
HireWithGreenheart.org

Work and Travel 
Pre-Departure Orientation

Greenheart Exchange



HireWithGreenheart.org

Mission of Greenheart Exchange
Greenheart Exchange’s Work and Travel department 
facilitates cultural exchange by connecting 
international students with U.S. businesses to 
develop future leaders through volunteerism. 



HireWithGreenheart.org

Purpose of Program: 
Cultural Exchange

Since 1985, Greenheart Exchange has offered cultural exchange 
programs in the U.S. that connect Americans with international 
participants. Through our unique Greenheart Club, Greenheart 
Exchange encourages our American and international participants to 
become global leaders through active participation in environmental 
and social service projects.
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Who is who?

Your support system 
while you are in your 
home country (before 

and after your 
program). 

Your support system 
while you are in the 

United States.  
Greenheart Exchange 
is your visa sponsor.

The government 
branch that oversees 

and creates 
regulations for the 

Summer Work Travel 
program.

Sending Partner J-1 Visa Sponsor Department of State

Host Organization Local community

Your employer while in 
the United States. 

They are responsible 
for paying you and 

ensuring your job offer 
is honored.

Your local American 
community while you 

are working in the 
United States. 
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What is Included in Your 
Program?

What is included?
✓ Verified job offer for up to 4 months 
✓ DS-2019 form
✓ HCC medical insurance during 

dates listed on your DS-2019 form
✓ 24-hour support from the 

Greenheart Exchange office
✓ Volunteer opportunities
✓ Cultural activities and opportunities 

to meet Greenheart Exchange staff

What is NOT included?
Х Housing fees (ex: deposit, cleaning 

fee, rent)
Х Meals
Х International and domestic 

transportation and airport transfers
Х Public transportation to and from 

work
Х Spending money
Х HCC insurance does NOT cover: 

Routine dental work, pregnancy 
coverage, mental health coverage, 
pre-existing conditions, and 
coverage outside of DS-2019 
program dates.
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Submit Housing Before Arrival
1) You should log into your GEO account 

and enter your housing information 30 
days before your DS-2019 Start Date.

2) Click on the SEVIS tab.

3) Enter all required fields mark with a 
red asterisk*.

4) Click submit.

* If apartment or room number is not known, 
please enter “Not Applicable”*

IMPORTANT: This does not count as successfully validating your program.
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Check-in and Validations
Validations

• It is a Department of State 
regulation that you MUST 
validate your program with your 
J-1 visa sponsor. 

• Greenheart Exchange requires 
that you must validate your 
program no later than 7 days 
after your DS-2019 Start 
Date. Note: You are unable to validate 
more than 3 days before your DS-2019 
Start Date.

• You must submit your housing 
address and work address. 
Failure to do so will result in a 
NO SHOW SEVIS status!

Monthly Check-ins

• It is a Department of 
State regulation that 
you MUST stay in 
contact with your J-1 
visa sponsor monthly. 

• Greenheart Exchange 
requires that you 
check in every 30 
days through GEO 
until your program has 
ended (DS-2019 End 
Date). 

Arrival Check-in 

• Greenheart Exchange 
requires you to check in no 
later than 3 days after you 
arrive in the United States.  

• You may do this through 
GEO or by email or phone. 
This is true for validations 
and monthly check-ins.

Failure to do the above, puts your program status at risk, of Termination!
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Arrival Check-in

How to Check-in:
• Use your Greenheart 

Exchange Online 
Account (GEO)
geo.greenheart.org

• Call Greenheart 
Exchange

• Email Greenheart 
Exchange

Arrival Check-in Requirements
Complete within 3 DAYS of arriving in the U.S. 

