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Who is a Volunteer?
Reporting Structure of D5100 Youth
Exchange Committee
Club Counselor & YEO Responsibil it ies
Inbound Process
Monthly Counselor Reports
Host Families
Independent Travel
Resources

TOPICS WE WILL COVER TODAY



VOLUNTEERS ARE:VOLUNTEERS ARE:VOLUNTEERS ARE:
AAAnyone involved with the Rotary Youthnyone involved with the Rotary Youthnyone involved with the Rotary Youth

Exchange Process -Exchange Process -Exchange Process -
Club YEOClub YEOClub YEO
Club CounselorsClub CounselorsClub Counselors
District Committee MembersDistrict Committee MembersDistrict Committee Members
Host FamiliesHost FamiliesHost Families
Any Club Member who Is in contact with studentsAny Club Member who Is in contact with studentsAny Club Member who Is in contact with students
on a regular basison a regular basison a regular basis





District 5100 Governor

LTEP Outbound 
Coordinator

All District LTEP Outbound
Canditates

LTEP Inbound
Coordinator

LTEP Rebound
Coordinator

ROTEX Alumni

Rebound Students

District Youth Exchange 
Program Committe 

Chairperson

Compliance
Officer

Youth Protection Officer
(YPO)

District Physical & Mental
Health Counselors

 
LTEP 

Country Officers

All Inbound Students

District Short Term
Youth Exhange Program

(STEP) Coordinator

Treasurer & Asstistant
Treasurer

ARO

Special Events

Outbound Candiates/Students

Country Officers in Host Countries
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Sponsor Club YEO

Inbound Students - by Host Country

OB Canditates - by Host Country 





OUR PROGRAM IS DIRECTED
 & AUDITED BY 

The
Department of State 

(DOS)
There are rules to be followed or
we risk the program being shut

down



CLUB COUNSELOR  IN OUR
PROGRAM 

=
LOCAL AREA COORDINATOR

(DOS)



OUR PROGRAM IS DIRECTED BY 
THE US DEPARTMENT OF STATE

The Local Area Coordinator is a
position required by State
Department regulations. 

All Club Counselors are Local
Coordinators according to the
State Department. 



Our Local Area Coordinators are Rotarians
who live within about 120 miles of students
whom they are responsible for. 

They tie together the Schools, Rotary Clubs,
Host Families, and students in their
assigned areas.

The student must have 3 distinct adults
serving in the 3 areas of supervision
(District Youth Protection Officer, Club
Counselor (Local Area Coordinator), and
Club YEO)
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First and foremost, the Club Counselor is the “Local
Coordinator” for purposes of the U.S. Department of
State and must ensure compliance with monthly
reporting requirements. 

Appointed by the Club YEO to serve as the Inbound
Student’s friend and advocate when he/she is having
difficulties at home or at school. 

MUST meet with the student at least once per month, to
give sound advice and deal with any problems, fears,
and worries the Inbound Student may have.  (Prefer in
person meetings)

Must submit a monthly counselor report through the
YEAH Portal BEFORE the 25th of each month the student
is here.C
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The Club Counselor CANNOT be an
Inbound Student’s Host Parent in the
same school year.

The Club Counselor CANNOT be the
Student’s High School Principal, or
School Superintendent.
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LISTEN to the student
Advocate for student
Help student feel part of the Rotary family
Work with the Club YEO as a Liason between
student, Rotary Club & School
Provide guidance and counseling to student
Assist student in adapting to our culture &
language
Be proactive with Club and District if there are
concerns
Submit monthly reports in YEAH with DETAILS 
Help transport the student to and from Rotary
meetings and District Trainings.
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Responsible for the program at the Club level - Lead the
Club’s RYE Committee

Oversee Marketing, Recruitment, Interviews and approvals for
Host Families - this should be done year round

Visit each host family's home as part of the vetting process
before the student is assigned. (report required)

File the initial home visit report for a host family. Visit must
take place BEFORE the student moves to the home. Host
Families must be APPROVED in YEAH before a move can occur

.
HOST FAMILY CHANGE REPORT - All student host family moves
MUST be reported to the student’s Country Officer.



Ensure Host Family Change Reports are submitted within 24
hours of the Student’s move. Then Notify the Student’s Country
Officer. 

When possible the Club YEO should arrange and conduct the
student move and transition families with the Host Family
Notebook.

Ensure the Club Counselor (or another committee member -
other than the person who did the initial home visit) MUST file
the follow-up Host Family visit report within 60 days after the
move.

