YOUTH EXCHANGE PROGRAM
INBOUND COUNSELLOR GUIDE
District 9910 Youth Exchange Committee
As always, we welcome suggestions, criticisms (constructive) or any other comment from Rotary Clubs, Student Counsellors
Host Families, Exchange Students and those that use this handbook.
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FOREWORD
Rotary’s Youth Exchange Program is a tremendous opportunity for secondary school age
students to travel abroad to further their education in an entirely different environment to
their own. Rotary hopes that the impact of this experience for the participants will not only
have an immeasurable impact on international relations but also will stimulate those in the
program to become better citizens and, as such, help prepare them for participation as
leaders of their communities and play a significant role in the shaping of tomorrow’s world.
When your Rotary Club agreed to host an overseas student as part of its commitment to the
Rotary Youth Exchange Program the Club was required to appoint a counsellor for the
student. The student is a young person in a foreign country without their parents or their
siblings, in new surroundings and most significantly, often having to communicate in a new
language. It can be tough!
The role of the Counsellor is very important and cannot be overstated. The student should
be helped to settle in quickly, feel at home, participate fully in the life of the club and form
a good relationship and friendship with you.
First and foremost you are the Advocate for the student at all times. That may require some
diplomacy towards everyone including the student from time to time. You are the Club’s
representative for the welfare of the student and you are the personal contact with the Club
for the student.
The following information is offered to yourself as advice and guidelines as to what is
required to ensure a successful exchange experience for everyone. Some is written as it
was given to the student in a similar set of guidelines.
This handbook is designed to offer some guidance to your self as a counsellor and mentor
to an inbound student. Rotary recognises we are all human beings with shortcomings. None
of us are perfect or infallible and this handbook hopefully will assist in preparing students,
parents, and Rotary clubs for their participation in the program and to overcome some of
the pitfalls experienced on the journey.
These guidelines are the product of many years of experience in youth exchange at all
levels. The only exception to this ‘guideline philosophy’ is that students are expected to
adhere to the specific set of rules approved by Rotary International, which have worldwide
application. Both students and parents acknowledge adherence to these rules when they
sign the ‘Terms and Conditions of Exchange’ document.
The District Youth Exchange Committee is always available to offer you both advice and
assistance if you require this during the exchange period, which covers a period of close to
two years.
The program is an extremely rewarding experience for all who participate in it whether a
student, Rotary Club, host family, counsellor, host community or at district level.
As counsellor you should be fully aware of this vital role that you have not only in the
success of the exchange for the student but also for your club and Rotary.
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The Objectives of the Youth Exchange Program are:
•

To further international goodwill and understanding by enabling students to
study at first hand some of the culture and accomplishments of people in lands other
than their own;

•

To enable students to advance their education by studying for a year in an
environment, entirely different, to their own and by possibly undertaking study of
courses and subjects not normally available to them in secondary schools of their
own country;

•

To broaden the student’s own outlook by learning to live with and meet people of
other cultures, creeds and colours, and by having to cope with day to day problems in
an environment completely different to the one they have experienced at home;

•

To act as ambassadors for their own country by addressing Rotary clubs, schools,
community organisations and youth groups in their host country and by imparting as
much knowledge as they can of their own country and its culture to the people they
meet during their time abroad; and

•

To study and observe all facets of life and culture in the country where they are
hosted so that on return to their home country they can pass on the knowledge they
have gained by addressing Rotary clubs, schools, youth groups and community
organisations.

Rotary and Youth Exchange in New Zealand and District 9910
Whilst the concept of Rotary clubs arranging for students to travel to another country and
have others reciprocate this experience first occurred in 1926 the first organised district-todistrict student exchange was in 1958. That was an exchange between a district in the USA
and one in Australia. Since then the Rotary youth exchange program has become the
largest student exchange program and the most respected. Rotary clubs in nearly 80
countries sponsor annually more than 8,000 students. Some are for short duration special
interest purposes but the majority are for a full academic year.
The Youth Exchange Committee is responsible for the administration of the program. The
exchange itself is the responsibility of the club – both the sponsor and the hosting club.
Within the district administrative structure, Youth Exchange is a part of the Youth Service
Committee, which looks after all Rotary programs associated with youth.
Your inbound student’s application has been received from a nominated country for an
exchange placement and is in agreement between District 9910 and that country.
Administratively that may mean it was received from a multi district organising committee
such as in Germany or Denmark or from other countries where the exchange is between
specific districts such as in France and Brazil where these arrangements have been in place
for many years.
Part of the application is the Guarantee Form, which is what is required to be completed by
the host club before the student can apply for the student visa and makes their travel
plans. That is the guarantee of a satisfactory hosting arrangement and enrolment in a
secondary school.
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Your Role As Counsellor
Ø

Make contact with the student by e-mail prior to their departure from their home
country and provide some details about yourself and your family, as well as the club,
the city or town and the immediate surroundings.

Ø

You should greet the student on arrival at the airport. It would also be good if some
members of the student’s first host family could also be there.

