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TERMINOLOGY 

Host Coordinator (HC): The person who leads the planning, organizing and delivery of the activity program 

for the inbound club, matches ambassadors with local hosts, and communicates with the inbound 

Ambassador Coordinator (in other words, YOU!). 

Ambassador Coordinator (AC): the person appointed by the inbound club to organize and lead their journey 

including recruiting and orienting ambassadors, collecting fees, and communicating with you as host 

coordinator at the destination. 

Education Journey Director (EJD): the member of the FFMV Executive who oversees all FFMV outbound and 

inbound journeys, communicates with FFI and our members, supports our ACs and HCs, and manages 

journey documentation and reports.  
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Friendship Force Metro Vancouver 

Host Coordinator Manual 
 

Thank you for accepting the important role of FFMV Host Coordinator (HC) for the upcoming journey. You are 

responsible for planning and monitoring the Journey activities, recruiting hosts and leading the experience. 

We appreciate the work you will be doing on our behalf and will provide our full support to ensure your 

experience is rewarding and positive.  

 

1. PURPOSE OF MANUAL 

The purpose of this Manual is to: 

 Outline your role and responsibilities as HC. 

 Identify useful resources. 

 Explain the steps in the inbound journey planning and delivery. 

 Describe the host selection process. 

 Explain budget items and financial reporting. 

 Describe the journey reporting and evaluation method. 

 Offer tips for dealing with emergencies and inappropriate behaviour. 

 

2. RESOURCES 

2.1 People: The FFMV Education Journey Director (EJD) will be the major contact for your 

questions and concerns. If you are new to being an HC, you will be provided with a mentor who 

could be the EJD and/or a member with previous HC experience. Another person who can help 

you with questions on Friendship Force International’s (FFI) policies and guidelines is 

the FFI Regional Support Manager. Also, you will form an inbound journey ad hoc 

committee to assist you in planning so you don’t have to do all the work yourself.  

2.2 Documentation: In addition to this Manual, see the following journey documents on the 

Friendship Force International website at https://www.thefriendshipforce.org/resources/ . 

Under the tab Journey Documents, you will find: 

 Journey Guidelines for Ambassador and Host Coordinators  

 Host Packet 

 Ambassador and Host Matching Form 

 Host Application 

 Incident Report Form 

 Friendship Force Global Journey Evaluation (for globally recruited or themed Journeys) 

 Friendship Force Journey Evaluation (for international or domestic club-to-club Journeys)   

Under the tab Policies and Club Documents, you will find: 

 Policies and Guidelines for Clubs and Programs 

https://www.thefriendshipforce.org/resources/
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The information in Appendix A: Host Coordinator Checklist and Timeline will 

give you a good overview of when and how to proceed – keep it close at 

hand. And what better way to begin than to set up your communication and 

support network! By establishing direct contact with the people who will be 

working with you to ensure a successful journey, you will get a great boost of 

enthusiasm and confidence.  

Remember to maintain close communications with the EJD, the FFI Regional 

Support Manager and the inbound club Ambassador Coordinator (AC) 

throughout the planning process. 

3. COMMUNICATION AND SUPPORT NETWORK 

3.1 Review the resources on the FFI website and get answers to your questions from the EJD 

and/or the FFI Regional Support Manager as quickly as possible. 

3.2 Send an email to the ambassador club president listed on the FFI Match document and 

request the name and contact information of their AC for the inbound journey. 

3.3 Contact the AC and determine the best way to communicate – email, telephone calls, texting, 

Skype or a combination thereof. Give the AC maximum, not minimum, response time and 

confirm agreements in writing.  

3.4 Adapt your correspondence to what is appropriate for the AC’s country and culture.  

3.5 In the case of language differences, find translation services either through the Regional 

Support Manager or from a member of FFMV. 

3.6 Talk with the AC about your planning process and deadlines and work out a system that suits 

both of you. After all, the AC isn’t a stranger but a friend you are soon to meet. 

3.7 Form an Ad Hoc Inbound Journey Committee. It is up to you to decide who to rely 

on for support and what kind of organizational style you believe will be most 

successful for your journey. 

 Choose a combination of people with experience and those who wish to learn. 

 Consider members with special skills, e.g. financial, languages. 

 Decide if you want to divide the program into segments (e.g. by day or activity, etc.) 

assigning responsibility for each part to a different committee member. 

 Select an assistant HC to support you in case of emergencies and for training. 

