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DISTRICT 5360 LONG TERM YOUTH EXCHANGE (YEX) PROGRAM

RI CERTIFICATION DOCUMENTS AND RECORD RETENTION REQUIREMENTS

July 1, 2011
YEX STUDENT COORDINATOR:
1) Is assigned Clubs for Inbound Students (IB) by June and Clubs for Outbound Students (OB) by mid-January each year. 
Note: Each year the coordinator country assignment determines the coordinator Club responsibility.
2) Oversees OB and IB Club counsellors re club RI Certification Requirements.

3) Maintains and updates the Club Inventory Checklist which tracks submission of all required documents and submits to District 5360 Administrator (Sue).
YEX INBOUND CLUB COUNSELLOR or CLUB YOUTH EXCHANGE CHAIR:

1) Submits the Club Commitment Form to YEX Administrative Assistant (Holly).
2) Submits the Club Checklist for RI Certification Form to YEX Administrative Assistant (Holly).

3) Submits the Club President Declaration Form to YEX Administrative Assistant (Holly).

4) Submits Host Family Post Evaluation Form for each Host Family to YEX Administrative Assistant (Holly). 

5) Submits the Club Inventory Checklist to District 5360 Administrator (Sue).
6) Submits the Host Family Volunteer Information Form to District 5360 Administrator (Sue).
7) Submits the Regular Volunteer Information Form to District 5360 Administrator (Sue).
8) Provides a list of all Club YEX Program Volunteers and their designations to District 5360 Administrator (Sue).
9) Provides a list/record of Awareness Training for YEX Club Volunteers to District 5360 Administrator (Sue).
YEX PROGRAM VOLUNTEERS (Host Families and Club Program Volunteers):

1) Calgary YEX Clubs – Submit Calgary Police Service (CPS) Police Security Clearance Forms signed by a YEX Contact to District 5360 Administrator (Sue).
2) Non-Calgary YEX Clubs – Submit original Police Security Clearance Letters to District 5360 Administrator (Sue).

YEX ADMINISTRATIVE ASSISTANT: 
1) Submits updated District YEX Committee Contact List to District 5360 Administrator (Sue) and to the YEX Youth Safety Coordinator.
2) Submits YEX Student Coordinator Club Assignment List to District 5360 Administrator (Sue) and to the YEX Youth Safety Coordinator.
3) Submits District YEX Committee Awareness Training/Role Training List to District 5360 Administrator (Sue).
4) Submits Club IB/OB Counsellor Awareness Training/Role Training List to District 5360 Administrator (Sue).
5) Maintains List of OB Student Awareness Training/Orientation. 
6) Maintains List of IB Student Awareness Training/Orientation. 
7) Files and retains Inbound Student Post Evaluation Forms for a period of five (5) years.
8) Retains Outbound Student Applications/Guarantee Forms/Post Evaluation Forms for a period of five (5) years. 
 DISTRICT 5360 ADMINISTRATOR:

1) Maintains record retention for all RI YEX Certification requirements including PSCS, Volunteer Information forms, Club RI Certification Checklists, Awareness/Role Training records, Host Family Post Evaluations).
2) Sends out Club Inventory Checklist tracking RI YEX Certification requirements the 3rd week of every second month starting in September.

DISTRICT EXECUTIVE (DG, DG Elect, DG Nominee):

1) Submit Calgary Police Service (CPS) Security Consent Forms or original Police Security Clearance Letters to District 5360 Administrator (Sue).
2) Submit Record of Awareness/Role Training (i.e. Incident Response Plan) to District 5360 Administrator (Sue).
STEP CHAIR:

1) Submits a List of Rotary Club Counsellors/Contacts to District 5360 Administrator (Sue).

2) Submits Volunteer Information Form for each Rotary Volunteer/Contact to District 5360 Administrator (Sue).

3) Submits Host Family/OB Student Family Information Form to District 5360 Administrator (Sue).

4) Submits Record of Awareness/Role Training to District 5360 Administrator (Sue).

5) Collects Student and Host Family Post Evaluation Forms; sends Host Family Post Evaluation Forms to District 5360 Administrator (Sue).
STEP VOLUNTEERS (Host Families and STEP Club Program Volunteers):

1) Calgary STEP Clubs – Submit Calgary Police Service (CPS) Police Security Clearance Forms signed by a YEX Contact to District 5360 Administrator (Sue).

2) Non-Calgary STEP Clubs – Submit original Police Security Clearance Letters to District 5360 Administrator (Sue).
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