The Club YEO should remain in contact with the Inbound
Student’s District 5100 Country Officer throughout the year. 
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Provide a liaison, along with the Club Counselor
between the Host Club and the local high school

The Club YEO must appoint a counselor who will help
coordinate student visits within the club throughout
the year, helping to enhance the student’s
experiences.

Ensure the Club Counselor is submitting timely
monthly reports for the Inbound Student.

Encourage Club Members to get involved with the
Youth Exchange Program.
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Help to transport the student to and from Rotary Meetings (Both
Inbound and Outbound Students)

Ensure the student is included in fundraisers and service projects.
(both Inbound and Outbound students)

Assist in transporting the student to Fall Orientation, January
Country Fair, Eastern Oregon Trip and District Conference. (Both
Inbound and Outbound Students)

The Club Counselor or CLUB YEO is responsible for corresponding
with the Inbound student, with the Inbound student’s natural
family, and with the Inbound student’s sponsoring Rotary Club prior
to arrival. 

The Club Counselor or CLUB YEO should inform the student about
your club, community, school, the first host family, and other topics
of interest



INBOUND PROCESS



CLUB

DISTRICT

The program starts with the
club telling the district it

wants to participate. 

Complete  the 
Intent to Participate Form

(ITP)  

The Intent To Participate will be
completed in July by the new

Club President





 
2024-2025

OB $1850
 
IB $1550  

STEP $450

2025-2026 

OB $1900

IB $1600  

STEP $450

What does it cost??



Need guarantee form filled out with Club Information (Host
Family, club counselor, school, President, SIGNATURES IN
BLUE INK, Etc.)

Letter of acceptance from school ON SCHOOL LETTERHEAD

HF and Club counselor must be YEAH approved (fully vetted)

Inbound Fee 2024-25 $1550.00 and for 2025-2026 $1600

I N B O U N D S
A s  S o o n  A s  T h e y  A r e  A s s i g n e d



L T E P  I N B O U N D
G U A R A N T E E  F O R M

H o w  t o  C o m p l e t e

Your Student’s Country

Officer should email you a

partially filled in Guarantee

Form PDF.

Fillable PDF is on the website
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School Letter Head

School Seal

Blue Ink Signature



Applicable in Portland Public Schools, Oregon City Schools
A widely accepted test  of English Proficiency for foreign
students
Secure, remote testing
Instant results
If your school requires this test, be sure they have the
updated scoring information for ELTiS 2.0
DO NOT PROMOTE!!!
Coordinate the Test through the Country Officer

E L T I S  T E S T I N G
F Y I



INBOUND STUDENT PRIORITIES
Required District 5100 activities

Host Family

Host Rotary Club

School

Make sure y
our students,  Host Familie

s, Clu
b

members & Schools are aware of

 these priorities.



STUDENT

HOST CLUB YEO

HOST CLUB
COUNSELIOR

HOST
 PARENTS

DISTRICT 5100 COUNTRY OFFICER 
& INBOUND COORDINATOR

Student should discuss issues with their host
parents.

Student should discuss issues with their
host parents and the Host Club
Couselor.

If not resolved with the Host Club
Counselor, involve the Host Club
YEO.

If issues are not resovled with
the Club YEO, then take to the
D5100 Country Officer

Support Structure for the INBOUND Exchange Student
 Regarding issues with host family, host siblings, school, etc..

1

4

3

2



The Club Counselor should be comfortable
in responding to any problems or concerns
which may arise during the exchange

The Club Counselor, in concert with the
YEO, and the CO needs to determine the
sources of any reported problems; i.e. the
student, the host family, poor
communications, etc.
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Prompt counseling is necessary to effect performance
modification. Counseling may have to be both individual
and joint with host parents or school counselors to result in
the required changes. 

If repeat counseling for the same problem is required, it
should be done with a witness and should be documented.

Any significant student problem must be reported
immediately by the YEO to the Country Officer (CO)
assigned to the student’s country on the District Youth
Exchange Committee. 



The CO will monitor the progress and assist the club. This officer
will investigate any problems and notify the District Youth
Exchange Chair of the situation with a recommendation for action
if necessary.

Problems involving drugs, public drinking or drunkenness, driving,
proven sexual activity, or breaking the laws of the host country
may result in the immediate termination of the student's exchange
and return home. 

Romantic involvement or sexual activity by the student must be
discouraged. Counseling should be used to try to modify the
student's behavior.



District Discipline Policy

When behaviors with a student do not improve and require intervention, our
District has the following in place. IB Students are aware of this policy.

Yellow Card – these are behaviors that are problematic, but do not warrant an
immediate early return. When they are identified and properly dealt with, an at-risk
situation can be completely turned around. Some Examples – Disregard of host family
rules, smoking, vaping, lack of effort in school, lying, disrespectful behavior… 
Continued issues that were part of the yellow card if not resolved will warrant a Red
Card and a trip home.

