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Application to register as a student exchange organisation  in NSW- Revised 6 December 2011
		
1. [bookmark: _Toc310850811]Explanatory Notes


1 A copy of the National Guidelines for Exchange Organisations 2011 is attached. These guidelines have been designed to assist organisations and schools applying to register to operate as Registered Exchange Organisations in NSW. Please read the guidelines carefully prior to completing the application form.

2 Organisations seeking registration must be secondary schools or not-for-profit companies registered within Australia.

3 When completing the application form, please answer each question in detail, providing as much information as possible. This will enable the Registration Authority to obtain a thorough understanding of the procedures established by your organisation/school and to consider the suitability of your application.

4 Please do not answer questions by stating “See Attachment”. Please provide a short response to all questions and add attachments if required.

5 Organisations may be required to provide multiple responses to questions in the application form if arrangements vary from country to country in which exchanges are conducted.

6 Prior to consideration of your application, representatives from the Registration Authority may arrange an interview to discuss the submission and the conditions of registration.  Please note that no interview will take place unless the application has been completed and signed and all relevant attachments included.

7 The need for reciprocity requires that registered exchange organisations/schools balance the sending and hosting of students on a two year basis, ie the total length of time overseas students spend in a school in NSW must equal the total length of time students from NSW spend overseas. The purpose of maintaining reciprocity is to ensure that the program is cost neutral to the government. It is an Australian government requirement that these procedures are strictly adhered to. Reciprocity imbalances are grounds for 
	deregistration.

8 Please note that students are required to be enrolled in school and have an 80% attendance rate. Each organisation is required to record the date of commencement at school and the date the student finishes school as well as the month of arrival and departure for each student exchange. This information is to be included in the reciprocity annual return.
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2. [bookmark: _Toc310850812]Checklist

The following documentation must be included with the application. Please use the checklist to ensure you have included all relevant information.


☐	Evidence of not-for-profit status and financial viability


☐	Documents and materials provided to outbound student exchange students and families 


☐	Documents and materials provided to inbound student exchange students and families  


☐	Selection procedures for inbound and outbound student exchanges   


☐	Advertisements for host families - if applicable    


☐	Grievance procedures policy document  


☐	Documentation used to promote student exchange programs 


☐	Any other supporting documents.


3. [bookmark: _Toc310850813]Application - General Criteria

APPLICATION FOR REGISTRATION AS A STUDENT 
EXCHANGE ORGANISATION IN NSW 



NAME OF ORGANISATION/SCHOOL:

	Click here to enter text.



CONTACT ADDRESS

	ADDRESS:
	Click here to enter text.
	SUBURB:
	Click here to enter text.
	STATE
	Click here to enter text.
	POSTCODE
	Click here to enter text.



CONTACT DETAILS:

	CONTACT PERSON:
	Click here to enter text.
	TITLE:
	Click here to enter text.



	EMAIL: 
	Click here to enter text.



	TELEPHONE NUMBER:
	(     )
	Click here to enter text.
	FAX:
	(     )
	Click here to enter text.


	


APPLICATION - GENERAL CRITERIA

1.	Outline the background, history and structure of your organisation/school including criminal record checks for exchange organisation staff and any third party arrangements with other agencies.
	Click here to enter text.

2.	Outline the organisation’s/school’s purpose in providing a student exchange program.
	Click here to enter text.

3.	Outline the administrative support available to students.
	Click here to enter text.

4.	Detail the organisational structure of your organisation/school.
	Click here to enter text.

5.	Provide evidence of not-for-profit status (attach documents) and a letter and/or financial statement stating that the organisation is financially viable. 
	Click here to enter text.

6.	Detail your organisation’s/school’s compliance with all Federal and State/Territory privacy laws including policies and procedures to ensure you meet privacy obligations. If your organisation/school does not comply please provide reasons why.
	Click here to enter text.

