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WELCOME to STEP into the World Seminars!!!

Offered by the NAYEN STEP Committee

2026-2027 Dates

STEP Preparation and Marketing - Saturday, August 29th at 11:00am EST
STEP Outbound Candidates Selection/Orientation - Saturday, October 3rd at 11:00am EST

Please use the Chat for questions
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STEP Matching - Saturday, February 6th at 11:00am EST
STEP Final Training, During Exchange, Surveys & Rebounds - Saturday, May 15th at 11:00am EST

Power Point outlines will be made available, but recordings of the seminars
are not being made for distribution.
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* Today’s topic - STEP Preparation and Marketing

Your facilitators:

John Koetz - D6690 — O-E Multi-District Past Chair and current NAYEN STEP Chair

JillAllbright - D7950 - Essex Multi-District STEP Chair
Key areas we will review:
What is STEP and Why do it? Include Camps?

Getting started with a District STEP Program - Decisions

Marketing the program / Integrating with Long Term
Setting up systems - YEAH or Manual
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* What is STEP and Why do it?

Poll-What is your level of experience?
Just getting started, Under 1 year, 2 to 5 years, Over 5 years

Short Term Exchange Program — Family to Family and Camps (F2F only)
- Atrue exchange - Your Student goes to a matched student, then match comes back with yours
- Called Family to Family because the families do most of the arrangements.
- Smaller time frame — 30 to 90 days each way. (Typical 30 to 45 days each way)

Why Short Term?
- Itis stillan Exchange
- Students are vetted and trained as an Exchange Student
- They become a Rotary Ambassador and promote world peace and understanding
- Exchange Students and their Parents learn about Rotary and some become Rotarians
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* What are the Advantages to a STEP Exchange?

More accessible than Long Term
- Less of a time commitment, student doesn’t miss a year of school
- Less administration, no formal VISA, students enter as a tourist (Changing in Europe, ETIAS)
- Less cost, fees are less

Rotary Clubs and Districts get the benefits of Sponsoring and Exchange with much less Administration,
however there must be a commitment from the Sponsoring Club and District. (Certified)

A Short Term family must be vetted as a Host Family (for the match’s return), therefore they can be a
Long Term Host family!

STEP Students love the program and some want to go on Long Term the next year. (Average 10%)

If followed up, a STEP Rebound can be helpful to the District program like a Long Term Rebound

STEP nto the Y /oréd.
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* What does the District do?

If you are in a Multi-District, see what the MD will do for STEP
- Multi Districts do Matching, Compliance, Offer Marketing, so work with them first

- Market the program
- Many Districts market Short and Long term together (Integrated)
- Decide if you will offer Camps as well as F2F
- Accept applications and vet students (Many do through YEAH database)
- Must follow all Rl rules and regs, but fewer than Long Term
- Once accepted, Districts must orient the students, collect fees
- Make matches (If MD does not do this.)
- Make sure students have proper travel and insurance
- Follow them through their exchange (Work through Club and Counselor)
- After the Exchange, do a Survey and treat them as a Rebound

- Districts can assign duties to Clubs, but it is a District program, the same as Long Term

STEP ntothe Y /ortt.
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* Getting Started

- Setting up your District Committee
- Most of the time one person is assigned as the STEP Coordinator (STEP Chair)
- As amember of the District Youth Exchange Committee
- Are they committed? - Find a previous Student or youth leader
- Do you have the support of your District RYE Leadership? The DG?
- The District STEP Chair can bring on others to help
- Areasthat can be assigned:
- Marketing — Attend Club meetings
Application and Applicant vetting
Matching
Orientations
Compliance - YEAH database data entry for applications, GF’s, insurance and travel
- Whatis the relationship between District and Club in STEP?
- Typically, the District or MD does much of the admin
- Club does family vetting like home visit, help with application, assign Counselor
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* What should we be doing now for next year’s STEP’s?