Red Card – These are behaviors that are totally unacceptable and warrant an
immediate return home after consultation with the sponsoring district. Examples
might include – driving a motorized vehicle, illegal use of drugs, sexual relations,
theft…

There are specific guidelines for each discipline policy. Talk with your student’s
country officer if you need more information or assistance.





Useful or Not Useful comments??



One sentence answers are not enough to give an adequate
picture of what is going on with the student

Contacting by text is not a preferred method of
communication and the written information does not give us
any idea what is really going on.

This was a student that the Club wanted to send home. There
is no evidence in the reports that would support what the
issues were, how they were discussed, or what was being
done to resolve the issues.  

REASONS THESE REPORT COMMENTS ARE NOT HELPFUL



Thoughts on this example??

How about this one??



TERMINATION OF THE STUDENT'S
EXCHANGE WILL ONLY BE DONE ON THE

AUTHORITY OF THE DISTRICT YOUTH
EXCHANGE CHAIR OR DESIGNEE. 

Without proper documentation, it is difficult to send a
student home. PLEASE do thorough documentation of

your monthly reports and any other meetings, especially
when issues arise. Relationships with our Country Officers

in other countries are at stake.



HOSTHOSTHOSTFAMILIESFAMILIESFAMILIES



MYTH - 
“Only Rotarians can be host families for Rotary Youth
Exchange students.”

FACT -  
Families DO NOT need to be Rotarians to host Rotary
Exchange Students.

Host families run the full spectrum of possibilities. They can
live anywhere—the suburbs, the city, or even a farm. 

HOST FAMILY - MYTH OR FACT?



Myth – “To be a host parent, you must currently have children living in your home.”
FACT - It doesn’t matter if you have children, you’re single, you’re an “empty nester” or you’re

a same sex couple…you can host. In fact…

Families with small children make great host
families. Young children get the experience of
having a big brother or sister and the
exchange student often enjoys the relaxed
atmosphere of practicing their language
skills with a younger child.

Families with high school-age children are
ideal because host brothers and sisters can
quickly get the student involved in school
and community activities

HOST FAMILY - MYTH OR FACT?

Empty Nesters or retired couples are
good too because they can have
more time to spend with their student
than younger parents.

A single parent can host, but
additional documentation is required.
They are in the YEAH Library - show
them in a slide



H O S T
F A M I L I E S

r e c r u i t  &  t r a i n

Recruiting Materials available to you
Host Family Application
References
Background checks for all 18+
Home Visit - Questions
Host Family Orientation - Form
Backup Host Family (NEW)
Host Family Binder
Visit after 60 days



H O S T  F A M I L I E S
R e q u i r e m e n t s

Online Application in YEAH
3 References
Background Check
Department of State Training
Youth Protection Training







Name of
Report

This should
auto fill

Enter Your
Information



Verify the
photos are

what is
acutally in/
around the

home

Use the pull
down menu

to make
your

selections

Click to
Submit



HOST CLUB
COUNSELIOR

DISTRICT 5100 COUNTRY OFFICER 
& INBOUND COORDINATOR

STUDENT

HOST CLUB YEO

HOST
 PARENTS

Support Structure for the HOST FAMILY

The Host Family should discuss issues with their
student.

If issues are not resolved with the Host Parents
and the Student, the Host Parents should talk
to the Host Club YEO.

If not resolved with Host Club YEO, the
Club YEO should discuss with the Club
Counselor and hold a meeting with the
family and student to resolve issues. 

When issues cannot be resolved at
the club level, the District Country
Officer and Inbound Coordinator
should be involved to determine next
steps.

 Regarding issues with student behavior, rules and school issues.

3

2

1

4



Host Families need to
Supervise the school and leisure hour activities of the student as if he or she were their

own son or daughter.

Maintain the student in their home and are expected to share all family activities.

It is desirable that the student has a room of his or her own when possible. However, if

this is not possible the student may share a room with someone in the student's same

gender and age group.

Fill out all required Rotary forms, one of which is a volunteer affidavit. This affidavit

allows the D5100 Youth Protection Officer (or designate) to perform a criminal

background check.

Anyone in the home 18+ must take and pass Rotary Youth Protection Training

Have monthly contact with an assigned Rotarian from the hosting club to discuss the

progress of the student and resolve any issues that might have arisen during the hosting

period. 
 



Room and Board

School lunches and routine school supplies (If the student has

been provided supplies to make their own lunch at home, the

host family can choose whether to pay for their lunch in the

school cafeteria.)

