
St. Paul’s Churchyard, EC4

Tube: St. Paul’s

Monday to Saturday 8.30am to 4.30pm
Adults £14.50 Students £13.50 Child under 16 £5.50
Closed for tourism on Sundays.
15.2.12 - Shakespeare’s Globe

This recreation, that stands on the site of the original theatre which stood in Elizabethan London, was the dream of Sam Wannamaker, the American film maker. Rebuilt in 1995, it is now the world’s largest exhibition devoted to Shakespeare and the London in which he lived and worked. The Globe is also a working theatre, with Shakespeare’s plays being shown throughout the year on an open stage with most of the audience standing, as they did in the original. www.shakespeares-globe.org
New Globe Walk, Bankside, SE1

Tube: Cannon Street

Daily 10.00am to 5.00pm
Adults £12.50 Students £11.00 Child £8.00
15.2.13 - Victoria & Albert Museum

One of the world’s greatest collections of fine and applied arts. The British galleries tell the story of British art and design from the reign of King Henry VIII to Queen Victoria and up to the present day. www.vam.ac.uk
Cromwell Road, SW7

Tube: South Kensington

Daily 10.00am to 5.45pm -  Friday 10.00am to 10.00pm
Free entry

15.2.14 - Tower Bridge Exhibition

Built in 1894, Tower Bridge became the largest ‘see saw’ bridge in the world, helping East London’s burgeoning population to gain access to the South Bank. In the exhibition you can learn how it was built, see the Victorian Engine Rooms and enjoy spectacular views from the high-level walkways. www.towerbridge.org.uk
London SE1

Tube: Tower Hill

Daily 9.30am to 6.00pm
Adults £8.00 Students £5.60 Child 5-15 years £3.40

15.2.15 - Westminster Abbey

The setting for every coronation since 1066 and the burial ground for kings, statesmen, scientists, musicians and poets, Westminster Abbey is a true medieval masterpiece. Stunning Gothic architecture, the fascinating literary history represented by Poets' Corner, the artistic talent that went into the statues, murals, paintings and tombs, and the fantastic stained glass, combine to make Westminster Abbey the most enduringly stunning of London’s churches. www.westminster-abbey.org
Broad Sanctuary, SW1

Tube: St James’s Park.

Monday to Friday 9.30am to 4.30pm -  Saturday 9.30am to 2.30pm 

Adults £16.00, Concessions. £13.00, 11-18 years £6.00

Under 11 years free

Closed for tourism on Sundays.
15.3 - Shopping in London

Shopping in London has never been as brilliant as it is right now! Whatever your fancy, you’ll find it here. From designer fashion to comfortable home ware, London will pull at your purse strings.
With over 30,000 stores, where do you start? Well here are a selection of world-renowned department stores, shopping areas, (some very famous such as Portobello, from the film Notting Hill), and markets that we have hand picked as being the cream of the British crop.

15.3.1 - Shopping areas.

Bond Street

Alphabetically it comes top of the list but it also wins in the style stakes. For serious fashionistas, Bond Street is the place to be seen in and shop! New Bond Street boasts one of the biggest and best concentrations of designer offerings and it’s not unusual to spot celebrities doing a bit of what they do best in this area, shopping of course!

Covent Garden

A visit to Covent Garden is quite simply a must, whether you intend to shop, browse or soak in the carnival atmosphere. The focal point of Covent Garden, the market, has dominated the area ever since way back in the Middle Ages when monks actually tended their market garden here. Since the nineteenth century the market has expanded. At one point it was London’s main fruit, flower and vegetable market, but nowadays visitors will find a variety of shops, restaurants and street entertainers, the latter of which are really fantastic and great fun to watch.

Knightsbridge

One of the most sought-after addresses in London, Knightsbridge remains relatively unchanged thanks to its proximity to a royal residence, namely Kensington Palace. And for the ‘ladies who lunch’ that fill the palatial residences of the area, there is plenty of shopping to be done on their highly polished doorsteps.

Oxford Street

With over 200 million visitors a year, more than 300 shops and 5 million square feet of retail space, Oxford Street lays claim to being London’s busiest street. Forget that, there is no claim, it simply is! The opening of Debenhams and Selfridges in 1909 marked the beginning of the street’s dominance as a shopping centre. Amongst the chaos and bustle, retail therapists will find an oasis of calm in the area’s unrivalled collection of high street department stores. There is also a very impressive apple (not the fruit) store which is worth a look into.

Regent Street

Don’t be put off by the fact that Nash’s sweeping design for Regent Street was inspired as a means of separating the riff-raff (Soho) from the well to do (Mayfair) back in the 1800s. Regent Street is home to a number of large outlets offering everything from toys and trench coats to fabrics and food. A great place to window shop if nothing else.

Kings Road

The Kings Road is the King of cool. It is probably as cool as you can get without freezing over! It is a 2 mile strip that runs from Sloane Square, (a place I spent much of my youth at) all the way to Putney Bridge. Peter Jones is a department store that oozes British-ness. It was built in 1935 and the department store was one of first glass-curtain structures to be erected in Britain. It is a must visit if not to see the building alone! In fact the whole area is dominated with slightly higher than average priced uber trendy boutiques and fashionista shops, which even if you do not fancy buying are great to just look at and browse. The Kings road is also where the Mini skirt revolution started and that alone is surely just reason to have a meander down the two mile strip! Similarly there are many fabulous cafe’s and restaurants which you can while away the hours in, whilst watching the super trendy and the who’s who in British society pottering about their daily routines. 

