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Top tips for Organisations 
hosting an exchange



Build an “ideal 
exchangee” profile

Hosting organisation should 
work on a clear profile for the 
ideal exchangee, the one who 
would bring the ideal skills and 
knowledge to the centre.
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Learn about the 
exchangee in advance

Dedicate time to the 
preparation of the exchange.
Learn about their expectations 
and fears.
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Inform the team about 
the exchange

Make sure everybody is aware 
of their visit.

Work on your staff’s interest in 
the staff exchange program.

Create a sense of responsibility 
towards the exchangee within 
the organisation.
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Create a structured 
feedback form The feedback form could focus 

on topics important to the 
organisation.

The feedback form could 
be given at the start of the 
exchange so the exchangee 
knows what to expect and 
what aspects to focus on.
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They will be looking after 
the exchangee during the 
exchange. They will arrange 
tasks, meetings, social activities 
etc.

Appoint a back-up buddy.

Appoint a Buddy 5



Prepare weekly 
schedule

Prepare a schedule in advance, 
send it to the exchangee 
for approval and be open to 
changes.

Don’t forget the social aspects.

Ask if the exchangee needs 
time to catch up on their 
own work.

Make sure there’s a place for  
him/her to work and ask if  
he/she will need a computer.
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When to host a staff 
exchange?

Look for the most suitable 
moment to host the 
exchangee. 

Offer options and discuss with 
the exchangee.
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Evaluate during 
Exchange

Evaluate and make 
adjustments in the schedule if 
required.

Depending on the duration of 
the Exchange, evaluate more 
than once.
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Evaluate after 
Exchange

Organise a meeting at the end 
of the exchange or schedule 
Skype meeting later to discuss 
the exchange.

Receipt of feedback form and 
post-exchange evaluation
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Tack :)