3.8 Keep the entire FFMV membership updated (at each general meeting or by email between 

meetings) about all exchange activities as they may be interested in attending or helping out. 

3.9 Use the following tips to manage the inevitable flurry of email communications for a journey: 

 Set up a group distribution list for your committee members.  

 Set up a separate folder under the journey title rather than having emails interspersed in 

your general inbox.  

 Start a new subject line for each new topic; don't let frequent back and forth replies result 

in losing information that you know you've seen ''somewhere''.  

 Use ''reply all'' only when all really need the information.  

 Know how to sort your emails by date and by sender.   
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 Know how to search for a particular name of topic.   

 Know how to open, attach and print documents. 

 Provide a reasonable due date if you will be awaiting responses that affect 

future decisions and actions. 

4.  SETTING JOURNEY DATES AND NUMBERS  

4.1 Agree on the dates of the journey with the AC and discussion with the FFMV Executive and 

members.   

 Note the suggested month of travel on the Match document and try to plan the date of 

the journey as close to the assigned period as possible since changing the month of travel 

may affect the dates and success of other journeys.  

 If there are two host clubs, the process can be more complicated since both host clubs 

have to agree on dates that match outbound travel plans. 

 If you have difficulty confirming the dates, consult with the EJD who will address the 

problem with FFI and the FFMV Executive. do not just wait as that can result in the loss of 

valuable planning time 

4.2 Set the number of ambassadors.  

 Confirm with the AC as far in advance as possible the number of ambassadors that FFMV 

can accommodate, and how many couples and singles the AC wants to send. 

 As per our Policies, FFMV accepts a maximum of 20 inbound journey ambassadors for a 5-

7 night journey or 1-4 night short stay.   

 

5.  PLANNING THE PROGRAM, WELCOME PARTY AND BOOKLET 

5.1 When feasible, provide the AC with options from which to pick and choose according to the 

interests of their ambassadors.  

 In Metro Vancouver, where admissions and parking are expensive, ambassadors should be 

provided with a list of optional activities and it should be explained what EXTRA costs will 

be involved. 

 Indicate mobility or other requirements or restrictions for the ambassadors. 

5.2 Refer to Appendix B: Program Ideas – Places, Friendships, Food-Related to begin designing 

your program. 

 Keep costs reasonable as you establish your budget; consider inexpensive or free activities 

available in the community. 

 Adapt your plans according to traffic and transportation issues. 

5.3 Include Welcome and Farewell events that provide a warm greeting and a fond 

farewell to celebrate the new friendships that have been made. 

5.4  Book the venues and be sure to confirm all dates and fees in writing.  

5.5 Consider the need for event insurance; purchase if required. Review the FFMV insurance 

coverage on the Canffex website at www.canffex.ca  under FAQ on Non-profit Insurance 

Proposal prepared for Members of Friendship Force Clubs of Canada. 

  

http://www.canffex.ca/
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5.6 Do not over schedule; ensure flexibility in the plan.  

 Free time with the family is an essential part of the Friendship Force experience and 

should be included in the program so that hosts can tailor activities to their specific 

ambassadors.   

 Schedule time for ambassadors to “treat” their hosts to a dinner by taking them to a local 

restaurant. 

 Encourage hosts to arrange for ambassadors to meet neighbours or other family 

members.  

 Some ambassadors would welcome time on their own to explore the area or special 

interests. 

  Flexibility may also be required due to weather-related issues and the itinerary should 

include alternative activities if needed.  

 All ambassadors are expected to participate in all program activities (except for flex days) 

unless other arrangements are agreed to by the Coordinators.  

5.7 Invite attendees (mayor or other dignitaries, media, representatives from the community) to 

an event as appropriate.  

5.8 Consider adding group dinners to the program if you are able to obtain members willing to act 

as dinner hosts.  (Request dinner host volunteers at a general meeting.) 

5.9 Note the benefits of the HC and the AC staying together so they can work closely regarding 

each step of the program itinerary, resolve problems, etc. 

5.10 Welcome Party: Set the tone for a successful journey by providing a special 

welcoming experience using some of these tips: 

 Greet ambassadors with banners and wear FFMV nametags and shirts (or 

red Canada shirts).  

 Invite all club members to the welcome party.  

 Have a cocktail welcome party featuring local wines and food specialties, with a general 

bar available. 

 A potluck dinner (since these are indeed representative of our culture). 

 Outdoor barbeque. 

 Invite family members and younger neighbors or friends to help with the welcome party. 

