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Background 
 
This Ground Handling Bulletin is issued to advise staff of wording changes to the boarding announcements for short-
haul, long-haul and Aer Lingus Regional flights. 
 
Important points to note: 

• The correct and most up-to-date version of boarding announcements and general boarding guidelines are now 
available from the current webpage: http://www.aerlingus.com/site/boarding 

• Please ensure to familiarise yourself with the new boarding announcements as the standard wording shall be 
followed, as per the script provided for all flights 

• Please refer to the below information for the most up-to-date boarding announcement version and disregard any 
previous published versions 

• If using a printed version of the announcements, please ensure to bring it with you when leaving the boarding gate 
area 
 

 
 
The online boarding reference guide allows you to filter the information by short-haul or long-haul flights. The 

following sections are outlined in the guide: 

- Gate set-up / preparation guidelines 

- Boarding sequence 

- Standard boarding announcements 

- Delay announcements & guidelines 

- Cancellation announcements & guidelines 

 

Process to follow: 
Aer Lingus Boarding Service Standards 
The following standards apply to all flights: 
 

• At least one agent to be at the gate no later than 40 minutes before departure for short-haul flights), 35 minutes 
before departure for EI Regional flights, and 90 minutes before departure for long-haul flights. 

• Ensure the gate is set-up correctly (refer to relevant gate set-up / preparation section on the webpage). 

• Make contact with PRMs to confirm they are WCHR/S/C and update DCS where required. 

• Proactively approach customers with buggies / strollers to collect their collapsed strollers. 

• Make a phone call to the lounge(s) to notify them of when you’ll be boarding. 

• You should make the pre-boarding announcement 5 minutes prior to boarding. Remember this is only for PRMs. 

• Customers should not be pre-loaded into confined spaces such as air bridges or stairwells prior to boarding and the 
queue time within the air bridge or steps should not exceed 5 minutes (or 8 minutes where transported to the aircraft 
by bus). 

• Be proactive in queue combing, bringing forward certain customers to the front of the queue (e.g. pre-boards, 
customers who have to pay for a gate-checked bag, etc.) and make all efforts to ensure a well-coordinated and 
efficient boarding process. 

• Keep gate information screens updated. 

• Ensure a steady flow of customers through the gate, avoiding a pace that is too fast which could cause bottle-neck 
queues forming in the cabin aisle or air bridge / steps. 
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