
Ambassador Co-Ordinator (Outbound) - Overview 
Friendship Force of Perth (Inc) 

1. Club President provides list of requested Exchanges and waits for allocation by FFI.  We

usually receive advice from FFI in January.  FFI advise the allocated Exchange Number.

2. Club President requests interest from club members to act as Ambassador Co-ordinator

(AC) – Management Committee to approve the appointment.

3. Club President provides details of the appointed AC to FFI and the host club.

4. Club President / Management Committee calls for Expressions of Interest from club

members who may wish to participate in the outbound exchanges.

RESPONSIBILITIES OF AN AMBASSADOR CO-ORDINATOR (AC) 

 AC to contact counterpart Host Co-Ordinator in other club/s to confirm dates for exchange

and also provide an indication of expected numbers.

 Consider if your fellow travellers wish to have a few days break in between

exchanges before setting the dates. 

 Be aware that many clubs have either a minimum or maximum number of 

ambassadors they will accept. 

 Be conscious of time delays when communicating with other club/s, and possible 

language difficulties – Google Translate is useful. 

 Appoint a small committee to assist – a designated 2nd in command in the event of illness

or emergency and a member to look after finances.

 Do not make any promises to members that they can participate in an exchange.  If there

are too many applications, selection will be based upon the club “Participation List”.

PREPARATION 

 Your primary roles prior to the exchange/s are to negotiate with the host club/s for desired

dates, interview/recruit potential ambassadors and secure the required documentation

from ambassadors in order to forward to the host club/s.   Copies of the required

documents are attached as follows:

 Annexure 1 Ambassador Application and Agreement Form (retained by you) 

 Annexure 2 Health and Mobility Checklist (provided to you by Host Club to assist 

in ambassador selection) 

 A sample Health & Mobility Policy is also attached at Annexure 2
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 Annexure 3 Ambassador Emergency Contact Form (complete, based on 

information in Ambassador Application.  Retain a copy to take on 

exchange.  Provide a copy to Perth club President) 

 Annexure 4 Ambassador and Host Matching Form (complete and forward to 

Host Club.  A completed copy will be returned in due course, 

indicating host details) 

 You will also call for deposits to secure ambassador position and then arrange with the

Club Treasurer to forward the balance of funds due to Friendship Force by the required

date, being payment in full 60 days prior to exchange date.

 Once the Hosting Co-Ordinator at the designated club/s has secured their hosts, they will

return the completed Ambassador & Host Matching form, which you can then provide to

your ambassadors.  Encourage your ambassadors to make early contact with their hosts.

 Prepare a programme / itinerary covering all plans for the exchange/s and provide to each

ambassador.

 Compile a list of emergency contacts and provide 1 copy to Perth Club President and take a

copy with you on exchange (see Annexure 3).

 Confirm with the Host Co-Ordinator/s what you need to take for any official functions in

their city – such as Mayoral letter, gifts, etc.  Arrange accordingly.

 You will be required to hold at least two, preferably more, workshops with the group of

ambassadors to cover such things as:

 Confirming Friendship Force expectations for ambassador behaviour in the way of co-

operation, flexibility, acceptance, appreciation 

 Plan any group presentations – such as singing or a skit 

 Determine if the group will be travelling together or if individuals will make their own 

travel plans 

 Provide your own travel details and invite others to book the same flights, etc 

 Meeting points / timetables 

 Plans for free time between exchanges 

 Educating the group about expected cultural norms in the host country 
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 Providing some travel tips – luggage, gifts 

 Will a certain dress code be required? 

 Obtain copy of all ambassadors’ travel insurance Certificates of Currency 

 An example of a prior “handbook” provided to each ambassador on a journey is 

attached as Annexure 6. 

DURING THE EXCHANGE/S 

 Your primary role during the exchange/s is to be the first point of contact for all

negotiations with the host club and with your ambassadors.

 You will be required to represent your group in any formal situations (eg: Civic reception).

 You will be required to ensure your ambassadors eagerly participate in every planned

activity and be on time.

 You will assist your ambassadors in case of any incident – illness, accident.

 You will liaise with the Host Co-Ordinator on behalf of the ambassadors if there are any

problems at all – these could be misunderstandings due to language or culture, personality

clash, transportation issues for example.

CONCLUSION OF EXCHANGE 

 At the conclusion of the exchange hold a “reunion” with the ambassadors to discuss any

issues that require follow up report to FFI.

