
Host Family Checklist

Order
Host Family Certification 
Requirements

Who Provides
Who 

Completes
Who 

Reviews
Who Signs

Who Keeps 
Documents 
or Records 

of 
completion

Done/Date

1

Completed HF Application (includes 
individual  Volunteer Affidavit, 
Interview, Reference Checks and 
Live Scan form)

NOTE:  There are different 
applications for Short Term and 
Long Term Host Families

Rotarian associated with YE via 
online link to form

Parents & each 
adult living in 
house

Club then 
District Abuse 
Prevention 
Coordinator

Host Family 
parents & 
interviewer

Upload to 
WESSEX 
database

2 Host family interview Club YEO/Counselor
Club YEO or 
Counselor

Club then 
District Abuse 
Prevention 
Coordinator

Interviewer 
(Club YEO or 
Counselor)

Upload to 
WESSEX 
database

2 First Host family visit Club YEO/Counselor
Club YEO or 
Counselor

Upload to 
WESSEX 
database

2

Second Host family visit

NOTE:  In no case may this visit be 
more than 30 days after the student 
has moved in with the Host Family

Club YEO/Counselor
Different Club 
YEO/Counselor

Upload to 
WESSEX 
database

2
All Adults in the household must be 
Certified**

See Individual Certified Definition 
Below

All Adults in 
Household

See 
Certification 
Below

See Certification 
Below

See 
Certification 
Below

3

Annual Home Visit

NOTE:  Only required if the family is 
hosting in a subsequent year. 

Club YEO/Counselof
Club YEO or 
Counselor

N/A

Club YEO or 
counselor - 
after that 
online only

Upload to 
WESSEX 
database

3

Provide Host Family with 
Department of State Exchange 
Visitor Program Regulations and 
DOS Host Family letter

Rotarian associated with YE via 
online link to form or hardcopy 
from any of the above

N/A info 
document

N/A

Entered into 
online system 
by YEO or 
Counselor

Upload to 
WESSEX 
database

3
Host Family Orientation (one or 
more parent must attend)

Inbound Coordinator, YEO or 
Counselor (Short Term must be 
provided by Short Term 
coordinator only)

One or more 
parent must 
attend

N/A

Inbound 
Coordinator, 
YEO or 
Counselor

Upload to 
WESSEX 
database

Individual Certified 
Definition

1 Volunteer Affidavit Form
Rotarian associated with YE via 
online link to form

Adults in 
Household

Club then 
District Abuse 
Prevention 

Volunteer 
Interviewer 
(YEO or 

Upload to 
WESSEX 

Youth Exchange Procedures & Forms

online link to form Household Prevention 
Coordinator

Counselor), 
DAPC

database

2 Background Check (Live Scan)
Rotarian associated with YE via 
online link to form

Adults in 
Household

DAPC N/A DAPC

3 Interview Questions
Rotarian associated with YE via 
online link to form

Adults in 
Household

Club then 
District Abuse 
Prevention 
Coordinator

Interviewer 
only (YEO or 
Counselor)

Upload to 
WESSEX 
database

3 Reference Checks
Rotarian associated with YE via 
online link to form

Adults in 
Household

Club then 
District Abuse 
Prevention 
Coordinator

Interviewer 
only (YEO or 
Counselor)

Upload to 
WESSEX 
database

3
Youth Protection Awareness Training 
(online training class)

Link is emailed by Counselor, Club 
YEO or District committee member.

Adults in 
Household

N/A

Automatically 
entered into 
online system 
when training 
is complete 
with 80% or 
better score

WESSEX 
Online

Annual Youth Exchange 
Volunteer Recertification

NOTE:  Required each year for all 
Youth Exchange Volunteers

3
Annual National Sex Offender 
Registry Check (NSOR)

DAPC or Club YEO
Adults in 
Household

N/A

DAPC or 
District Admin 
does check and 
flags check box

Manually in 
WESSEX 
database

4 Annual Reference Checks 
Rotarian associated with YE via 
online link to form

Adults in 
Household

Club then 
District Abuse 
Prevention 
Coordinator

Interviewer 
only (YEO or 
Counselor)

Upload to 
WESSEX 
database

Orig (02/11)

http://essexpa.clubwizard.com/IMUpload/YE317 - Student Protection Appendix A 2-094.doc�
http://essexpa.clubwizard.com/IMUpload/YE318 - Volunteer Reference Form (not-HF)1.doc�
http://essexpa.clubwizard.com/IMUpload/YE321 - Student Protection Waiver 3-1-101.doc�
http://essexpa.clubwizard.com/IMUpload/YE321 - Student Protection Waiver 3-1-101.doc�
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