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YMCA Youth Exchanges Canada 
Exchange Report
	Group Name:  ________________________

	Group Number: ____________
Travel Dates: _________________________________

	Hosting Dates: _________________________________

	


Instruction for this document
The following pages contain detailed information about your group’s exchange. It is suggested that you have a copy of this report with you when you travel as well as the host phase

What is the Exchange Report?
​
· The exchange report is intended to help your group plan your exchange, from beginning to end.  
· The exchange report helps us understand what groups are doing during their exchange. 
· It includes information we need to report to our funder, such as program activities, demographics information, and financial information. 
· The exchange report is also a tool for your Regional Coordinator to provide you with feedback and support during your exchange.  
· Information in the report helps us ensure that exchanges are safe and meet program objectives.   
· The emergency plan and host plan in the exchange report is intended to be shared with your own participants, their families, and with your twin group 
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	TWIN CONTACT INFORMATION
	Name of your Twin Group Organizer: 

	Email address: 

	Cell number: 


  Additional Twin Group Leader’s Name: 
  Email address: 
  Cell number: 
	YMCA YOUTH EXCHANGES CANADA CONTACT INFORMATION
(please use the drop-down menu to select)
Your Regional Coordinator is:
Choose a Regional Coordinator
 Your Twin’s Regional Coordinator is:
Choose your twin's Regional Coordinator

	
	ITINERARY
Date of most recent Itinerary received from Uniglobe: 
 Click or tap to enter a date.

	YMCA YOUTH EXCHANGES CANADA NATIONAL OFFICE CONTACT INFORMATION
Regular calls or during business hours in Toronto
1-877-639-9987

	UNIGLOBE TRAVEL AGENT CONTACT
During Business hours in Ottawa (M-F) 1-877-771-7157 
Maureen Cordier Ross maureen@premieregroup.com
Melissa Diaz melissa@premieregroup.com
Isiah Weekes isiah@premieregroup.com

	FOR EMERGENCY SITUATIONS
YMCA 1-437-908-2727
 UNIGLOBE After hours call 1-888-644-5623   
After hours email: afterhours@premieregroup.com     
Emails will not be monitored between 2200hrs - 0800hrs (EST).
Name, address and contact information of closest hospital: 
Emergency and non-emergency contact information (police, ambulance, fire): 
Main Travelling Group Leader (Name & Cell Number): ___________________________________________




PROGRAM OBJECTIVES
Please provide us with information on how your group is going to meet the following objectives: 

	By participating in this exchange… 

	Participants will enhance their knowledge and understanding of Canada
Participants will be connected and create linkages with one another
Participants will enhance their appreciation of the diversity and shared aspects of the Canadian experience
Participants will share, express and appreciate their Canadian identity through their exchange experience

	

	Participants increase their self-confidence
Participants enhance their leadership capacities
Participants gain greater cross-cultural competencies

	






LAND ACKNOWLEDGEMENT
A land acknowledgement is an opportunity to learn about and recognize the Indigenous Peoples, histories, cultures, and ongoing relationship to the land where we live and gather. As you prepare for your exchange, please use the section below to support reflection and meaningful engagement with Indigenous communities and histories connected to your local area. 

	Which Indigenous communities reside on or hold ancestral ties to this land? How does this land influence your community's identity, traditions, activities, or sense of belonging?

	







YOUR GROUP’S KEY LEARNING OBJECTIVES (KLO) 												

	Please list your group's specific goals for this exchange

	KLO 1 

	KLO 2

	KLO 3






FINANCIAL REPORT						
Please record all your revenue and expenses in this chart. Ensure that there is a balance between revenue and expenses. 

	Revenue
	$$$
	Expenses
	$$$
	In Kind Donations
	$$$

	Funds Raised By Participants
	
	Recreation Activities
	
	
	

	Community Sponsorship
	
	Local Transportation
	
	
	

	Participant Contributions 
	
	Pocket Money
	
	
	

	Corporate Donations
	
	Admission Fees
	
	
	

	Events (list below)
	
	Postage, Phone etc.
	