Laundry detergent, toiletries, etc.

Family trips, and vacations - the Host Family can ask the

student to pay or contribute to these special activities.

Host Family Provides for Student:



iNBOUND Student Provides:
Personal clothing
Cell phone, unless otherwise specified
Personal items, such as souvenirs
Optional Rotary trips and spending money
CISI Insurance Coverage
Medical and dental expenses
Emergency Fund of $500

Held and administered by host Rotary Club
Used in emergencies, with Rotary permission
Must be replenished if used.



First US family for student

Pick them up at the airport, usually with a welcome sign

English may or may not be very good. 

Help them either get a short term phone or SIM card so they have an American

Phone number. Work with the student’s club on his

Help with high school course registration along with Club Counselor (keep it

simple – some of our students may have to repeat this year at home)

Fall sports – see if they want to play any… They will need a US Physical that is

available at most of the school’s health centers – fyi - water polo, cross country

are usually no cut sports

Fall Inbound Orientation at Twin Rocks – Usually in September for 3 days.

Typical First Host Family



Football games – encourage them to go and be part of school spirit. 

Homecoming is usually a new experience. Encourage them to attend.

Student may experience home sickness during the first few weeks/ months.

Optional District 5100 West Coast Tour. Not all students go. Usually 9 – 11 days in October.

Halloween and Thanksgiving are most likely new cultural experiences for them. Have some fun!

May also need to help them prepare for winter sports.

Items the STUDENT may want to purchase in this time frame – some clubs may pay for these

items, but you as the host family do not need to purchase

Yearbook can be purchased at a discount

Graduation cap and gown can be purchased at a discount (most students receive an honorary

diploma)

Grad Night ticket can be purchased at a discount

Typical First Host Family Continued

 



Winter Break

Christmas – may or may not be celebrated in the student’s country. Great time to

learn from them and share our culture.

New Year Eve and New Years

Student may already be playing a winter sport.

Mid-January Outbound Orientation – your student may be asked to represent

their country at this event in Salem.

End of January – Beginning of February – Eastern Oregon Trip – Mandatory for

the IB to attend.

Valentine’s Day

Typical Second Host Family



Student should speak English well by now.

Spring sports – may already be participating – Track is often a no cut sport

District Conference – talent show and speech (Required for IB student)

Prom

Graduation - Grad Night Party

Last weeks in the US

Sending them off to their home country – usually very emotional for the student… and

you. 

NO NATURAL parent visits when the student goes home. (cannot pick them up and go

on a vacation)

Natural parent visits can be approved after the winter holiday, but NOT during any

required training AND must be approved by Club YEO, Host Family and Country Officer.

Typical Third Host Family



Review the First Night Questionaire with the student within the first days

of moving into the home.

Treat student as member of the family (while also understanding the

culture they were raised in might need to be taken into consideration in

how to communicate)

Delegate daily responsibilities and chores in  the home 

Provide emotional support to the student just as you would your own child

Assist student in finding the right friends

Be prepared to say “No” when appropriate

Ensure students dress & present themselves  appropriately

Ensure the safety of the student 

Be aware of and help the student in following Rotary and District Policies

Host Family are Expected to:



Supply or allow students to have beer, wine, liquor, cigarettes, e-cigarettes, marijuana, drugs of

any kind – unless prescribed by a doctor

Allow students to drive or use e-scooters

Allow students to travel by themselves outside of your immediate local city area (A good rule of

thumb is within 15 to 20 miles of home)

Encourage romantic relationships between the student and other exchange students or local

students.

Use the student as a babysitter for younger host children

Leave a student overnight without notifying the Counselor

Require their student to attend their family church services every week. Host families should not

force the issue if the student wishes to follow their own religion (where their religion differs from

the host family). Every effort should be made to assist them in that respect (does not need to be

weekly)

Host Family Should Not:



Inbounds CAN babysit or do yard
work for spending money. They
just cannot become employed by
anyone
Invite Host Families to Events and
Service Projects
Be sure to thank them and make
them feel special for hosting.



For all inbound students, every change in
residence, or contact information, (including the
street address of the new host family) must be
recorded in the YEAH database within 24 hours of
the move. 

NOTIFY THE STUDENT’S COUNTRY OFFICER OF
ANY STUDENT MOVE.

An email to the student, the Country Officer, and
the ARO (Alternative Responsible Officer - our
liaison to the State Department for U.S. hosted
students) indicating that a change has been made

ill b d f

W
he

n 
th

e 
St

ud
en

t M
O

VE
S

Ho
st

 Fa
m

ilie
s..

..