 Submit on-line Evaluation Form.  Copy attached as Annexure 5.

 Finalise the exchange monies and make any refunds which may be due.

 Submit a written report to the FF Perth Management Committee.

 Submit a report (and photos if possible) to the newsletter editor – perhaps appoint one of

the ambassadors to complete this.  Some coordinators nominate a different ambassador

for each day to keep a daily “diary”.

GENERAL NOTES 

 The FF Perth Rules of Association state an Exchange Director (now known as Ambassador

Co-Ordinator) is entitled to attend the 3 committee meetings prior to the exchange to
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provide a report on planning progress.  If you wish to attend, please contact the Club 

President first.   

 A progress report is required by the Management Committee each month. 

 An update on your exchange is to be provided to the newsletter editor to keep all 

club members informed on the exchange. 

 The Friendship Force website includes copies of all policies, procedures and documents

that are relevant to conducting an exchange.  Please utilise the information available to

assist you.  https://friendshipforce-aussie.org/guidelines/

https://friendshipforce-aussie.org/guidelines/
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Annexure 1 

Ambassador Application and Agreement Form 
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Ambassador Co-Ordinator (Outbound) - Overview 
Friendship Force of Perth (Inc) 

Annexure 2 

Health and Mobility Checklist 

Health and Mobility Policy 



 

Host Coordinator: Complete this checklist and give it to the ambassador coordinator. Providing this information 
well in advance allows the ambassador coordinator to recruit well‐qualified ambassadors to participate on this 
journey.  

Health and Mobility Checklist for Friendship Force Journeys

The Friendship Force Board of Directors adopted a new Health and Mobility policy in 2012 that emphasizes the need 
for the ambassador and host coordinators to communicate about the level of physical activity required during their 
journey and the ability of ambassadors to meet those requirements. The policy states:  

The Host Coordinator shall provide the Ambassador Coordinator information describing the level of physical 
activity that will be required during the journey, including the amount of walking as well as the living 
conditions and type of transportation that will be used during the journey. (FFI provides a checklist on our 
website to assist in this process.)  FFI 2017 Policies and Guidelines for Clubs and Programs, Section 

VII, page 12 

Ambassador Coordinator: You should receive this completed form from your host coordinator. Share this 
information with your applicants and use it when screening and accepting ambassadors.  

The host coordinator is not required to use this form. They may develop his/her own guide, but they must provide the 
ambassador coordinator with information describing the level of physical activity required. 

If you have any questions, please contact your Friendship Force Regional Support Manager.  

Check all that apply.  

Transportation 

Transportation during this journey will include: 

[ ] Rented tour bus  

[ ] Private cars  

[ ] Public transportation  

Walking 

Walking during this journey will include: 

[ ] Indoor walking over an hour (Ex: museums or 
historic buildings)  

[ ] Outdoor walking on smooth, paved sidewalks 

[ ] Outdoor walking on uneven pavement or 

cobblestones  

[ ] Outdoor walking on unpaved trails  

[ ] Climbing hills or hiking  

Activities 

The  most  strenuous  activities  on  this  journey  will 
include:  

[ ] Walking  

[ ] Low energy physical activities  

[ ] High energy physical activities (Ex: Hiking, 

swimming, skiing)  

[ ] Ambassadors will have the option to choose 

between high energy or low energy activities  

The itinerary will be: 

[ ] Highly structured: Most days will include a 

full schedule of activities  

[ ] Moderately structured: Several days will 

include unscheduled free time  

[ ] Loosely structured: Most days will include 

unscheduled free time.  



 Health and Mobility Checklist Continued 

Home Hosting  

Stairs ‐ Our hosts include homes with: 

[ ] No stairs  

[ ] Only a few stairs  

[ ] One flight of stairs  

[ ] Multiple flights of stairs  

[ ] Elevator  

Most of our guests will: 

[ ] Share a bathroom with their hosts  

[ ] Have access to a guest bathroom  

The bathrooms our guests will use are mostly 

located:  

[ ] On the same floor as the guest bedroom(s)  

[ ] On a different floor as the guest bedroom(s)  

Sleeping Arrangements ‐ Most of our guests will 

be offered:  

[ ] A bed with a mattress  

[ ] A pull‐out sofa bed or roll‐away bed  

[ ] A sofa  

[ ] A mattress on the floor  

[ ] Other: ____________  

Most of our hosts: 

[ ] Allow smoking in the home  

[ ] Do not allow smoking in the home  

[ ] Have a place where smoking is allowed  

Most of our guests will: 

