CISV JACKSONVILLE        (draft 3: 7/06)

Interchange Committee

Overview:  Interchange is a family centered program allowing for total immersion of participant’s ages 12 – 15 into a family’s social and cultural life. Interchange is conducted between two partner nation.  Parents of participants are an integral part of Interchange.

Overall Interchange Committee Description

Operating Procedures

· Interchange Committee consists of a Chair, appointed by the president and confirmed by the Board of Directors, and the Chairs of the following sub-committees:

· Interchange Selection 

· Interchange Preparation

· Interchange Activities

· Additional sub-committees (such as Delegation Coordinators) may be added at the discretion of the chair

· A Junior Branch representative is recommended

· Interchange Leaders are co-opted members of the Interchange Committee

· Interchange Committee works in close association with the following Committees

· Training Committee

· Risk Management

· Travel

· Local Leader Training/Interchange Leaders

· Interchange Recruiting 

Committee Responsibilities

· Deciding how many interchanges to offer from year to year

· Communicating with partner chapters and confirming Interchange Agreements

· Matching delegates

· Planning group activities

· Ensure the educational content of the program

· Preparation for youth delegates and families

· Monitoring the participation and conduct of delegates from selection through debriefing

· Evaluation and debriefing

· Communication with the National Interchange Committee

· Observance of the International, National and Local CISV Interchange goals, rules standards and recommendations and deadlines

INTERCHANGE PROGRAM CHAIR: selected by President who shall:

· Serve a two year term as a board member

Recruits committee members and sub-committee chairs for:

· Interchange Selection 

· Interchange Preparation

· Interchange Activities

· Additional sub-committees (such as Delegation Coordinators) may be added at the discretion of the chair

· Serve as a link between the delegates, families and leaders involved in Interchange and the CISV organization at the local, national and international levels

· Decide which interchanges to accept (after consultation with Interchange Committee members and Recruiting Committee). Communicate with National Interchange Chair regarding interchange offer from International Interchange meeting- August (accept/decline)

· Complies with pertinent guidelines or rules as established by CISV Inc. or CISV USA (e.g., age requirements). Be responsible to the National Interchange Chair (NIC)

· Confirm agreements with the partner nation chapter as set out in Chapter IC-4: Administration

· Meet with Interchange sub-committee chairs and Interchange Recruiting Chair prior to October board meeting to:

· Discuss assigned duties

· Distribute job procedure notebooks

· Assist in selecting additional committee members if needed

· Lay out communications and supervisory responsibilities

· Responsible for planning and implementation of the Interchange selection process

· Submit information on new Interchanges to Recruiting Committee

· Plays an active role in the recruitment process including actively participating in CISV Information Nights (make public presentations to interested families, recruit past delegates to speak, distribute application materials)

· Communicates to all Board members the final list of Interchange delegates ASAP following completion of the selection process with periodic updates as changes are necessitated

· Be the local contact person for the partner nation chapter with ongoing communication with the partner nation Local Interchange Chair including information to establish travel dates, travel order & delegation size.  (Communication must be established by November 1 for all Interchanges starting in the following year.) 

· Communicates with all applicant families before, during and after selection process and throughout the duration of the Interchange program

· Provide supervision for the hosting program

· Solves/facilitates problems which arise during Interchange Program 

· Works with VP Programs, Training Chair, Travel Coordinator, families of Interchange delegates, counterpart in partner nations, Recruitment Chair, CISV USA Interchange Chair, other program selection committee chairs

· Acts as sounding board/mentor for Interchange Adult Leaders

· Assists Adult Leader and parents in planning of delegation mini-camp, if appropriate

· Debriefs delegates after each phase of the Interchange in conjunction with Parent and Delegate Training Committee

· Provides written evaluation of Interchange to CISV USA Interchange chair after each phase

· Ensure completion of IC evaluation forms as outlined in Chapter IC-9: ”Evaluation”, and sending reports where directed

· Observance of International, National and Local Interchange deadlines

· Ensure that the results of evaluations are included in the LIC report.  

· Send a copy of the evaluation to the partner LIC with a copy to your NIC

· Attends full Board meetings, reports on Interchange Committee issues and activities, submits committee budget by November 1. 

Prior to Interchange-

· Confirm travel dates as early as possible

· Serve as resource for Selection sub-committee, 

· Participate in matching of partners (if hosting first) after delegation is selected

· Notify National of selected delegates and leader(s)

· Mail matching forms of selected delegates to partner chapter. Package to include:

· list of family’s addresses, 

· map of Jacksonville area with leader’s/delegates homes indicated, 

· general information about the Jacksonville area

· Attend initial interchange preparation meeting to serve as a resource

· Report any issues for consideration at the International Board Meeting by specified deadline

· Consult with President, elected officers and Board members no later than March Board meeting regarding desired new Interchanges

· Coordinate with Recruiting

· Obtain recommendation from Recruiting Chair on age ranges likely to be interested in Interchange for upcoming year prior to submitting matchbox request in Spring

· Order priorities and submit Matchbox form by current deadline

During/After Interchange:

· Bids delegation farewell at the airport and greets on return, or arranges for a Chapter representative to do so.

