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1. POLICIES ESTABLISHED BY FRIENDSHIP FORCE INTERNATIONAL

1.1.   Annual FFI Membership Fees
Date established – Yearly

The annual membership fee to FFI is $6.00 US for a single membership and $10.00 US for family membership

FFI fees are due March 31 and are based on the club’s membership as of December 31.

May 06

1.2.   Joining Exchanges from other countries

Date established – 2001

This policy defines the terms and conditions under which FF members can join an exchange from another country.

May 06

1.3.   Conflict of Interest – Travel Industry Professionals

Date established – March, 2002  [See March 2002 Leadership Forum]

Friendship Force members who themselves are travel or tour agents should excuse themselves from club decisions that would clearly be a conflict of interest for them.

Nov/07

1.4.   Sister Cities Partnership Agreement

Date established – February, 2002

Friendship Force International and Sister Cities International have completed a partnership agreement. The goal is to help Sister Cities committees arrange exchanges between partner cities. Local committees will be able to work with Friendship Force International staff and volunteers to develop exchange programs to enhance the relationship between twinned cities. Friendship Force clubs will also be invited to get involved when appropriate. This is a way to increase both intercultural exchange and awareness of Friendship Force International and Sister Cities International across the globe. Sister Cities members will also be invited to join regular Friendship Force exchanges traveling to their partner city and become Friendship Force members. 

May 06

1.5.   Annual Club Report

Date established – May 14, 1999

An annual report describing club activities to December 31 is required by FFI.  

May 06

1.6.  Annual Club Charter Renewal

Date established – January 23, 2002

To remain an active FF club, an annual Club Charter Renewal Form must be submitted to FFI .
Aug/ 06

1.7.  Criteria for Assignment of Exchanges
Date established – May, 1999

FFI has developed guidelines for the process of assigning exchanges to member clubs.

May 06

1.8 FFI Versus Non-FFI Members on Exchanges

FFI does not require participants on exchanges or hosts to be members of FFI or members of local Friendship Force clubs. An exchange experience can be the best recruiting tool for a local club.

The Friendship Force of Edmonton and Area has established the policy to require Ambassadors who are not members of FFE or any FF club, to pay the FFE club membership fee to be eligible to travel as an Ambassador on an exchange with FFE.

Nov/07

1.9 Annual Awards Policy

A new series of awards are being presented for the first time at the 2002 Annual International Conference.

Nominations can be made for a club leader, exchange director, our club or another club for excellence in programs, public relations, service or overall excellence 

May 06

1.10 Celebration of Club Anniversaries

Friendship Force International will help clubs that are celebrating their 10th, 15th, 20th or 25th anniversary to get the word out to those who might want to attend the festivities. Clubs extending such invitations should submit a one-paragraph summary with essential information [date, place, cost, contact, deadlines] no later than the 10th of the month you want to see the item featured in Leadership Forum. Anniversary event notices will be published in up to two Leadership Forums.

May 06

1. POLICIES ESTABLISHED BY FRIENDSHIP FROCE INTERNATIONAL

1.11. Unauthorized Exchanges

Date established – March 2002

Privately organized exchanges [without going through FFI] are not permitted. Any such arrangements are in contravention of FFI policy.

May 06

1.12   Cancellation Policy for Exchanges

Any request for cancellation of the Program Fee paid by ambassadors must be made in writing to the club Exchange Director and forwarded to FFI. Ambassadors who cancel 66 days or more prior to departure will be refunded the full Program Fee except for the $25.00 non-refundable fee paid to the local club. Ambassadors who cancel less than 66 days prior to departure will be refunded the Program Fee, less the $25.00 non-refundable fee paid to the local club and the hosting fee per week of hosting. For ambassadors who cancel less than 31 days prior to departure, the cancellation fee will be increased to $100.00.

Ambassadors who cancel the exchange shall contact the travel agent for any refund available for airfare. Ambassadors are strongly advised to purchase trip cancellation insurance when making application for the exchange. 

FFI reserves the right to cancel a given exchange at any time at the discretion of the organization’s leadership. If FFI cancels an exchange, all fees paid will be returned to ambassadors except the $25.00 non-refundable fee paid to the local club. The local club is responsible to make its refund policy regarding this fee. 