They might become interested in Friendship Force.  

 Have your committee prepare a Ziploc bag with the program booklet and other items such 

as local maps, snack bar and tourist information. 

 Take travel weariness and time of day into account when planning the welcome event. 

 Have some local cultural content as part of the welcome event.    

5.11 Inbound journey booklet: Delegate the production of the inbound journey booklet to a 

member of your committee or choose someone from the general FFMV membership. Print 

copies of the booklet for each ambassador and for both home and day hosts. Arrange for the 

Communications Director to email a copy of the booklet to the remaining FFMV members. 
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5.12 The booklet should include the following content which you provide: 

 The matching list of hosts and ambassadors. 

 Photos of ambassadors you obtain from the AC, and photos of FFMV hosts and day hosts 

 The program of the week’s activities. 

 A short message from you to the incoming club. 

 Cell phone numbers of key people, as it is important for each ambassador, home host and 

day host to know how to contact each other and the HC and AC. 

 

6. DEVELOPING THE PROGRAM BUDGET 

6.1 FFI has set the minimum host club program fee at $150 USD per ambassador to cover 

expenses associated with the journey such as the welcome and farewell parties/dinners, 

group activities and at the host club’s discretion, to enable hosts to participate in these 

activities. 

6.2 As Metro Vancouver is one of the most expensive cities in the world, your program costs will 

likely exceed $150 USD (about $200 CDN).  Contact the AC to present a full budget of all 

activities and obtain agreement on the program.  You may need to delete or substitute 

activities if the ambassador club is not prepared to pay all the activity costs. 

6.3 It is FFI policy that ambassadors are responsible for the costs of traveling to and from our 

club, along with any touring before or after the homestay experience.  

6.4 Airport pickup and drop-off services are generally not included and are 

not expected of the hosts. FFMV sometimes provides for airport 

pickup/drop-off of ambassadors but either our members would be 

reasonably reimbursed (as determined by the Ad Hoc Inbound Journey Committee) or the cost 

of other transportation would be added to the ambassador program cost. Ferry pickup 

services are usually offered to the ambassadors. The program budget should include hosts’ 

parking fees at the terminal. 

6.5 As clubs have different protocols in giving and receiving club gifts and donations, discuss with 

the AC how this will be handled for this journey. Generally FFMV prefers not to receive a club 

gift but if the inbound club is particularly adamant, we would request a donation to a charity 

that we support.  

6.6 At least two months before the journey, provide the Education Journey Director with a copy 

of the proposed program and budget for discussion at an Executive meeting. 

6.7 Once the program is ready, email it to the AC and confirm the activities and cost of the 

program in writing, as well as agreeing upon a method of payment (e.g. the AC brings cash on 

arrival, or sends a cheque/money order in advance). 

6.8 Keep the membership informed of all the program activities, to allow them to attend or help 

out with some of the events. Participation is typically at the member’s own expense. 

6.9 FFMV members who drive ambassadors during the inbound journey may receive small 

rebates to cover their gas and parking costs (to be built into the inbound journey budget). 
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7. JOURNEY BUDGET AND FINANCIAL REPORT 

7.1 Keep track of the income received and expenses incurred, remembering that the 

goal is to break even. See Appendix C:  FFMV Inbound Journey Financial Report. 

7.2 Collect fees from the ambassador club in sufficient amounts to cover the inbound journey 

costs as well as conversion costs to Canadian funds and any bank charges. 

7.3 All funds should be given to the Journey Committee Treasurer and subsequently put through 

the club’s account. 

7.4 All inbound journey expenditures should be accounted for with receipts. 

7.5 A tip of up to 15% may be given for services (e.g. restaurants, guides); however, this cost must 

be added to the ambassador club program cost.  

 Tips should be written on the receipt and verified/signed by another member attending 

the event. 

7.6 FFMV has authorized an honorarium of $100 for the Host Coordinator and up to $50 for one 

committee member assistant. This must be built into the inbound journey budget. 

7.7 FFMV will pay up to a maximum of $100 for the cost of food for a 5-7 night Welcome event. 

7.8 If the AC asks about gifts or donations, remember that FFMV prefers not to exchange club 

gifts or accept donations.  

7.9 Within two months after ambassadors leave, submit a financial report (including receipts to 

account for all expenditures) to the Treasurer.  

 The Treasurer will include this report with the Treasurer’s Financial Report being 

presented to the membership at the next general meeting. 