Ø

Make sure that the student contacts his/her parents to inform them of their safe
arrival.

Ø

Counsellors should have the student for a few days in their home either before they
go to their first host family or shortly after and occasionally during the year. This
helps form the bond that is really essential between you and your student.

Ø

The Rotary club should make the decision as to which school the student attends in
close consultation with the Counsellor who will then liaise with the school.

Ø

Enroll the student in school and assist in selecting a course of study for the student.

Ø

No school fees are to be incurred by the Host families. The Club will not put the
exchange student into a private school unless school fees have been waived.

Ø

If students insist on having new uniforms they may be asked to purchase the articles
themselves. The same applies to schoolbooks, where second hand books should be
purchased or borrowed whenever possible. Most schools will assist wherever they
can. Be careful that demands to have everything new are not coming from the
student. In conjunction with the student's Counselor, check this with the school.

Ø

Transport costs to and from school are always the responsibility of the student
unless pre-arranged with Host families. Sometimes clubs choose to assist with
travel expenses to and from school. Host parents should never incur travel
expenses.

Ø

It is your role to help the student set up his/her emergency money account which
will require two signatures - that of the Counsellor and that of the student.

Ø

When the emergency fund is used during the year it must then be topped up. That is
by the student or their natural parents (i.e. there should always be $400 in the
emergency account, which will be returned to the student prior to their return home
at the end of the exchange).

Ø

Set up a bank account for the student’s personal use.

Ø

Please organise safekeeping for the student's passport and airline tickets (take
copies of these) in a place where they will be secure. After bank accounts are set up
the student should not need their passport until they are going home. Counsellors
please remember where these are kept and make sure you are available (i.e. not on
holiday, when the student is due to go home).

Ø

Make a commitment to talk with the student at least every second week and see
that the student is involved with the host Rotary club.

Ø

Ensure that the student obeys the rules and is fulfilling his/her obligations as a
family member, school member, and is involved in the Rotary activities.
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As much as possible you should be aware of the student’s cultural background and
ethics and help the host families, club members and school, understand them. It’s
equally important to alert the student to our own cultural ethics. It helps to avoid
embarrassment or offence on both sides.
Maintain regular contact with the student and the host family at least once/month,
but more often is preferable.
Help ensure that the student can engage with as much of the New Zealand culture as
possible. Much of this will happen with the host families and through districtsponsored events, but there are other things that you or your fellow Rotarians could
do with the student as well.
Arrange for the student to make presentations about his/her country and the
experience of being an exchange student, to various community groups, e.g. Rotary
clubs, school assemblies, senior citizens, etc.
Learn what interests your student has and what outside interests/contacts the club
members have. Examples of possible experiences for your student could be:
•

A weekend on a farm

•

A theatre or dance performance

•

Attend a concert

•

A sporting event

•

Museums, art galleries

•

Visits to historic sites

•

Visit to the State or National Capital

•

Visit to a court in session

•

Attend agricultural shows

•

Go camping or fishing

•

The list is only limited by lack of imagination or apathy

Use your imagination! Remember, though, that the host family should
always be consulted regarding scheduling.
The student should attend some Rotary meetings and also club functions/events.
Encourage your student to give a verbal report to their Rotary club, periodically.
You should assist the student to build a rapport with all Rotarians in the club.
You should encourage Rotarians to invite the student to their home for a
meal/outing/weekend – the student belongs to the club.
It is important for you to make sure that the inbound student is involved in their new
family, in their school, in the community in which they now live, and in Rotary. To do
this successfully, most exchange students must do two things:
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1 - Learn to communicate in English
Most students arrive with some understanding of the English language, and some can speak
and understand our language well, having studied English for several years in school. For
some, considerable effort will be needed on their part to understand the English we speak,
which is often different than the English they were taught in school.
Ø

The student must practice by engaging in real conversation. Reading and writing our
language is necessary to develop true proficiency.

Ø

Some host families will label objects around the house, which
can be a fun activity.

Ø

You can help by asking questions that require more than
“yes” or “no” answers, having patience when
communications are not clear, and consciously speaking
slowly and clearly, with frequent checks for understanding.

Ø

Most students will have a dictionary close at hand. If the student does not
understand something, just repeating it slower and louder does not help them.

Ø

Think of other words, other phrases, complete sentences and non-truncated words
to use and try to minimise slang so the student understands.

Ø

Exchange students often 'pretend' to understand because they believe they are
'expected' to understand – again, please be patient with them.

English

2 - Learn to Adapt
Ø

Learning to adapt means, for most students, being willing to try new things, do
things differently, recognise the cultural basis for the environment they are used to,
and accepting that our cultural differences are neither ‘better or worse’, simply
‘different’. As a Counsellor, remember to not criticise the student's country and
culture, but also do not let the student criticise ours.