15.3.2 - Famous Stores

Fortnum & Mason

Having met in 1705, Messrs Fortnum and Mason decided to set up shop together and the legend, that is now Piccadilly’s most famous store, began. Much patronised by the aristocracy over the years, and still purveyor of food and wine to the Royal Family, Fortnum’s is a must-see for anyone visiting London. It still exudes a pre-war gentility and its gilded furnishings and exquisitely wrapped produce will have you reaching for your purse in no time. Famous for its foodstuff (the Food Hall is a gastronomic treat) it also stocks women's wear, furniture and home ware.

Hamleys

Living up to its reputation as the ‘finest toyshop in the world’ is no mean feat. But Hamleys still draws the crowds and boasts an astonishing array of more than 40,000 toys and games over its seven floors. The window displays regularly capture the imagination of children young & old and the atmosphere inside is reminiscent of a funfair. Staff eagerly demonstrate toys on the ground floor and there are frequent events and product launches. Your only problem will be knowing where to start.

Harrods

Britain’s most famous store, and possibly the most famous store in the world, it features on many tourists’ ‘must-see’ lists - and with good reason. Its humble beginnings date back to 1849, when Henry Charles Harrods opened a small grocery shop that emphasised impeccable service over value. Today, it occupies a vast site in London’s fashionable Knightsbridge and boasts a phenomenal range of products from pianos and cooking pans to pets and perfumery. The Food Hall is ostentatious to the core and mouth-wateringly exotic.  
Note: there is a strict dress code at Harrods, you may be denied entrance if you are not smartly dressed i.e. no split jeans etc

Harvey Nichols 

Once over-shadowed by its more illustrious neighbour (Harrods) the store has experienced something of a resurgence and is now highly rated by the fashion conscious, who affectionately refer to it as “Harvey Nicks”. Its sleek, streamlined interiors and clean and minimalist design allow the products to do the selling. And with great effect. All your favourite designer labels are here. If you want glamour, then look no further.

Liberty

Since it opened in 1875, Liberty has captured the hearts of shoppers around the world and even spawned its own line in fabrics, which found fame and popularity with designers like Mary Quant and Jean Muir in the 1960s. Housed in a striking timber-framed building on Regent Street, Liberty’s dedication to innovative design and Eastern influences reflects its founder’s fascination with Japan following the International Exhibition of 1862.

The Westfield Centre

This is the largest ‘mall’ we have in Britain, which only opened its doors to the public in 2009. There is just about every shop you could possibly imagine, ranging from high street shops mentioned above to the super trendy and expensive outlets such as Gucci and Armani, which actually have their own section in the centre. The food hall is quite simply exquisite and well worth any effort to get there. That however is not to say that it is difficult to get to, as it is very easily accessible. The Westfield Centre is in the heart of Shepherds Bush, with train links, bus links and cab links. In fact the train or bus will take you right to the front entrance, and believe me, you certainly can not miss the large glass coated and very attractive empire that is the Westfield centre. I do advise caution though, as it is so big you may well get lost in a shoppers and food lover’s paradise.

Selfridges

Opening in 1909, the arrival of Selfridges in Oxford Street marked the beginning of the street’s dominance as a shopping centre. Since then the building has been regularly re-vamped to reflect the cutting-edge and innovative style that is now synonymous with the store. Its founder would be proud that it still ‘offers something for everyone’ - the food halls are exciting, but not intimidating, there is a huge choice of fashions from high street to designer and plenty of toys, cosmetics, stationery and homeware to tempt you. It’s relatively easy to navigate your way round the store and there are plenty of cafes and restaurants to keep your energy levels up!

Topshop

You wouldn’t think chic came this cheap! The high street darling of the fashion pack, the ever increasing popularity of Topshop knows no bounds. The flagship store on Oxford Street is a sweet haven for girls with four floors of everything you could desire. A snazzy hat range, an endlessly funky vintage section and a strikingly trendy accessory collection, all jazz up the usual selection of dresses, shoes and tops. It’s worth braving the crowds in order to bag some of the best bargains in town.

15.3.3 - London Markets
Portobello Road

The famous Portobello Road market in Notting Hill (remember the film?!) takes place every Saturday from 8:00am to 6.00pm although there are stalls from Monday to Friday, too. On Saturday, it’s huge, with over 2,000 stalls, selling everything from books to bric-a-brac and lace to Limoges - even fashion and exotic cooking ingredients are on sale. (This is the place to shop-and-eat and then shop some more.) Even when the markets are not on however Portobello is a fascinating and unique area that is well worth a visit.

Carnaby Street

The name Carnaby Street is synonymous with 1960s “Swinging London” - a phrase coined by Time magazine. Nowadays the area has gone through something of a revival and is once again boasting cutting-edge designer talents and trendy streetware. With over 140 shops, bars and restaurants shoppers will find ad hoc collections like those at The Dispensary which stocks everything from John Smedley to Elspeth Gibson for the girls. There are also a couple of stores (notably Diesel and Animal) owned by multinational clothing corporations posing as urban clothing outlets. Carnaby Street is a fantastic place to buy footwear, but there’s also great vinyl to be had at Deal Real records or Phonica, a number of fine cosmetics shops and a few boutiques selling vintage mod clothing - The Face is probably the best. There is a shortcut from Carnaby Street to Kingly Court, which hosts three floors of one-off ‘concept’ shops set around an open courtyard. This is the place to go if you want to find items not sold anywhere else in London.

15.4 - Eating out in London

Your programme includes a buffet breakfast each day and an evening meal, but there will be plenty of opportunities to eat out while you are in London.

Many of the restaurants will be familiar to you, such as Pizza Hut, and we have all of the fast food restaurants such as McDonalds, Burger King etc.

For the more adventurous, we have listed a number of individual and chain restaurants that you may like to visit.