7.10 Should there be a surplus of funds, the Ad Hoc Journey Committee will discuss how to 

distribute it and present their recommendations to the general membership. 

 

8. MATCHING HOSTS AND AMBASSADORS 

8.1 Obtain the AC’s matching form containing the list of ambassadors and their 

backgrounds, hobbies, allergies, physical limitations and contact information. 

8.2 Request the membership to sign up as home hosts, day hosts, dinner hosts or drivers for the 

inbound journey. Pass around a sign-up sheet at general meetings and follow through with 

email or phone requests and confirmation. Use Appendix D: Duties of Hosts and Appendix E: 

Host Application and Agreement to ensure hosts know what is expected of them. 

8.3 Match the ambassadors with hosts and complete the form in Appendix F: Ambassador and 

Host Matching Form. 

 Consult with the Education Journey Director prior to placing ambassadors with a non-club 

host. 

 Pay particular attention to age and activity level so that both hosts and ambassadors can 

enjoy comparable activities. 

 Check interests, hobbies, occupations, age and gender to match with a host. 

8.4 Email the matching form to the AC and Education Journey Director as soon as possible. 
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8.5 Work with the Education Journey Director to organize a friendly and informative meeting for 

hosts to discuss the culture of the ambassadors, and the activities scheduled.  

 The meeting provides an opportunity for experienced hosts to share their experiences 

with those who are new. 

 Provide information about the ambassadors' city or country as an educational component 

of a general meeting. If possible, use videos, art, music, food, or a guest speaker. 

 Provide information on the culture, history, government, geography, climate, and 

language. Review cultural differences. 

 Keep language instruction simple — but do it! Knowing even a few basic greetings is a 

sign of respect.  

 Remind hosts that they need to know exactly where to meet their guests upon arrival, 

and to be on time for all activities. 

 Advise hosts to discreetly bring problems which may arise during the week to your 

attention.  Early identification of a problem results in early resolution. 

8.6 Pay special attention to ambassadors who smoke, have pet issues or allergies, special food 

needs, or disabilities. It is important that prospective hosts are aware of any special 

requirements and are able to accommodate them.  

8.7 Make note of pets and/or smokers in host families to ensure allergic ambassadors are not 

matched with them. 

8.8 Check the number of bedrooms and type of bed in each host home.  Both will influence the 

matching process. 

8.9 Look over the paperwork to see if certain ambassadors want to be hosted in the same 

household.  

8.10 Find out early which hosts require a day host because of work or other commitments, so an 

adequate number of day hosts can be recruited.  

8.11 Have hosts in reserve in case of an emergency. 

8.12 Day hosts should make arrangements regarding ambassadors directly with the home hosts 

and inform the HC about the coverage arranged. 

8.13 Provide each host (both home and day) with the name, address, phone and email of their 

ambassador as early as possible, to allow a chance for them to develop an acquaintance. 

 

9. EMERGENCIES AND INAPPROPRIATE BEHAVIOUR  

9.1 Given that prevention is the best strategy, ensure that hosts are aware of their duties and 

responsibilities as outlined in Appendix D: Duties of Hosts and Appendix E: Host Application 

and Agreement. Check with hosts early in the journey to see if all is going well. 

9.2. Should any problems arise, work with the AC to help define the situation, serve as liaison 

between those involved, and facilitate resolving the difficulty. Use FFI documentation of 

expectations to clarify misunderstandings.  Individual emergencies during the journey could 

include: 

 Requiring hospitalization or treatment for more than a minor illness.  

 Leaving a homestay during the journey either voluntarily or involuntarily. 

 Engaging in inappropriate behaviour.  
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 Being an alleged victim, perpetrator or witness of a crime. 

 Losing his/her passport or other vital document, particularly if this results in the need 

for separate travel arrangements.  

9.3 Advise hosts to report problems to you rather than ignoring or trying to 

resolve them on their own. Occasionally, even with careful recruiting and 

workshop preparation, an ambassador or host who appeared to understand 

the goals of the Friendship Force prior to the journey subsequently behaves to the contrary. 

When this happens, you and the Ambassador Coordinator have the authority to handle the 

situation in the best interest of everyone. 

9.4 Work with the Ambassador Coordinator to first try to resolve the situation with tact as well as 

firmness. Behaviors such as abuse of alcohol, illegal drugs, verbal or physical abuse are 

unacceptable at any time. 

 Sometimes a private conversation between you and/or the AC with the ambassador or 

host will be sufficient to solve the problem. 