· Attend Welcome and Farewell parties

· Send note to partner LIC to report on Interchange

· Resolves problems that arise during interchange with leader, parents and/or delegates (see Guide to Interchange)
· Monitor ongoing interchanges, including reports from leaders, follow-up contacts from parents, participation in debriefing of delegations

· Submit newsletter delegation articles from Interchange leaders and participants

· Send evaluation forms to delegates and families after each phase of Interchange

· Schedule re-entry/evaluation meeting

· Review and submit evaluations to National Interchange Chair, Partner Interchange Chair and Chapter President

Interchange Selection Sub-Committee

Responsibilities:

· Receive applications for Interchange delegates and leaders

· Communicate with families/leaders about what pieces are missing (references, check etc)

· Notify Recruiting as soon as application is received.  Communicate with Recruiting regarding ongoing selection process. 

· Notify families by phone when application is complete, discuss any questions about the application process

· Send application fee to treasurer

· Maintain the confidentiality of all aspects of the selection process

· Send volunteer commitment questionnaire as soon as application is received.  Require return of volunteer commitment before home visit/ interview so that it can be part of the discussion.

· Send revised fee sheet to applicants (at October CISV National Board Meeting the national and international fee increases are announced)

· Schedule and carry-out home visits/interviews in accordance with the Interchange Selection Guide and the Guide to Selection of Leaders

· Maintain records of impressions, pets, allergies etc

· Review applications & home visit impressions and make acceptance decisions as they are received 

· Contact Risk Management for background check on leader prior to notification of acceptance (need social Security Number, Driver’s License #)

· Mail letter with follow-up phone call for acceptance and rejection/alternates

· Send Interchange matching form (IC_Info_Form) to delegates with acceptance letter

Once delegation is complete:

· Schedule meeting to match partners if hosting first

· Invite:  Members of selection committee who have participated in home visits, Interchange Chair, past Interchange Chair, Recruiting Chair

· Prepare list of delegates and leaders, to include name of participant, date of birth, parents name, address, phone, email address and school.  Send to:

· President and Chapter Secretary

· Interchange Chair

· Interchange Preparation- alerts to plan first meeting

· Interchange Leader Training

· Scholarship

· Database

· Membership

· Newsletter

· Travel coordinator

· Treasurer

· Insurance

· Junior Branch

· T-shirt person

· Fundraising Chair

· Volunteer Coordinator

· Public Relations

· Archives

· Webmaster

Interchange Preparation Sub-Committee

Responsibilities:

· Work with Interchange Training Chair to update Jacksonville CISV Interchange Orientation Booklet to give to parents at initial Preparation meeting.  Booklet to include:

· Contact information for Chapter Committee Chairs

· Important dates (Insurance/Health Form deadlines, Spring General Meeting)

· CISV Song

· “What to Expect”

· Contact information for delegates

· Information on Jacksonville Chapter, to include importance of volunteerism

· Copy of family agreement, travel agreement, family responsibilities and leader responsibilities from application

· Cultural Sensitivity in CISV/CISV International Guidelines on Discrimination

· Coordinate with interchange chair, leader and leader training chair to schedule date of initial preparation meeting for delegates and parents.  Notify families of meeting date and location.

· Coordinate with Travel Management.  

· Notify travel manager of travel date range agreed upon with host chapter

· Invite travel manager to first Travel Phase Preparation meeting. 

· Delegates to give credit card and passport information to travel manager at first Travel Phase Preparation meeting.

· Coordinate with Insurance/Risk Management 

· Assure delegates have Insurance & Health/Legal forms prior to travel phase.  

· Invite Insurance Chair to first Travel Phase preparation meeting.

· Coordinate with Treasurer

· Invite to initial preparation meeting

· Treasurer to collect first installment of participation fees at initial preparation meeting

· Coordinate with T-shirt person

· Invite to initial preparation meeting to take sizes for t-shirts (included in fees), and order sweatshirts if desired (additional cost)

· Assure that delivery is completed prior to start of Interchange

· Conduct initial preparation meeting 

· At first preparation meeting prior to hosting phase

· Advise families on planning a calendar of activities to include: Welcome Party, Farewell Party, National Night and limited other activities such as a visit with the mayor of Jacksonville, tubing on the Ichetucknee, 4th of July party

· Interchange Guidelines recommend that in 3 days there should be 2 family days and 1 group day

· Advise families on planning for hosting National night 

· Advise families on sharing responsibilities for planning transportation and executing planned events

· Maintain a procedure book to be passed on to his/her successor with recommendations to be included in the procedure book.  This book and all preparation materials are returned to the Interchange Chair at the end of the Interchange Preparation responsibilities.

Interchange Activities Sub-committee

· Responsibilities:

· Plan major group activities for hosting phase of all Interchanges, to include 

· Mini-camp- select dates and reserve facility, advise Interchange families on recommended numbers of chaperones

· Disney or other theme park excursion- select date and purchase group tickets

· Assure that amount of money designated as Activities fee in application and collected by treasurer and is sufficient for mini-camp and Disney

· Advise budget committee if Activities fee needs to be revised
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