London is a food lovers paradise, with around 7,000 restaurants serving cuisine from more than 70 different countries. The city offers many eatery delights and, whether you are having a delicious dinner using the vouchers that we have provided as part of your programme, or a quick lunch in between sightseeing, you can rest assured, you will never be far from a restaurant, cafe or coffee bar!

Luncheon Vouchers are the most popular restaurant vouchers in London. They are presented in a book that will be given to you by your group leader when you are in London. The book is valued at £10.00 and contains 50 pence, £1 and £2 vouchers. You may use any combination to make payment at your chosen restaurant, cafe or coffee shop. No change will be given but you may spend more than the value of the vouchers and pay cash to make up the difference. 
When using the vouchers please double check before you sit down that the restaurant, cafe or coffee shop accepts them, just in case! We have listed some of the better known restaurants, fast food chains, sandwich shops, coffee shops and supermarkets around London who accept the Luncheon Vouchers. 
These recommendations were made by Joe Bone, whose personal opinions are contained within the feature. As well as restaurants that accept Luncheon Vouchers, he has also suggested a few places that might be worth a look should you have a spare lunchtime or evening, where we can guarantee you will receive an enjoyable and, of course, a tasty meal.

15.4.1 - Restaurants
Pizza Hut  We have a feeling that many of you will already know of, and will probably have sampled the delights of Pizza Hut and their range of pizzas and pizza bases, (my preference being the stuffed crust vegetarian). Pizza Hut are also now serving pastas which I can once again say through personal experience are really rather delicious. There is of course a splendidly stocked salad bar and so healthy eating is a very real possibility at Pizza Hut. My suggestion if you are hungry would be the lunchtime buffet. This includes all you can eat pizza and salad bar for only £6.50p. Another quick suggestion is always ask the waiting staff what deals they have on in that specific outlet, as sometimes they have fantastic offers for larger groups. www.pizzahut.co.uk
Pizza Express  is a personal favourite of mine. It offers delicious and very high quality pizzas in classy restaurant settings. However if you do not really have a pizza craving, then they offer some very authentic pasta dishes and salads to die for! The waiting staff are always really helpful and friendly and you will definitely have a fantastic time. I would strongly recommend the dough balls and probably a ‘La Reine’ pizza! Its worth noting that Pizza Express is more of a dinner venue, and that the portions tend to be smaller than at Pizza Hut, so my suggestion would be to visit a Pizza Express for a delicious and very fun dinner.  www.pizzaexpress.com
Bella Italia is a very good Italian restaurant. The restaurants are always very welcoming and Italian food does of course dominate the menu, which I think is a very good thing! You can either have a quick pasta, salad or panini for lunch off their incredibly good value set menu for £5.95. However you can also choose to relax, unwind and have a delicious leisurely meal, ideal for dinner. Bella Italia caters for both possibilities. Indeed the pizzas, salads and the lunchtime panini's are all delicious, but personally I think that their pastas are the real winners, with the ‘Fusilli Pollo Spinaci’ being an absolute delight!  www.bellaitalia.co.uk
Spaghetti House  Now before I went to a spaghetti house, I honestly thought that they only sold different types of spaghetti! So I was and still am delightfully surprised at the range of dishes on offer. It is Italian fare, and their spaghetti bolognese is the best! However they also offer fantastic meat dishes, the ‘Scallopini alla Milanese’ being in my eyes the cream of the crop! Well worth  noting they do a unique and I think brilliant offering of a large pasta dish of your choice for two people at £15.00, so £7.50p each. The staff are charming and the food quality never lets you down. www.spaghettihouse.co.uk
Luini’s Restaurant  is a cosy little Italian restaurant that just specialises in brilliant and authentic Italian food. It is described as a family restaurant that people just want to get engaged in! It is very warm and friendly and full of locals, which is a testament to how good the food is, as people just keep coming back for more! The pizzas are a strong recommendation here, and a quick note of caution they do like to use a lot of garlic...The plus side to this of course is that the vampires will stay well away! 

La Quercia D'oro  is a traditional Italian restaurant. It is a very well run family affair, with the lasagne being of great quality. They serve traditional Italian dishes and cater superbly for vegetarians. They do not serve pizza, but their pastas more than make up for this. I would strongly recommend you to choose from the daily specials board rather than from the menu, as they are fresh and truly delicious. A charming Italian restaurant ideal for smaller groups for a hearty Italian meal. 

At Garfunkel's you are always welcomed very warmly and they pride their menu on being all things to all people. Indeed I am yet to have a bad meal there. They serve the most popular British and American dishes around, and once again the value is absolutely superb. I would personally go there for a good steak, or a piece of grilled chicken. However they have much more on offer, with omelettes, burgers and salads being of a very high quality. Lest I forget their rather brilliant pudding menu!! Ideal for lunch and dinner alike Garfunkels never disappoints and I always leave with a smile on my face. www.garfunkels.co.uk
Nandos is a Portuguese peri-peri good restaurant, excuse the pun! It serves fresh grilled chicken to order with your select marinade. They literally cook it to order, so its fresh and delicious. I would strongly recommend the half chicken in the hot peri-peri marinade. If you do not really fancy chicken, they also do fresh grilled steak. The side orders are also delicious. I generally opt for the spicy rice and the Greek salad.  Nando's is a personal favourite, its tasty and really rather fun. A definite personal recommendation.  www.nandos.co.uk
These restaurants do not accept the vouchers, but the food is fab, the value superb and if you’re fancying something different, definitely worth a go!

