INBOUND COUNSELLOR RESPONSIBILITIES
REMEMBER YOU ARE THE STUDENTS LEGAL GUARDIAN
1. The counsellor shall correspond with the student prior to their arrival introducing themselves and the Club.

2. The counsellor shall email the Club rules to the student and request acknowledgement.  A signed copy is to be returned to the Club before the student departs.  Counsellor to follow up if not received.

3. Copy of Club rules to be supplied to each host family

4. Counsellor to organise a meeting of all host families prior to the student’s arrival to discuss the rules of the club and the District Guidelines.  This meeting is to include the President, President Elect and New Generations Director (or Director who is responsible for YEP)

5. This meeting is to be held within1 month of receiving student’s application papers.

6. Counsellor to meet student at the airport and ensure that the 1st Host Family is also present 

7. The student will spend the first week with the Counsellor.

8. the counsellor will set up the following with the student:

· emergency bank account ($500) with 3 signatures 

a. documents to be ready prior to the student’s arrival

· bank account for students everyday use

a. this could be a key card or paper account – subject to what student prefers

· enrol the student at the chosen School and discuss classes at same time

· organise school uniform

· advise student how they will travel to and from school (bus, car etc)

9. Organise travel requirement to & from school prior to the student’s arrival

10. Discuss attendance requirements at school by the student (80% of available days – YEP & Rotary approved travel is acceptable as long as the school is notified)
11. Discuss Rules & Obligations of YEP with student

12. Discuss and explain what will happen if Rules (District Handbook) are not followed

· Travel approval – if not requested (can result in being sent home)

· School attendance (breach of Visa – can be deported)

· Reports to District Chairman (may result in travel requests being denied)

· 4 D’s – if broken (may result in being sent home)
· Being on Licensed premises without approval (will result in being sent home)

· Attendance at ‘Schoolies’ is strictly forbidden (Attendance will result in student being sent home)

13. Explain to student that they are not guests in our Country or our homes, but members of a family who are volunteers.  That they are required to become a part of that family and follow the rules of the family – chores, tidy room, family outings, responsibilities, contact if coming home late etc.

14. Counsellor to organise social event for hand-over/transfer to 1st Host Family – should include all families chosen, President, President Elect and Director in Charge of YEP.

15. Counsellor to attend all District Briefing and Training Sessions

16. Counsellor is to forward quarterly report to District Chairman on time.
17. Inform the District Chairman if the Club is having difficulties with the student so that a meeting may be organised to discuss such difficulties with the student.  Do not leave it until it is out of hand. 