Ø

The host family will also need to adapt and sometimes after the initial excitement
wears off hosted students can be irritating to their host brothers and sisters, and
host brothers and sisters can be irritating to the hosted student. Help the host
parents deal with a situation such as this with mutual care, sensitivity and guidance
to all concerned – again please remember the exchange student is a child in a new
country with a new family.

The key word is ‘different’, not ‘better’ or ‘worse’.
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Administrative Procedures
Please understand that many of the following points are listed only so that
you can check to be sure that procedures have been followed, not because
it’s up to you to do all these things:
As far as the student and the host families are concerned, you are Rotary. You are
the most immediate contact person for the student and for the families and must
make yourself available to them for information and advice. You are not alone,
however. The District Youth Exchange Committee will do everything possible to help.
If you need assistance please contact the District Country Coordinator responsible
for your student.
As soon as possible after the student arrives, an orientation session should be
arranged to review rules and address any last-minute questions from the student or
the host families.
You should act as the student’s legal guardian for signing and receiving all official
documents - including school enrolment, subject selection, school excursions, school
reports, and the student’s compulsory “emergency” fund.
Whenever the student changes homes, details of the new host family and their
contact information must be forwarded to the District Inbound Coordinator.
This is critical. The District Committee must have accurate, up-to-date information
as to how to contact the students/host families at all times.
Make sure that the student receives the monthly allowance from the club on arrival
and at the same time each month. The first meeting of the month is a regular time.
It’s a good idea for you also to send reports at least quarterly to the student’s
natural parents and sponsoring club—and even better if you can do it in their native
language, although there is usually someone in the family and/or the club who
knows English at least to some extent.
Check with the school occasionally to see how the student is doing. If it appears
additional homework help may be needed, discuss with the host family and the
student to see whether it can be provided within the family or whether other
alternatives need to be pursued.
Suggest to the year level coordinator at the school that a fellow student introduce
the exchange student to other students and school activities. This would be
particularly helpful if the host family does not have a student of the same age/year
Level. The appointed student(s) could:
•

Write a welcoming letter/email telling about themselves, their family and the school.

•

Welcome the student upon arrival.

•

Be a liaison between the student and school/ clubs.

•

Introduce student to other students.

•

Help the student feel comfortable and welcome in a strange environment.
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Priority Things To Do After YOUR Student Arrives
The following matters need to be attended to by the student’s counsellor, as matter of
priority, as soon as the student arrives.

PASSPORT AND VISA
Make a copy of the front page of the Passport and the page, which contains the visa. Please
take note of the conditions of the visa. Bring these to the Orientation morning and give
these to the YEP Secretary. The Passport should be kept under security for safekeeping.

PERSONAL BANK ACCOUNT
The student may have brought cash with them or require an account to be opened so as to
receive their money from home. Your assistance will be necessary to do this.
At the same time open the Emergency Fund Account with yourself as a co-signature. That
account must be maintained at the agreed level during the exchange and refunded to the
student shortly before the student returns home.
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Tips To Stay Safe
Please discuss these tips with your student and ensure they fully understand
them:
Ø If you have a problem or are worried about something, always tell an adult you trust
about it, such as your teacher, Counsellor or host parents. NEVER suffer in silence!

Ø Pack your own suitcase and never carry items abroad for others.
Ø Carry the telephone numbers for the emergency services in Australia and keep them
handy.

Ø Inform the Host Family where you are going and what time you will be home – don’t
change your plans at the last minute as this can cause confusion.

Ø Look out for anything that might hurt or threaten you or anyone in your group and
tell someone responsible.

Ø If you are out at night in the centre of town, stay in places with street lights –
wherever you are, make sure that you don’t get separated from your friends.

Ø If you need to use a public toilet, go with a friend.
Ø If you do get lost or separated go to a shop or place where you will be seen by lots
of people to ask for directions.

Ø If someone you don’t know talks to you, just walk away.
Ø Have the details of your accommodation on you, whether it’s your host family’s
address and telephone number or hotel or campsite details.

Ø Keep enough money to make a telephone call.
Ø Keep your money hidden in an inside pocket, bum bag, concealed money belt or
something similar – choose whichever is comfortable for you.

Ø Arrange for someone to pick you up at night unless you can take public transport
where you are amongst a sizeable group of people.

Ø Make sure you know the person who is coming to pick you up. Never get into a car
unless it is with this arranged person.

Ø If you are on a bus and someone makes you feel unsafe, move to a seat near the
driver.

Ø Dress and behave sensibly and responsibly.
Ø Be sensitive to local codes and customs.
Ø Think things through carefully before you act and do not take unnecessary risks.
Ø Always look and behave confidently.

10
10

Rotary District 9810 – Guidelines for Counsellor Inbound Exchange Student

IMPORTANT RULES FOR YOUR STUDENT
It would be expedient for you, the Counsellor, to discuss and establish the following rules
during the student’s settling in period:

General
Ø Outline the club's rules regarding the exchange, and what is expected of the student
throughout the year – gently but firmly.

Ø Establish a caring, friendly relationship with your student.
Ø Be aware of district rules and make sure that the student is also aware of and
understands them.