 You and the AC have the authority to remove an ambassador from a home and place 

them in a nearby hotel at the ambassador’s expense if they are the offender. 

 If the problem appears to be related to the host, you should work with the AC to 

change hosts and handle the problem with discretion. 

9.5 If the problem is sufficiently serious, complete the form in Appendix G: FFI Emergency 

Procedures and Journey Incident Report Form.  

9.6 Assist in contingency planning for group emergencies such as travel delays, political unrest or 

natural disasters.  

9.7 Remember that these situations are rare and typically 

 A GOOD TIME WAS HAD BY ALL! 

  

 

10. JOURNEY EVALUATION AND REPORT 

10.1 Prior to the Farewell event, distribute the FFMV post journey evaluation form to 

ambassadors, home hosts and day hosts. See Appendix H: Post Journey Evaluation. 

10.2 Collect the evaluations and provide a written evaluation summary to the Executive for 

discussion at their next meeting. 

10.3 Prepare a written report of the journey highlights and email to the Education Journey 

Director no later than two months following the journey. 
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10.4 As soon as possible after the journey ends, inform your FFI Regional Support Manager 

(usually by email) how things went, both the good and the not so good. Your FFI Regional 

Support Manager may send you an online evaluation form to fill out. The survey is 

confidential and only FFI staff will see the results.  

 It is very important to provide a candid and accurate report on the journey so that FFI 

can work with all clubs to correct any difficulties, and future Coordinators can have the 

benefit of your experience. https://docs.google.com/forms/d/e/1FAIpQLScJ4I7KKhZRuc32K-

uaiKN1j214NPNp0K__RwjiaLVL8OzMDA/viewform 

10.5 Present an oral report to the FFMV membership using the following guidelines: 

 Keep it short – aim for 10 to 12 minutes in total. 

 Acknowledge and thank your inbound journey committee members and mentor(s). 

 Report key facts including: name and date of journey, number of ambassadors, unique 

program activities and social events – do not provide a day-by-day recital of the program. 

 Share one or two anecdotes that give a flavour of the journey experience. 

 (Optional) Show ~ 10-15 journey photos (e.g. special activities, entertaining performances at 

social events, unique cultural or geographic landmarks), avoiding mainly group shots of 

ambassadors in various locations. 

 Summarize feedback from the ambassadors and all the hosts such as lessons learned, well-

received activities, or activities you would not recommend for future journeys.  

10.6 Send photos to the FFMV Communications Director for posting on the FFMV Website and 

Facebook page. 

 

Your final assignment is a very important one. Enjoy your 

own journey experience! 

The entire Friendship Force leadership system is based on 

volunteers enjoying the journey experience. Remember that 

some of your hosts are potential Host or Ambassador 

Coordinators. You will want them to see you having a great 

time as well as providing effective leadership. A successful 

inbound journey relies on an enthusiastic Host Coordinator who 

really believes that Friendship Force provides great opportunities 

for people to experience the world while making new friends.  

 

 

 

On behalf of the FFMV Executive and members,  

thank you for a job well done! 

https://docs.google.com/forms/d/e/1FAIpQLScJ4I7KKhZRuc32K-uaiKN1j214NPNp0K__RwjiaLVL8OzMDA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScJ4I7KKhZRuc32K-uaiKN1j214NPNp0K__RwjiaLVL8OzMDA/viewform
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APPENDIX A: HOST COORDINATOR CHECKLIST AND TIMELINE 
Adapted from:  https://www.thefriendshipforce.org/wp-

content/uploads/2016/12/JourneyGuidelinesforAmbassadorandHostCoordinators-FINAL.pdf) 

9 – 12 Months before Journey Date 

 Journey assignment confirmed  

 Contact FFI Regional Support Manager  

 Establish contact with Ambassador Coordinator  

 Confirm Journey dates  

 Let the Ambassador Coordinator and FFI Regional Support Manager know how many you can  

host 

 

6 – 9 Months before Journey Date 

 Establish a Journey committee, delegating as appropriate  

 Decide if you wish to propose any optional activities to the Ambassador Coordinator, 

communicating these ideas and costs for consideration  

 Get written confirmation from the AC if additional costs are involved 

 