We recommend:

My Old Dutch  Now as strange as it seems given the name, this is a superb sweet and savoury pancake restaurant. Now firstly let me warn you the pancakes here are ginormous!! However they are superb value and utterly delicious. My 100% favourite and thus the one I would urge you to consider is the ‘My Old Dutch’ Savoury pancake. I recently went in, and they had a fantastic meal deal, which is well worth asking about in the various outlets. This was £6.00 for a one course pancake meal. Trust me, it is very unlikely you will want more than one pancake lol!  www.myolddutch.com
The Rock & Sole Plaice is simply the best name for a fish and chip restaurant ever! It serves brilliant fresh and authentic fish and chips in a unique and altogether delightful surrounding! The food is very good, and well the prices are tip top for the quality you receive. Also with a name like this, it has to be worth a visit, if not for a photo opportunity!   

Carluccio's is a regular of mine. However the key to a delicious meal here is to keep it simple. It is essentially a deli style Italian owned by the famous chef Carluccio himself. I reckon if you get a pasta dish here, you will fall in love with Carluccios, the lasagne being a renowned and world famous dish. My personal favourite at Carluccios are the ‘Arancini Di Riso’, These are unusual and well worth a try! A good pasta dish and a drink will be around the £10. www.carluccios.com
Wagamama’s is a personal favourite of mine, especially back in my university days. It is quick, simple and cooked to order. As the name suggests it is Japanese, and a noodle bar. You sit in rows of tables and its often a chance to have a chat with complete and utter strangers. The food in my opinion is fantastic, but I would strongly recommend two dishes that are favourites amongst regular Wagammama foodies. The 'Ginger Chicken Udon Noodles' are superb and the 'Chicken Katsu Curry' is just sooo good!!! For well under £10 you can have a delicious meal.  www.wagamama.com
Gourmet Burger Kitchen (GBK) as the name suggests, is a burger bar! However it is a step up from McDonald's or Burger King. The burgers are practically a work of art, and in truth I am yet to figure out the best way to eat them as they are stacked too high to bite into! The burgers are really yummy, however you must remember to add chips as a side order as they do not come with the burger. Again £10 will get you a delicious and monstrously big burger, chips and drink. A fun place, and well you don’t often get to eat a work of art!  www.gbk.co.uk
These two are an unforgettable experience, and should definitely be tried for an exceptional evening out!

The Rainforest Cafe In truth this has to be seen to be believed!! No seriously!! It really is like eating in a  rainforest. Tropical fish tanks and trees surround you... the food is also rather good too!! There is a dish for everyone, ranging from ribs, steak and burgers to pastas and salads. I would definitely urge everyone to pay a quick visit to the Rainforest Cafe, as it really is a unique and bizarre but brilliant experience.  www.therainforestcafe.co.uk
Hard Rock Cafe is so famous it transcends a description, however I will try. For a fun night out this is the place to be! You may have a little wait outside, but if you give them a call and book a table, this may well be a wait which can be avoided.  If you decide to go here, you must have a burger of one of their many varieties, enjoy the music and take a load of pictures. You will have a ‘one hit wonderful time’, that much I can guarantee. Please excuse the rather awful pun at the end there!  www.hardrock.com
Planet Hollywood - Enjoy a mouth-watering selection of Tex-Mex, Cajun, burgers, brownies and cocktails in this restaurant celebrating the very best of Hollywood. Planet Hollywood is the world’s one and only dining experience inspired by the glamour of Hollywood.   www.planethollywoodlondon.com
15.4.2 - Fast Food 
Burger King as you will all know, does rather good burgers. It offers a huge variety and now even offers some healthy eating baguettes. Sadly they do not offer the diddy doughnuts anymore, however the burgers are always tasty and well worth a nibble!

McDonalds is another fast food chain, I am sure you will all be more than familiar with. In truth, I recently went to a McDonald's and was really very very impressed. They too offer the full range of burgers, however they now have a fresh Deli sandwich section, and a fresh salad section, both of which are delicious and healthy too..bonus!! I would strongly recommend the Chicken and bacon deli sandwich, with chips of course. 

KFC, or should I say Kentucky Fried Chicken, from the Colonel himself. KFC is most probably the dearest on the purse of the fast fooderies, however if you want finger licking chicken, you simply can not avoid a trip to KFC. The Zinger burger is very zingy and splendid. However the three pieces of chicken option with chips always hits the spot. 

Gregg's is the surprise fast food outlet in my eyes, surprising in that its really very good! Essentially it is a bakery offering sandwiches, pasties, pies and bakery options. I went there to sample their food, and what amazed me most was the value for money. It is incredibly inexpensive. You can honestly have good traditional Cornish Pasties, sausage rolls and pies with a drink for under £3. I would strongly urge a trip to Greggs, as its tasty, fresh and great value. P.S. Definitely try their jam doughnut!!

15.4.3 - Cafe’s

The Bagel Factory, serves as its name suggests -  bagels! However, these are not just ordinary bagels, but fresh and delicious bagels. They have an infinite range of fillings and you simply choose what you wish to have. They are very good and if you buy a cookie also freshly baked and delicious, and a drink, you will easily be eating for under £5. I hear that they also serve very tasty hot drinks and juices, which are cheaper than other comparable cafe’s and coffee shops.

Prêt a Manger, with such a glorious name, you would expect glorious food and they do not disappoint. They stress the natural qualities of the food, no additives or preservatives, just fresh, quality ingredients. They serve a range of sandwiches, sushi to go, baguettes, wraps and cakes. However they often do a good soup of the day with a delicious crusty bread, this being my recommendation. They also serve the hot drinks and fresh juices one would expect. On a side note, the most interesting option that you have to see to believe is the ‘breadless sandwich’ that they serve, a pretty novel ideal I thought anyway!

Subway, need I really say more...In truth this is a favourite American export of mine, great sandwiches, very quick, great prices and well try the 'Reggae Reggae Chicken Sub'!! Also I have a weakness for their Smarties cookie, so naturally I would strongly recommend the trying of one, I hear they are super healthy!