May 06

1.13. Appointing an Exchange Director
FFI has developed a procedure to be used by the club board in appointing an Exchange Director. 

May 06

1.14   Exchange Policies and Procedures:

· Exchange Definitions
· Exchange Types
· Exchange Matching Instructions
· Exchange Match Process
· Exchange Availability Form
· Exchange Destination Preference Form
May 06

1.15   Guidelines for Starting a New Friendship Force Club

Date established – September/02

Guidelines are established for starting a new Friendship Force club in areas not serviced by a Field Representative. 

May 06

1.16   Guidelines for Mobility and Health [Limitations and Participation Requirements]

Date established – September/02

FFI has established guideline requirements for people to be able to participate in the exchange process.

FFE has established additional requirements as underlined in the attached policy document. 
Nov/07

1.17   Outbound Exchange Director’s Program Fee

A portion, or all, of the Outbound Exchange Director’s Program Fee is waived, depending on the number of ambassadors recruited for the exchange.

May 06

1.18    The FFI Field Representative Program

The Field Representative Program was introduced in Canada in August, 2002. The Memo to clubs announcing the inauguration of the program and the job description of the field representative program are provided,

May 06

1.19 Domestic Exchange Directory
Date established – 2003

FFI has established a policy governing the procedure for Domestic Exchanges. Each club 

offering domestic exchanges is required to submit a Club Participation Form on an annual basis.

May 06

1.20 Global Youth Institute

The Friendship Force of Greater Des Moines and the Des Moines Public Schools have collaborated in creating the Global Youth Institute. Friendship Force Clubs offer to host students attending the Global Youth Institute in their areas.

May 06

1.21 Method of Payment to FFI

Any payments made to FFI are to be in US dollars using one of the following payment methods:

1. Credit cards: Visa, Mastercard or American Express only or
2. Cheque in US dollars drawn on a US bank account or
3. Wire [electronic] transfer to FFI’s bank account at:
Wachovia Bank,

Atlanta, Georgia.

Operating account number: 2000-12809-8785

Routing transit number: 061000227

Swift code: PNBPUS33
May 06

1.22 Liability Insurance 

Friendship Force International carries Liability Insurance covering all chartered clubs in the US and Canada for special and exchange-related events. You must have a current Club Charter on file to be covered under the policy.

Some Friendship Force Clubs have found that local meeting facilities require proof of liability insurance before they can be rented. If you find that proof of liability insurance is required by the facility managers you are working with in your community, please complete the accompanying form and send it to FFI to receive the necessary documentation.

July/06

1.23 Cooperative Exchanges

FFI has adopted a procedure for cooperative exchanges to encourage more than one club to work together to ensure a full exchange of between 20 and 25 Ambassadors for all exchanges.

August/06  

2.7  Job descriptions/Committee Terms of Reference for Board and Committee Members
· President

· Vice-president – President Elect
· Vice-President - Exchanges

· Secretary

· Treasurer

· Past President

· Chair – Membership Committee

· Chair – Social Committee

· Chair – Newsletter Committee

· Chair – Communications Committee

· Chair – History and Archives

· Chair – Publicity

· Chair – Audit Committee

· Chair – Nominations Committee

· Fellowship Coordinator

· Inbound Exchange Director – refer to Inbound Exchange Manual

· Outbound Exchange Director – refer to Outbound Exchange Manual

2.8 Minimum number of Ambassadors for an exchange

2.9 Board Orientation Program

2.10 Outbound Member Fee to the Club

2.11 Club Membership Requirement for Outbound Exchanges

2.12 Annual Plan Form

2.13 Reimbursement of Conference Fees

2.14 Oversubscribed Outbound Exchanges
SECTION 3 – Club Bylaws
SECTION 4 – Communication/Publicity/Promotions

4.1 FFI Brochure

4.2 Friendship Online Newsletter
4.3 Friendship [FFI magazine]

4.4 FFE club brochure
SECTION 5  Forms

5.1  Leadership Information Form*
MISCELLANEOUS

6.1. The Friendship Force of Edmonton and Area – Club Profile

6.2. Edmonton Culturegram

6.3. Attractions Catalogue – To be passed to the Income Exchange Director

2. CLUB POLICIES 

2.1  Guidelines for the Outbound Exchange Committee in Selecting a Travel Agent

Date established – May 9, 2000

The objective for the Outbound Exchange Committee is to plan for an exchange which will provide the best possible travel arrangements for the members.

