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The Incoming Checklist

THE EXCHANGE PROCESS IMPLEMENTATION CHECKLIST
Traineeship Overview
SN NAME:

SN ID 

COUNTRY:

TN COMPANY & ID

TRAINEESHIP START DATES:

TRAINEESHIP END DATES

MID TERM EVALUATION DUE DATE:

END TERM EVALUATION DUE DATE

ARRIVAL DATE:

DEPARTURE DATE:

ACCOUNT MANAGER: 

CO-ACCOUNT MANAGER

DATE OF JQ FILLING BY THE COMPANY

DATE OF RECEIPT OF THE CHEQUE

DATE OF CODING IN THE FORM ON INSIGHT

Traineeship Systems Record
The following documents are essential for the smooth Traineeship

1.  Company Profile -- this is ideally the Comprehensive Planning and Research Aid

2.  Traineeship Job questionnaire

3.  Student Resume

4.  Student Acceptance

5.  Company Acceptance

6.  Student Expectations 

7.  List of Preparation activities

8.  Realization Note

9.  Mid term Evaluation (Student)

10.  Mid term Evaluation (Company)

11.  End-term Evaluation (Student)

12.  End-term Evaluation (Company)

13.  Trainee Essay

14.  Re-integration Plan 

15.  Traineeship Summary

16.  Photograph and contact information

17.  Security deposit receipt 

Preparation - Trainee
The following has to be filled by the Account manager during the term of the traineeship 

1.  Name of member having the Homestay 

2.  Address of trainee accommodation 

· housing condition 

· rent and deposit if any

· what % of income does rent take

3.  Make sure the following information is relayed to the trainee -- Reception Package

(Put a tick against the finished tasks)

· country


· culture and society with regard to standard of living, clothing, customs, women

· history and political environment


· economics and market conditions


· geography and weather conditions

· logistics with regard to visa, insurance, tax, travel information, modes of transport

· food habits



· entertainment


4.  Student Expectation form must be filled out and read out at the LCM along with some information regarding the trainee's country and Local Committee.

5.  The company's expectations should be communicated to the trainee and vice-versa. 

6.  The trainee must be told to check out the reception package on the AIESECDI http://members.tripod.com/aiesecdi

7.  Relay any important regarding the traineeship to either side. Direct any question about the company to the company itself and make sure these queries are answered.

8.  Find out if the trainee is to prepare anything for the company

(Please attach all important communication with the Trainee) 

9. Has the following medical information been sent to the SN? 

· Medicines or vaccinations to be taken before leaving their country.     

· Reminder to take out a medical insurance   

· The following diseases and the relevant vaccinations required:
· malaria 

· typhoid

· hepatitis

· stomach upsets

· jaundice 

10. Has starting and ending dates of the traineeship been clearly communicated to the SN?

11. Has the trainee arrival note been received by the LC and when?

12. Name all those in constant touch with the trainee prior the start of the traineeship

13. Has the SN been sent detailed information of the company?

· work environment


· job questionnaire
· name of supervisor

· annual report/corporate brochure


· travel to and from work (distance, mode etc)

· stipend and fringe benefits



· company expectations   

14. Has the sending LC been sent the outgoing SN preparation Checklist?

15. Has the sending LC given the SN information with regard to

· AIESEC Objectives and activities

· role as a trainee (philosophy of Exchange, ambassador role, cultural sensitivity and      integration into the host LC/ Country)

· His involvement with AIESEC in the Local Committee
16. Has the SN been told to carry the following presentation material? What all is he carrying?

· handouts

 

· brochures



· music




· traditional clothing


· personal photos


· useful ER/CR material 

17. Has the SN been informed about evaluation procedures, such as the trainee essay ?   

18. Make sure the SN contacts pervious trainees of the company, present Delhi IIT trainees and his countries trainees in other LC's. List the contacts you have given him

19. Have you sent the detailed budget? (Attach a copy)

 20. With which bank does the Trainee have an account present. Advice him with regard to modes of money transactions with respect to rate of exchange, credit cards ATM slot machines etc? (Part of reception package)



22. Has the SN prepared for culture shock? (Please attach mail)

23. Has the LC list with important names been sent? 

24. Has information on National meetings been sent that he/she may be able to participate in? Communicate the same to the company


Comments and Suggestions 

Preparation - Company
1. Has the company received a detailed resume and introduction letter of the SN?

2.  What orientation is the company planning for the trainee?
3.  Has the company expectation form been filled and sent to the trainee?   

4.  Has the SN expectation form been given to the company?  

5.  Has the company been given information about accommodation of the SN and contact numbers?   

6. Is the company offering any fringe benefits like:

· subsidies on accommodation



· subsidies on food




· subsidies on transport



· others





7. Has the company been informed about evaluation procedures? Due dates   

8. Has the starting and ending dates of the traineeship been clearly communicated to the company?   

9. Has the stipend been reconfirmed with the company and has the mode been (cash or cheque) been fixed?  

COMMENTS AND SUGGESTIONS:

Reception - Trainee
Definition of Home Stay -- Home stay is to integrate the trainee into our environment and culture. It is to last for 3 days. The trainee is to be accompanied by the AIESECers, preferably the one's handling the accounts. 

