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The number of people who are interested in AMSEP has been growing since the first trial of AMSEP in November 2006. Therefore, AMSEP officers in each country work hard to manage and accommodate people in order to be a part of AMSEP. 
As AMSEP officer, we always try to build a concept and understanding about AMSEP among AMSA’s members so that every member who wants to join AMSEP will not be confused about how it works, how the system is, what the programs are, etc. We realize that because of our limitedness, we still find someone who is confused about AMSEP, even afraid of the money will be spent. Consequently, we created this handbook to provide the further information about AMSEP which mostly not easy to be explained orally.
The widespread acceptance of the first edition suggests that this handbook fills an important need. We believe that the second edition will fulfill the need more successfully. Hence, we revised this book to keep updating the information, especially about the fee and the program as we know that AMSA members are getting larger and larger. Moreover, every AMSA member will have a sense of belonging of AMSEP due to a better understanding about it
All the purpose above will not be succeeded without any supports from others. I would like to thank to AMSA International 2009-2010 who gave me the opportunity becoming Director of AMSEP. In addition, I would like to acknowledge the prior and continuing efforts of all AMSEP Officers among AMSA’s member, without all of you I could not handle this responsibility and this hand book would not exist

At last but not least, suggestions and comments about this handbook are always welcome to create a better handbook for the next edition. I hope this handbook can be helpful and be wisely used to develop our AMSEP together.

Rudy Kurniawan

Director of AMSEP 2009-2010

loamsep@amsa-international.org (official)

dazzler_breathx@hotmail.com 

Preface
1st edition 

Twinning Program AMSEP version started last year (Sep. 2006~) because we wanted to start a new-styled, easier-to-approach, and AMSA-specific exchange program. By this motivation, this idea had become true and the first trial of Twinning Program was realized between Indonesia and Japan in November 2006 and January 2007. Followed by some other trials, it is going to be a formal AMSEP (Asian Medical Students’ Exchange Program) since Sep.2007.   

This handbook is to support you to hold TP and offer you further ideas about TP. You can read this before you’ll start TP or anytime you’ll be lost in preparing TP.

Still, this handbook will never be completed, and I do want it to be revised time after time along with the situation of AMSA and situation surrounding AMSA.

As you already know, the slogan of AMSA is; Knowledge, Action and Friendship.

The goal of TP is thus to concentrate this; to learn more and experience on the spot (knowledge) by actually visiting there (action) and strengthen AMSA friendship more (friendship).

If you have any questions about TP or any suggestion, please contact;

amsep_contact@yahoo.co.jp

I’ll be more than happy if all of you will be satisfied with the program and it’ll develop our AMSA friendship even more!!

April 28th, 2007
With warmest regards,
Eri Mizuno (Ellie)

Director of AMSEP 2006-2007
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Introduction 
AMSEP (AMSA Exchange Program) is one of program AMSA which established an exchange program between the students of AMSA since 2003. The first trial of AMSEP – Twinning Program was formed between Indonesia and Japan in November 2006 and January 2007. The Asian Medical Students’ Exchange Program (AMSEP) creates opportunities for international preclinical  and clinical exchanges between AMSA International countries. The program varies every year as it depends on the host country and university students to organize the schedule. Participating students not only learn about the health system, medical education and healthcare, but also have a great chance to experience the cultural aspects of the exchange country in a social program.

Chapter I

General Idea

Why it started

Twinning Program (TP) is a bit different from former-style AMSEP, which was completely unilateral. In former AMSEP, we’ve been having some problems, such as imbalance between incoming and outgoing students, imbalance between living costs or there are several other organizations which offer quite similar programs.

System of TP
TP is bilateral, rather shorter (5-10 days) program which has both educational and social parts.