Ø Ensure that the student understands that he/she is under the Host District’s
authority while on exchange and must abide by the rules and conditions of
exchange.
Abuse Or Harassment

Ø It is important to emphasise to your student that abuse or harassment must not be
tolerated. He/she should talk to you, their Counsellor and/or the Host Parents or
other trusted adults if they encounter any form of abuse or harassment whilst on
their exchange.

School
Ø Reiterate with your student that school enrolment is as a full-time student and the
expectation is to attend classes and take part in all normal school activities.

Alcohol
Ø Underage drinking of alcoholic beverages is expressly forbidden. Even if students are
of a legal age, they should refrain from drinking alcohol at public gatherings. If the
host family offers a student an alcoholic drink, it is permissible to accept it under
their supervision in their home.

Drugs
Ø With the exception of prescribed medication, use of any drugs is not permitted. Use
of illegal drugs would result in immediate repatriation (if not imprisonment!).

Driving
Ø The student is not authorized to operate a motorized vehicle of any kind or
participate in driver education programs. This will make the student’s insurance
cover void.

Travel
Ø

Unauthorised travel is forbidden. If the student wants to travel outside their district
and depending on the travel destination, prior permission must be gained from their
Host Parents, yourself, Country Coordinator or Chairman and/or their biological
parents/guardians.

Dating
Ø The student is discouraged from forming a steady and serious romantic attachment,
as the focus becomes the relationship and this would distract the student from
having a comprehensive exchange.
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Use Of Home Telephone And Internet
Ensure that the student establishes the rules of communication with the host
families at the outset of each stay. Tying up phone lines, Internet usage, payment of
the costs, when and how, etc. should be discussed and agreed upon in the first few
days within each new home.
The student must pay for any costs incurred by the student. The student is
responsible for any telephone, computer costs, or Internet charges they incur, and
Host Parents should decide in advance, how the student is to pay for such usage
when it is permitted. It is a privilege, not a right, for the student to use the home
computer. Host parents must make sure there is a mutual understanding of this
usage.

Mobile Phone
If a student does not wish to use their own mobile phone and wants to purchase an
Australian one, please ensure that they know that they are expected to pay for it
themselves. In the first weeks Counsellors may help the student purchase a phone if
required.

Smoking
Smoking is discouraged or not permitted in most homes and public places.

Student Allowance
The hosting club provides the exchange student an allowance of $120 per month.
This is to be used for incidental personal expenses, entertainment, etc. Through the
allowance provided by Rotary and parental resources, exchange students are
expected to be financially self-supporting in terms of personal expenses, clothing,
entertainment, and travel when not part of a host family event.

Reports/Letters
Make sure that the student sends their required reports to their respective Rotary
district back home
Keeps in touch with their sponsoring club. This contact is important, especially when
the student returns home.
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Family Visits
You may need to reiterate with your student that visits by parents/guardians,
siblings or friends are discouraged early in the period of exchange and toward the
end of the exchange. Such visits, if they are to be arranged, may only take place
with the Host Club’s and District’s consent and within their guidelines.

Travel Insurance
Ensure that your student has travel insurance that meets the minimum guidelines
recommended by Rotary International for Youth Exchange Students.

Return Home
Ensure that your student is aware that he/she must return home directly by a route
mutually agreeable to their Host District and their parents/guardians.

THROUGHOUT THE EXCHANGE YEAR
As counsellor you need to be in regular contact with the student to ensure that all aspects
of the exchange is satisfactory to everyone. You also need to be in regular contact with the
host families and the school for the same reason.
There are other “touches” that you can add that will ensure both the student and the Club
enjoy the exchange to its utmost. These include; being aware of important dates such as
Birthday, National Day etc. Inform the President of these or the Program Chairperson.
Encourage Club members to have the student home for a meal so as to become better
acquainted. Have Club members take the student on outings or to interesting places, and
holiday trips whenever possible.
Assist the student to send home any excess belongings at regular intervals. This ensures
that there are minimum problems at the end of the exchange in getting several tonne of
“important stuff” home.
Contact the student’s natural parents from time to time to tell them how things are going.
This gives them some comfort in knowing that the student is in a caring environment.
Check with the student that the 3 monthly reports, which are required by District 9910 and
the student’s sponsor District are being done on time.
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“3 Strikes” Policy
Failure to Report on 3 consecutive occasions or a total of 5 times during the Reporting
Period will be dealt with as follows:

First failure to Report
A warning will be issued to the Student, their Parents/Guardians, Counsellor & the
District Governor of Rotary District 9910.

Second Consecutive or Third failure to Report
A warning will be issued to the Student, their Parents/Guardians, Counsellor & the
District Governor of Rotary District 9910. In addition, their home Country
Coordinator and District Chairman will be notified.

Third Consecutive or Fifth failure to Report
As above, but with the following further consequences

Consequences
•

A formal meeting will take place between the Inbound Coordinator, Youth Exchange
Chairman of Rotary District 9910.

