Eastern States Student Exchange, Inc.
Policies & Procedures
1. Definition of Programs

The Eastern States Student Exchange, Inc. (ESSEX) has been established to facilitate the exchange of youth between ESSEX Districts and Rotary Districts around the world.  Such exchanges may be for a long-term (at least one full academic year and not more than one calendar year) or short term (participants for three to six weeks in another country).   Any such exchange must:
a. Be between Districts certified by Rotary International and

b. Include at least one ESSEX District.
2. Role of ESSEX
a. Create organizational policies for review and approval by ESSEX members. 

b. Establish standards for membership in ESSEX.

c. Maintain a process to assist potential new ESSEX districts.
d. Assure organizational and member compliance with all applicable laws and regulations including the Rotary International Youth Exchange Handbook Policies and the Rotary International Manuel of Procedures.
e. Act as an agent for US Department of State and prepare all reports (and associated recordkeeping) required by the Department of State. A designated "Responsible Officer" (and Alternate Responsible Officers) of ESSEX is authorized to issue DS 2019 forms for the U.S. State Department in order to obtain student Visas.  
f. Maintain membership and relationships with the Council on Standards for International Educational Travel (CSIET), assure organizational compliance with CSIET standards and reporting requirements, and maintain our listing in the annual CSIET program book.

g. Maintain relationships with Rotary International (RI) to assist ESSEX Districts in the Certification process, coordinate the dissemination of information, and provide centralized reporting to RI.

h. Maintain relationships with other major youth exchange organizations through participation in the Rotary International Youth Exchange Pre-Convention, North American Youth Exchange Network activities, EEMA meetings, and other international youth exchange networking opportunities.   
i. Maintain appropriate insurance for ESSEX and its officers and directors.   
j. Establish insurance requirements for ESSEX exchanges.

k. Coordinate all outbound student travel through a travel agency.
l. Provide the staff functions to affect student exchanges with international partner districts, process documentation, and provide coordination in the event of problems with an individual student or problems in a specific locale.  

m. Provide the structure via ESSEX Inbound and Outbound Coordinators to assign applications to our Inbound ESSEX hosting Districts and to make country assignments of outbound applications to foreign districts.

n. Provide a "Contact" structure of knowledgeable Rotarians involving specific countries who will maintain relationships with foreign partners, arrange for a number of one for one exchanges each year, and coordinate the paper flow and/or problem solving regarding their various countries.

o. Develop and manage forms for use by all ESSEX districts and clubs.
p. Provide administrative structure to preserve student records.  
q. Coordinate the student selection and record submission for audits required by any regulatory entity. 

r. Provide the management of the background check process.
s. Conduct semi‑annual and other ESSEX‑wide meetings to address organizational issues and to provide instruction for Club and District Rotarians in various aspects of Youth Exchange. (Some ESSEX districts also cooperate to provide multi-district orientations or programs.  
t. Make marketing and informational materials available to ESSEX districts,

u. Maintain a website to promote ESSEX exchanges and to make forms, policies, and training programs.
v. Provide training and training materials to ESSEX districts, District Governors, District Governor Elects, and District Governor Nominees.

3. Maintain appropriate policies and procedures in these areas:

a. Regulatory Compliance,

b. Form Management and Retention

c. Youth Protection,

d. Background Checks,

e. Crisis Management,
f. Inbound Student Process,

g. Outbound Student Process,

h. Country Contact Responsibilities 

i. Club Chair Responsibilities,

j. District Responsibilities, and
k. Short Term Exchanges.
4. Development and Approval of Policies and Procedures
a. Policies can be proposed by any District Chair, member of the Executive Committee, or committee created to address any issue that may arise.

b. All policies require approval by the members of ESSEX, in accordance with the bylaws.

c. All procedures necessary for compliance with the Policies will be developed by the individual or group designated and submitted to the Executive Committee for review and approval.
5. Regulatory Compliance

a. ESSEX and each ESSEX district is required to maintain processes and documentation that assure compliance with the standards of CSIET, the US Department of State, and Rotary International.

b. An individual designated by the Chair of ESSEX will coordinate all compliance reporting and audit activities required.
c. Upon notice that inbound and/or outbound students have been randomly selected for audit purposes, the affected District Chairs will forward copies of all required documents to ESSEX within two weeks. 

d. Each individual with direct one-on-one contact with exchange students is required to have cleared an ESSEX background check in advance.  ESSEX will maintain and provide all background check records for audit.  

e. Gross or widespread failure to comply with compliance requirements may result in loss of membership or other sanctions by ESSEX.
6. Document Management and Retention

a. All documents necessary for the operation of the youth exchange program will be developed by ESSEX.

b. Suggested revisions or new forms will be proposed to the Chair of ESSEX (or designated individual). 

c. Once documents are approved, they will be numbered according to a centralized system, communicated to affected individuals or groups, posted on the ESSEX website and included in the Chairman’s Manual.

d. Since the documentation of exchanges is subject to review and audit according to the rules of CSIET, the US Department of State, and Rotary International, the forms developed and approved by ESSEX must be used by ESSEX districts.

e. A complete set of documents for each student will be maintained during the exchange and retained for a period of ten years after the exchange.  Each district will develop its system and facility for document retention.  Each country contact will retain for ten years all student processing records for inbound/outbound students from/to that country.