See the following figures;

University A with 3 participants in country X
            (through AMSEP officer)

                  contract
    University B with 3 participants in country Y
The students who want to join AMSEP, has to contact AMSEP officer in their country. Then, the AMSEP officer in their country will

1. Make an announcement to AMSA International that there are students who join AMSEP
2. Discuss with another AMSEP officer in the available host country 
3. Make a contract and an arrangement between the two countries

4. Make the details, such as the date, programs, etc that can be negotiated first
The same way if the country wants to be the host first. The AMSEP officer in that country should open those opportunities to AMSA International, state that they will open AMSEP with its details (time, university, number of students will be accepted, etc)
The number of incoming and outgoing students from each university is unlimited, but they should be the same, because it is a bilateral exchange. All the living expenses (accommodation, food and transportation, etc) are covered by ‘the twin’ when the students are in his/her country.. And vice versa for when your twin visits you. Only the air ticket and fare to twin’s university from airport should be covered on your own. However, about the fee they should make some considerations that will be discussed in the next chapters
Chapter II

Time Scheme (Algorithm)
Here is the standard time scheme of Twinning Program;

Find the available exchange program among AMSA International
Before making a contract, the AMSEP officers should find the exchange program that available for the participants by announce it in the mailing list, email, etc
Three months prior to TP: exchange contract between the two AMSEP officers, 
To make a contract between 2 university/2 accepting groups in both countries first of all, there are a few approaches to do;

· Exchange contract during AMSC/EAMSC. It’ll need discussion about exchange periods between both AMSEP officers before the conferences. This is preferable since it would have enough time to prepare.

· Exchange contracts through e-mail or mailing list. It also should be mediated by AMSEP officers or RCs. This is for those who cannot prepare before the conference but cannot wait for next conference because of school curriculum etc.

Both should be mediated by AMSEP officers or RCs (whichever are responsible for AMSEP). In both cases, whoever interested in AMSEP (should be AMSA member) should approach their national AMSEP officers/RCS, then national AMSEP officer/RC would get information about preferable periods of going and accepting TP. AMSEP officer/RC from each country would consider if they can hold TP with the country within the periods. 

Two months prior to TP: Fulfill the application form

After contract has been made, the participants have to fulfill the application form (including motivation letter inside the application form) and get permission from university in a letter of permission or letter of recommendation.

The local AMSEP officer has to collect all the application form and send it to:


AMSEP officer in the host country


loamsep@amsa-international.org as archieves
A Month prior to TP: send the general requirements/information and preliminary schedule to participants
The general requirements or information are needed to help the participants preparing what they have to bring, what they should know about the culture, the weather, etc. Moreover, the schedule will make an easier concept what the students will do during AMSEP. The details of the schedule can be negotiated without forgetting the guidelines (the proportion of the program). Further information about the schedule/program will be discussed in the next chapter
Two weeks prior to TP: Keep updating with the participants
Two weeks before exchange program the AMSEP officers should keep updating each other in order  to build a tight relationship or not to lose contact
Until a month after TP ----submit evaluation and simple report of TP from participants
The purpose of these evaluation and simple report is for creating a better AMSEP in the future also for encouraging other AMSA members who have not joined AMSEP so that they are more interested to join the next AMSEP.

Chapter III

 The Program
One of the most fun parts of organizing a TP is to compose a program. Think what the participants would like to do and see, during each of the visits. Then, try to arrange it. It is often just as simple as that. It is better if certain programs are included as the part of characteristic in the country. The program consists of two big parts, the first is academic part and the second is nonacademic part, such as social, culture, and sight-seeing. Thinking about this character and reading these following guidelines, always keep in mind that these are just guidelines. Moreover, what kind of program the participants want to have should be write down on the application form
Academic part

This is often the most difficult part of making a program. A good start is to talk about the project to those lecturers or the person in charge for academic session in the university, even it easier to arrange the academic program if the local amsep officer can find the person whom he/she knows well or are known to help students. In this point, it can also build the opportunities to establish good connections with teachers or to learn and know about the department more. 
A standard TP workshop are;

· Lecture about how the medical education system in the faculty. This can be very interesting for foreign students. 
· Lecture about what your hospital is famous for. (Try not to organize only lectures but make some real workshops and discussions) 
· Group discussion

· Medical handling, such as a CPR course, basic clinical skills etc.
· Seeing around hospital, visiting other related facilities
· Observing laboratories or surgeries if possible. 
· Visiting biomedicine institute

· Case studies, medical interview simulation etc.