(Question 7 does not need to be answered by public schools where liability indemnity is provided by the State or Territory)

7.	Does your organisation/school have in place appropriate liability and indemnity insurance with an approved insurer?	☐ Yes	☐ No

7.1	What is the dollar limit of liability/indemnity insurance your organisation/school is insured for?
	Click here to enter text.

7.2	Are you aware of the obligation to maintain current liability insurance for the period your organisation/school is approved to provide an exchange program?		☐ Yes	☐ No

7.3 	Outline the way in which third party arrangements will be periodically evaluated.
[bookmark: _Toc310850814]	Click here to enter text.


4. Part A - Inbound Student Exchanges 

Part B must also be completed for outbound exchange students.

1.	Outline the preparation and orientation program provided by the school/organisation including:

1.1	expectation of students in regard to rules concerning student wellbeing, behaviour and program requirements
	Click here to enter text.

1.2	orientation to cultural issues
	Click here to enter text.

1.3	homestay information
	Click here to enter text.

1.4	school details
	Click here to enter text.

1.5	student support services/networks
	Click here to enter text.

1.6	documents and materials that are provided to inbound exchange students and their families
	Click here to enter text.

1.7	procedures for protecting the privacy of student information
	Click here to enter text.

1.8 	 the length of the exchanges offered and any other matters.
	Click here to enter text.

2.	Briefing of homestay families (provide details).
Click here to enter text.

3.	Briefing of schools (provide details).
	Click here to enter text.

4.	Outline the selection procedures for inbound exchange students. Please provide documentation as an attachment (details are to be country specific).
	Click here to enter text.



5.	Outline procedures for the selection and screening of host families for inbound exchange students as follows:

5.1	Recruitment and Selection of Host Families Procedures:

(i). Describe in detail the procedures that are in place for the selection and screening of host families.
	Click here to enter text.

(ii). Do you advertise online and/or through print media?	☐ Yes	☐ No

If YES, please provide weblinks and attach previous or planned advertisements 
	Click here to enter text.

(iii). Do you obtain host families through:
☐	friends
☐	relatives
☐	local service clubs
☐	previous exchange students
☐	other - please specify
	Click here to enter text.

(iv). What documents are prepared as part of the selection of host families and what is the name and title of the person who retains those documents?
Click here to enter text.

(v). Who is responsible for the final selection of host families and what documents are relied upon in the making of that decision?
Click here to enter text.

(vi). Describe the minimum contact that the organisation will have with students and host families.
Click here to enter text.

(vii). Please outline the likelihood of more than one exchange student being placed with the same host family and how regulating authorities will be contacted about this. 
Click here to enter text.





5.2	Screening of Host Families - Procedures

(i)	Before approving a host family, have you conducted the relevant State/Territory criminal record checks? 	☐ Yes	☐ No
(ii)	Have you obtained other useful information for example, references from two independent referees?	☐ Yes	☐ No
(iii)	Before approving a host family, are the two references followed up 
and referees spoken to?	☐ Yes	☐ No
(iv)	Are all host family members over 18 residing in the home interviewed in person?	☐ Yes	☐ No
(v)	Who conducts the inbound host family interview?
	Click here to enter text.

5.3	Is the potential host family interviewed: 

(i)	as a family	☐ Yes	☐ No
(ii)	each member of the family separately	☐ Yes	☐ No
(iii)	and is a visit of the family home undertaken?	☐ Yes	☐ No
(iv)	and are facilities assigned to the student inspected?	☐ Yes	☐ No
(v)	and who conducts the visit to the family home and inspects the facilities assigned to the student? 
	Click here to enter text.

6. 	Critical incidents, grievances and resolution of problems

6.1	Outline the procedures and resources available for the resolution of critical incidents or grievances which may arise with exchange students, host families, natural families and schools (if applicable).
	Click here to enter text.

6.2	Attach the relevant documentation for the resolution of critical incidents or grievances. 

(i) Who completes the documents associated with resolution of critical incidents or grievances?
Click here to enter text.