3 – 6 Months before Journey Date 

 Confirm final details with the Ambassador Coordinator  

 Obtain Ambassador/Host matching form from the Ambassador Coordinator  

 Decide on how to handle your finances according to your club policy  

 Prepare a preliminary program of activities for the Journey  

 Communicate any choices within the program to the Ambassador Coordinator 

 Recruit hosts among your membership or prospective members  

 Recruit hosts and visit/evaluate host homes where appropriate  

 Prepare host matching form and send to the Ambassador Coordinator 

 Reserve locations if needed for welcome and farewell parties 

 

1 – 3 Months before Journey Date 

 Select day hosts and dinner hosts as desired 

 Finalize activities program and budget and review with club treasurer or Board 

 Hold Hosting and Cultural Workshops for all home hosts, day hosts and dinner hosts 

 Reserve facilities, guides and tickets for programs as necessary 

 Keep frequent communications with counterpart AC 

 Finalize matching of home hosts and ambassadors 

 Discuss with the Ambassador Coordinator the club’s gift policy 

 Prepare ‘’goody bags’’ for ambassadors (optional) 

 Prepare journey exchange program booklet 

 

https://www.thefriendshipforce.org/wp-content/uploads/2016/12/JourneyGuidelinesforAmbassadorandHostCoordinators-FINAL.pdf
https://www.thefriendshipforce.org/wp-content/uploads/2016/12/JourneyGuidelinesforAmbassadorandHostCoordinators-FINAL.pdf
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During Last Month before Journey Date 

 Purchase gifts for AC and club if that is expected by the inbound group 

 Finalize details for arrival and departure: prepare agenda for arrivals, welcoming party and 

farewell party 

 Reconfirm if entertainment has been booked 

 Hold final workshop with committee and/or hosts 

 

Post Journey 

 Prepare participant evaluation form and final report for club and FFI 

 (Optional) Have a host debriefing over coffee or dinner to celebrate a job well done 
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APPENDIX B: PROGRAM IDEAS  

 

 

 

 

1. PLACES 

Burnaby 

 Burnaby Village Museum and carousel 

 Central Park horseshoes and pitch-and-putt 

 Deer Lake Park and Shadbolt Arts Centre 

 Nikkei National Museum and Cultural Centre 

Coquitlam 

 City Centre Aquatic 

 Heritage Square 

 Lafarge Lake and Inspiration Garden 

 Mundy Park 

 Pinecone Burke Provincial Park 

 Stave Falls Power House 
Langley/Fort Langley 

 BC Farm Machinery and Agricultural Museum 

 Canadian Museum of Flight and Transportation  

 Driediger Farms Market 

 Fort Langley National Historic Site 

 Krause Berry Farms 

 Milner Valley Cheese 

 The Glades 

 Winery tours (various) 

Maple Ridge and east 

 Golden Ears Provincial Park with beach, canoe rental, 
trails and mountain view 

  Stave Falls Dam and Powerhouse with guided tour 

 50 km. of walking or biking along the N. and S. Alouette 
and Pitt River dykes 

 Cliff Falls rain forest walk 

 Mission Heritage Park picnic grounds 
 

North & West Vancouver 

 Capilano Salmon Hatchery & Cleveland Dam 

 Capilano Suspension Bridge 

 Deep Cove community and kayak rentals 

 Grouse Mountain 

 Horseshoe Bay  

 Lighthouse Park 

 Lonsdale Quay 

 Lynn Canyon suspension bridge and environmental 
centre 

Richmond 

 Buddhist Temple 

 Dolphin and whale watching tours 

 George C. Reifel Migratory Bird Sanctuary 

 Gulf of Georgia Cannery 

 Richmond Country farms 

 Richmond Olympic Oval 

 Steveston heritage fishing village 

Surrey and Cloverdale 

 BC Vintage Truck Museum 

 Dart’s Hill Garden Park 

 Fraser Downs Racetrack 

 Honeybee Centre 

 The Glades 

White Rock/South Surrey 

 Crescent Beach 

 Peace Arch Park 

 Redwood Park 

 Steward Farm 

 White Rock Museum 

 White Rock Promenade and Pier, Artists Walk 
Vancouver 

 Bill Reid Museum 

 Bloedel Conservatory 

 Chinatown 

 Canada Place and Fly Over Canada 

 Gastown 

 Granville Island, aquabus 

 Harbour cruises 

 Hop on/hop off bus 

 Queen Elizabeth Park 

 UBC Botanical Garden and Nitobe Garden 

 UBC Greenhart Treewalk  

 Van Dusen Gardens 

 Vancouver Aquarium 

 Vancouver Police Museum 

 Vanier Park with Maritime Museum 

 Vancouver Museum 

 Vancouver Police Museum 



14 

2. FRIENDSHIPS  

 Acknowledge a First Nation community and incorporate their culture in the 

program 

 Fishing (one group went fishing and had their catch smoked)  

