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The Letterbox Club 2019: Terms and Conditions
Background

The Letterbox Club was devised by the University of Leicester and is run by BookTrust. It aims to inspire a love of reading and engagement with numeracy in children who are looked-after and other vulnerable children aged 3-13. 
Please read these terms and conditions carefully before placing your order with BookTrust. By placing your order, you are accepting these terms and conditions in full and you are committing to take part in the Letterbox Club 2019. 
Terms and Conditions: what we will do and what we need you to do
1. BookTrust will:

1.1 Develop and produce high-quality Letterbox Club materials for children aged 3-13. Please note there are 6 different parcel sets designed for children at different ages. You are permitted to purchase the Letterbox Club for children of other ages; however, you accept the responsibility for checking the appropriateness of all programme content.
1.2 Supply six parcels per child (for completion reference 2.5). Each parcel will consist of one jiffy bag, 2 books selected by an independent panel, at least 1 number game and stationery items. Note that parcels cannot be purchased individually – only the full set of six per child (see reference 2.3).
1.3 Provide clear guidance on how to personalise each parcel (e.g. template letter supplied via coordinators’ area of website).

1.4 Provide ongoing guidance for delivering the Letterbox Club via the BookTrust head office and a dedicated section on the website. 
1.5 Provide guidance materials and surveys for evaluation of the Letterbox Club, available via the coordinators’ area of the website (see reference 2.7 for allowed use and reference 5.1 for external evaluation).
2.

The Partner will:
2.1 
Set up and maintain a database of participating children’s names, year groups and current addresses. Your organisation holds full responsibility for this activity and the database will be managed by you, using your organisation’s safeguarding and data protection controls. This information will not be shared with BookTrust. BookTrust will not discuss individual children with you and will only require the number of children who will receive each parcel colour. 
2.2 
Ensure the resources needed to deliver the Letterbox Club (e.g. postage, storage, office space and staffing) are in place.

2.3 
Pay to BookTrust the invoiced amount for each child enrolled on the programme. In registering you are committing to paying the unit price quoted at the date and time of your order. Further payment terms are included on the invoice.
2.4
 Check the parcels upon arrival and store them until required.
2.5 
Add in a personalised letter to each child’s parcel each month (template supplied by BookTrust ref 1.4). Please note that the Letterbox Club is designed to be personalised and distributed to participating children once a month for six months, and has been evaluated on this basis. You are permitted to adapt the model to suit your needs, however you accept responsibility for the effect this may have on programme outcomes.  
2.6 Add each child’s name and address to each parcel and arrange for posting to the child’s current address or a method to distribute the parcel each month. Please note that postage to the child’s address is not included in the programme cost and BookTrust cannot deliver to the child’s address. 
2.7 Not use any materials, resources or information provided by BookTrust under this Agreement for anything other than delivery of the Letterbox Club. The copyright in all materials, resources and information provided by BookTrust remains the property of BookTrust and may only be adapted as is necessary solely for fulfilment of the programme, may not be shared with third parties except where as clearly intended (e.g. adapted letters to include in parcels) or used for any other purpose. 
3.
Orders
3.1 To amend the number of parcels ordered, your organisation must contact BookTrust by Friday 29 March 2019. BookTrust will not be able to accept any requests to reduce numbers beyond this date as stock has already been purchased. No refunds will be given, but surplus places can be rolled over to the next year.
3.2 Your organisation must contact BookTrust within 24 hours if you have placed an order incorrectly. BookTrust is unable to amend the order once it has been delivered and will not offer refunds for orders that have been placed incorrectly.
4. 
Delivery

4.1 
BookTrust will track the delivery of all orders. Once the order has been delivered, BookTrust will no longer assume responsibility for the order or accept responsibility for any subsequent or consequential loss or damage once the parcel has been delivered.
4.2 
If you receive an incorrect delivery or damaged goods, your organisation must contact BookTrust within 14 days of receiving the order. BookTrust may ask for photographic evidence of the damaged goods and will arrange for a replacement parcel or item to be sent out. Where BookTrust is unable to replace items like-for-like, it reserves the right to make substitute titles/items available. BookTrust will deal with each case on an individual basis.
4.3 It is the responsibility of your organisation to contact BookTrust to confirm a new delivery address. BookTrust will not accept responsibility for late deliveries if the address has not been confirmed. 
5. External evaluation
5.1 
Monitoring and evaluation (M&E) is an important part of programme development and regular M&E is undertaken to understand the extent to which the programme meets its stated outcomes. To ensure we can effectively monitor the breadth and focus of evaluation activity taking place, your organisation will inform BookTrust if you plan work with an external partner to evaluate the Letterbox Club and you must seek our consent (which will not be unreasonably withheld) before entering into any agreements or disclosing any information or Letterbox Club materials.
 
6. Cancellation

6.1

BookTrust reserves the right to refuse requests for cancellations. Please note that, by registering for the programme, you have committed to take part in the Letterbox Club 2019.. Order numbers can be amended up until Friday 29 March 2019. If you no longer wish to participate in the programme, no refunds will be provided. 

7.
General
7.1
BookTrust carefully considers all the items included in the BookTrust packs in terms of the aims and outcomes for our programmes and BookTrust goals.  All the items in the pack have been created and produced with great thought and in relation to our vision of every child reading for pleasure and other BookTrust goals.

7.2
BookTrust also safety test the BookTrust packs to ensure that they meet the relevant stringent health and safety requirements. BookTrust strongly recommends that additional items are not added to the BookTrust packs, to ensure their integrity and safety with the exception of the items referred to in clause 2.5. However, if items are added by the Partner, it is essential that these items are safety tested to ensure they meet the relevant health and safety standards. BookTrust shall not be liable for any losses, costs, or damages caused by any item included by the Partner or any third party in the packs.
Thank you for supporting the Letterbox Club.
For Full descriptions of the parcels, please go to https://www.booktrust.org.uk/letterbox-club-parcels
More Information about evaluation can be found on the Letterbox Club coordinators’ section of the BookTrust website. If you have any questions please get in touch with Jenna Darby jenna.darby@booktrust.org.uk
If you have any questions, or if you do not wish to receive further information about the Letterbox Club, please get in touch at Letterbox@booktrust.org.uk or by calling 020 7801 8805. 
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