Please carry a banner that reads AIESEC WELCOMES 

Inform trainee that he/she is to call the LC the night before leaving on the flight to reclassify departure details 

1. How many LC members and other trainee were there at the airport/station

2. Kindly give the following to the trainee on his arrival

· Reception booklet



· G B List




3. At whose place was the Homestay and for how long?   

4. Has the reception package been discussed with the trainee? 

5. The following must be the activities in the first three days after the SN's arrival?

Day 1 -- Embassy and Money exchange

Day 2 -- The day is for shopping, relaxing or sightseeing and showing the trainee the apartment. The trainee should be shown how to use the public transport.

Day 3 -- Introduction to the company in the morning and company orientation thereafter. Shifting to the apartment in the evening. Familiarize trainee with a short tour of the neighborhood with regard to chemist, grocery, restaurant(clean), bus routes, auto stands, locations on map, route to company/NGO, AIESEC office, place to exchange foreign currency and nearby AIESECers house?  

6. Were the following covered at the orientation meeting?

· company and traineeship



· entertainment and hangouts




· AIESEC






· members responsible





· event calendar





· clarify trainee needs




· emergencies and handling problems


· food and water





· community involvement




· were other trainees present for this meeting 

· feedback on preparation and reception so far


· how much to tip a waiter at a hotel 

· how much to give a beggar           

· handling auto drive 

· basic Hindi 

7. Was the trainee introduced to the LC at the first LCM after arrival of trainee? 

8. Did the trainee make a presentation at the LCM? Rate it on a scale on 1 to 5

9. Were the following done at the introduction meeting with the company:
· job description and content


  




· company expectation of trainee and AIESEC



· trainees expectation of company

· executive responsible for the trainee





· stipend and fringe benefits







10. Was the trainee asked to make a copy of all his/her documents especially the passport? Kindly attach them to this document

11. Were a welcome party arranged and how many people attended?
Event calendar
1. How many LCM's did the trainee attend?
2. Please fill in appropriate events that were organized and attended to by the trainee and LC members

3.   Has the trainees personal interest / comments been looked up in the SN wishes sheet to get a clear idea of the activities that the SN might be interested in. The topics that must be covered include:

· what king of activities he likes participating in 

· whether he would like to cook for himself (if yes mug, bucket, utensils & stove are to be arranged for the trainee) 

· trainee needs and expectations 

(The trainee profile must be kept in mind while going through this section so as to give an insight into the trainee)

EVENT

                MONTH/YEAR
No. Of  LC members who attended

I Community involvement

a)

b)

c)

II Cultural Events

a)

b)

c)

III Festivals

a)

b)

c)

IV Trainee's birthdays

a)

b)

c)

V AIESEC events

a)

b)

c)

Problems
Problems, if any, faced by the trainee with regard to the following and how it was overcome?


Problems




Remedial Steps

· accommodation

· culture shock

· work related

· interaction with LC members

· values

Were there any problems regarding the following faced by the company and how were they overcome?


Problems



Remedial Steps

· language Barriers

· work Related

· cultural differences

· quality of the trainee

· others

Evaluations
1. Date of midterm evaluations. (Attach the form)

2. Were the midterm evaluations read out at LC?


3. Date of end term traineeship evaluation. (Attach the form)

4. Was this evaluation read out at LCM?


5. Has the trainee been asked if he/she wants to see any place in particular and arrangements been made for the same?


7. Is the trainee an AIESECers or alumni and attempts been made for co-operation plans with his/her LC with the trainees involved?


8. Has the trainee been used for the following in AIESEC?

· Marketing




· External Presentations


· Recruitment




· LOS





· L Cong




9. Has the trainee been asked if he/she is okay with regard to traineeship, accommodation, etc. a couple of weeks after traineeship have started and problems sorted out?  

10. Has a reception update been made to the LC on a monthly basis? List the sailent features

11. Any visa problems?

12. Has a farewell party been arranged for?


13. Was a proper farewell given to the traineeship at the airport/station and how many AIESECers were present? 

14. Was a proper and traditional gift given to the trainee?


COMMENTS AND SUGGESTIONS:

Reception - Company
1. Has the trainee made a presentation to the company on his/her country? 

2. Has AIESEC kept in touch with the company regarding the quality of the traineeship a couple of weeks after the traineeship has started and relevant changes have been made?


3. Did the company have an orientation for the trainee?


4. Date of midterm evaluation by the company on time. (Attach the form)

5. Date of end term evaluation form by the company. (Attach the form) 

6. Has the AIESECers who realized the traineeship kept in constant touch with the company with regard to the quality of the traineeship?


7. Check with the company halfway through the traineeship whether fringe benefits promised to the trainee were given?

COMMENTS AND SUGGESTIONS:
Reintegration - Trainee
1. Has the trainee been given a list of the components of the cultural package and specify what action was taken:

· slides

· CD ROM

· brochures

· handouts

· photos

2. Was information regarding AIESEC Delhi IIT and future plans given to the SN and was he interested in helping us out with contacts in AIESEC from his country?

3. Was the trainee briefed about reverse culture shock and other re integration problems and methods to overcome them with the help of AIESEC in his own country? 

4. Did the trainee make a presentation about his/her traineeship at LCM? 

5. Has the evaluation form of the trainee, our comments, suggestions and commitments made by trainee with regard to the company after returning to their country been sent separately to the sending LC? 


6. Did the trainee meet with the ITEP department to discuss the different aspects of traineeship like problems faced suggestions about re integration etc.? 

7. Were there proper farewells and how many LC members were present? 

8. Was the departure note sent to the sending LC? 

COMMENTS AND SUGGESTIONS
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