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checklist for your 

advance planning visit (APV)

Before starting the APV don’t forget to prepare yourself for it. Did you agree on any preparations with your partners beforehand? Than make sure to fulfill this agreement. If your project proposal included the participation of a youngster of each group during the APV, then discuss with your partners beforehand which role the youngsters will get during the APV so you can properly prepare them for it. 

This checklist contains some of the items which you should try to agree on during the advance planning visit with your partner(s). It will also help you to collect some necessary information.
Not all of it is relevant for every youth exchange, but it will give you a framework to start with!
This checklist is in English, so you can send a copy to your partner(s). Feel free to update this document with your partners. We hope it will help you to build up a strong cooperation! 
1. GROUP LEADER(S)

· Name(s)

· Address

· E-mail (if possible 2)
· Telephone numbers (if possible 2, in case a phone gets lost)
2. EXCHANGE OBJECTIVES

· What are our objectives for the exchange?

· Are those of our partner group(s) compatible?

· After the project, how can we together evaluate if we have reached these goals? 
· Can we together do something with the results of our project? (valorization)?

3. PREPARATION OF EXCHANGE
· What kind of preparation will we carry out with our group before the exchange?

· What preparation is our partner group(s) carrying out?

· Are there suggestions/ideas which are important for us to pass on to one another for preparation?

· How will language issues be dealt with during the exchange? Need for special preparation with the participants?

· Are there financial questions concerning the budget that we have to agree on?

· Are tickets and visa arranged and confirmed?

4. ACCOMODATION (IF STAYING IN A RESIDENTIAL CENTRE)

· Name of centre

· Name of responsible 
· Address

· Telephone number/mobile in case of emergency?
· Room plan/type of sleeping arrangements? Boys/girls?
· Sleeping bags/pillows/sheets required?

· Shower/washing facilities - can clothes be washed?

· Security/safe deposit facilities?

· Social areas/common room/leisure facilities?

· Internet access?

· Equipment/material available?

· Electricity supply - voltage & plug types?

· Meal times?

· Use of kitchen for coffee times/cooking facilities?

· Extra cost for additional items/facilities?

· Any curfew (fixed time for closing the evening/bar/leaving the building,…)
· Transport to program venues?

· Smoking/alcohol restrictions?

5. ACCOMODATION (IF STAYING IN HOST FAMILIES)

· How many participants per host family?

· In the event that any problems arise: Are back-up host families available?

· Will host families be prepared in advance? What kind of preparation?

· Will host families receive any payment to help with hosting costs?

· Will they receive the participant profiles in advance? (You may even decide to do the matching there and then!)

6. MEDICAL/HEALTH

· What facilities are available at the centre?

· Nearest doctor - name, address, telephone number, when on call

· Nearest hospital - address, telephone number, when on call

· Cost of call out/prescriptions/consultations

· What are the payment arrangements

· Any health regulations in the area?

· Nearest pharmacy?

· Check out any special health needs/requirements for the group

· Who is going to take responsibility for the First Aid Kit? 
7. PROGRAMME DETAILS

· Day to day program
· Work projects on the program? (Will materials, paint, tools be supplied/delivered? Costs? Who pays?)

· Local transport arrangements? 

· Places to visit and entry costs?
· Will there be cultural evenings? Do participants need to prepare drama /songs/dance,…?

· Free time: when is there free time? What do we mean by this?
· Any sports facilities - need to bring gear?

· Access to beaches and safety in water?

· Have we scheduled time to evaluate our exchange together and/or in separate national groups?

· Have we scheduled regular meetings for the teamleaders?
· Back-up program possibilities in case of delays/weather problems etc.?
8. FOOD AND DRINK

· Sample menus for breakfast/lunch/dinner

· When to eat a hot meal?

· Availability of coffee/soft drinks during day time?

· Vegetarians/special food requirements?

9. FINANCES AND REIMBURSEMENT 

· For multilateral projects: How will the reimbursement of travel expenses be organized? What documents are required?