15.4.4 - Coffee shops
Starbucks, now I am not sure of your view on Starbucks, but I am a big fan of their hot chocolate. In truth I would feel dishonest trying to explain Starbucks to those who invented the franchise, so I will just tell you that I am a huge fan of their cinnamon swirl, and well in London Starbucks is quite remarkably the only place where I have ever found one!

Coffee Republic, if we are being brutally honest is a creation born out of the success of Starbucks! It is in essence the child of the mother of all coffee houses. However that is not to say that it is not as good, just slightly different, maybe not as predictable, however sometimes unexpectedly better! I would say through personal experience that they do very good espressos and often have some great paninis and sandwiches on offer, although the cakes and hot chocolate are still better at the more experienced mother like Starbucks.

15.4.5 - Supermarkets
Tesco's are a saviour to me personally, they have 24 hour a day Tesco metros at virtually every corner of London. They offer everything you would need and do good sandwiches and wraps, plus have excellent bakery sections! The prices are good and the convenience is quite simply marvellous!

Waitrose is if you like the Hugh Grant of supermarkets, while Tesco's is the charming in its own right Jamie Bell of supermarkets. Waitrose is quality and slightly more expensive than the likes of Tesco's, however why not treat yourself to their Waitrose finest range of sandwiches, cakes and specifically their Waitrose finest biscuits. My suggestion to you would be to get essentials and basics at Tesco's, but occasionally when you feel you deserve a treat, pop into a Waitrose!
15.4.6 - Where to use your Luncheon Vouchers

Below are listed the names, addresses and map references of a range of restaurants in key areas that you will be visiting, including close to your hotel, that take luncheon vouchers. The listings have been divided into popular tourist areas: Piccadilly, Covent Garden, Westminster, Victoria, Tower Hill, Notting Hill and Marble Arch. Each of these covers a wide area, for example, Marble Arch covers Bond Street, Oxford Street, Paddington and Edgware Road.

Piccadilly

Stations: Piccadilly Circus, Hyde park, Green Park, Shaftesbury Avenue.

Attractions: Royal Academy, Piccadilly Circus, China Town, Hyde park, Selfridges, Hamleys, Libertys, Planet Hollywood.

Name
Address

Telephone 
Map ref 





       (Itinerary Book)
Nandos
Soho, 10 Frith Street

020 74940932  

C7 


57-59 Goodge Street

020 76370708   
C7   

Bella Italia        
61-63 Shaftesbury Avenue 
020 74940288 

D7

                      
64-66 Duke Street

020 74951110 

C6

Garfunkels 
265 Regent Street, 

020 76291870 

C6

                          6 Sherwood Street

020 74370130   
D7

                          55 Duke Street

020 74995000 

D6

Spaghetti House 15 Goodge Street

020 76366582 

C7

                         
74 Duke Street

020 76296097 

D6

                          47 Bryanston Street

020 77249615 

C5

                          12 Woodstock Street

020 74080648 

C6

Pizza Express   Langham Place

020 75803700 

C6

                          Barrett Street

020 76291001 

C6

                          Bruton Place

020 74951411 

D6

                         
Thayer Street

020 79352167 

C6

                         
Charlotte Street

020 75801110 

C7

                        
Dean Street

02074379595 

C7

                        
Greek Street

020 77347430 

C7

Soho Pizzeria   16 Beak Street

020 74342480    
C7                    

Pizza Hut      
67 Duke Street

020 76290030     
C6

                         79 Oxford Street

020 77344534    
C6

Covent Garden

Hotels: The Royal Horseguards The Charing Cross 

Stations: Holborn, The Strand, Aldwych

Attractions: Covent Garden, Somerset House, National Gallery, Leicester Square, Trafalgar Square.

Nandos        
66-68 Chandos Place

020 78364719 

D8

Bella Italia         22 Leicester Square

0207 3210016 

D7


1 Cranbourn Street, Leicester Square 
020 77341246

D7



70 St  Martins Lane

020 78360484

D8

                          30 Henrietta Street

020 78368396 

D8

Garfunkels        3 Northumberland Avenue
020 78395148 

D8

                         420 Strand

020 78365631 

D8 

Spaghetti House  24 Cranbourn Street

020 78368168 

D7

                        
30 St Martin’s Lane 

020 78361626  

D7

Pizza Express   147 Strand, London 

020 78367716  

D8

                          81 St Martin’s Lane

020 78368001 

D7

Pizza Hut          19 Leicester Square

020 79309114   
D7  

                         140a   Shaftesbury Avenue
020 73794655 

D7

                        
56-59 Strand, London

020 79250050   
D8

Westminster

Hotels: The Westminster Bridge Park Plaza, The Riverbank Park Plaza

Stations: Waterloo

Attractions: London Eye, Tate Modern, Westminster Cathedral, Houses of Parliament and Big Ben, Buckingham Palace, St James’ Palace. 

Nandos           
107-108 Wilton Road

020 79765719

E7

Bella Italia      
152 Victoria Street

020 78287664

E7

Garfunkels      
122 Victoria Street

020 78345124 

E7

                        
Victoria Place

020 76305991 

E7

Spaghetti House   3 Bressenden Place  
020 78345650 

E6


77 Knightsbridge

020 72358141    
E5

                          66 Haymarket

020 78393641

D7


Pizza Express   26 Panton House Haymarket
020 79308044  

D7

Pizza Hut           53-54 Haymarket

020 83950417 

D7

Victoria

Stations: South Kensington ,Knightsbridge, Sloane Sq

Hotels: The Grosvenor, Park Plaza Victoria 

Attractions: Albert Memorial, Victoria and Albert Museum, Natural History Museum, Science Museum, Kensington Palace, Harrods and Harvey Nichols.