Social part

One of the aspects of a TP is introducing the culture, the social, the city live, etc. The AMSEP officers can organize some fancy things about the short trip or accept some requests from the participants. The participants could also just stick with the stuffs that has been arranged by the AMSEP officers and don’t forget to consider the schedule on the next day so that the participants will not wake up late. The best thing to do could be to make a mix as the following suggestions:

· Sightseeing around city
· A dinner with all twins

· Pub-crawl

· AMSA gathering
· An old-fashioned students house party for the participants

· Visiting special events (for example: a Christmas market in Germany)

· Go to a mall, shopping town, buying souvenirs

· Visiting Museum, cultural institute

· Go to an amusement park

Accommodation

Accommodation will be basically at twin’s house. Still, if there’s any problem staying at twin’s house, please find another host families so that the incoming students are able to have experiences about the life in different country. Please use school dormitory or guest house after trying as hard as possible to negotiate twin’s or other OC members’ houses.

Free time

Don’t forget the free time. It sounds obvious but once you start organizing, you get so enthusiastic that you will plan every minute for the students. Be aware of this and when it happens pull the hand brake. It is this free time that students appreciate very much. Give them some advice what they could do during the free time but let them make the decisions.

Chapter IV

 The Organizing Committee

To accept a foreign student as Twinning Project, you need to make up Organizing Committees (OCs), one in each from a University/accepting group in University.

Amount of People
Usually it is enough to have an OC of two people to organize a Twinning Program. Still, you’ll feel more comfortable to have a few more people in OC to support. It doesn’t need to be an official student group of your university.

Setting up the OC
Therefore, choose two members of your local group of AMSA, or announce the project in front of the students with a short description of what the TP is about, the dates you are planning to twin at, or send a call to mailing lists of your faculty.

OC Meetings:

The OC should ideally meet once every week, or at least be in constant contact through devices such as email, phone, internet chat, etc.

In the last week before the guests arrive, those meetings might be more frequent.

This way it is ensured, that both members of the OC know what the other is doing, what has been achieved so far and what still needs to be done. Also, even though tasks can be divided, sometimes it is easier to think of solutions together, or work on things together. Those meetings do not have to be formal at all, but you should keep your local AMSA group updated regularly on the stage of preparations, as they certainly have a profound interest in this, and also to double check if everything that ought to be done is getting done, as sometimes one or two people forget things.

Those who are not directly involved can look at the whole process from the outside and can point these out.
Tasks and division of labor
Even though the OC is a team of 2-3 people working closely together, it is advisable to divide the tasks. For example, person A is responsible for organizing social programs, whereas person B is for organizing educational program, person C is responsible for the transportation and accommodation. 
Person A would plan parties and sightseeing, ask other students to join the parties or programs, Person B would ask some lectures, laboratories, or department in the hospital if they can accept foreign student for 1 day or afternoon of the third day, etc. Please don’t forget the you need to get permission from Dean or Consultant teacher of your local group beforehand. Person C would find the home for home-staying of the twin (surely the participant’s own home is the most preferable) and the transportation that will be used by the participants.
Please keep in mind that this is simply a suggestion and it is of course entirely up to the OC about how to divide it so that it suits their own situation.

As can be seen, there are many possible ways of dividing the tasks, and it does not really matter that much how or if they are divided, but it’s important that it’s made clear at the very first OC meeting who is doing that. In this way the chance is smaller that aspects are being forgotten or not done at all because everybody thinks the other person is taking care of it. 
Chapter V

The Fee and The Funding/Sponsorship
Money

A huge factor of what the program will look like depends on money. The good thing about TP is that it can be very fancy and expensive, but it can also be very cheap. This doesn’t mean that the cheap version is no fun. It can be as much or even more fun. People make up some great things when they improvise.
Budget:

Before making a contract, it will be better to make a simple budget of the TP. Please revise it after making a contract by asking incoming students what he/she wants to see. It might be better to include an “Unexpected Expenses” section in your budget beforehand, about 5-10% of the total expenses.