•

The probable outcome, subject to any/all extenuating circumstances being taken into
account, will most likely be repatriation.
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ASSISTING YOUR STUDENT TO SETTLE IN WITH HOST
FAMILIES
As Counsellor you should hold a meeting of all host parents before the student arrives to
explain the club guidelines and to give 'new' host families an idea of what to expect and
how to handle a new son or daughter in the household.
Families that have hosted before should be reminded that each student is different and
comparisons should not be made between the newcomer and their predecessors.
Each time the student moves to a new home remind them that the rules of the house may
be different and they need to adjust accordingly.
The following ‘First Night Questions’ are available in the language of your student and
English so as discussion is easier if necessary. These are available from the Secretary YE.

Ensure with each move that the student goes through 'Questions to ask
Your Host Family’ as listed below:
Ø Would you prefer that I call you by your first name or by another name?
Ø I will make my bed, keep my room tidy at all times and clean the bathroom after I
use it. What else should I do regularly?

Ø What are normal meal times? The normal daily routine for the household? Discuss
any dietary requirements that you may have and work out suitable alternatives.

Ø Do I have a permanent job at meal times – lay or clear the table, wash or dry the
dishes, empty the rubbish?

Ø May I help myself to food and drink (within moderation) or should I ask first?
Ø What are the arrangements for school lunches?
Ø What are the laundry arrangements? Where should I put my dirty clothes? Should I
do my own washing and ironing?

Ø Where can I keep my toiletries? May I use family soap, shampoo or toothpaste?
Ø When is the most convenient time for me to use the bathroom? Are there any water
restrictions?

Ø What areas of the house are private?
Ø Do you have any dislikes that I should avoid?
Ø What times should I go to bed and rise in the morning? Is this different for
weekends?

Ø May I use the stereo, TV, DVD, computer, sewing machine or workshop tools?
Ø Can I go out during the week? At weekends? Under what conditions?
Ø What are the responsibilities of house employees? (if there are any) How should I
address them?

Ø May I have my own pictures or posters in my bedroom?
Ø Where should I store my luggage?
Ø If I have a problem getting home, I will phone you. If I am going to be late I will
phone you within 30 minutes. Is that acceptable?

15
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May I invite friends around during the day, to stay the night or for a weekend?
What are your expectations of me if I use the home phone?
What postal address should I use for incoming mail?
Should I use public transport to and from school, to the city, for outings at night and
during the day?
When and how are birthdays of host family members celebrated?
Are there any other special or festive days you observe?
If I have a problem, how would you like me to handle it?

HOST FAMILY MOVE NOTICE
It is a requirement that the Inbound Coordinator are advised of every change of host
family.

HOST FAMILY PLANNER
A Planner is available to assist with scheduling hosting periods and noting important dates
and events. This is available as an Excel file format from the YE Secretary.

TRAVEL BY THE STUDENT DURING EXCHANGE
This is covered in detail in Rules and Conditions. These rules applying to travel MUST be
adhered to at all times for several reasons. These include personal safety, emergency
contact and your Club’s control of the student.
With proper planning of holidays, approval by the District Committee where necessary is to
be sought well in advance. However, from time to time an opportunity to travel interstate
may come at short notice. Provided that this meets all of the rules and the District
Committee is informed beforehand, approval can be expected.

JUST PRIOR TO THE STUDENT RETURNING HOME
Check that the Club has arranged a farewell function. Ensure that any non-Rotary host
families are aware of and invited to this.
Return any personal documents that have been kept under security to the student. Also
withdraw the emergency fund and return this to the student. Ensure that there are no
outstanding debts to be paid i.e. phone calls, before handing over.
Make sure that the student is aware of and adhering to the limitations on luggage as per
the airline ticket. Arriving at the airport with more luggage than is allowed is unwise. This
usually causes trauma and repacking in the midst of the terminal and is not a happy time.

COUNSELLOR AND STUDENT PROBLEMS
As counsellor, you and the student may not get along together. If this happens, you should
step down in favour of another Counsellor. You should not regard this as a failure. It is
better to make the change early in order to make a happy exchange.

IN CONCLUSION
It is most important that you are aware of your role in keeping the lines of communication
open. This includes: keeping all Club members involved; in generally over sighting and
guiding the welfare and activities of the student; and in initiating change and controls
where necessary; in ensuring that there is a common sense approach to any issues that
might occur. If you do this then it will all be worthwhile - for everyone.
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GENERAL SUPPORT STRUCTURE TO ASSIST HOST FAMILIES
<<< WHEN AN ISSUE ARISES FROM SCHOOL >>>
Host Parents
Should be made aware of the issue by the student or the school.
They then should attempt to resolve the issue.
If unable to resolve, then contact the student's Counsellor.
Counsellor
Should attempt to resolve the issue.
If unable to resolve, then contact the Inbound Coordinator and Host Club President.
Inbound Coordinator and Host Club President
If still unable to resolve the issue, contact District Youth Exchange Chairman.
District Youth Exchange Chairman
Chairman works with the Club president and consults with District Governor if unable to
resolve.