- Inthe Summer one year before STEP Exchanges begin (this June — August)
Re-establish your Committee, get commitments from STEP Volunteers
Decide on:
- How much to charge (Include any MD charges and don’t sell yourself short!)
- Do a Budget, (in conjunction with Long Term)
- Insurance provider (Usually the same as LT)
- Level of involvementin Travel

Make sure your database is ready (Talk to your YEAH Administrator)
- Most Districts also use a Spreadsheet to keep track of students
Make and distribute promotional materials to Clubs & Schools
- See the NAYEN website — Click on the QR code
- A more detailed explanation of the program is in Best Practices

Breakout Session
-  What are you doing (or intend to do) to get prospective STEP Students?
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* What should we be doing now for next year’s STEP’s? “‘\‘@‘

- Review each breakout Session’s ideas for Marketing STEP

- Initial Marketing Meetings

Rotary

In Person or by ZOOM

Integrate with Long Term efforts, “We offer two programs LT and ST. You don’t have to
decide which one you want to do today. Learn about both and decide which is best for
you.”

Sample STEP Marketing Meeting Power Point Template is on NAYEN Website
Marketing Brochures are on the NAYEN Website
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* What should we be doing now for next year’s STEP’s?

- Figure out (Create or Update) the STEP Program in the YEAH Database
- Talktoyour YEAH Administrator

- The following Required Forms need to be added
- Medical Form (no doctor or dentist sign off needed)
- Rules, Participation and Guarantee Form
- District and Club Signatures
- Some Districts add additional required forms (See examples)

- Ifyoudo manually, a Spreadsheet can help keep track of the applications and required forms
- Seethe NAYEN Website for a sample Spreadsheet
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Medical Form

(Some Districts add more detail,
specifically for Mental Health issues.

s | rotary Rotary STEP Application
Rotary -5 youth oo ”
« | exchange District

Health Information

Do you have any dietary restrictions andfor allergies (e.0. vegetarian, vegan, nut, gluten, lactose, etc.)?
Do you have any current mental health/medical/dental conditions?

Have you been reated for mental health/medical conditions in the past two years?

O 00 0O
0 N

Have you taken any prescribed medications In the past six months?

Do you have any special health requirements (disabilities)? (| =

If you have answered YES' to any of the above please explain fully in the space below providing asmuch information as possible,
including the name and any medication and the reason prescribed and include a copy of the doctor's prescription. Use additional
pages if necessary,

Note: You must report to your sponsoring club / District any changes that may occur between filling this form and your departure.
By typing my mame below, | agree that | have stated my cument health to the best of my knowledge.

Student: Date:

By typing my name below, | agree that my child has stated their current health to the best of my knowledge.

Parent or Guardian: Date:

O-E Med Form 2025 1 3
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Short Term Exchange Program / Family-to-Family
Rules and Conditions of Exchange, Permissions and Declarations

As a Youth Exchange parliipant sponsored by a Rotary club or district, you must agree to the following nules and

conditions of exchanga. Violation of any of these rules may result in dismissal from

the program and immediate raturn

home, at participant’s expense. Please note that districts may edit this document or insert addiional rules if naeded to

‘acsount for local conditions.

1} Vou must ebey the laws of the hest country. i found gulty of
ROlBlng &y |8, YOu £ Expect o Bssistanc fiom your
‘S0ONSOS OF Nalive COUNTY. You Must FElU home
i your own expense a5 soom o released by cutherlies.

‘You wil be Under te host districts authorty while you

are an exchange participant and must shide by he rules snd

conditicns of exchiange providd by the hos! disrict, Parents
st

directy 1 you. Any relatives you may have in e host country
il have ro auhory over you while you are i the program.

3} You are not abowsd 1o possess or Use liegal drugs.
Lagal medications that are preseribed lo yeu by a physician
are allowed

‘The egal dinking of alcahedis beverages is exprassly

s who are of legal age should refriain. i
‘your host family GHers you n aiconalic Grink, it & pemissie
0 socept it under thelr Supesvision in the home Excessive
‘consumption

jon & drunkenness is forbiden.
B Yottmaypok comtstia mollred sl oty ot

participate in driver sducalion programs,

6) Smoking (s dscouraged. If you state in your agpiication that
YU 00 N0 SMOKe, you ' D held 10 B3t posdion hvoughaut
‘your exchiangs. Your acosptance and host famiy placsrént is
Dasen an your signe statement. Linder 1 SfELMSIaNces are

10 SMOKe in your host family's bediooms,

7). Body plereing o bt i il oy xchonge
withou the express wrfien permission of your natur
ot paenis o o a0 Tt e 4 ehitted. o
reasans

8)  Limit yous use of the Intemet and mobile phanes, ss dectsd
ost distrct, hast cub, and host tamdy. Excessive or
imappropiale use i ot acceptable. Acoessing or downloading
pomegraphic malerial s expressly ferbiden

B)  You must have healih and sccident or iravel insurance that
coverage for Bccidental ijury and Bness, death benefits

‘coverage fram e time of your departure 1o your home counlry
unill your redure.