The detail budget from each country can be seen in the bulletin of AMSEP
The budget can be economized by staying at host family’s house, the family of one of the accepting students. However, if the incoming student was a girl and twinned student was a boy who is living alone, so she will stay at another student’s house, a family of one of the accepting students. Because of the participants should buy souvenirs for host family.

For example there are 3 students from country A join the AMSEP in country B. Therefore, all the other expenses should have been covered by the “twinned student” from country B who will also join the AMSEP in country A later. Please, remember that  the money “twinned students” have to pay should not be over 300 USD.. So, if the incoming students spend more than 300 USD, they have to pay it by themselves. For example: the host country has arranged and allocated the program for 280 USD/person, the incoming student wants to have more social programs so that the cost increases to be 315 USD/person. Consequently, the incoming students have to pay 315 USD-300 USD = 15 USD to the host country
Writing a project proposal:

The project proposal is a very important part of the AMSEP. If there are any other similar exchange programs in the university, the AMSEP officers could perhaps refer their project proposal as a guideline for the Twinning Program as well. Before starting to write a project proposal, make a time scheme. When making a contract, the delegates have already decided when to confirm schedule etc, so be strict to it and also put other detailed deadlines when certain things in the preparation have to be finished, e.g. when to start with funding, when to start with the promotion of the Twinning Program. The project proposal helps the AMSEP Officers to get a better view of what the project will actually look like. It can include a general description about AMSA and the Twinning Project, a description of the faculty where the TP will take place, a more specific description of the TP, the program, the time scheme and budget (see next paragraph). 

Depending on the rules of each faculty, the AMSEP Officers may first have to present the project proposal to the local committee or national committee to vote on it before it can be proceeded. Project proposal also can be sent to potential sponsors. A good project proposal will give them trust in the project.
When composing the budget, it is better to make the costs for foods as cheap as possible. It is most likely that these are the biggest expenses. Maybe the AMSEP officer also can make a deal with a local restaurant, supermarket or bakery. 
It is very cheap to cook the dinners and it is also a lot of fun to do, because while cooking either the hosts or the foreign students can spend a lot of time chatting each other
Another major expense is the trips during the social program. Also in this case it is a very good option to make deals with the local museum or tourist office.
Chapter VI

 Promotion

How can you promote your Twinning Project and when is the right time to start with the promotion of your TP? Some people first want to find a Twinning Partner before they start organizing a TP. Others first start organising and will look for a TP partner later on. It just depends on what you, as the OC, think is best.

If the reader is one of AMSA active members and is thinking to promote TP itself nationwide, make the best of your country’s national meeting, mailing list, and newsletter things. If the reader is the one who wants to join and visit another country, you need to find other OC members who will help and accept incoming students, or you can also find other outgoing members since the number of incoming/outgoing students is unlimited. If the reader is not thinking to go by yourself but still are interested in TP and want to hold TP by accepting only, you need to find outgoing members first! Still, you don’t need to confirm the names when making a contract, though you need to confirm number of incoming/outgoing students and the exact period. 

Promotion in your university

There are several ways how you can promote your Twinning Project. If you want to find outgoing students at your university you can give a presentation in the college room, or you can put some posters on the announcement boards. It’s important that you start at least 2-3 months prior to the TP actually taking place to look for participants. The earlier, the less you will put stress on yourself and also it’ll give the participants enough time to think about it. It’s the same way if you want to find OC members.

How to find a TP partner

Though it’ll be AMSEP officers/ RCs who will decide which countries participants are going, if you can find partner by yourself at AMSC/EAMSC or other international events, that’ll be easier and has higher possibility of your wish becoming true.

We can put a short note of your inviting on AMSA newsletter if there’re enough time before TP.