<<< WHEN AN ISSUE ARISES WITHIN HOST FAMILY HOME >>>
Host Family/Student
Need to openly and calmly discuss any issues which may be upsetting the family unit.
If unable to resolve quickly, speak with the Counsellor.
Counsellor may suggest other Rotarians take student for a ‘break’.
Counsellor
If still not resolved deal with the problem immediately – do not let it go on.
Inbound Coordinator and Host Club President are to be notified.
Inbound Coordinator and Host Club President
If still unable to resolve, contact District Youth Exchange Chairman.
District Youth Exchange Chairman
Chairman consults with District Governor if unable to resolve.
During the entire resolution process, counterparts in the student’s home country are
often informed of the situation. The District Youth Exchange Committee works very hard
to ensure fair and proper resolution.
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GRIEVANCE PROCEDURE
Introduction
“Rotary International strives to create and maintain a safe environment for
all youth who participate in Rotary activities. Rotarians, Rotarian’s spouses
and partner, and other volunteers must safeguard the children and young
people they come into contact with and protect them from physical, sexual
and emotional abuse”
Procedures
The District has developed a procedure to deal with complaints and grievances, which may
occur from time to time with students, and other parties involved in the exchange.
See Appendices for this Grievance and Problem Solving Flowchart
Aims of the Grievance Procedure:
Ø

That exchange students, their parents and/or guardians know they have the same
rights to fair and equitable access to a grievance process as local students and their
parents.

Ø

That the Youth Exchange Director has the general responsibility for the efficient
organisation, management and administration of the exchange program.

Ø

That exchange students know where complaints should be directed - to the relevant
supervisor, be it school coordinator or Rotary Club Counsellor or Director and that an
attempt will be made to gain a resolution at the first level.

Ø

That where a resolution cannot be resolved at the first level the student knows the
next level to seek and so on until resolution has occurred.

Ø

That host families, Rotary Club counsellor or Director and school principals are aware
of the first contact person should a conflict arise in the home or at school, and the
next level should it become necessary

The Grievance Policy was formulated with the following principles in mind:
Ø

Basis for statement, refer attached Grievance Procedure flow chart.

Ø

Right of fair and equitable access to grievance procedure.

Ø

Categories of grievances: (may include but not be restricted to): e.g.
Financial
Professional standards
Discrimination / harassment
Misconduct (staff/student)

Ø

Procedures: who to address the complaint to:
Host family, Rotary Club Counsellor or Director, relevant school coordinator or
principal / Rotary District Youth Exchange Committee, etc.

Ø

Local resolution wherever possible.

18
18

Rotary District 9810 – Guidelines for Counsellor Inbound Exchange Student

Ø

Procedures: e.g.
Meeting (include access to translation/interpreter services).
Investigation.
Referral to appropriate supervisor/principal / coordinator.
Conciliation / dismissal of complaint / action.
Resolution / decision / acknowledgement of outcome.

Ø

Who is ultimately responsible for resolving the conflict?

The Flow Chart at the end of this Guide effectively illustrates the procedure. It applies to
Students who wish to address a problem, either minor or major, and will continue until
resolution.

It also effectively illustrates the procedure that will occur if a student has a disciplinary or
behaviour problem causing concern with Host families or Clubs. Students need to be aware
that they will be counselled on such issues at Club level and given the opportunity to rectify
their behaviour unless it has been a blatant breach of the rules requiring immediate
repatriation.

Normally, counselling on poor conduct or disciplinary issues will provide up to three
opportunities to rectify behaviour and then a formal warning will be given by the District
Chairman. If remedial action does not follow within the parameters laid down in that
warning, repatriation will inevitably occur.
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Student Action - Abuse or Harassment
The following steps and guidelines outline what you should do if you feel that you are
subject to harassment or abuse from anyone involver in the program. This includes
Rotarians and Host families (including all members of their families), other Volunteers,
adults or indeed other students (exchange or school).
By way of definition, harassment is “any unwanted physical or verbal conduct that offends
or humiliates a student. Harassment includes sexual harassment, but can take the form of
repeated comments or gestures about a student’s social background, home country,
language, culture, personal appearance or other characteristics”.
Note, however, that counselling, warnings, restrictions etc. resulting from inappropriate
conduct or attitudes by the student are not normally considered “harassment” unless done
in a way that unnecessarily embarrasses or belittles a student.
Be sensitive to the fact that there can be much scope for misunderstanding in cross-cultural
situations. What might be acceptable conduct in one country or social situation for one
individual may be offensive to another. Customs, gestures and etiquette may differ greatly
amongst different cultures.
However, whether intended or accidental, harassment is not something you should tolerate.
Remember, if it feels wrong, it is probably wrong!”
If you feel that you have been subject to harassment, please take the following steps:
Step 1.

