Role of the Inbound Club Counsellor

The Inbound Counsellor acts as the liaison between the Inbound Student, the Rotary Club and the District Youth Exchange Committee. The work for this role begins in the spring when the application for the Inbound Student arrives at your club and continues until the student has safely returned home over a year later. 

This document will follow the steps required, in chronological order, beginning with receiving the application form for the Inbound Student. The purpose of this document is to give the Inbound Counsellor ideas on how to perform their role, as well as what needs to be done and when. 

Resources to help you in the task are available at our district Youth Exchange website – www.yex5360.org (note: anything in blue in this document is a hyperlink to an item on our website. This will allow you to quickly access documents by clicking on it). This website contains documents to help promote the different aspects of Youth Exchange program. It also includes ideas that other clubs have found helpful in a successful exchange program Idea Exchange . As well, you can discover more about the program from the Rotary International Youth exchange booklet.

February, Year 1

· Start planning for host families for the coming year.  Click here to see the host family process. This will help you walk through ideas on how to successfully find and prepare host families for their experience. An important part of this stage is to ensure that the Rotary Club has met the necessary Rotary International certification guidelines. 

March, Year 1
· District committee begins assigning Inbound Students to clubs. You will receive the application forms of the student you have been assigned. The Student should be arriving on or before August 10th.
· When you receive the paperwork, you will also have the name of the Inbound Coordinator from the District Committee that is assigned to your student and club. He or she will be your main contact for any information that you require relating to your student. Take advantage of his or her expertise to help you through the process. For more details on their role, you can see the organization of the committee on the website under Meet the committee .
· Inbound forms and paperwork must be taken to the school as soon as possible. At this time it is a good idea to meet with the school student Counsellor to start planning for the student’s year at school.
· Confirmation letter from school must be stamped by school and signed in blue ink by principal. Some school districts have additional requirements to accept the student. By starting as soon as you receive the forms, the Inbound Student will get the guarantee form back sooner. The completed guarantee form is required for the student to apply for his or her student visa. Have all paperwork printed and signed in blue ink and always have double copies signed in case one gets lost in the mail. 
· If requested by the school, list the Inbound Counsellor as guardian for the Inbound Student
April, Year 1
· Remember to return all completed forms to your District Committee Inbound Coordinator ASAP. The sooner they are returned, the more likely it is that your student will have everything in place for an on-time arrival in Canada.
June, Year 1

· Plan now to register your next student into classes for September. Meet with the school guidance counsellor and share the relevant information from the Inbound Student’s application form (e.g. Hobbies, interests).
· Register in classes where student will meet other school students – ex. Sports, soccer, field hockey, music, band, theatre, art

July, Year 1
· Your club will receive a club commitment form for the following year. If your club is planning to continue with youth exchange it is important that it be completed and returned to the district by the deadline (usually August 15th).
August, Year 1
· Inbound Student should arrive on or before August 10th.
· Inbound Counsellor should pick student up at airport. It is always wonderful if other members of the Rotary Club are also available to welcome the Inbound Student to Canada.
· Inbound Student should live with Inbound Counsellor for 1 to 2 weeks. This is to let the student get to know the Counsellor and to let the pair form a bond with each other.

· The Counsellor should not be one of the host families. It is important that the student have a Rotary contact outside the host family. This is not possible if the Counsellor hosts the student.
· Student and Counsellor are both required to attend re-entry/orientation weekend organized by the district committee (usually the third weekend in August). At this time, the contract which the Inbound Student must sign will be discussed, and you will be told when the contract must be turned in to the District Youth Exchange Committee. It is a good idea to keep copies of the signed contract to share with host families and any other Rotarians that may be involving the Inbound Student in activities.
· The Inbound Counsellor may wish to contact the Outbound Counsellor in the student’s home country to establish a way of communicating with each other if any issues arise

· Deposit the Inbound Student’s $500 emergency fund to a bank account with both Counsellor and Student signatures required for withdrawals. This $500 is emergency money which means only to be used in case of emergency.
· Ask the Inbound Student if there are any health issues not listed on the application form and make sure you have a copy of the student’s health insurance. If the Counsellor and Student are of the opposite sex then have your spouse or another Rotarian (of the same sex as the student) with you to discuss this.
September, Year 1
· Enroll the student in school and work with both the Inbound Student and school guidance counsellor to finalize class selections. Remember the Inbound Student should be enrolled in classes where he or she will easily meet other students and be able to participate (e.g. courses such as music and sports). Language skills need to be taken into consideration when choosing courses—it may be beneficial to enroll the Inbound Student in classes at a different level than he or she has completed at home.
· Advise the school counsellor that the Student will be required to attend Rotary meetings and this could impact attendance at classes once a week.
· Remind the school counsellor that this school year does not count for the Inbound Student’s academic record in his or her home country; the focus of the Rotary Youth Exchange is the experiences.
· The Rotary Club should provide a bus pass, if required, for the Student to reach school
· The Rotary Club is responsible for providing a monthly allowance for the Inbound Student. This allowance is to cover incidental expenses that the student will incur. Generally the allowance is between $100 and $200 per month.

· The Inbound Student will be required to attend Rotary meetings, so it is advisable to arrange a weekly ride to and from the Rotary meeting. Include as many Rotarians as possible in this to give them a chance to get involved in the program and get to know the Inbound Student better.

