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Description of Forms Required by Clubs for 

Inbound Exchange Students
The below list represent a brief description of the various forms that need to be completed by either the club or D6380 RYE IB Chair.  Some of these forms are critical for:

a. generating the student’s visa (V)

b. complying with RI, Dept of State and CSIET regulations and act as records (R) for the district
1.
OE Checklist (R) - you don't need this but it does give you an overview of all the things you should be doing at the club level and for each host family .... and what I need to collect at the district level for each student  (I have a file for each student with all the original documents - signed)

2. Club Compliance Certification (R) - to be signed at club level agreeing to do specific things to support the program

3. District & Club Profile Sheet (R) - once you agree to accept a student this and the Guarantee form need to be completed.  This is part of Rotary International’s certification requirements.  It goes to the IB (Inbound) before he or she arrives in Canada/US and gives him/her information about the community (school, police, hospital, emergency numbers, etc.).  This needs to be completed electronically and returned to me for forwarding overseas once you agree to host a student.

4. GF Pg 2 (V) – Guarantee Form Page 2 – you will receive a printed copy with the student’s application but I ask clubs to complete this electronically.  It is very hard to read phone numbers, emails, addresses and names sometimes – because of poor handwriting.  This needs to be completed electronically and then 4 copies printed with original signatures in blue ink on each of the copies.  Please send one completed unsigned copy back to me electronically for my records, but I do need at least 4 signed copies to be returned to me for records and sending overseas by mail.

5. Application Host Family (R) – a pdf file to be completed electronically for each host family.  They need to include their SSN (for  US side) – so we (D6380) can do a Criminal Background Check on everyone over 18 in the household.  Send me the electronic copy back + mail back the signed original.

6. Application Youth Volunteer (R) – a pdf file similar to the Host Family application.  This needs to be filled out by the Club Counselor for the student and any others (not hosting) who might have unsupervised contact with the student (e.g., take the student overnight to their house or cottage for a weekend).

7. Reference Check (R) – from the Application (HF & Youth Volunteer) there will be two references listed.  Someone at the club should put the two names in this Reference Check – along with the telephone number and date of the phone or personal interview.  Short comments on basically “Is this a good person to be involved with youth? …. Any reservations? ….” is all that is needed.  You can manually write the information in or type it in and return it electronically.  It does not need to be signed but it does need to identify who did the reference check.

8. In Home Family Interview (R) – checklist of items to be discussed with the Host Family after they have agreed to host.  An inspection of the house (e.g., room where the student will sleep) is also required at this time.

9. Counselor Monthly Log (R) – to be completed MONTHLY by the club counselor – recording contact (phone, email, in person visit) with BOTH the student and Host Family.  This log needs to be returned at the end of the student’s exchange.   A copy should be forwarded every 3-4 months to me so that I know regular contact with the student is being done.

10. Custodianship Declaration (V) – (Canadian IB students only) to be completed electronically.  This is a Canada Immigration and Citizenship form (theirs is a pdf which cannot be typed – so I created my own in Word).  Only Pg. 1 need to be completed by the hosting club (Pg 2 needs to be completed by the natural parents).  Pages 1 & 2 have very similar information so please send me a copy electronically AND print at least two copies of Pg 1 for signatures, once you fill in:

a. address where the student will live

b. information on “Custodians” – I have made the form to take two people (e.g., a counselor and spouse) to allow maximum flexibility should one not be available.  

11. School Acceptance Letter (V) -  (Canadian IB students only).  This is a Canada Immigration and Citizenship requirement, which is inconsistently required.  To avoid potential delays, this is being completed for all IB students coming to Canada.  I will complete this and send it directly to the school electronically – so they can run it off on letter head – once I know which school the student is going to.  It saves them having to retype the letter.

That’s it.  It seems onerous when you first look at it, but lay out all the forms and group them by “club”  and “host family” and that will help your organization.  Use the OE Checklist – Document Summary to help you understand the paper flow.

Call if you have any questions.  I will do whatever I can to assist you with much of this.  I will also provide you with some of these forms again – partially filled with district and student information once you agree to take a particular student.  I will help you with it to make it easier for you to do.

If we keep these documents electronically – it is easier to update each year.  If you have a host family that hosts year after year – you don’t have to retype all the information – just update with any changes (e.g., change the student’s name and any phone or address changes)
PTMcN

P. Terrance McNaughton

Chairman D6380 RYE
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