 Shopping (which could be a drop-off and pick-up of the shoppers) 

 Sports events, e.g. horse racing, car or motorcycle racing, baseball, soccer, lacrosse, football, hockey 

 Evening plans, e.g. theater, concert, opera, dancing 

 Outdoor activities: boating, hiking,  biking, swimming, lawn bowling, bocce 

 Street party with hosts to meet local residents and neighbors 

  “Wish  Day” where an ambassador has the opportunity to do something of special interest either with 

or without their hosts 

 Celebrate a national holiday with all of the traditions, even if it is on a different date 

 Beach or trail walks ending at a pub or restaurant 

 Quizzes between the clubs, or  games night (e.g. whist)  

 Explore local volunteer, humanitarian, or environmental issues 

 

3. FOOD RELATED 

 One night – mix members and make pizzas or quesadillas 

 Progressive dinners  

 Event featuring local food products and specialties 

 Wine tasting or wine and cheese gatherings  

 Micro-breweries or breweries  

 When dinner hosting, invite younger neighbors who are not FF members. 

 Small dinner parties in members’ homes.  

 Breakfast  picnic followed by a short hike 

 Weiner roast with s’mores 

 BBQ – that popular favourite     

 

 
Depending on the time of year, all of the Metro Vancouver communities offer local festivals 

and special events. Check the community website when the journey dates are established 

and add unique zing to the program. 
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APPENDIX C: FFMV INBOUND JOURNEY FINANCIAL REPORT 

 

INBOUND JOURNEY FROM NAME OF CLUB 

Dates Start - Finish CDN $ 

Income Fees from Ambassadors  

   

   

Expenses Program fees  

 HC Honorarium  100 

 Assistant HC (limited to one committee member)   50 

 FFMV welcome party  

 Host mileage, parking etc.  

 Ambassador gift bag (optional)  

 Gift/donation to inbound club (optional)  

 Other fees (Specify, e.g. courier, bank draft, 

printing, tips) 

 

   

   

Balance  
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APPENDIX D: DUTIES OF HOSTS 
Source: https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Host-Application-Agreement.pdf 

Hosting is a rewarding and unique experience offering many opportunities for developing new 

friendships while creating a special way for international visitors to experience Canadian life and our 

beautiful city. 

Duties of Host (Homestay) 

 Attend any planning meetings arranged by the Host Coordinator and/or Inbound 

Journey Committee. 

 Welcome a visiting ambassador(s) into your home for up to one week. 

 Send your ambassador(s) an email message of welcome and include a photograph if 

available.  It is very important that information on house pets, smoking habits, allergies and 

disabilities be discussed. 

 Meet your ambassador(s) at the designated meeting location and deliver them to the departure point on 

completion of the Outbound Journey, as per the program arranged by the Host Coordinator; 

 Plan to attend the Welcome and Farewell party with your ambassador(s);  

 Provide ambassadors with accommodation, breakfast, bag lunch(es) as specified in the program, and other 

meals if required. 

 Provide a dish and/or beverage, cutlery and dishes for you and your ambassador(s) for any organized “pot-

luck” events in the Program. 

 Involve your ambassador(s) in your daily activities and show them as much as possible about our culture and 

way of life by providing companionship and spending time with them. 

 Flex days are included in the program to give you an opportunity to spend quality time with your 

ambassador(s). 

 Ensure that your ambassador(s) are in the right place at the right time for all organized program activities.  

 Punctually deliver and pick up your ambassador(s) from all organized functions during the program except 

when day hosts are available.  Establish a team approach with your day hosts in order to provide a rewarding 

experience for both you and your ambassador(s). 

 Ambassador attendance at all planned activities is a must as it is important not to deprive them of the 

opportunity to enjoy the outing, visit with their fellow travellers, compare notes etc. If for some reason an 

ambassador cannot attend a planned activity, you must notify the Ambassador Coordinator so there is no 

uncertainty on attendance numbers. 

 Pay for their own admission to organized events, as well as flex day activities. 

 Usually, ambassador(s) will invite you out for one evening meal during the week; you should pick a 

restaurant that will be in the price range of your ambassador(s). Guests from countries with unique cooking 

styles have sometimes asked to cook a meal in a host’s home instead, so accept this with thanks. If 

necessary, you can take them to appropriate stores so they can buy the food.  