· Make sure the student understands the 4D’s -- *No Drinking, No Driving, No Dating, No Drugs* and that these rules are for his or her protection. Not only that, but breaking some of these rules could result in criminal charges and court cases could take years to resolve.
· Shop for clothing if required. Some clubs keep clothes from previous exchange students so the Inbound Student does not need to buy clothes that he or she will not need after the exchange (for example, a parka for a student from a warmer climate).
· Ask student to limit e-mail and messaging to their friends back home (not more than 30 minutes per day)
· Ask to the student to schedule calls with his or her family ‘back home.’ This way, both the host family and the home family will know when to expect these calls.  Calls to family overseas should be limited to about once a month, if possible.

· Contact with friends and family at home, whether email, phone, or messaging, can make it harder for the student to fully integrate into life here.
· Take the Inbound Student to the first host family and help go through the First Night Questions with the host family. For access to a web site with these questions translated into multiple languages, click here. 

· Take the Inbound Student to his or her first Rotary meeting. Make sure that when you introduce the Inbound Student, you tell the club about his or her interests
· A great way to get more club members involved is to bring a calendar and ask club members to book time and activities with the Inbound Student.
Throughout the Year
· Visit with the Inbound Student regularly (weekly if possible) to discuss any issues as they arise, and to keep up-to-date with what the Inbound Student is doing

· Make sure the student has a ride to and from Rotary meetings.

· Keep student involved in Rotary meetings and activities
· Each month, report to club about what student has done in past month
· Remind Student to update the Sponsor Club  about his or her activities here

· When it is time for the Student to change families, help them move, and go through the First Night Questions.

· Make sure the student has the necessary forms filled out for any trips he or she is planning

· Ensure the Student is attending school full-time (this is one of the terms of the student visa)

· Ask members of the Rotary Club to book suppers, or even weekends, with the Inbound Student to relieve the host family for an evening. 

October, Year 1
· All Inbound students must attend a one-day orientation in Calgary (organized by the District Youth Exchange Committee). This orientation will provide the students with important information about Youth Protection, rules etc. The students will have enough English by this time to understand most of the information.

· The Inbound Student should do his or her presentation to the Rotary Club – the earlier the better – it’s the best way for club members to get to know more about the student.
· Even though student is enrolled in school, he or she may not be expected to write mid-term exams. If the Inbound Student is at home during exam time this is a great opportunity for other members of the Rotary Club to plan activities with the student. 

November, Year 1
· The Inbound Student may be homesick at this time of year – try to keep him or her busy. Get as many club members as possible involved in planning activities for the Student. If the Inbound Student has numerous activities planned, he or she is less likely to have time to be homesick.
· Encourage the Inbound Student to plan activities with school friends. Inbound Students will naturally get involved with other exchange students as they have common interests, but the student should also make Canadian friends. By getting involved in school and community activities or sports, they will achieve a good balance.
December, Year 1

· Student may attend WinterFest in Calgary (organized by Senior Rotex)
January, Year 2
· Confirm date of return flight – many tickets have a date earlier than the end of the program and must be rebooked. The student visa allows for no longer than 12 months from date of entry, so the flight must be scheduled before then. Review the section of the Inbound Student’s contract regarding the length of stay. One item to consider when booking the return date is the Calgary Stampede. Many students may want to take part in this world class event.
· The Inbound Student will not be writing final exams and will have a lot of extra time-- plan to keep student busy. One suggestion is for the student to develop a wish list of things they would like to between now and July. Once you have the list, share it with the rest of your club to find Rotarians who can help with achieving items on the wish list.
· After PETS session, find out  if the President-Elect supports next year’s long term exchange program

· Update the Inbound Student’s calendar, reminding club members to book time with the Inbound Student
February, Year 2

· If your club has committed to hosting another student in the upcoming year, the process begins again for the new student. Ask the President-Elect to identify the YEX Counsellors for the upcoming Rotary year
· Make sure new Counsellors will attend the Red Deer Orientation in March
March, Year 2

· Inbound Student and Inbound Counsellor attend the Orientation Weekend in Red Deer 

April/May, Year 2

· Inbound Student must attend District Conference. Billets will be arranged for the student by the conference organizers.

May/June, Year 2

· Rocky Mountain Canoe Trip for D5360 Inbound Students. Although optional, this trip is one of the highlights of the year for many students. This 10-day trip is organized by Augustana College in Camrose. The Augustana staff prepares a safe and positive learning environment for even the novice canoeist.

June, Year 2

· This is the last full month that the Inbound Student will be here and plans will start for going home and saying goodbye. Remind your club members to plan some activities with the student.

· It is also a good to have the Inbound Student speak at a club meeting, to recount his or her year with you.

· The Inbound Student will be finished school in the middle of June as he or she will not be writing exams. This is one more opportunity for Rotarians to involve the student in activities around the community and with their families. 

July, Year 2

· Consider having the Inbound Student stay with the Inbound Counsellor for the last week or two of his or her exchange.  Discuss this possibility with the student and the final host family
· Return the $500 emergency fund (held in a bank account) to the Inbound Student
· Remind the Student not to pack at the last minute—packing should be started at least one day before departure. Weigh the luggage and check what the weight restrictions are for flights. 
· If passport and tickets have been kept for student, have them ready to give the student at the airport
· The Inbound Counsellor should take the student to the airport. Other Rotarians and host families may also wish to see the Inbound Student off.
· Departure can be difficult, and the Inbound Student may not want to leave. Make sure the student gets on the airplane. 
· Confirm that the student has reached home safely.
· Encourage the student to maintain contact with the Rotary Club. Many long-term friendships have resulted from participation in the Rotary Youth Exchange 
Congratulations! If the student has returned home safely and had a great year then you have achieved your goal! 
