
1. To get started, navigate to: royalhospitalschool.vectare.co.uk

2. Click “LOGIN”- you will be navigated to the My School Portal login portal, and then returned to the 	
    Vectare site when the login is complete.

3. Click “TAXI BOOKING”

Taxi Bookings
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4. Select the passenger that you are booking travel for (this will be automatically available if you have an 	
     existing pupil on home to school transport, if not, please enter passenger name/s manually).
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5. If the passenger will be an unaccompanied minor, please indicate this on the form too.

6. Please note that for the airport transfers sufficient time is required for the transfer to be completed, 	
     and the transfer to get to the airport on time. This allowance is also required when entering the 
     ‘Pickup time’ later in the form.
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7. All steps are required to be completed, for the most accurate information to be sent to the operators, 	
    and for the booking to be made smoothly.
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8. As above, please note the pickup time must allow for the 6 hours to get to the airport/flight.

9.  Click ‘Submit’ and a request confirmation email will then be sent to the email address assigned to your 	
     account. The booking will then be reviewed by the Vectare team, and a member of the team will look 	
     to respond within 3-4 working days, with details of the operator, and any other relevant information for 	
     the transfer.
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