W Von il b bl o v 3 e st
cther applicable policy, In amounts satisfactoey Lo the host Retary
club or disirictin censultation with the spammmy cub or dist

1) Youmusthavs sufficent traneie soppor 1 sssurs youe
iAo yoar machang’, Yol bt cncs iy ki1
oonmgmcy iniatons. Unised funds wil
retumed fo ynu e your parents of legsl guardians at he end of
esenange.

420 Yont ot ol el o o Bt T
el wih bost parents o for Rotary club or district functior
Euinonzod iy the hest Retiry ciub or district with propes sdull
hapeine e oo it ol nmlmmw ond your

parents
B ercimet g Retay o esparaiaty and lasiy

1) Yo y sgresshie to
o hest it e yo parents e pardons

14) Any costs related ta an eary retum home or any cther unususl
costs are the resparsdiy of you an your parents of legal
puardians.

15) Visia by your parents or legal guandians, sitings. i friends whie
you are an exchange may only lake plsce Wi he host chub's ang

strcts consent and within their quidelines. Typicaly, vists may
soiol
breaks and a2 nat allowed during major holdays.

18) Serious romantic acivly is 1o e avoded. Sexal acihily =
forbidden.

TET TSR e SO e A Ll
‘S0l if you encourier any for of abuse of harassmen

ions for a i

M plct i bt Gl et pent
& integral pat of the family, nsumlr\gouleg and
fesponiiilics Acrml o 8 persca o your 436 o
ehilren in the family.
2)  Make an effort o learn the basics of the language of the.
malmmny

Rotary-sponsored events snd, Il ving with @ family.
ot iamby Sy, and shom an erast n Btse ACtVmEL
Volunieer o be involved - do not walt tobe asked.

4)D0 ot mow monsy. Py any bl ooy, AgK pemson o
S e phone or CompUTEH, keep Fack of & Caks and Ime an te
Intsrmet, and reimburse the casts you (ncus

)1t you sre offered an appertunily to go on a i o atiend an evenl
make sure you understand any costs you must pay and you
responsibites before you go.

Faged

Rules, Participation
And Guarantee Form
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smmm of Conduct for Working with Youth
international sirives to cresle and maintsin 3 ssfe envionment
partnens,

for & youlh who participete In Rotary actwlies, To the best of their ablity

thll
them from physical, sextsd sad emobonsl sbuse.

Adapted by the Rotary ‘Soard of Directars.

DECLARATION

N ATION of the afthe applicant in this program, the undersigned APPLICANT and hisihe
PARENTS or LEGAL GUARDIANS, 1o the full extent permitied by law, hereby release and agree to dafend, hold harmiess, an
indemmify Rotary Intermational, the Rotary Glub and Rotary Distnct, ail host parents and members af their families, and all members
officers, directors, commitiss members, chaperones and employees of the host and sending Rotary clubs and districts, and ©
Rotary Internabional, from any or all isbility for any loss, property damage, personal injury, or death, inclucing any such lisbility tha
may arise out of any negligent act or omission, excepling gross. negligence or infentional conduct, of any such persans or entities
‘which may be suffered or claimed by such applicant, parent, or guardian during, or as a result of, the participation by the applican
in such Youth Exchange program, including irave o and fram the host country.

Asthe applicant and or legal guardians of the applicant, we hereby state that we have read
and understood the Program Rules and Conditions of Exchange. Should |, as an applicant, be selected foran exchange, | agree
to abide by these rules and others imposed on me with due notice during my time as an exchange participant in the host country.
We atiest thal we have read and understand the Stalement of Conduct for Working with Youth. We understand that all
Rotarians and host families are expected to have read and undarstand this statzment as well. | understand that, f selected for an
exchange, | will be provided with training and written material on abuse and harassment and that this information will inciude
the contact information of the person | should contactif | encounter any form of sbuse or harassment

The undersigned applicant atests that | am of good health and character, understand the imporiance of the role of &
youth ambassador as a Rotary Youth Exchange participant, and will, to the best of my ability, maintain the high standards
required of a Rotary Youlh Exchange participant shouid | ba chosen lo represent my sending Rotary club and district,
school, community, statelprovine, and country. | further state that all the material contined in this applicabion and the
sitached documents are true and accurate to (he best of my knowledge.