Step One: Confirm your arrival date (see above)

1. E nter the date 
you arrived in 
the U.S .

http://geo.greenheart.org
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Validating Your Program

Example Housing Address: 
746 N. LaSalle Dr (street address)
Unit 2 (room/apartment number)
Chicago, IL (city, state)
60654 (postal/zip code)

Validation Requirements:
Complete within 7 DAYS of your DS-2019 
start date
1. Confirm your U.S. housing address
2. Confirm your work address

2. Y our approved work 
s ite addres s  is  s hown 
here.

3. S elect the 
appropriate 
s tatement to 
confirm 
or update the 
addres s  
where you will be 
phys ically working.

1. E nter 
your 
hous ing 
addres s  in 
the U.S . 
here.

555 Sunrise Blvd.
Ocean City, MD 55555
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Validating Your Program

Check Your SEVIS 
Status:
• It will take 2-3 

business days on 
average to process 
your validation.

• Please check your 
GEO account for 
SEVIS status updates 
(including from Initial to 
Active) before going to 
Social Security 
Administration.
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Validating Your Program: 
Reminders

Failure to notify Greenheart Exchange will 
PUT YOUR PROGRAM STATUS AT 

RISK OF TERMINATION.

Greenheart Exchange is REQUIRED to 
report all participants who do not provide 

updated, accurate information.

NO EXCEPTIONS



HireWithGreenheart.org

Monthly Check-ins
• You must check in every 

30 days until your DS-
2019 End Date.

• This check-in can be 
completed through GEO, 
by phone or by email. 

• Your check-in deadline 
will be displayed on GEO.

• Failure to stay in contact 
with your sponsor will put 
your program status at 
risk of termination.

• Check your GEO account 
at least once per week 
for updates.

THIS IS NOT YOUR VALIDATION, AND 
MUST BE COMPLETED SEPARATELY!
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SEVIS Statuses
INACTIVE

You are no longer sponsored 
by Greenheart Exchange for 
one of the following reasons:
• You have shortened your 

program.
• The DS-2019 End Date 

has passed.

Remember: Inactive 
participants will no longer be 
able to work under this 
SEVIS status.

INITIAL
You have not yet started the 
Summer Work Travel 
program. This status will 
remain until the you are 
validated in SEVIS.

ACTIVE
You have validated your 
program and has adhered 
to all Greenheart Exchange 
procedures.
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TERMINATED
This is a severe status. If you status is Terminated this 
means you are no longer sponsored by Greenheart 
Exchange. This can be for numerous reasons, for 
example:

• Being found guilty of a crime OR plead guilty to 
any criminal charges.

• Failing to stay in timely contact with Greenheart 
Exchange.

• Working at an unapproved job.

A “Terminated” status may have a negative effect 
on the your future chances of returning to the U.S. 
on any type of visa. 

Negative SEVIS Statuses
NO SHOW

You are no longer 
sponsored by Greenheart 
Exchange because you 
failed to report your host 
organization and housing 
addresses on time.

This may have a negative 
effect on the your future 
chances of returning to the 
U.S., even if on a different 
visa.

When the status is No Show or Terminated, you must stop 
working and leave the U.S. immediately.
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Monthly Check-ins
You are required to 
complete your monthly 
check-in every 30 days. 
During this check-in you 
must notify Greenheart of 
any concerns, questions, 
and cultural activities. If 
there are changes with 
your job, housing, or if you 
have health issues, you 
must report this 
immediately.

Failure to do so, puts your 
program status at risk of 
termination. 
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Second Job Requirements 
STEP 1: C ontact G reenheart E xchange before you s tart working a 
new job. 

STEP 2: S ubmit a S elf-Arranged J ob Offer form (S AJ O) and
bus ines s  documents  to the s ajo@greenheart.org. P leas e make s ure 
all fields  are completed.

STEP 3: You CANNOT BEGIN WORKING UNTIL YOUR JOB IS 
APPROVED.  G reenheart E xchange mus t confirm the job details  firs t. 
Failing to comply with this  rule may lead to program s tatus  
termination.

STEP 4: Once you receive an approval email from G reenheart 
E xchange you may begin working. s tating that your job offer is 
approved you can begin working. 