	
	

	
	
	Prep Material
	
	
	

	
	
	Supply Teachers
	
	
	

	
	
	Food
	
	
	

	
	
	Participant Fees ($150)
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	0.00
	Total
	0.00
	Total
	0.00

	Note: Please enter “0” in the $$$ column if it doesn’t apply to your group. Please ensure the Total is updated for each column. 




EMERGENCY PLANNING
	COMMUNICATION PLANNING

	What is your group's communication protocol for hosting and traveling?

	

	EMERGENCY SITUATIONS

	Please describe what your group plans to do in an emergency during hosting and travel?

	Contact the YMCA Youth Exchange Canada Program. 





	RISK MITIGATION

	Detail any safety concerns during hosting and how you will mitigate this risk during their visit (e.g. How you will mitigate potential risks associated with sun exposure, cold exposure, swimming, wildlife, bugs, injuries, youth navigating a different environment, etc.).

	

	ILL OR INJURED PARTICIPANT
	

	Minor Injury or illness  
	Serious illness or injury

	
	

	COMMUNICABLE ILLNESS


	Please detail your group’s communicable illnesses prevention safety protocols while travelling and hosting.

	

	MENTAL HEALTH

	Please detail your procedures if a participant has a mental health crisis or incident while on the exchange (e.g. isolation, panic attack, self-harm). 

	

	CONFLICT RESOLUTION

	Please detail your process on how to manage conflict resolution. 

	

	LOST PARTICIPANT

	How will group leaders respond to a lost participant situation?  What measures will you take to mitigate this risk?

	








	GROUND RULES

	Please provide a list of ground rules that your group agrees to follow. 

	

	How will you respond to those who do not follow the ground rules? 

	




Emergency Plan Checklist
Ensure that you have:
· Participant information, including relevant medical information, copies front and back of health card
· Emergency contact numbers
· Reviewed my school/associations emergency polices and have noted the steps in case of an emergency.
· At least one copy of the accident incident report with you when travelling and hosting
· Copy of your twin's exchange report.
· Shared my emergency plan with my participants and their families, and my twin Group Leader


[bookmark: _Hlk106099092]
COMMUNITY SERVICE PROJECT
Please outline your community service project. Please remember that the community service project must total 8 hrs. Multiple projects to meet this requirement are encouraged. Please ensure to include the community service project in your host plan below. 

	Project Description:
	
 



	Objective:
	





	Date(s):
	


	Alternate Project:
	





	Notes
	






HOST PLAN		

	Dates
	Activities & Times (Please Include Morning, Afternoon, and Evening)
	KLO Link
	Waiver Required (Y/N)
	Alternative Plan

	Day 1: 
	
	
	
	

	Day 2:
	
	
	
	

	Day 3: 
	
	
	
	

	Day 4: 
	
	
	
	

	Day 5: 
	
	
	
	

	Day 6:
	
	
	
	

	Day 7:
	
	
	
	











POST EXCHANGE ACTIVITIES
	Activities

	· Debrief the experience with the group
· Youth are provided with opportunities to reflect on their experiences with their school/community group 
· Share the experience with the community at large

	At the end of the exchange, I will receive from my Regional Coordinator instructions on how to complete and distribute an online survey. I will:
· Send the evaluation link out to other leaders
· Send the evaluation link out to the youth along with the Certificate of Completion
· Submit Post-Exchange Report within two weeks of the exchange end date
· Participate in the YMCA phone follow up with Regional Coordinator
· Encourage continued communication between participants

	Please describe your plan for how you will debrief the exchange with your group and complete the surveys with youth participants.

	



I confirm that I’ve shared the plan via email with the twin group leader and discussed our school board/districts or organization’s policies regarding the host and emergency plans.
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