Privacy statement

If you ae accepled into the Retary Short-Term Program, this application and the information contained within will be shared with
various Rotary related entilies including the sponser district and club where you live, the district and chub that will be hosting your
exchange. This infarmation may also be shared with others associated with administering the program including exchange
counselors and host families. To correst or delete any personal information, please contact the Chairpersan of your Rotary
Sponsor District.

PERMISSION FOR MEDICAL CARE AND RELEASE OF MEDICAL RECORDS AND LIABILITY
We, the parentsfiegsl guardians of the applicant, and I, the applicant, HEREBY AUTHORIZE the release of medical information
on appiication page 3 "Health Information’-
We, the parenisfiagal guardians of the appiicant, and the applicant. i of legal age, who have the sole and legal right to make
the decisions on the haalth and care of the applicant, do releass from lability and grant permission as noted of the following
whils our son/daughterfward is overseas as a Rotary Youth Exchangs participant
«  In the event of acsident or sickness, well authoriza any Rolarian. authorized chaperanes of Rotary activities, andlor
host parentis) of participant to select the appropriate medical fadility and physician(sVdentistis) fo provide treatment.
«  Weil give permission for any operation, administration of anesthetic, or biood fransfusion that & medical practiioner may
deem necessary or advisable for the treatment of our sonidaughtervard
«  Wail further consent ta any medical or surgical treatment by a licensed physician, surgeon, or dentist that might be
raquired by our son/daughterward for any emergency situation. We do requast that we be natified s soon as possibile, but
emergency treatment nead not be delayed providing such nofice.
«  In the case of elactive surgery, we/l request that wal be nolified, and our permission oblsined before such arangements are

mads.

We agres to hold harmiess Rotary Intsmationsl, any Rotary district, Rotary club, Rotarian, Rotary chaperane, or hst family for any
intervention in an emergency regardless of final outcome.

We agree lo assume all financial abligafions for any medical trestment rendered (whether or not covered by insurance].

youth
exchange

CONSENT TO USE OF PERSONAL DATA, IMAGES AND RECORDINGS

1. For the purposes of this policy the term ‘Rotary’ applies to Rotary multi-districts and districts and clubs
participating in the youth exchange programme as sponsars or hosts to exchange pamclpants

Rotary will collect and process and use your personal data to your exch with
exchange partners, schools and government agencies and to facilitate your pamcipelion in Rotary Youth
Exchange activities at home and abroad.
Rotary may need to disclose your medical information in compliance with local privacy laws to verify your
eligibility for medical treatment.
Rotary will retain your contact details. Digital coples of your personal data will be retained on a secure database.
Five years after the end of your exchange this data will be transferred to an archive within a database which
allows access only when required by law or as authorised by the Data Protection Officer.

2. | consent 1o anyone associated with the Rotary Youth Exchangs programme (including Rotarians, host family
members, and agents of the programme) recording my voice and image by any means ("Recordings”).

F"

I grant "Rmxy U’lengmfrsn u!margem use, copy, dlsplay momfy distribute, publish and license the

markating and that this could include use on
wabsites, in puahrannns wvia streaming and in social mema I agma mal Ratary” may retain the "Recordings® for
historical and research purpeses. | understand that at any time | revoke my consent and that my
"Recordings™ be delsted.

Signatures o psrents/guardians nof requined f pplicant is over 18 years of sge) | et e My ‘
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Host Club and District Endorsement - Guarantee Form
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Sending District and Club
Signature Page

Rotary

exchange

Applicant's Name

yOUth Rotary District No.

SENDING CLUB and DISTRICT ENDORSEMENT

The Rotary Ciub and Rotary District specified within this section, having interviewed the applicant and histher paremnisiegal guardians” and
having reviewed the application, hereby endorse the applicant as qualified for Rotary Youth Exchange and recommend to hosting clubs and
districts the acceptance of this applicant. The District agrees fo provide adequate crentation to the applicant and parenis® before the

student’s depariure.

