1. CONTACT INFORMATION

Information about the institution (science centre, museum…) and the contact person in charge for the exchange.
2. DEFINING THE TYPE OF THE EXCHANGE

Individual forms should be filled-in for each exchange.
a. The institution should choose one of the following options for the exchange:
- offering explainers to visit other institution
- accepting explainers from other institutions

- offering and accepting (mutual exchange between two or more institutions). For the exchanges of the offering and accepting type it is recommended that the exchanges do not take place at the same time.

The institution should state the number of exchanges of a certain type it would like to realise in a given period of time (from DATE to DATE).
Depending on the type of exchange the institution also proposes an estimated duration of the exchange.

b. The institution should define the type of exchange:
- exchange of guides, pilots - gaining training experience, working as observers – get a feel of work in another institution, work on a project – development of a new activity
- exchange of demonstrators, explainers – trained explainers visit other institutions where they show activities or give and receive training on a new activity. Any exchange of this type should be a mutual one in order to insure that each institution brings something to/for the other one.
In each case the institution should state the number of explainers to participate in the exchange.
3. DEFINING THE DESIRED QUALIFICATION OF EXPLAINER(S)
Each institution should state the professional requirements of explainers.
a. In case of offering:

- areas of expertise and activities the explainers are trained in
- languages the explainers are trained in (active/passive)

- proposed and expected results of the exchange (what the explainers and/or institution should gain)
b. In case of accepting:

- required skills for explainers

- languages the explainers should be trained in (active/passive)

- proposed and expected results of the exchange

c. In case of proposal of the mutual exchange (accepting as well as offering) both 3a. and 3b. should be filled in.
d. Language issue

In cases when the explainers will be communicating science to general public without the knowledge of their native language the institution should provide a translator. In such cases it is recommended (from previous experiences) that the translator is also an explainer.

4. FINANCIAL STRUCTURE

The institution which sends explainers on to the exchange covers the travelling and hotel expenses while the hosting institution should provide all meals during the exchange.
In order to insure low cost exchanges we advise that explainers host each other (especially advisable in the case of mutual exchanges). 
Institutions could also take advantage of the low-cost flights which will substantially reduce the cost of the exchange.

5. AFTER THE EXCHANGE

a. Reports on the exchanges from the explainers involved
- reports about the exchange from each group of explainers
- explainers’ blog with reports and commentaries is suggested

b. Rating institutions
 Explainers’ exchange report should contain the evaluation of the exchange. This and the number of exchanges the institution has been involved in will define the Exchange Rating of the participating institution.
6. OTHER ISSUES

a. All explainers who participate in explainer exchanges must be proposed from their home institutions (science centres, museums…). At this time the freelance explainers are not yet included into the exchange scheme. 
b. Each hosting institution should provide a member of the staff, who will accompany the visiting explainers during the exchange. It is recommended that this person has less other responsibilities during the visit.