The Board of Directors has established a policy that the Outbound Exchange Committee obtain a minimum of three quotes for travel services. In the event that club members have a vested interest in a travel agency, they may be invited to provide a quote but there shall be at least one quote requested from a non-member agency.  If a fee is charged for this service, the club will advance the money to the outbound committee. 

The Executive Committee shall appoint the travel agent.

Criteria for selecting a travel agent:

· Price

· Comfort

· Routing

· Flight time [length and convenience]

· Flexibility in arranging for extensions following the exchange

· Rules and regulations governing cancellations

· Acceptance of credit card payment

· Travel agency service and knowledge of the area

No single criterion shall be the determining reason in making the selection.

Selection shall not be based only on the lowest cost quoted.

May 06

2.2   Exchange Director Application Form

The club board of directors is responsible for the appointment of exchange directors. Members are invited to apply to be an exchange director, using the established form. 
May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Exchange Director Application Form

Name___________________________________________________________________

Address_______________________________________________________PC_______

Phone [H]_______________[C]_______________________Fax____________________

Email___________________________________________________________________

Requirements for the position:

· Must have a minimum of 2 years membership in the club

· Must attend an orientation session arranged by the club

· Must attend board and executive committee meetings during the planning phase of the exchange

The most qualified Exchange Director should:

· Have proven leadership skills

· Have unwavering enthusiasm

· Appoint  committee  members to function as the planning team

· Behave in a manner above reproach in both the home and partner clubs

· Have good social skills

· Have superior communication skills

· Be respectful of the opinion of others

· Be organized and meet planning deadlines

· Be flexible and willing to compromise

Background information:

· Have you been an Ambassador Yes__ No__ If yes, when_______________________ 

· Have you been a Host Yes __ No __ If yes, when_____________________________

· Have you served on an Exchange Committee Yes __No__If yes, when____________ 

· Have you served on the Board of Directors Yes __ No __ If yes, when ____________

· Have you attended a training session/workshop on exchange planning Yes __ No __ 

If yes, when___________________________________________________________

Describe your voluntary community experience_______________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Signature_____________________________________________Date_______________

May 06

2.3  Guidelines for the Appointment of an Exchange Director

Date established – July 2002

· Applications for the position of exchange director shall be submitted to the Executive Committee of the Board .
· Consideration in making the appointment should be based on the applicant’s familiarity with the country being visited or hosted, its language or other experience that would be of value.
· It is beneficial to rotate the position of exchange director among members to share the responsibility and provide leadership experience.
May 06

2.4  Club Newsletter to Canadian Clubs

Date established – April 23, 2002

A copy of Friendship Links will be mailed to the President of each Canadian FF club with a copy by email to the newsletter editor.

Additional copies will be sent by email, if requested.

May 06

2.5  50/50 Draw

Date established – February 26, 2002

Instead of donations for the coffee fund at regular meetings and social functions, the social committee will hold a 50/50 draw to generate funds to cover costs of refreshments and/or rent..

It is the responsibility of the chair of the social committee to submit a report to the regular board meeting including income and expenses.

May 06

2.6 Use of Free Airline Ticket

Date established – 1999

In the event that a free airline ticket is provided to the outbound exchange group, the amount of the ticket shall be divided equally among all ambassadors. It is the belief of the club that all members in the club are volunteers and therefore a free seat should not be offered to any one member [ie. the exchange director] 

May 06

2.7  Job Descriptions/Committee Terms of Reference:

· President 

· Vice-president [President Elect]

· Vice-president [Exchanges]

· Secretary

· Treasurer

· Past President

· Chair – Membership Committee

· Chair – Social Committee

· Chair – Newsletter Committee

· Chair – Communications Committee

· Chair – History and Archives Committee

· Chair – Publicity Committee

· Chair – Fundraising Committee

· Chair – Audit Committee

· Chair – Nominations Committee

· Fellowship Coordinator

· Inbound Exchange Director [refer to Inbound Exchange Manual]