Pizza Express
154, Victoria St, London
 020 78281477 

E7

Spaghetti House 3 Bressenden Place London 
020 78345650  

E7

Nandos
107-108, Wilton Rd, London
020 79765719 

E7

Garfunkels
Victoria Place Shopping Centre, Victoria Place  0207 630 5991 
E7

Tower Hill 

Hotels: Tower Hotel

Stations: Monument, St Pauls

Attractions: Tower Bridge, Tower Of London,

Pizza Express   Byward Street London 
020 76265025  

D11

                         
St Pauls Cathedral, 1 New Fetter Lane 
020 75838880 

C9

Nandos 
114-118 Commercial Street 
 020 7650 7775  
B11

Bella Italia 
28 Wellington Street 

020 72409740  

C8

Notting Hill

Hotel: Hilton Kensington

Stations: Shepherds Bush, Holland Park, Notting  Hill Gate, 

Attractions: Portobello Rd, Westbourne Grove, Westfield's Shopping Centre

Pizza Express
37, Notting Hill Gate, London
020 72296000 

D3


Unit 3126, Westfield Shopping Centre, 

Ariel Way, London
020 87491500 
Off map

Spaghetti House  The Loft, Ariel Way, Westfield
020 73950390 
    Off map

Nandos
63, Westbourne Grove, London
020 73139506  

C3


58-60 Notting Hill Gate, London
020 7243 1647 

D3

Bella Italia 
60 Old Brompton Road
0207 5844028  

E5

Marble Arch

Hotels: Thistle Marble Arch Hotel  , Cumberland Hotel, Hilton London Metropole

Stations: Edgware Rd, Bond St, Oxford Circus, Paddington,

Attractions: Oxford Street, Hyde Park, Winter Wonderland

Pizza Express
23, Bruton Place, Mayfair, London, 
0207 4951411  

D6

Bella Italia 
108-110, Queensway, London
020 72292439  

C4

Caffe Uno
5 Argyll Street, London W1
020 7437 2503

C7

Garfunkels 
Oxford Street  

020 75188290 

C6

Nandos 
57-59 Goodge Street London
020 7637 07082 
C7

 
Berners Street London
020 7323 9791 

C6


10 Frith Street- London
020 7494 0932 

C7

Your vouchers are intended to be used to purchase dinner, so we have listed only full service restaurants in this feature. There are however, a number of other eateries that accept your vouchers. 
If you would prefer to eat on the move a number of fast food restaurants accept the vouchers including Mc Donalds, KFC and Burger King. Soup, salad and sandwich cafes such as Pret a Manger and Eat. If you are not feeling particularly hungry the vouchers can also be used in coffee shops such as Starbucks and Coffee Republic. If you would prefer to pick up food and go back to your hotel, the vouchers are accepted in supermarkets including Tesco, Asda, Sainsburys, Morrisons, Waitrose, Boots and Iceland.

15.5 - Evening Entertainment

London is a vibrant city and the entertainment does not stop when the sun goes down! There are numerous theatres in the West End – see your hotel concierge for what’s on, or go to the TKTS booth in Leicester Square, where you can get discounts of up to 50% for some shows leading up to the day of the performance (www.tkts.co.uk).  There are also many cinemas showing the latest movies (usually several weeks after they have opened in the US!) – see your resource person for advice. There are malls that open late, such as the Trocadero, and interesting places to visit such as Covent Garden. 

15.5.1 - Trocadero
Open from 10.00am to midnight everyday, The London Trocadero is a grand centre of leisure, shopping and entertainment located in the heart of the West End. A vibrant place where you can meet up, shop, eat and have endless fun. www.londontrocadero.com
15.5.2 - Covent Garden
When the evenings set in, London’s most historic area becomes an even more magical place to be. There is so much to do, from late night shopping to watching the madcap entertainers and dining in one of the many varied restaurants and cafés. www.covent-garden.co.uk
15.6 - Shakespeare Wot!

If you are looking for an inexpensive way to spend an evening, and one that has been very well received by participants in the Festival over the past ten years or so, then you may wish to consider joining Geoff Towers for his one man presentation of Shakesperare Wot!  The evening will be appealing to not only those who love the theatre and the works of William Shakespeare, but especially to those who don’t.
Geoffrey Towers, an actor for thirty years, and who for the last thirteen years has worked at Shakespeare’s Globe Theatre in London as an actor, director, lecturer and workshop leader, has devised a special evening’s entertainment that makes the works of William Shakespeare fun and entertaining for audiences of all ages and tastes.
This ninety-minute performance is based not only upon Geof’s experience as an actor, but also on the hundreds of lectures and workshops he has given at Shakespeare’s Globe theatre to audiences ranging from Hawaiian high schools to undergraduates from Harvard University and Imperial College, London. Amongst Geoffrey’s Shakespearean performances are leading roles in Romeo and Juliet, Midsummer Night’s Dream, Love’s Labour’s Lost, Julius Caesar, As You Like It, Much Ado About Nothing, Twelfth Night, The Merchant of Venice, and The Taming of the Shrew.

The audience is encouraged to watch and especially participate in scenes from some of Shakespeare’s more famous plays. The occasion is nothing short of hilarious, combining the skills of speaking blank verse with improvisation and stand-up comedy. Excerpts from specific plays can be organised in advance.

The performance comes directly to your hotel (or perhaps one adjacent to you). Audience members are encouraged to dress comfortably and are welcome to eat and drink during the show. As a special offer for participants in the New Year’s Day Parade and Festival London, tickets are only US $10.00 per student. Teachers and adult supporters are free (based on 1 per 10 students).  Although, in accordance with UK copyright law, neither video nor audio recordings are permitted, audience members are encouraged to take still photographs – and there will be some ‘Kodak moments’!

