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Terms and conditions 2009-2010

This document must be read in conjunction with the published guidelines.

All successful bids will be subject to the terms and conditions outlined below. In addition, some successful bids may have additional specific conditions attached. These will be specified in the offer letter. Successful bids will be expected to agree to these terms and conditions and sign an undertaking to this effect. You are also required to refer to the published guidelines. 

Bids are awarded on the basis of funding for certain agreed elements of the proposed study visit (see para. 21 & 22). A specific amount of funding is not allocated. Final decisions regarding the number of participants, the duration of the visit, the destination of the visit, and cost elements will be made by LECT.

Correspondence

The contact name provided on the initial application form will be taken as the principal contact for communication with LECT. Any change in the principal contact shall be notified to LECT.  

The principal contact will monitor arrangements for exchange and job shadow projects, where applicable, and ensure that LECT is kept informed of progress and that the relevant details have been supplied.

Dates and duration of visits

1. LECT will agree dates for the visit in consultation with the lead organisation and the visit host. It must be noted that LECT may not be able to guarantee particular dates.  Dates must be agreed before recruiting participants for the visit. 

2. Visits will normally take place during school holidays although in some cases travel dates may overlap term time. No funding for supply cover is available from LECT.   

3. Visit duration will be agreed before a final offer letter is issued. Visits will normally be of seven days duration which includes five full days professional programme (may be longer with exchanges or job shadowing). Visits to the Southern hemisphere may be of up to 10 days duration, including travel time.    

4. Participants must travel together. The dates of the visit, when confirmed, will be notified to the organiser in writing, and the whole group must travel together in line with the agreed dates. Participants may not travel outside the agreed travel dates; extend their stay or amend their travel dates under any circumstances.

5. Final arrangements are subject to the overseas host agreeing to arrange a programme relating to the chosen theme and within the proposed dates.   Overseas partners for exchange and job shadow participants must be confirmed to LECT prior to the visit commencing.

Selection of participants

6. The principal contact from the lead organisation will advertise and select participants for the visit.  All participants must be registered, practising classroom teachers with a minimum of two years post-registration experience in the UK.  Participants not meeting the criteria may only proceed if agreed with LECT.  LECT reserves the right not to accept any applicant who does not meet the criteria.

7. All participants, including the nominated facilitator, must complete a profile form showing clearly how their work relates to the visit aims.  The forms will be co-ordinated by the principal contact for onward submission to LECT. 

8. The number of participants agreed for each visit will be discussed with organisers and specified in writing by LECT.   

9. Spouses or family members may not accompany participants under any circumstances.

10. Participants who previously have received funding for international professional development projects (through LECT or any other funder) are not eligible to be selected
Practical organisation of the visit

11. LECT will organise and pay for international travel, accommodation, hotel transfers and programme related transport costs in the host country directly, where possible, for group study visit. Where it has been agreed for the lead organisation to make these arrangements (e.g. local car hire) quotes must be approved by LECT at least 2 weeks prior to departure. Costs will only be reimbursed against receipts. 

12. LECT will organise and pay for international travel for exchange and job shadow participants and will provide an allowance of £100 towards overseas local transport for institutional visits, accommodation and meals. Exchange and job shadow participants are expected to arrange home stays where possible.

13. All participants must provide proof of travel insurance cover to LECT prior to the visit. Documentation will be held by the principal contact.  

14. In the event of a withdrawal from the visit resulting in cancellation of flights and accommodation, the lead organisation will be responsible for any costs already incurred by LECT.  Participants are advised to take out travel insurance cover as soon as they have accepted a place on a visit in the event they have to withdraw for an insurable reason. The policy must include:
· Medical assistance and repatriation

· Emergency medical costs

· Personal property

· Cancellation

· Expenses

· Personal money

· Personal liability and legal expenses 
15. The lead organisation will ensure that all participants have information on security, safety and health issues, and are aware of their own personal and financial commitment (see para. 21& 22). 

16. Participants must hold an in-date passport, which must be valid for at least six months from the date of return to the United Kingdom.  As part of ongoing security measures airlines are insisting that the name shown on passenger’s passport must match the name on the ticket.  Failure to provide correct details will result in charges by the airline, which will be passed on to you if you failed to provide accurate information.  LECT will notify where a visa is required.  Non British passport holders should check visa requirements for the country to be visited independently.
The professional programme

17. LECT will develop a programme in consultation with the lead organisation and the host for group study visit participants.

18. Exchange and job shadow participants must provide an itinerary both for their own visit and the reciprocal programme for the overseas partner.  The overseas participant involved will be responsible for costs relating to his/her own visit.

19. Time spent in schools should be the main element of the professional programme.

20. All participants must take part in the full professional programme arranged.

21. Where there is an own contact, details of the contact and specific communications relating to costs and visit programme must be copied to LECT.    