· Outbound Exchange Director [refer to Outbound Exchange Manual]

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

President – Job Description

Responsibilities of the president:

1. Preside at meetings of the club and the Board of Directors;

2. Serve as liaison with FFI and with other international organizations;

3. Serve as official spokesperson for the club and for exchanges of the club;

4. Prepare an annual report for the annual general meeting and for FFI;

5. Represent the club at the FFI annual conference; 

6. Exercise all powers and perform all duties normally incident to the office of president;

7. Serve as ex-officio member of all committees except the nominating committee;

8. Accept responsibility for the exchange assignments from FFI;

9. Guide the board in naming qualified exchange directors;

10. Submit exchange reports to FFI;

11. Forward to members, all information regarding club, national and FFI activities [eg. Friendship Online Newsletter] and

12. Schedule the first meeting with the new board members to include orientation [to be given by Past President] and direction for development of annual plans for each committee.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Vice-president [President Elect] – Job Description

Responsibilities of the vice-president [president-elect]:
1. Perform all the duties and responsibilities of the president in the absence of the president;

2. Perform such other duties as the board may authorize;

3. Assume the role of the president in the case of a vacancy in the office of president, for the balance of the term;

4. May countersign for the withdrawal of club funds and

5. May represent the club at National and FFI annual conferences.

November/07

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Vice-president [Exchanges] - Job Description

Duties of the Vice-president [Exchanges]:
1. To be the contact person between FFI and our club and the Ambassador club before an Exchange Director is appointed;

2. To be the custodian of all Exchange Director Manuals and the Host and Ambassador Handbooks;

3. To review the Exchange Manual with each Exchange Director and Exchange Committee members as soon as the Exchange Director has been appointed;

4. Collect the Exchange Manual and Handbooks after each exchange;

5. To report to the Past President any changes that have been recommended for addition or change to the Manuals and Handbooks for the annual revision of all manuals;

6. To maintain a list of the countries visited by our club;

7. To maintain a 7-year plan for club outbound opportunities on a rotational basis according to the global area and

8. To maintain a record of promised mutual or reciprocal exchange plans for future years and maintain contact with those clubs.

We are in the business of exchanges

We must make sure that all exchanges are of top quality, all participants exchange committee members, ambassadors and hosts] are familiar with their role and responsibilities.

November/07

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Secretary – Job Description

Responsibilities of the secretary:
Record the minutes of meetings of the board, executive committee, general membership and the annual general meeting [AGM];

Send a copy of the minutes to the president for approval within one week of each such meeting;

Forward the approved minutes to all club members;

Maintain orderly records of minutes and

Following each AGM, send the names of the President and the Newsletter editor to Canadian Club Presidents and Field Representative Coordinator.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Treasurer – Job Description

Responsibilities of the Treasurer:
1. Collect all monies due to the club;

2. Deposit club funds in the bank approved by the board;

3. Keep the books of accounts for the club;

4.  Prepare a finance report for all meetings of the board, executive committee and membership with a copy for the secretary;

5. Arrange for an auditor and prepare the records for the annual financial report [any former treasurer of the club may be asked to audit the records];

6. Arrange for the payment of accounts owed by the club;

7. Prepare the books for audit prior to the annual general meeting of the club;

8. Maintain an inventory list and conduct the inventory check ready for each AGM;

9. Send the payment to FFI for the annual club fees based on membership list as of Dec. 31st and     

      for subscriptions to the Friendship magazine and

10. May countersign for the withdrawal of club funds.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Past President – Job Description

Responsibilities of the Past President:
Sit as a member of the Board and Executive Committee;

Provide counsel to the board;

Perform duties as may be assigned by the Board of Directors and

Conduct the orientation for the new board members following the AGM. See Orientation Program guide in President’s Club Policy and Procedure Manual.

5.   Check with the Vice-President [Exchanges] for any recommendations for revisions to 

      the Exchange Manuals, Host and Ambassador Handbooks.