If you are unsure what to do with your free evening in London during your stay and want something unique and fun to do, then this show is for you. Be like good Queen Bess and have the show come to you!

15.7 - Currency exchange

Shops and restaurants in Britain will only accept British currency i.e. £ Pounds Sterling.

There may be exceptions, for instance at the airports, but everyone should expect to exchange their U.S. Dollars into Pounds.

15.7.1 - Pound Sterling bills

The bills (or notes as we call them) are in the following denominations; fifty pounds, twenty pounds, ten pounds and five pounds (see pictures below);
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15.7.2 - Pound Sterling coins

The following coins are used in the United Kingdom; two pounds, one pound, fifty pence, twenty pence, ten pence, five pence, two pence and one penny.
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	The face of every coin looks similar to the above. The reverse of each coin is below (approximately to scale);
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	Two pound coin


	One pound coin
	Fifty pence coin
	Twenty pence coin
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	Ten pence coin
	Five pence coin
	Two pence coin
	One penny


15.7.3 - Sterling conversion chart

When out shopping, you may find the following information helpful when looking at prices.

	Quick Conversion Chart

£1.00 = $1.60

(approx as of January 2012)

	Pound Sterling
	U.S. Dollars

	£0.63
	$1.00

	£1.00
	$1.60

	£5.00
	$8.00

	£10.00
	$16.00

	£50.00
	$80.00


We do recommend that individuals (or chaperone groups) take out safety deposit boxes in the hotel to keep money reserves and passports. We also recommend that everyone brings a money belt with them to carry cash around at all times.

15.7.4 - Changing US Dollars into Sterling

There are several ways that you can obtain Pounds Sterling in the U.K.

· You can exchange US$ at any bank or exchange bureau. We do not recommend that you bring large amounts of cash with you, as you are not insured in the event of loss.  If you do bring a small amount of cash, you generally get better rates of exchange at the banks, but their opening times are restricted to 9.30am to 4.30pm. They are also closed on holidays and weekends (some are open on Saturdays). Exchange bureaux are open much longer hours. 

· You can use your bankcard and pin number to obtain cash in Pounds Sterling from ATM's in London.  Check with your local bank for a list of charges.

· You can buy travellers cheques in US$ or in Pounds Sterling before you travel and exchange them for cash at banks, travel offices or change bureau. This is a safe way for individuals to carry 'cash' as lost or stolen cheques can be replaced, free of charge, at any time throughout the period you are in London.

American Express (www.americanexpress.com/travel) and Thomas Cook (www.thomascook.com/ ) are the biggest suppliers of travellers cheques. Check with your local office for a list of their charges. 

Both American Express and Thomas Cook have offices throughout London and in all major cities in the U.K. and neither charges a commission for exchanging their own $ travellers cheques. 

Please note that banks and exchange bureau do charge commission so it is best to ask what their rates are before you exchange. This is often a flat fee or a fee per cheque so bring higher denomination cheques with you if you can i.e. one $50 cheque may be cheaper to exchange than five $10 cheques.

You will need to take your passport with you to exchange travellers cheques, a photocopy will not suffice.

Your hotel can exchange travellers cheques for you at any time (although their insurance does not allow them to hold large cash reserves), but this is only recommended in an emergency as their rates are not as good as in a bank.

Credit cards are accepted in most restaurants and all shops. Master Card and Visa are used widely in the U.K.  American Express and Diners Club are used but are not accepted in as many places. You generally get a good rate of exchange on all credit card transactions.

15.7.5 - Credit cards and pre-paid charge cards

Most visitors to the UK pay for their major purchases using credit cards, which usually offer a very competitive rate of exchange. The most popular credit cards are Mastercard and Visa, although American Express and Diners are widely used.
For student visitors, who may not have a credit card, we can recommend a pre-paid credit or charge card, which are widely available in the US. These can be used to purchase goods and services and obtain Sterling cash from ATM's. Parents can pre-pay the credit prior to travel and top up the card during the tour if required. You do need to check with your provider what charges apply, especially for using ATM's aboard.

15.8 - Tax free shopping

Value Added Tax (VAT) is charged at the standard rate of 20.00% on most store-bought goods and is always included in the advertised price. As a visitor to the U.K. it is possible for you to re-claim the VAT back on any goods you buy. Not all shops operate the Retail Export Scheme and a minimum purchase may be required so you should check at each store. They will ask to see your passport before completing a VAT 407 form. 

You then present the goods together with the invoice and form to H. M. Customs at the airport on departure (so keep them in your hand luggage). The store will send you the refund, less an administration fee. Please note that you cannot claim back VAT on restaurant and hotel services.

15.9 - Taxis

If you are lost or just too tired to use public transport, we recommend that you hail one of London’s famous black cabs or taxis, licensed to carry up to 5 persons. They will always know the quickest way back to your hotel.

If a taxi is for hire the yellow light on top of the cab will be lit. All you need to do is hail them i.e. stick out your arm and wave!! There is an initial charge on the meter (higher at weekends or late at night), which increases as you travel along. You should tip the driver, 10% is a guideline.
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     Diary

	Prior to your site inspection to London
	You will send:

· Information about your local media (form 1).

· Your web site address to link to the London Parade site.

· A biography of your school, your performing group and yourself.

· A selection of digital colour photographs of your performing group for us to choose one or two for the web site and for publicity purposes. Please send on CD or by e-mail as an attachment.



	During your site inspection to London
	The London office will provide you with:

· A receipt for all of your payments to date.

· Provisional confirmation of your airline(s) and the airline grouping.

· Confirmation of the hotel where your group will be accommodated in London. Please note that hotel changes may be forced upon us even after this time. This is rare and the hotel company would be obliged to offer an equal or superior property.

