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COVERING LETTER & GROUPS CONTRACT 

Dear Carmen,

Thank you for choosing Buckswood School.

Please find enclosed the following items

1. Contract of agreed program and costs 

2. Group Program

3. List of accommodation and classes

4. Invoice

5. Further Contract notes

6. Leaders expectations and sample feedback form.

Please check this through and sign returning a copy to the school with deposit of £50 per student follow by rest of the payment BEFORE arrival.

This must be agreed before an airport transfer can be arranged.

Your contact person in the school office is: Jana Sheppard

 (groups@buckswood.co.uk) 

I would suggest giving a copy of the contract (without the financial page) to the leader in charge of the group so that they can be kept fully in the picture. 

I look forward to welcoming your students to Buckswood School. 

Signed on behalf of Buckswood School:………………………………………….

Signed on behalf of the Educational Agency:……………………………………..

Buckswood School Groups

CONTRACT

	Agency Name
	ASTEX

	Group Name
	

	Contact person
	Carmen Miro Vazquez


	Tel.
	003491 5903490
	Fax.
	


	E-mail
	cmiro@astex.es


PROPOSED DATES

	Arrival Date
	
	Departure Date
	


GROUP SIZE

	Boys
	
	Girls
	

	Leader(s) Male
	
	Leader(s) Female
	


BASIC CONTENT

	15 Hours of English lessons per week 
	(

	Residential accommodation
	(

	All meals
	(

	Tour of Hastings, the Castle and the Smugglers Caves
	(

	One afternoon of spots activities
	(

	One half day study trip (choose from list)
	(

	One full day study trip (choose from list)
	(

	Return airport transfer
	(

	High quality certificate of achievement
	(
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Signed on behalf of Buckswood School:………………………………………….

Signed on behalf of the Educational Agency:……………………………………..

EVENING ACTIVITIES
These will include a range of games and activities on campus and may also include: 

	Ten Pin Bowling
	(

	Cinema
	(

	Crazy Golf and other seafront attractions
	(

	Swimming
	(

	Local shopping
	(


GROUPS ACTIVITIES AND TRIPS

                                                                                                                              Tick (
	Historic Rye and Camber sands
	

	Battle Abbey and Yesterdays world
	

	Herstmonceux Castle and Scientific Observatory
	

	Eastbourne and Beachy Head Cliffs
	

	Bodium Castle
	

	Groombridge Place and Royal Tonbridge Wells
	

	Hever Castle
	

	Batesmans House and Estate of Rudyard Kipling (Jungle Book)
	


FULL DAY STUDY TRIPS

                                                                                                                              Tick (
	Buckingham Palace, Westminster & Trafalgar Square
	

	Tower of London
	

	Tower Bridge
	

	St. Pauls Cathedral
	

	Natural History and Science Museum
	

	British Museum
	

	Madam Tussauds
	

	London Eye
	

	Regents Park (London Zoo)
	

	Brighton City – Pier and Shopping
	

	Canterbury Cathedral
	

	China Town
	

	Oxford and Blenheim Place (Sir Winston Churchill)
	

	Oxford (Harry Potter & Christ’s College tour)
	

	Cambridge
	

	Leeds Castle
	

	Windsor Castle and Thames River boat trip
	

	Thorpe Park (Theme Park)
	

	Chessington  (Theme park and Zoo) 
	

	Chelsea FC (Stadium Tour) (Extra Cost)
	

	London Theatre (Extra cost)
	


Continued….

We also offer a whole range of additional extras to make the program even more rewarding for the students. Please select any of the following and we will incorporate them in the quotation for your clients.

                                                                                                                                Tick (
	Buckswood T-Shirt 
	

	Pro horse riding lessons
	

	Pro golf lessons
	


	Paris (2 nights/3 days)
	

	Italy (details of varied programs on request)
	

	Edinburgh City (Scotland) 

            Fly (2 nights/3 days inc travel)

            Coach (3 nights/4 days – 1 night stop over in York)
	


Other relevant information

	


Signed on behalf of Buckswood School:…………………………………………

Signed on behalf of the Educational Agency:……………………………………

FINANCIAL AGREEMENTS

Basic Content 

	Number of students
	Price per student
	Total

	
	£410
	


	Number of Leaders
	Price per leader
	Total

	
	Free of charge
	00.00


Extras

	Number of students
	Price per student
	Total

	
	
	


	Number of leaders
	Price per student
	Total

	
	
	


Deposit requested to be provided with this contract 

	Number students & payable leaders
	Deposit amount per person
	Total

	
	
	


Total 

	Total for basic content
	

	Total for Extras
	

	GRAND TOTAL 
	


Please contact groups@buckswood.co.uk should you have any enquiries. 
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Signed on behalf of Buckswood School:………………………………………….

Signed on behalf of the Educational Agency:……………………………………..
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Addendum to Main Contract

Accommodation

Students will not usually be integrated with main school pupils and will sleep as a group in the Oaks house. The leader will stay in the same lodge.

Meals

Meals will be taken in the dining room as a group, but not at the same time as the main school due to space constraints. 

Breakfast - 08:40am


Lunch -13:15   

Supper
-18:00

Mobile Phone

A mobile phone will be provided to the leader on arrival and all parents, friends and relatives must be told to only ring that number.

Lessons

The students will be allocated to classes on receipt of dates of birth/age/ So please forward these details as soon as possible, together with passport numbers. They will be given a test on arrival to assess their level of English language competency and another at the time of leaving to identify improvements.

Leaders

See attached description

Buckswood Leader

Buckswood will provide a member of staff to be responsible for the group while they are at school.

Text Books

It is not customary for books to be given to students as they are only loaned and remain the property of the school. In many cases the relevant chapters may be photocopied.

NB The leader should be given a copy of this contract before they travel. 

Signed on behalf of Buckswood School:…………………………………………..

Signed on behalf of the Educational Agency:………………………………..........

LEADERS RESPONSIBILITIES

Please see below for a list of leaders responsibilities whilst at Buckswood School. 

1. To ensure all school rules are enforced

a. In particular the language rule

b. Punctuality

c. Room tidiness

d. Uniform Presentation

e. Morning get up (7am)

f. Evening shut down (10pm)

2. To be responsible for:

a. Daily role calls (9am and 13:00) full records to be kept

b. Passports (on arrival photocopies MUST be made)

c. Pocket money (Full receipts to be kept)

d. Ensuring the prep is supervised in rooms when there is no activity (20:45 – 21:45)

e. Notification of any Birthdays (24 hours notice) to the school Matron.

f. To ensure they monitor and oversee the master timetables (including activities) of EACH and EVERY pupil and parents/agent is faxed a copy.

3. To be on site and attend all excursions and again be fully responsible for the behaviour and safety of their pupils.

4. To attend daily morning feedback sessions with the school administration.

5. Leaders will be given one afternoon off per week and the school driver can take them into the local town.

6. The leader must prepare with their group one traditional meal for the school management with local readings and entertainment. 
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Signed on behalf of Buckswood School:………………………………………..

Signed on behalf of the Educational Agency:…………………………………...
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