If you can, make the person harassing you aware that the behaviour is
unwelcome to you. Make it clear that the behaviour is to stop. The word
“No” is a powerful word when used clearly and firmly. In most cases,
harassment can be resolved at this early stage.
However, if the person does not stop harassing you, speak first with the
Rotarian(s) immediately responsible for you. In most cases this will be your
Counsellor but could also be your Host parent, the Club Youth Exchange
Officer or the Club President. Explain to them the facts and your feelings as
clearly as you can.

Step 2.

If this does not resolve the matter, or if any of the above are involved
and/or you do not feel able or comfortable to discuss this with your Club
Rotarians, contact your District Committee Inbound Coordinator or any other
member of the District YEP Committee. You will also be given contact
number of other members of the District as well as agencies outside Rotary.
Do not forget that you can also contact your Sponsor Club or District
Committee if the issues cannot be resolved locally as noted. Irrespective of
who may be involved in the harassment (or abuse if it is that serious an
issue), your concerns will be taken seriously.

Step 3.

If the matter is still not resolved satisfactorily or you have difficulty in
contacting the appropriate District officers, express your concerns directly to
the District Governor.

Nothing limits your rights to express your complaint to whomever you wish. However the
steps described above are matched to the process your Rotary Club and District Committee
has in place to deal with any harassment complaint. Every effort will be made to resolve
your complaint in a confidential, timely and sensitive manner.
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The Exchange Cycle
8
2
1

4

6

3

1. Application Anxiety
2. Selection/Arrival Fascination
Elation
Expectation
3. Initial Culture Shock: 1-6 Months
Novelty wears off
Characteristics:
Sleeping Habits
Disorientation
Language difficulties
Fatigue (Mental/Physical)
Eating
4. Surface Adjustments
After initial “down”
Settle in:
Language improves
Navigate culture
Friends
Social Life

5

7

5. Mental Isolation
Frustration increases
New sense of isolation
Boredom
Lack of motivation
Unresolved problems
Language problems
6. Integration/Acceptance
Begin to examine society
Accept surroundings/self
7. Return Anxiety
Preparation for departure
Realise changes
Desire to stay
Results:
Confusion/Pain
Breaking of bonds
No promise of renewal in future
8. Shock/Reintegration
Contrast of old and new
Family/friends
Difficulty to accept change
Not the center of attention
Others not interested in experience
de
Reorientation

All exchange students experience phases of elation, anxiety and depression. You will experience one or
more of these phases near the time of application processing. Various phases will then continue even
after you return to Australia. It is important that you anticipate this and calmly accept and deal with it.
The best method to resolve each occurrence is for you to keep busy and remember that all the exchange
students before you, with you and who follow you, will experience similar circumstances.
Your host families will be aware that you will experience these phases and will not be alarmed. They
should be ready to help you work your way out of the down cycles.
The time necessary to work through each phase is not predictable and will depend on yourself and the
circumstances.

So, once again we can quote the saying:

'Nothing is better or worse – just different'
21
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CULTURE STRESS
Honeymoon Stage
Think of the first stage of cultural shock as the honeymoon stage. This occurs in the first
few days of you arriving in your host country.
Symptoms of honeymoon stage:
• Excitement and euphoria
• General anticipation of everything that you are about to experience
• Everything and everyone you encounter is new and many times exciting
• You’ll probably be eager to learn the language spoken in your host country
During the honeymoon stage you will be poised to take on the challenges of living broad.

Frustration Stage
After the honeymoon stage your initial excitement may wane. You also may start to feel
frustration; this is the onset of the frustration stage. Frustration can occur for various
reasons.
Symptoms of the frustration stage:
•
•
•
•

Some of your initial excitement dissipates
Feelings of anxiety, anger and homesickness creep in
You might reject your new environment and begin to have a lack of interest in your
new surroundings
You’ll become frustrated with trying to speak a foreign language

How to handle the frustration stage
•
•

•
•
•

Don’t blame the host country or its people for your feelings. Your anxiety and
frustration happens to millions of people who study, work or travel abroad.
Remember, you’re in a new environment and getting accustomed takes time. How
you handle this frustration that determines how you to grow from your experience
abroad.
Don’t be negative; you’ll only prolong the feelings of frustration.
Stay positive. Think about the experience you’re having living abroad and learning
about new people, food, and culture.
Try keeping a journal chronicling your experiences.

Understanding Stage
The understanding stage arrives when you develop a more balanced view of your
experience abroad.
Characteristics of the understanding stage
•
•
•
•
•
•

You become more familiar with the culture, people, food and language of your host
country
You will have made friends
You become less homesick
You’ll be more comfortable with speaking and listening to the language spoken in
your host country
You become more comfortable and relaxed in your new environment
You better handle the situations you previously found frustrating
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Acclimation Stage
During the acclimation stage you will begin to feel like you really belong in your new
environment.
Characteristics of the acclimation stage
•
•
•
•

You’ll be able to compare the good and bad of your host country with the good and
bad of your home country
You feel less like a foreigner and more like your host country is your second home
You laugh about things that frustrated you at earlier stages of cultural shock
Once you reach the acclimation, you’ll have the satisfaction of knowing that you can
live successfully in two cultures; this is a huge milestone.