Host Family Manual
& Notebook

Club YEO should make and review with each Host Family 
Should Contain:

Host Family Manual
Inbound Student Application
Inbound Insurance Card with the medical page signed by parents easily
accessible
How and when to use Insurance
Copy of DOS Student Identification Card
Names of other host families
District Committee Contact List
Contact information for Club YEO and Club Counselor
A section for Notes about the student
A copy of the receipt for the Students $500 Emergency Fund



Student’s are on a J-1 Visa - The Exchange Visitor (J) non-immigrant visa

category is for individuals approved to participate in work-and study-

based exchange visitor programs.

Rotary has a Student Identification Card that the student should always

have.

Students are given their initial card at the Fall Orientation.

When a student moves to their second and third host families, the District

YE Secretary will send the student a NEW Student Identification Card

with their new host family information on the card.

Student Identification Card



US State Dept Identification Card Example

Student needs to have this on their person at all times.



Students have medical insurance that covers them while here in

the US. It is CISI and they should always have their insurance

card on them. (The only exception to this is the students from

DENMARK, who have their own Country Insurance)

Student’s insurance does not cover dental needs or

emergencies. Talk to the student's Host Club if a student needs

emergency dental work such as a root canal or broken tooth. A

Rotarian dentist might be able to help, or this is why they have

their emergency fund.

Student Insurance



CISI Insurance Card Example





Ask them to be a Greeter or Sergeant at Arms at
meetings

Have Inbounds speak at the club, and have them tell
what they are doing each week at school, home, or
for fun

Schedule them to give their sponsor country
presentation.

Have club members invite them over for dinner or out
to an event.

Invite them to Club events and service projects

Help your students say YES to opportunities

Involve Your 
INBOUND Candidates



T R A V E L  N O T  N E E D I N G  A P P R O V A L
Travel I﻿s permitted with Host Parents or on Rotary-authorized
functions and school trips with proper adult chaperones. (Out of
the US Needs to be reviewed by District Chair.

The Country Officer MUST be informed of any absences of the
student from the host family home for 3 days or more.

Students using Tri-Met to get around is OK (public
transportation)

A good rule of thumb is 10 to 20 miles from home
 

District 5100 has an obligation to be able to reach any inbound
student within 24 hours should the need arise. 



The RI Certification document stipulates: 
Students should not undertake travel outside the immediate
area of the community in which the host club is located without
the consent of the students’ parents or legal guardians and of
the participating clubs or districts.

The Rotary Youth Exchange Program is NOT a travel program. 

Any opportunity to travel is at the discretion of the Rotary DISTRICT
and must be under the direct supervision of the host family, school
or hosting Rotary club/district. 

A student MUST NOT travel alone or be accompanied solely by other
students. 



All INDEPENDENT travel must be approved by:
District Youth Exchange Chair
District Country Officer or Inbound
Coordinator
The Host club
The Host family 
The Sponsoring district chair
the Student’s Natural parents in writing, 





YEAH -YEAH -YEAH -   
PORTALPORTALPORTAL

   
   

Download YEAH Portal onto your mobile phone (can also be
accessed via the computer)
A web-accessible secured site that presents information for the
YEO - need userid and password
Can submit monthly reports, host family change notifications and
more
Gives you access to insurance cards, etc.
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Support District 5100 Rotary Youth Exchange (RYE) students in every stage of the program

Assist in the administration of the program to such extent as determined in cooperation with the
District Youth Exchange Committee (DYEC).

Assist Rotary clubs in raising awareness of RYE in their communities, finding OutboundCandidates,
finding host families, welcoming Inbounds to their schools and communities, and re-integrating
Rebound Students.

Assist the DYEC in planning, updating, and execution of its orientations and other activities

Providing support to the Rebound, Inbound, Outbound Candidate, and Outbound studentsand their
families

Encourage RYE participants to continue in some aspect of the Rotary organization at sometime
following the conclusion of their exchange

ROTEX
CRITICAL TO YOUR CLUB AND DISTRICT SUCCESS



District Website
Contains:

Information for the public and our program to access
Links to YEAH Applications for Volunteers, Host
Families
Links to most current documents
Information on ROTEX
Youth Protection and DEI
Club, Counselor, Inbound, Outbound and Host Family
documents and training information



contact us District 5100
www.youthexchange5100.org

Joyce Forsyth - Clackamas
Country Officer Thailand and Czechia
Inbound Coordinator
jrforsyth1@comcast.net

Bob Archer - Monmouth-Independence
Country Officer Japan
Inbound Coordinator
bgrantarch@gmail.com

ROTEX -5100ROTEX@gmail.com
Instagram - @yourfav5100ROTEX