(ii)	Who signs those documents?
Click here to enter text.

	(iii)	Where are those documents stored?
Click here to enter text.

	(iv)	Who is provided with copies of those documents?
Click here to enter text.

7.	Outline procedures to ensure that exchange students fulfil agreements and meet Department of Immigration and Citizenship requirements.
	Click here to enter text.

8.	Outline procedures for exchange students travelling between their natural and host families.
	Click here to enter text.

9.	Outline the mandatory arrangements for payment of the Overseas Student Health Cover for the inbound exchange students.
	Click here to enter text.

10.	Please outline the organisation’s process for dealing with critical incidents and allegations of abuse involving an exchange student.
	Click here to enter text.

11.	Please attach documentation, and any material used to promote the program. 
	Click here to enter text.

12.	Please attach a copy of the inbound student safety card.
	Click here to enter text.






5. [bookmark: _Toc310850815]Part B – Outbound Student Exchanges 

Part A must also be completed for inbound exchange students.

If the arrangements detailed in Part B vary from country to country for exchanges, please provide specific details for each country.

1. Provide details of the overseas agencies/organisations you engage as part of your program for outbound exchange students.
Click here to enter text.

2. Outline the organisation’s or school’s relationship or contractual arrangements with overseas agencies. For example, is the overseas organisation another branch of the organisation. (If differences in contractual arrangement occur at a later date, please ensure that agreed procedures are adhered to).
Click here to enter text.

3.	Provide details of costs/schedule of fees to the outbound exchange students.
	Click here to enter text.

4.	Outline the preparation and orientation program provided by the organisation for:  

Outbound exchange students and their families, including: 

4.1	details of the countries in which the students will be attending school
	Click here to enter text.

4.2	travel arrangements
	Click here to enter text.

4.3	cultural issues
	Click here to enter text.

4.4	homestay information
	Click here to enter text.

4.5	school details - including curriculum
	Click here to enter text.

4.6	expectation of students including student wellbeing, student behaviour;  and program rules 
	Click here to enter text.

4.7	student support services including networks available to students and families
	Click here to enter text.

4.8	documents or materials provided to outbound exchange students and their families. Please attach samples.
	Click here to enter text.

4.9	Please explain how outbound students and their parents will be provided with appropriate contact information about the organisation and the state/territory registering authority. 
	Click here to enter text.

4.10 	Any other relevant matters
	Click here to enter text.

5.	Briefing of homestay families (provide details).
	Click here to enter text.

6.	Briefing of schools (provide details).
	Click here to enter text.

7.	Outline selection procedures for outbound exchange students. Please attach supporting documentation. Details should be country specific.
	Click here to enter text.

8.	Outline the procedures for the selection and screening of host families for outbound exchange students as follows. Details should to be country specific.
	Click here to enter text.

	8.1	Host Country or countries

(i)	Provide details of the country/countries in which homestays take place. 
	Click here to enter text.

	8.2	Recruitment and Selection of Host Families - Procedures 

(i)	Describe the procedures for the selection and screening of host families.
	Click here to enter text.


(ii)	Are advertisements placed online or in print media?	☐ Yes	☐ No

If YES, please provide weblinks and attach samples of advertisements..
	Click here to enter text.



(iii)	Are host families obtained through:
☐	friends
☐	relatives
☐	local service clubs
☐	previous exchange students
☐	other - please specify
	Click here to enter text.

(iv)	What documents are prepared as part of the selection of host families and who completes and retains those completed documents?
	Click here to enter text.

(v)	Who is responsible for the final selection of host families?
	Click here to enter text.

9.	Screening of Host Families - Procedures

9.1	Before approving a host family, are two independent references or independent referees obtained?	☐ Yes	☐ No
9.2	Before a host family is approved, are the two independent references followed up and independent referees spoken to?	☐ Yes	☐ No
	Are police checks possible? Multiple responses may be necessary for each country.	☐ Yes	☐ No
9.3	If police checks are possible have they been requested and obtained for all prospective host families?	☐ Yes	☐ No

If a police check is not possible, please outline the proposed alternative quality vetting procedures. Please be country specific.
	Click here to enter text.