Arrange for the review and revision of the following manuals prior to the Board 

      Orientation program:

· Board Policy and Procedure Manual

· Outbound Exchange Committee Manual

· Inbound Exchange Committee Manual

· Ambassador Manual

· Host Handbook

· New Member Information Handbook

· Attractions Catalogue

· Media Manual

November/07

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Membership Committee – Terms of Reference

Responsibilities of the Chairperson:

1. Serve on the Board of Directors;

2. May recruit 2 – 3 members for the Membership Committee;

3. Coach the new chairperson;

4. Provide Committee information for the club newsletter;

5. Prepare a report for all board meetings and the AGM and

6. Provide a copy of the Member Information Manual to new members [could be sent electronically].

Responsibilities of the Committee:

1. Arrange Information Meetings for interested prospective members;

2. Invite potential members to social activities of the club;

3. Process all membership application forms, provide the newsletter editor with a brief biography of each new member, inform phone committee with new member information and order name badges;

4. Provide each new member [couple] with a copy of the Membership Manual;

5. Forward membership dues to the club treasurer; 

6. Organize a greeter/host system to make new members feel welcome at club functions;

7. Advise the president of new members in attendance at meetings/social functions so they can be introduced and

8. Maintain the membership roster and provide a copy of the Dec. 31st membership list for inclusion in the first newsletter of the year and to the History and Archives Committee.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Publicity Committee – Terms of Reference

Responsibilities of the Chairperson:
1. Serve on the Board of Directors.
2. May recruit 2 –3 members for the committee.
3. Provide committee information for the club newsletter.
4. Prepare a report for all board meetings and the A.G.M.
Responsibilities of the Committee:
1. Prepare and maintain a Media Manual.
2. Solicit opportunities in all media to publicize The Friendship Force in general and the activities of The Friendship Force of Edmonton and Area. 

3. Assist the Membership, Social and Exchange Committees as requested.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Social Committee – Terms of Reference

Responsibilities of the Chairperson:
1. Serve on the board of Directors.
2. May recruit 2 or more members for the committee.
3. Provide committee information for the club newsletter.
4. Prepare a report for all board meetings and the AGM.

5. Organize the 50/50 draw at club functions and include an income & expenses report at each board meeting.

Responsibilities of the Committee:
1. Plan and organize the annual social program for approval by the board of directors. 

2. Book facilities for all meetings and activities of the club.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Newsletter Committee – Terms of Reference

Responsibilities of the Chairperson

1. Serve on the Board of Directors;

2. May recruit members to the Committee, as required;

3. Prepare a report for all board meetings and the AGM and

4. Prepare an annual budget for the publication and mailing of the newsletter.

Responsibilities of the Committee

Publish the newsletter on schedule as approved by the board and

Circulate the newsletter to all Canadian clubs.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Communication Committee – Terms of Reference

Responsibilities of the Chairperson:
1. Serve on the Board of Directors;

2. May recruit members to the committee as required;

3. Provide committee information for the club newsletter;

4. Maintain a record of all communication to the membership to include board, general meeting and AGM minutes, social activities, Leadership Forum, Field Representative reports and any other information of interest to members and

5. Prepare a report for all board meetings and the AGM.

Responsibilities of the Committee:
1. Assist the membership, social and exchange committees as requested .

2. Contact all members by e-mail and/or phone as required by the President and Board Committees.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

History and Archives Committee – Terms of Reference

Responsibilities of the Chairperson:
1. Serve on the Board of Directors.
2. May recruit 2 – 3 members for the History and Archives Committee.
3. Prepare a report for all board meetings and the AGM.

Responsibilities of the Committee:
1. Prepare a budget for the annual expenses of the Committee.
2. Arrange for photographs to be taken at club events.
3. Clip any print media regarding club activities.
4. Maintain a photo/scrapbook of all club events with names, dates and places.
5. Keep as part of the club archives, any other item of archival interest.

For example: Guest Books, Inbound and Outbound Exchange Program Booklets,    Menus, Club Newsletter. 