· Who coordinates the budget? Check out budget and real costs.
· Is there a participation fee?

· What is the currency? Example of notes and coins?

· What is the best way to exchange money? 
· Are credit cards accepted - which? Is there any access to a cash machine?
· Average cost of a drink/snack,…

10. WEATHER CONDITIONS
· Appropriate clothing?

· What are the best ‘working’ hours? What Hours should we avoid?

· What is the weather forecast for that time of year? 
11. LOCAL CUSTOMS

· Getting up times in the morning!

· Bed time

· Siesta/quiet time – free time
· Eating times and habits

· Attitudes to alcohol, smoking, drugs, sexuality and religion?
· Responding to hospitality: what is appropriate?

· Greeting people

· Role of young people/elderly, etc.

· Appropriate gifts

12. PHOTOGRAPHY

· Download possibility for digital camera’s?
· Price of films and availability of film roll cameras?

· Sensitive areas not to be photographed e.g. military establishments, the national flag, policemen/servicemen?

13. LOCAL GEOGRAPHY

· Plan of the area - map, local town map, photos

14. AIRPORT PROCEDURE

· Immigration/customs

· Tax to pay on cameras, etc.

· Transport from and to the airport?

15 . TEAMWORK

· How will the teamleaders function as a team?

· Are there specific tasks/roles to be divided? 

· Attitude towards the entire group of participants?

· Hopes and fears of the leaders?

· …

16. OTHER 

· (Feel free to add any items you wish to discuss with your partner group)

· …

· …

· …

· …

· …

· …

· …

ADVANCE PLANNING VISIT: WHY AND HOW?

· Building up links with your partner group and developing a strong relationship and good communication is vital to the success of your exchange.

· If this is your first time to work together, then letters and 'phone calls may be sufficient at the early stages, but there is nothing like a face to face meeting! 
· Not only is it important for you to know that you get on and can work together - you have a great deal to discuss in relation to your joint exchange.

· You are no longer faceless voices at the end of a telephone - and the relationship you will establish will ensure greater commitment to your exchange. In other words, for both leaders and participants, it brings the whole idea of the exchange alive!

· It's a great opportunity for you or the other leader(s) to meet with the participants involved in the exchange and double check that the groups of young people are compatible.

· The finer details of the planned program of activities can be worked through - not enough ice-breakers, too many museum visits, more formal discussion time needed etc.

· It is a valuable opportunity to work out your respective financial agreements in advance - who pays for what?

DO'S AND DON’TS

Do
cooperate with all your partners! A team includes all partner groups and team leaders.

Do
carry out your APV in the same place in which the exchange is to be hosted - this is the whole point of the visit. Meeting at some halfway point does not cut down on costs - it cuts down on quality.

Do
prepare your visit with your exchange group in advance and debrief with them afterwards. Gather any questions and ideas and bring them with you. Many groups also send a video or scrap book introducing themselves to their partner group.

Do
try to carry out your visit at least three months prior to your exchange.

Don't
go ahead with an exchange after the visit if you really do not feel your partner group(s) is (are) suitable - for whatever reason. You will not be penalized in any way and together we will work to find you another partner. If you cannot work comfortably with the other leaders involved, then your exchange is unlikely to be successful.

Do
remember that an APV is an intensive 2 days of working and not of seeing or showing the sights. Keep this for the exchange!
Don't
leave without meeting with or allowing the visiting leaders to meet with the participants and other leaders involved with the exchange. You would be amazed at the number of leaders who forget this!

Do
meet some of the host families or arrange for the visiting leader(s) to meet with host families if you are home hosting. If you are camping, hostelling, staying in a residential centre or on a boat - then arrange to visit and check it out.

Do
bring the checklist enclosed in this pack with you.
Do
download the participants list (‘deelnemerslijst’) on www.youthinaction.be and make sure everyone taking officially part in the APV fills in and puts its signature on the list