Sanding District No

Sending Club Name

Sending Club ID No.

Mame of Dstnct Youth Exchange Chair or YEO

Mamsa of Club Presidant

Mama of Club Secretary { YEO

E-mai Address

E-mil Addrass

E-mail Address

bobile Phone Mumber

Maobile Fhone Mumber

Mobile Phone Number

Signature of District ¥outh Exchange Chair or YEO

Signature of Club President

Signature of Club Secretary™EOQ

Date (YYYY-AMMDD)

Date fYYYY-MM-OD)

Date (¥YYY-LL-DD)

15



Optional Forms Host Family Application Submission

STEP (Short Term Exchange Program) STEP Certification

Participation Requirements Form
(This page must be included with your STEP Application.)
This form is to be submitted after your family has completed the online Host Family
In preparation for my STEP exchange: Application. Please print this form, sign it, scan it and upload the completed form in your

d.
1.1 agree to attend all Rotary sponsored meetings which may be held prior to leaving on my exchange. s

2. My family and | {at least one parent or guardian) shall attend all required Rotary sponsored
family meetings (Usually one or two)

3. My family and | agree to purchase the required Rotary insurance through approved Rotary plan.
[Cost is between $100 and $250 depending on length of stay.)

4, My family and | agree to contact It's Your World Travel (IYWT) and receive quotations for flights

With our signatures below, we certify we have submitted our Host Family Application via
the online link: https://vehub.net/OER-hfapp, and we are willing and prepared to host an

to my exchange country. The use of IYWT is not required, but we encourage you to contact them international exchange student in our home as outlined in the Ohio-Erie Rotary Youth
for pricing and to learn of any specific country requirements, Exchange STEP rules and regulations.
For my exchange abroad: ROTARY INTERNATIONAL STATEMENT OF CONDUCT FOR WORKING WITH YOUTH
Rotary International and Ohio-Erie Rotary Y outh Exchange strive to create and maintain a safe
1.1 agree to accept the advice and supervision of the Rotary club counselor and of host parents abroad. environment for all youth who participate in Rotary activities. To the best of their ability, Rotarians,
2.1 agree to accept cultural differences without vocal criticism. Rotarians' spouses and partners, and other volunteers must safepuard the children and young

3.1agree to follow the 4 D's: people they come into contact with and protect them from physical, sexual, and emotional abuse.

No Drinking [xcept a5 perinitted by host family) For my hosting portion of the exchange at my home

No Driving 1 =
No Dating I. Myself and my family agree to be welcoming and open our home to my exchange brother/sister
No Drugs and include them in family activities during their stay with me in America.
4.1 agree that independent travel without my host family is not permitted while abroad and that my 2. Myselfand my family agree to take my exchange brother/sister to a Rotary meeting sometime
host brother or sister may not independently travel while in the USA. during their exchange in America.
3. Myself and my family agree to arrange for day-time and evening activities for my exchange
For my hosting portion of the exchange at my home, my family and | agree to: brother/sister.
1. Be welcoming and to open our home to my exchange brother /sister during their stay with me in
America. =T P Guardian’s Si D
2. Take my exchange brother fsister to a Rotary meeting sometime during their exchange in my (Student’s Signature) (Date) {Parcat dr Cuartiin's Sienature) (pite)
home town.
3. Arrange for day-time and evening activities for my exchange brother/sister.
(Print Student’s Name) (District) (Print Parent or Guardian’s Name)

Some South American countries do split exchanges where you go during summer months and your
match comes to you in January/February. If chosing any of those countries, please indicate if you
would be willing to do a spilt exchange and your school will allow an exchange student to audit classes.
(I can do a split exchange - Yes, No )

Please indicate your shirt size (uni-sex): Small [; Medium D Large D ExLarge D
1

As a part of your exchange, you will be provided witha T-shirt. The final Required Form Should
be the Passport or Birth Certificate.

[Student’s Signature) [Datn]_ (Parent or Guardian’s Signature) [Date)

f_Pl:m_t Student’s Name) District 1-P-|;i;1.|:_ Parent or Guardian’s Name)
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* Thank you for attending!

* If you would like additional help:
* nayenstep@gmail.com

* Sign up for the next session on October 3™
* We will explore the Application process
* Vetting Prospective students
* Providing an initial orientation to the Students

STEP ntothe Y /ortt.
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