2015 Inbound Processing Checklist 

** 
Complete within 30 days of student assignment. Your student is waiting to hear from you!!!
** 
Full copies of the Inbound application and Host Family application are on the YEAH Hub.

** 
Blue ink is NOT necessary for signatures.

** 
School “seal” is NOT required.

 
Receive Inbound student assignment.

 
Identify first Host Family, and have them complete on-line application:



www.csrye.org
 
RYEO conducts initial host family visit to verify online application (photos, etc.). Report findings on YEO Portal or YEAH Hub (Home Visit/Interview Report).

 
Complete Criminal Background Check (CBC) for Host Family.
  
Follow usual district procedures for this.
 
Complete ON-LINE fillable Guarantee Form (YEAH Portal or csrye.org / Downloads / YEO). Do NOT use Guarantee Form included in student packet.



a. Print Guarantee Form 



b. Get signatures of Host Club President, Host Club YEO, School Official.



c. You need ONE original Guarantee Form (It says “two” but you only need ONE)

 
Complete ON-LINE fillable School Enrollment Form (YEAH Portal orcsrye.org / Downloads / YEO)



a. Print School Enrollment Form – Two copies – one to be left with school 


b. Get signature of school official

 
Make copies of all documents before mailing – keep for your records. 

 
Mail ONE Guarantee Form, and ONE School Enrollment Form to District Inbound Coordinator, District Chair, District Compliance Officer or whomever historically forwarded document to the ARO/RO.  Notify the District Inbound Coordinator and the appropriate ARO/RO of mail being sent.

***********************************

 
Before the student arrives, conduct in-home Host Family Orientation Checklist with host family (YEAH Portal orwww.csrye.org / Downloads / YEO / Host Family Orientation Checklist). Mail or email completed Orientation Checklist to District Inbound Coordinator, District Chair or the person in your district who is the Compliance Officer or the one who handles paperwork for your district.

 
Within 60 days of student’s placement, conduct in-home interview and report on Portal or Hub (Follow-up Visit Report).