 Ensure you have adequate home and car insurance for the Inbound Journey to release Friendship Force of 

Metro Vancouver of any liabilities. 

 Provide safety and security for your ambassador(s) when you are accompanying them.  

 Bring any serious problem situations to the attention of the Host Coordinator immediately so that the matter 

may be dealt with quickly. 

 Wear your name badge at all club functions. 

 Optional – offer laundry facilities to your ambassador(s); provide your ambassador(s) with a small gift. 

 

https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Host-Application-Agreement.pdf
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Duties of Day Hosts 

The role of the day host is to work as a team with a host to provide a rewarding experience for 

ambassador(s).   The idea is to give the host a break from their hosting responsibilities to attend to 

other matters (normally two days during the week).  Hosts who work may require more assistance. It is 

essential that at least one day host be involved with each inbound ambassador to ensure they meet 

more than one Canadian family.  

 Attend any planning meetings arranged by the Host Coordinator and/or Inbound Journey Committee. 

 Punctually pick up and return ambassador(s) from the host’s residence and escort them to organized events.  

 Act as companions during Flex (un-programmed) days as needed.  

 If appropriate, assist hosts and ambassadors in determining the choice of Flex time activities. 

 Consider packing a lunch for you and the ambassador(s) during flex day excursions.  

 Ensure the safety and security of ambassador(s) when you are accompanying them. 

 Pay for your own admission to organized events as well as to flex day activities. 

 Wear your name badge at all club functions. 

 Bring any serious problem situations to the attention of the Host Coordinator immediately so the matter may 

be dealt with quickly. 

 

Duties of Dinner Hosts: 

 

Ideally, all hosts and their ambassador(s) and day hosts are invited to a friendship 

dinner party at another member’s home at least once during the week. The goal 

is to give the homestay host a break and to provide smaller gatherings to get to 

know people better and further facilitate friendships. 

 Provide an evening meal for hosts and their ambassadors along with others such as family and friends; 

potluck dinners are an easy way to do this.  

 Alternatively, host an appie/dessert/deli party or picnic. 

 Ensure you obtain information on allergies that your guests may have. 

 You have the final say on the number of people you are prepared to host (generally six to eight people is 

a good number for a dinner party). 

 Decide on the menu and whether you will provide all items or whether other club members will bring 

food. Usually the dinner host provides at least the main dish for the meal.  
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APPENDIX E: HOST APPLICATION AND AGREEMENT 

Note that this document is of poor quality due to scanning and is included here for reference only. 

The Education Journey Director will provide you with a proper PDF version when needed.
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APPENDIX F: AMBASSADOR AND HOST MATCHING FORM      
Source: https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Host-Application-Agreement.pdf 
 

 
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 

      

 

 

https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Host-Application-Agreement.pdf
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APPENDIX G: FFI EMERGENCY PROCEDURE AND JOURNEY INCIDENT REPORT FORM   
Source:https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Incident-Report-Form-.pdf 

 

 
  

 

https://www.thefriendshipforce.org/wp-content/uploads/2016/12/Incident-Report-Form-.pdf
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APPENDIX G: POST JOURNEY EVALUATION 

  

Post Journey Evaluation 
 
Journey Name: __________________________________________ 
 
Journey Dates: __________________________________________   
 
You are:           �  Ambassador          �  Host          �  Day Host           �  Dinner Host 
 
Please provide us with feedback on this Journey to help us plan future exchanges 

 
  

    
1 Preparation before the Journey 

Comments:  
 

 
� 

 
� 

 
� 

 
� 

2 Day 1:  Arrival and Welcome 
Comments: 
 

 
� 

 
� 

 
� 

 
� 

3 Day 2:   
Comments: 
 

 
� 

 
� 

 
� 

 
� 

4 Day 3: 
Comments: 
 

 
� 

 
� 

 
� 

 
� 

5 Day 4: 
Comments: 
 

 
� 

 
� 

 
� 

 
� 

6 Day 5: 
Comments: 
 

 
� 

 
� 

 
� 

 
� 

7 Day 6: 
Comments: 
 

 
� 

 
� 

 
� 

 
� 

8 Day 7:  Including Farewell Dinner 
Comments: 
 

 
� 

 
� 

 
� 

 
� 

 
Please use the space below to provide highlights or difficulties: 
 

 

 

 

  

 

 

 