[ ] Share a bedroom with his/her traveling 
companion 

[ ] Be offered an individual bedroom  

[ ] Share a bedroom with members of the host  
family  

[ ] Sleep in a living room or other shared room  

Hosts can accommodate guests with dietary 

restrictions or pet allergies:  

[ ] Most of our hosts  

[ ] Some of our hosts  

[ ] None of our hosts  

Hotel accommodations  
(Fill in this section if your journey includes an 

optional tour with hotel accommodations)  

Guests will stay in one or more hotels that: 

[ ] Require climbing stairs (no elevator)  

[ ] Include a working elevator  

[ ] Include handicap‐accessible bathrooms  

[ ] Offer a smoking or nonsmoking preference  

[ ] Do not offer a smoking or nonsmoking  
preference  

[ ] Offer in‐room bathrooms  

[ ] Include only shared/public bathrooms  

[ ] Require several guests to share one room 
(Ex: hostels)  

All ambassadors are expected to lift and carry their own luggage throughout the airport, in and out of cars or
buses, and inside the host home.  

Notes:  

Ambassadors:  Do  you  have  particular  needs  or  questions  about  this  journey?  Please  share  them with  your 

ambassador coordinator, who will communicate with your hosts and share their response with you. 
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Ambassador Co-Ordinator (Outbound) - Overview 
Friendship Force of Perth (Inc) 

Annexure 3 

Ambassador Emergency Contact Form 



Exchange Emergency Contact Form updated on 1/12/2013 5:40 AM from document revised as at 13/08/2013. 
Page 1 of 2 

Amb 
No. 

Ambassador 
Name 

1st Week 
Host 

2nd Week 
Host 

Emergency Contact Information 
Name, Address, Telephone Number 

Passport Number 
Airline Ticket Number 

Travel Insurance Company 
& 24 hr contact number. 



Ambassador Co-Ordinator (Outbound) - Overview 
Friendship Force of Perth (Inc) 

Annexure 4 

Ambassador and Host Matching Form 



AAMMBBAASSSSAADDOORR  AANNDD  HHOOSSTT  MMAATTCCHHIINNGG  FFOORRMM  

Journey Number  

Ambassador(s) Information Host(s) Information 

Name 
Special Needs (diet, smoker/ non-smoker, 
physical limitations, allergies) 

Name 

Address Address 

Phone Phone 

Email Interests Email 

Gender Interests 

Age 

Preferred 
roommate 

Languages 
Spoken 

Ambassador(s) Information Host(s) Information 

Name 
Special Needs (diet, smoker/ non-smoker, 
physical limitations, allergies) 

Name 

Address Address 

Phone Phone 

Email Interests Email 

Gender Interests 

Age 

Preferred 
roommate 

Languages 
Spoken 



Ambassador(s) Information Host(s) Information 

Name 
Special Needs (diet, smoker/ non-smoker, 
physical limitations, allergies) 

Name 

Address Address 

Phone Phone 

Email Interests Email 

Gender Interests 

Age 

Preferred 
roommate 

Languages 
Spoken 

Ambassador(s) Information Host(s) Information 

Name 
Special Needs (diet, smoker/ non-smoker, 
physical limitations, allergies) 

Name 

Address Address 

Phone Phone 

Email Interests Email 

Gender Interests 

Age 

Preferred 
roommate 

Languages 
Spoken 



Ambassador Co-Ordinator (Outbound) - Overview 
Friendship Force of Perth (Inc) 

Annexure 5 

Evaluation Form 



Updated documents on 17/4/2017 4:04 am from document revised as at 13/08/2013 5:55 am 

Page 1 of 1 

Post-Journey Evaluation Form 
Journey Name: 

Journey Number: Exchange Date: 

Friendship Force of  Program Coordinator 

(Name of your club here) 

Complete all that apply: 

 Ambassador Coordinator     Host Coordinator       Ambassador     Host 

How would you rate: 

Preparation before the Journey 

Week 1, overall 

Week 2, overall 

Week 3, overall 

Itinerary 

Host family and ambassador time together 

Pre-Journey Tour (if applicable) 

Post-Journey Tour (if applicable) 

Friendship Force International 

For Coordinator ONLY- counterpart Coordinator 



Ambassador Co-Ordinator (Outbound) - Overview 
Friendship Force of Perth (Inc) 

Annexure 6 

Sample handbook for ambassador participants 
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