Costs

21. For Group Study Visits only LECT will cover the cost of:

· All international travel (arranged by LECT) on agreed dates, usually from London (where
possible we will arrange for regional departure.  Participants must travel as a group on 

both outward and return journeys on the agreed dates.  Extension of the visit by 

individuals will not be permitted under any circumstances.

· Accommodation on a TWIN-SHARE BASIS.  You will be asked to share a room,  


in some cases, with one other group member of the same gender.  Single rooms may be

available on payment of a £250 supplement.

· Breakfast.

· Overseas hotel transfers.

· Transport costs associated with the programme of visits to schools and educational 

institutions at the host destination.  Where own visit arrangements are made costs for 

accommodation and local transfer will only be paid once approved by LECT and must be 

available at least 2 weeks prior departure from the UK.

22. For Exchanges and Job Shadows only, LECT will cover the cost of:

· All international travel (arranged through LECT) on agreed dates.
· Expenses of up to £100 towards accommodation, meals, internal travel.
23. The lead organisation will be responsible for all other costs, which may include:

· Teaching supply cover. 

· All meals (except breakfast for study visit participants). 

· Hotel costs not listed above such as laundry, drinks and food other than breakfast.

· Transport costs, entry fees and all other expenses incurred as a result of visits not part of


the educational programme arranged by LECT (e.g. to local tourist attractions). If your


host has arranged a tourist activity as part of your itinerary; you will still be responsible for


any travel or other costs incurred.

· Any incidental purchases, money for personal expenditure.

· Travel insurance. 

· Travel within the UK for pre and post-visit meetings 

· Vaccinations. (Check with your own GP or the Department of Health website


http://www.doh.gov.uk.     

· Visa costs (where required for some destinations approximately £30-£40 for UK passport 

holders.  Non-UK passport holders should enquire at the High Commission or Embassy of 

the country to be visited as in some cases visa requirement is waived).

· Cancellation charges, in the event an individual withdraws following confirmation of travel
 
and hotel booking.
Professional support and dissemination

24.
The lead organisation will identify a facilitator for group visits and also ensure that support is provided for those taking part in exchange or job shadow programmes, if applicable. The facilitator may either take one of the agreed places or you may fund an additional place for a facilitator.  If this option is chosen, full details must be sent to LECT as soon as possible. LECT will provide information and guidance for the facilitator and we encourage facilitators to access our one-day Facilitator Training course where possible.  

25.  Participants must attend at least one pre-visit and one post-visit meeting arranged with LECT. Where appropriate, exchange and job shadow participants should be invited.  Additionally, the principal contact and/or the facilitator may be invited to LECT’s pre and post visit meeting held throughout the year.
26.
The lead organisation will submit a group report coordinated by the facilitator (see guidelines), and each participant (including exchange and job shadow), will submit an individual report using the LECT individual report form. The report will remain the property of LECT.

General

27.  LECT reserves the right to change these terms and conditions at any time and in such cases

will give prior notice.

28.   LECT reserves the right to cancel a visit where there is breach of these terms or, where to     

        proceed with the visit could put the welfare of participants at risk.

29. LECT may suspend, cancel or reclaim costs from participants for any study visit where evidence of pre and post visit planning and participation is not satisfactory. 

30.  Whilst every effort will be made to bring the arrangements to a successful conclusion LECT   

       cannot be held responsible where the aims and objectives of the theme have not been fully     

       met by the host organisation.

31.  No alternation is to be made to this document.  Any request for variation to the terms should  

       be put in writing separately and marked for the attention of the “Head of Programmes”.

32.  By signing this Agreement you agree to be bound by these terms. If you have any queries  
 relating to the terms please contact LECT immediately.
…………………………………………………………………………………………………………….

LECT Commonwealth Study Visit Programme

On taking up a LECT Study Visit I accept the following:

· To have a clear understanding of the aim, objectives and proposed outcomes of the visit

· To participate in the pre-visit  and post-visit activities

· To contribute to the compilation of a group report

· To complete an individual report within six weeks of the study visit

· To take part in any follow up feedback requests from LECT/DCSF with regards to the long-term outcomes of the visit and implementation of good practice

  

Signed …………………………………………………….   Date: ………………..……….…………

Contact Name (in full)……………………………………………………………...…….……………  
(I am the Principal contact for this group)

Position……………………………………………………………………………….………………….

Name of Organisation ………………………………………………………………………..……….

Email: …………………………………………………………………………………………………….

Telephone: ……………………………………………….. Fax: ……………………………………

Please return one signed copy to LECT, 60 Queens Road, Reading RG1 4BS

This document is for reference only.  Copies will be sent with bid acceptance.

LECTbids0910