· Your provisional group itinerary.

· Assistance in choosing your sightseeing tours (form 2).
· A technical questionnaire for your musical performances.

· Assistance with planning your group dining options (form 3).



	September (date as per contract)
	You will send:

· Your September payment as per the terms of your contract (see page C4), to arrive no later than September 1st.

Note:

From this date onwards you should, wherever possible, liaise directly with the London office of Youth Music of the World on all matters relating to your performance and travel programme.



	During September
	The London office will send you:

· Confirmation of your flight operation office.

· Your ‘final’ itinerary, incorporating any amendments discussed during your site inspection weekend. Although timings will not be included at this stage, this should be considered as your final itinerary and major changes cannot be made after this date.


	September 15th
	You will send:

· Information on your passenger numbers, directly to the London office (form 4). This information will assist us in liaising with the airlines and with your hotel.
· A copy of your complete passenger list directly to your flight operation office (form 5).



	October 2nd
	The London office will send you:
· Confirmation of your flight schedule, including the airline/s and the airline grouping for your group travel in December.

· An invoice for your participation in the New Year’s Day Parade - London, based on your contracted numbers.



	On or before October 17th
	You will send:

· Your completed technical questionnaire for your musical performances in the New Year’s Day Parade & Festival to the London office. We can not progress with the arrangements for your performances without this document and so it is very important that you complete and send it to us on time.
· Your order for any additional services (form 6) i.e. special dining options, packed lunches on January 1st, grandstand seats for the parade , London Eye tickets, Shakespeare Wot & cell phone(s) for use throughout the festival.


	On or before November 1st

	You will send:
· The names of those persons invited to the official reception.


	November 4th
	The London office will send you:

· A revised invoice showing any additional services you have ordered.

· A statement of account showing the final balance owing.



	On or before November 10th

	You will send:
· The full balancing payment on receipt of our statement, as per the terms of your contract.



	On or around December 1st
	The London office will send you:

· A copy of your final group itinerary.

· Details of the coaches that we will provide you for touring.

· The name of your resource assistant.



	December 2nd
	Note:

Youth Music of the World will accept last-minute additions until this date, subject to airline space being available, to be billed and paid for separately. Last-minute additions may be ticketed separately.



	December 6th
	Your airline operation office will send you: 

· Your airline tickets. This is subject to receiving your final payment and your final passenger list. 

· Travel insurance brochures to hand one to every passenger travelling with your group.
· The name of your local airline/airport liaison.

You will send:

· Your completed hotel rooming list (form 7).


	On arrival in London
	Your resource person will hand you: 

· Your information and itinerary book with itinerary enclosed.

· Your tickets for any additional services that you may have ordered.

· Your cell phone(s) (if ordered).

· Your grandstand seat tickets (if ordered).
· Complete assembly and performance instructions for participation in the New Year’s Day Parade & Festival London, including assembly timings, parade number, maps etc.
· Your reception invitations.
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Forms to be Returned

On this disc you will find a number of forms which have to be completed for us to ensure your trip runs smoothly. They have various “deadline” dates.

17.1 - Forms to be completed and returned prior to site inspection

17.1.1 - Form 1: Your local media information

In section 13. we suggest that you compile a list of your local media so that you can get the most publicity for your trip to London. We would like a copy of this information for our files, in case anyone on the list contacts us.

17.2 - Forms to be completed and returned during your site inspection

17.2.1 - Form 2: Tour options

In section 8 we outline the options for your half day and full day tours as part of your sightseeing programme. Please complete this form and hand it to Malcolm Chalk at site inspection so that we may make the necessary arrangements for your visits.

17.2.2 - Form 3: Dining options

In section 7 we outline the options for dining with your group in London.  Please complete this form and hand it to Malcolm Chalk at site inspection. If you have chosen a service for which there is an additional charge, an invoice will be raised which will appear on your group statement.

17.3 - Forms to be completed and returned by September 15th
17.3.1 - Form 4: Passenger numbers

At this time we ask you to send us information about your current and expected numbers (which should be in line with your contracted numbers). We also ask for information about your group that will assist us in planning your flights, your hotel accommodations and your itinerary.

17.3.2 - Form 5: Your passenger list
In section 4 we explain how your passenger list, split as per your airline schedule, should be sent to your airline representative by September 15th.
17.4 - Forms to be completed and returned by October 17th
17.4.1 - Form 6: Additional Services
There are a number of additional services that we are pleased to be able offer you which may enhance the enjoyment of your performance programme. They include the following;

- Planet Hollywood or Hard Rock Cafe dining options (see section 7)

- Beefeater dining options (see section 7)

- Packed lunch on January 1st (see section 7) 

- The London Eye (see section 9)

- An evening of Shakespeare Wot! (see section 9)

- Grandstand seats for your supporters (see section 11)

- Cell phone order (see section 15)

Upon receipt of your order, an invoice will be raised which is payable prior to departure. 
17.5 - Forms to be completed and returned by December 6th
17.5.1 - Form 7: Hotel rooming list

In section 6.5 we pledge to always try and keep your group as close together as possible, usually by allocating you to a particular floor of the hotel or, depending on your numbers, to two or more floors.

Your rooming list must be sent to us on or before December 6th.
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Your Notes: 

This Group Manual is copyright 2012 Youth Music of the World (International) Ltd,

a brand of Destination Events Limited.
Address:			Research House, Fraser Road, 


Perivale, Middlesex, UB6 7AQ, UK





Telephone: 			Your international access code + 44 20 8566 8586.





Fax: 				Your international access code + 44 20 8566 8494.





E-mail:	Please see over the page for our individual e-mail addresses.
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