Remember that promotion is also attractive to sponsors, as they can put their logo on your promotional material as well.
Chapter VII

Outgoing Students
If you think that it will be hard to find outgoing students, start very early with promotion and make it a responsibility of everybody in the OC. If you think that it will be very easy to find students then let only 1 person work on promotion. It is important that he/she will report all his/her actions to the rest of the OC. How the promotion should be done is very hard to standardize. Every faculty has its own rules but usually it happens through leaflets, posters and speeches during classes.
A luxury problem can occur when more students want to participate then there are places. The simplest way to solve this is to randomly choose students or to choose students on a first come first serve basis. However, a different approach is preferable, since students should be motivated and must have enough time when they join this project. They not only participate for fun but it will be their task to host foreign students for a couple of days. A good way to find motivated students is to interview everybody. A combination of both strategies would be to first randomly choose students and interview them. Find a strategy that suits you best. 

Chapter VIII

Legal Aspects
This is a very important aspect of your project that you should not underestimate. What are your

responsibilities? What should you do in the event of an emergency?

Identification papers

Of course every participant must have correct identification papers. Be sure that everyone checks the

validation before leaving! One other thing you should consider are the travel permits for foreign students.
Insurance

First of all, the participants need good travel insurance. This is something they have to take care of

themselves, but as organizing committee you have to indicate that this is very important. Of course this is only relevant when you visit the foreign city.

It’s possible that they break expensive furniture like a TV or a radio. Although the chance is very small, the participant may want an indemnity. When the insurance of the participant him/herself doesn’t cover the damage, you should consider giving him or her money from your own budget. This is something you have to discuss with your local AMSA committee.

Furthermore, when you are visiting the foreign country, you have to think about insurance for your

transportation, in particular when travelling by car or (rented) bus. During preparation you have to discuss with your students who is going to pay the fines and possible damage to the cars (if you travel by car). These two things are not unlikely to happen. You should prepare the students that the organizing committee is probably not capable of paying all these unpleasant extras and that there is a possibility that they have to pay some additional fees afterwards.
VISA:

It may be possible that the incoming students need a VISA to visit your country or that you need a visa to go to the other country. In this case, the OC in the country for which a visa is needed can write an invitation letter. When writing an invitation letter, you have to pay attention to a couple of things.

Always write down clearly the name of the participant plus passport number and date of birth, the date the event takes place, and who is responsible for what. It is very important to write down everything very clearly, as there is a lot of fraud happening with visas. 
In the trial between Indonesia and Japan, Indonesian students needed Visa to enter Japan. And since she was lacking time to get academic visa, Japanese student wrote a letter to Japanese embassy in Indonesia with many documents such as schedule, AMSA leaflet and signature of Dean etc. 

Please check if the incoming students need visa or not as early as possible, and prepare if needed.

In addition to these legal matters, incoming students might need application form (general information about the student), invitation letter from accepting university, or curriculum vitae, to be absent from school. If they need, please contact AMSEP officers/RCs again because we already prepared the form of these documents. It’s OC’s responsibility to ask incoming student as early as possible.

Chapter IX

 After the Event

Financial

Make a final report and adjust it. Maybe people still need to get reimbursed. You have to pay travel expenses for the speakers. Of course you have to make a final financial report to present to your local and/or national committee.
Evaluation

Concerning outgoing, he/she needs to write at least 1 page of report including 

-schedule

-what he/she had experienced (itemization is possible)

-general impression.

As to accepting students, you need to ask each OC member about 

· If academic things went well

· social program

· food
· lodging

· did people like their twins
· problems realized

· what can be improved next time

· general impression, free comments

In some points, grading 1-5 (5 is the best) will be easier. 

It should be submitted to AMSEP officers/ RCs within 2 weeks after TP was held, with the information about if your university can accept students next time or not.

Other

Don’t forget to thank your sponsors and speakers. You can send them a letter or an email about how

everything went and with, for example, the results of the evaluation (if they are positive - if not, write down something else!). Also always ask if you can contact them again next time.

If you made a Program Booklet for the participants, it is very nice to send one to your sponsors as well.
Make the most of the experience

For the people who joined TP, please make the most of it and speak about it at national assembly or at your university, write an article on national AMSA journal, and promote it!

Final word

I hope you all enjoyed reading this handbook. 
Again if you have any additions or comments, you can always contact:
loamsep@amsa-international.org
Last of all, I hope you’ll have a lot of fun with the your Twinning Project!
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