POLICY FOR EXCHANGE PARTICIPATION AND OVER SUBSCRIBED OUTBOUND EXCHANGES

       2.13 Club Policy -- The Friendship Force of Edmonton and Area (Policy & Procedure Manual)

Selection Criteria for Ambassadors: 

1 Applicants for an outbound exchange must complete an Ambassador Application Form. 

2 Although FFI does not require ambassadors and hosts participating on FFI exchanges, to be members of the international organization, an ambassador applicant must be a member of the FFE&A unless he/she is a member of another FF club.

3 The FFI Policy on Mobility and Health Limitations, with additions approved by the FFE&A shall govern the selection of ambassadors. See Policy 1.16 in the Board Policy and Procedure Manual for details.

4. The ED must ensure that potential ambassadors share the ideals of FFI. Ambassadors need to welcome the homestay experience, support the ideals of FFI and be able to meet the physical requirements of the program. Ambassadors also need to be alert, capable of following directions, and able to fulfill the goal of FFI as an ambassador of friendship and goodwill. 

     5.    In addition the ED is responsible to ensure that the ambassadors understand and certify  

             that they can comply with the physical requirements of the exchange program.  While 

             Friendship Force exchanges are not considered unusually demanding, ambassadors need 

             to be able to keep up with the typical daily activities of their hosts and the exchange 

             program. Walking for extended periods of time, riding public transportation and climbing  

             stairs are all normal activities within any exchange. 

6.   Ambassadors must be able to carry their personal luggage. They should not have the        

expectation that members of the exchange or their host will help in any way: In effect, if you can’t carry it, leave it at home or if you can’t carry your purchases, don’t buy them or have them shipped home. This does not mean that ambassadors cannot make personal arrangements with a travelling companion to assist with their luggage.

Ways in which an Ambassador Exchange Director can screen potential ambassadors include:

· Review the health section of the Ambassador Application Form with the applicant and make sure that any potential or current health problems, including mobility and stamina issues, are adequately noted.

· Ask applicants direct questions about their daily routine, travel habits, level of physical endurance and mental status and explain the nature of activities proposed on the exchange plan.

· If the applicant has traveled previously with another FFI club, check with the applicant’s most recent ED regarding any reasons why the applicant should not participate on the planned exchange.  If the applicant is new to FFI, ask for a reference who can speak knowledgeably about the applicant’s level of physical fitness and capabilities to fulfill the requirements of the exchange.

· If concerns remain, provide the applicant with a list of the planned activities for the exchange and ask for a letter from their health provider indicating if the applicant will be able to meet the requirements of the exchange.

· Check with the FFI Program Coordinator assigned to the exchange regarding any prior incidents involving the applicant (physical conditions or behaviour issues) that might disqualify that applicant for a future exchange.

FFI does support the participation of ambassadors with health limitations and physical disabilities.  However, without exception, ambassadors can only be accepted on an exchange upon full disclosure of their limitations to both the ambassador and host exchange directors and written agreement from the host exchange community and/or travel suppliers that they are able to accommodate the limitation.

During an exchange, if either the ambassador ED or host ED find that a physical or mental limitation, that was not fully disclosed in advance, interferes with the ambassador’s ability to participate fully in the exchange program, including the home-stay, then that ambassador can be asked to depart the program or be moved to an alternate housing arrangement at the If the ambassador’s own expense.

Over-subscribed outbound exchanges 

1. The ambassador exchange director and club president [including traveling partners] are automatically accepted for the exchange.

2. If an exchange is over-subscribed, applicants with less than one year of membership from the date the deposit is due will be placed on the wait list.
3. If the exchange is still oversubscribed, the ED will advise all club members of a date for a draw and will request members who have submitted an Ambassador Application Form to submit their deposit by a deposit due date. 

4. If the exchange is still over-subscribed after the due date for deposits, the names of the eligible ambassadors will be placed in a “hat” and a draw, under the supervision of the ED, will be made. Any interested applicant may attend the draw.

5. The names of the people remaining in the hat will be drawn and placed on the wait list. The members on the wait list will be contacted to determine if they wish to remain on the wait list. Applicants who do not meet the one year membership requirement, can be added to the “wait list” but only after all those members with one year or more have been placed on the “wait list”.  
6. Applicants close to the top of the “wait list” are to be encouraged to participate in any activities planned around the Exchange including the workshop, as a show of interest in the exchange and preparedness, should your name be chosen from the “wait list”.

Deposits and Final Payment

1. The deposit consists of 2 parts: the club fee of $25 [to cover the club costs of organizing the exchange] and the host fee for each week of home hosting. The host fee is subject to change. 

2. The “deposit due” date is established by the ED and the club president.

3. The date for the final payment is established by the ED, the FF program coordinator, and in some cases, by the travel agent and is usually approximately 66 days prior to departure. The list of ambassadors, effective on the due date, is submitted to FFI and the host club for matching and program planning purposes. 

4. All deposits made prior to the official “deposit due” date are fully refundable.

5. If the exchange is over-subscribed, a member is placed on the “wait list” and the deposit will be returned.

6. If a space becomes available after the draw, the member at the top of the wait list will be given the option to join the exchange and pay the amount due at that time. If there is cancellation of only one person, the first person on the wait list willing to travel as a single will be offered the option to join the exchange.

7. The club will reimburse the deposit to the person who withdraws from the exchange only if there is a member to take his/her place.

     8.   Ambassadors must be advised to consider trip cancellation insurance at the time they 

            purchase their ticket.     

The deposit, which is non-refundable after the due date, is not intended to generate revenue for the club. The host fees to the host club for planning the program for the exchange have been committed after the due date and are not refundable. The club fee may be refunded if not required 

Policy for Exchange Participation and over-subscribed out-bound exchanges
International Policy - Approved by The FFI Board of Trustees – September 6, 2002

Amendments Approved by The FF of Edmonton and Area – May 24, 2008. 

Minutes from the meeting reflect the changes made.

*All changes made including Clarification of the $25 Local Fee refund policy will be noted in the minutes of the General Meeting scheduled to be held September 16, 2008.  

Insert for Member Information Manual – follows “The Role of the Exchange Director”.

*Information to be included in Orientation Sessions for Potential New Members.

Policy and Procedures Manual Insert -- Club Policy 2.13.

Insert to be included in Outbound Exchange Director Manual/FFI Guidelines.      
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