6. Maintain a file of the membership list effective Dec 31 of each year.

7. Arrange for a picture of the members of the Board of Directors each year after the Annual General Meeting.

May 06

THE FRIENDSHIIP FORCE OF EDMONTON AND AREA

Nominating Committee – Terms of Reference

Responsibilities of the Chairperson:
1. Call and Chair the meetings of the committee and

2. To present the report of the Nominating Committee at the Annual General Meeting.

Responsibilities of the Committee:
1. Ascertain those positions on the Board that are or will be vacant for the ensuing year;

2. Contact each club member to determine which board position/committee they might be interested in serving on for the coming term;

3. Recruit from among the members, those most suited for the vacant positions;

4. Confirm the consent of those who are being nominated and

5. Prepare the slate of nominees to be presented to the AGM.

May 06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Audit Committee – Terms of Reference

Responsibilities of the Auditor:
1. Prepare a report for the Annual General Meeting on the financial records of the club;

2. Inform the club of recommendations regarding the financial records and book keeping procedures of the club.

May/06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

Fellowship Coordinator – Job Description

Responsibilities:
1. To send messages [cards] to members on occasions of bereavement, illness and/or well wishes in recognition of special achievement.

2. To report to the board re the messages sent.
July/06

2. CLUB POLICIES

2.8   Minimum Number of Ambassadors for an Exchange

Date established – April 10, 2003

The minimum number of Ambassadors that will be accepted for an Inbound Exchange will be 18. It is economically difficult to accept fewer than 18 people for an exchange. 

This policy is subject to the discretion of the Board under extenuating circumstances.

May 06

2.9 Board Orientation Program

Date established: May, 2006

A schedule for the Board Orientation program will be set at the first meeting of the board members following the AGM.

The Board Orientation Program will be presented by the Past President.

Outline for the Board Orientation Program:

1.   Review the FF Mission;

2.   Review the Policy and Procedure Manual;

3.   Review the Role and Responsibility of each board member taken from Terms of 

      Reference in the President’s Policy and Procedure Manual and 

4.   Complete an Orientation Check-list for each new board member 

July/06

THE FRIENDSHIP FORCE OF EDMONTON AND AREA

FFE BOARD ORIENTATION CHECKLIST

NAME____________________________________ Date of appointment_____________

 Board Orientation Program                                                                   Date               Initial

FFE Bylaws _____________________________________________________________

Mission statement ________________________________________________________

Annual Report ___________________________________________________________

Board Meeting Schedule____________________________________________________

Board Role and Responsibilities______________________________________________

Board Member Role and Responsibility _______________________________________

Executive Committee Terms of Reference______________________________________

Board Member Roster [including brief resume] _________________________________

FFE Policy and Procedure Manual

· Purpose of the Policy and Procedure Manual_______________________________________

· Section  1. Policies Established by Friendship Force International______________________

· Section 2  Club Policies________________________________________________________

· Section 3 Bylaws_____________________________________________________________

· Section 4  Publicity/Promotion/Communications____________________________________

· Section 5 Club Forms Member Application________________________________________

· Section 6 Club Forms Outbound Exchange________________________________________

· Section 7 Club Forms Inbound Exchange__________________________________________

· Section 8 Miscellaneous_______________________________________________________

Inbound Exchange Committee Manual_______________________________________________

Outbound Exchange Committee Manual______________________________________________

July/06
2.10 Outbound Member Fee to Club

The outbound club fee will be $25 in Canadian funds rather than in US funds. Experience to date in organizing outbound exchanges is that $25 Canadian is more than adequate to cover the cost of organizing exchanges.

Jun 06

2.11Club Membership Requirements for Outbound Exchanges

Ambassadors accepted for an outbound exchange organized by The Friendship Force of Edmonton and Area must pay the annual club membership fee if they do not belong to the club or any other FF club.  

August/07
2.12 Annual Plan Form 
This form is to be used by board members to record their activities and responsibilities when planning the annual program of activities
August/06

2.13 Reimbursement of Conference Fees

Registration Fees for National and International Conferences will be reimbursed for the President, Vice –President or designated club member.

Nov/06

2.14 Oversubscribed Outbound Exchanges 

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 

9. purchase their ticket.     

10. 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.      

August 2008

2007 – This policy is under development

December/07
3. Club By-laws
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