9.4	Are all host families interviewed? 	☐ Yes	☐ No
9.5	Who conducts the host family interview? 
	Click here to enter text.

9.6	Is the potential host family interviewed:
(i)	as a family 	☐ Yes	☐ No
(ii)	each member of the family separately	☐ Yes	☐ No
(iii)	Is a visit of the family home undertaken?	☐ Yes	☐ No
(iv)	Are the facilities assigned to the student inspected?	☐ Yes	☐ No
(v)	Who conducts the visit to the family home and inspects the facilities assigned to the student? 
	Click here to enter text.

9.7	Who is responsible for the final selection of host families and what documents are relied upon in making that decision?
	Click here to enter text.

9.8	Who forms the view that in each and every case the family home environment and location is suitable to host an exchange student?
	Click here to enter text.

10.	Critical incidents, grievances and resolution of problems

10.1.	Outline the procedures and resources available for the resolution of critical incidents or grievances which may arise with exchange students, host families, natural families and schools (if applicable).
	Click here to enter text.

10.2	Attach the relevant documentation for the resolution of critical incidents or grievances. 

(i) Who completes the documents associated with resolution of critical incidents or grievances?
Click here to enter text.

	(ii)	Who signs those documents?
Click here to enter text.

	(iii)	Where are those documents stored?
Click here to enter text.

	(iv)	Who is provided with copies of those documents?
Click here to enter text.

11.	Outline procedures to ensure exchange students fulfil agreements and meet relevant visa (or similar) requirements. Details are to be country specific.
	Click here to enter text.

12.	Outline procedures for exchange students travelling between their natural and host families. Details are to be country specific.
	Click here to enter text.

13.	Outline requirements for health and travel insurance for outbound exchange students.  Details are to be country specific.
	Click here to enter text.

14.	Attach any relevant supporting documentation used to promote the student exchange program. Details are to be country specific.

6. [bookmark: _Toc310850816]NSW State Child Protection Procedures

Working with Children Checks 

Since 28 January 2011, the NSW Registration Committee for International Student Exchange has required that in NSW each adult member of the host family undergoes a Working with Children Check conducted by the Employment Screening Unit (ESU) of the NSW Department of Education and Communities.
The student exchange organisation must arrange for all adults in host families to complete the Applicant Declaration and Consent form (PDF 49kB) and sight 100 points of identification. The Employer Request for Background Check form (PDF 89kB) is then sent to the Employment Screening Unit.
Registration with the Employment Screening Unit can be made by telephoning (02) 9836 9200 or by e-mail on esumail@bkesu.det.nsw.edu.au. A customer service officer will be able to provide the required information and advice in both the initial registration and ongoing screening process.












7. [bookmark: _Toc310850817]Certification and Declaration

APPLICATION FOR REGISTRATION AS A 
STUDENT EXCHANGE ORGANISATION IN NSW

We have read the attached Guidelines for Registration of Overseas Student Exchange Programs 2011. We understand and accept the conditions of registration as a student exchange organisation in NSW and undertake to ensure that, once registered, the organisation/school will comply with the guidelines. We certify that the information provided in this application, is true, accurate and correct in all aspects.

NAME OF ORGANISATION/SCHOOL
	Click here to enter text.


	Signed
	
	Name
	

	Position
	
	Date
	


(Director, Head Office)

	Signed
	
	Name
	

	Position
	
	Date
	


(Director, XXX Office)

Witnessed By:
	Signed
	
	Name
	

	Position
	
	Date
	



	Signed
	
	Name
	

	Position
	
	Date
	


(Principal)

	Signed
	
	Name
	

	Position
	
	Date
	


(School Council President - Optional) 

Witnessed By:
	Signed
	
	Name
	

	Position
	
	Date
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