CLUB AND COMMUNITY INVOLVEMENT
There are many activities in which the club is regularly involved. Involve your student in
these and you will see that they will not only enjoy this but get to know what Rotary is. By
being involved the student will feel part of the club, be able to interact with more members
and generally contribute to the benefit of all. This can be a distraction to feelings of
homesickness or just make things easier for them to settle.
Have the student have;
•

An involvement in the New Generations Committee.

•

Contribute an item for the club bulletin on a regular basis.

•

Arrange to visit a pre school or aged care facility or hospital.

•

Visit clubs who are non-participating in the youth exchange program.
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THREE INBOUND STUDENTS AFTER AN EXCHANGE
“… I think the key to my successful year was that I had very low expectations of
what is going to happen in this year. I was just going to take everything as it
comes. Through that every trip, weekend or invitation was like a bonus, something
very special.”
“... Living away from home in a foreign culture at a young age is a transformative
and challenging experience, one that I will never forget.”
“… I would never have thought that the whole club would get involved in my
exchange. This just shows me again what a vibrant and active club you are. I will
miss you so much.”
“…!I want to continue to be involved in Rotary Youth Exchange to help future
students to have a life-changing experience like only Rotary Youth Exchange can
offer, so that they too can open their hearts and minds to others around the
world.”

###***###
“… You may think you didn’t do much for me, but I can tell you right now that every
single person that I met during my adventure in the huge Island gave me
something! Maybe you are part of the one, who just smiled at me or said hello to
me once, maybe you helped me during my bad days or made me laugh during the
good ones, maybe you made me discover something new, maybe you talked to me
and listened to me, and then made my English get better… Whatever you did for
me, I won’t forget it! Because you did it, my year in New Zealand is unique and
magic for ever! So… Thank you!”

###***###
“… I’d been homesick and happy at the same time. Incredibly lonely yet surrounded
by people who took interest in me and my foreign-ness right away.”
“… I had spent so much of my time trying to keep those at home happy and
informed that I had forgotten to experience my life here. I had forgotten the
purpose of my exchange; I had forgotten that I was a Kiwi in training, not just
a tourist. It was then that I jumped full heartedly into my exchange. I began to
feel like I had made those friends and I could start to see the changes. New Zealand
was no longer just New Zealand. It was becoming a part of me.”
“… I speak to you today with gratitude in my heart and tears in my eyes, praying
that this is as hard for you as it is for me and thanking you for who I am, 17 years
old on the outside and close to 27 on the inside, someone who used to think that
the world was a big place. I now realize how small it truly is.”

###***###
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Communicating and Reporting
Keeping in Touch
Once your year of exchange has commenced there will be many
people interested in knowing and hearing about your experiences
and the progress of the exchange - both the good and the bad!
They include your family, your sponsor club, counsellor and
district, your friends back home, and your host club, host
counsellor and the Youth Exchange Committee here in New Zealand.
Of course, in the ever-changing world of communication, it’s now
so easy through the Internet and e-mail. It’s important to keep
open the lines of communication with your home, community
and especially your friends, as it will help you ‘settle back in’
when you return from your exchange.

Computer and Internet
The use of the computer/internet connection at your host family’s home or at school is a
privilege, not a right, during your exchange year.
•

Discuss with your host family and/or teacher what the
Guidelines are for using the computer and what
the guidelines are for using the Internet.

•

For some families and schools, they are charged for
all of the time spent on the internet, so be sure you
understand any time limit.

•

If you are setting up a new email account, it is most
helpful to include your name in the address as it makes
it easier to identify you immediately.

•

It is most important that you check your emails regularly as your country
coordinator and YEP Chairman will use email communication to keep you informed.

Blogging
Blogs are popular these days and they are a convenient way to communicate without
leaving anyone out. There are a few words of caution required here:
•

You need to remember that the Internet is also a convenient way for perpetrators to
find you.

•

It is an international advertisement that can help anyone find out what your name
is, what you look like and where you live.

•

When/if you use a weblog take precautions by using a reputable provider, use all
available security features, and avoid posting personal details.

•

Even with all of these precautions, you are never 100% secure from hackers.
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Facebook and MySpace
You should think very seriously about what you post on Facebook or MySpace or other similar
sites, because the consequences could be dire.
•

Anyone 'in the know' can view these social networking sites and see your profile and
things you have posted;

•

All we are trying to do is to convince you to be cautious;

•

What seems an innocent form of 'having fun' and 'keeping in touch' with friends
could become a tool used against you;

•

Don't be afraid to join Facebook or MySpace, but don't put
anything on ‘the web’ that you wouldn't want someone like
your mother or grandmother to find;

•

Remember that you are an ambassador for your home
country and for Rotary; it could be your counsellor or a host
family member who finds those inappropriate photos or reads
some of your posts about a reckless adventure.
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