R emember: You can have a s econd job, but your firs t job is  your primary 
res pons ibility. Your hours  s hould not overlap. 

mailto:sajo@greenheart.org
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Prohibited Jobs
All Summer Work Travel (SWT) placements are subject to Greenheart Exchange approval. 
Jobs not listed herein may still be found inappropriate for the SWT program. Greenheart 
Exchange reserves the right to disallow any placement. In addition to jobs prohibited by the 
Department of State, Greenheart Exchange prohibits participants from working:

● In positions in kiosks
● In positions with moving companies
● With third-party organizations. The participant must be hired, paid, and directly 

supervised by the company they are hired for
● With lifeguard companies that have not first completed a Greenheart Exchange 

questionnaire
● In positions that involve door-to-door or traveling sales
● In positions where manual labor is the primary focus, requires a high-level of skill, 

presents safety concerns, and the facilitation of cultural exchange is lacking
● In positions with tent companies
● In laundry-only positions, or other positions with extensive periods of time in rotation.
● In positions that require sustained physical contact with other people (ex: applying 

henna tattoos)

For a more comprehensive list, please visit Greenheart Exchange’s website.

https://www.cci-exchange.com/businesses/work-travel-program/j-1-visa-regulations/
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Prohibited Geographical Areas
G reenheart E xchange will no longer allow S elf-P laced pos itions  in the below areas . S econd and 
new jobs  during the program are reviewed on cas e by cas e bas is .
● The s tate of North Dakota
● Des tin, Florida
● P anama C ity B each, Florida
● Harris burg/Hershey, Pennsylvania

No placements  for any program option will be cons idered for the following areas :
● Willis ton, Dickins on, Watford C ity, and New Town, North Dakota
● B altimore, Maryland
● Detroit,  Michigan
● Hawaii

P lacements  in the Gulf Coast areas of Louisiana, Alabama, Mississippi, and the Florida 
panhandle (from Gulf Shores, Alabama to Mexico Beach, Florida including Panama City and 
Destin) will be cons idered on a cas e-by-case bas is .  To be cons idered by G reenheart E xchange, 
hos t organizations  in thes e areas  mus t provide excellent hous ing and extens ive cultural activities  
for the S ummer Work Travel participants .

Thes e areas  are s ubject to change at any point. P leas e s ee the webs ite for the current 
regulations  on geographical areas .

https://greenheartexchange.org/professional-exchange/work-and-travel/#/tab/regulations
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U.S. Department of State 
Prohibited Jobs

A full list of Summer Work Travel program regulations can be found here:
https://greenheartexchange.org/host/host-hire-seasonal-staff/#/tab/regulations

1. In pos itions  with employers  that fill non-s eas onal or non-temporary job 
openings  with participants  with s taggered vacation s chedules ;

2. In pos itions  that could bring notoriety or dis repute to the E xchange Vis itor 
P rogram;

3. In s ales  pos itions  that require participants  to purchas e inventory that they 
mus t s ell in order to s upport thems elves ;

4. In domes tic help pos itions  in private homes  (e.g., child care, elder care, 
gardener, chauffeur);

5. As  pedicab or rolling chair drivers  or operators ;
6. As  operators  or drivers  of vehicles  or ves s els  for which drivers ’ licens es  

are required regardles s  of whether they carry pas s engers  or not;
7. In pos itions  related to clinical care that involves  patient contact;
8. In any pos ition in the adult entertainment indus try (including, but not 

limited to jobs  with es cort s ervices , adult book/video s tores , and s trip 
clubs );

9. In pos itions  requiring any s hift where hours  will fall predominantly 
between 10:00 p.m. and 6:00 a.m.
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10. In positions declared hazardous to youth by the Secretary of 
Labor at Subpart E of 29 CFR part 570;

11. In positions that require sustained physical contact with other 
people and/or adherence to the Centers for Disease Control 
and Prevention’s Universal Blood and Body Fluid Precautions 
guidelines (e.g., body piercing, tattooing, massage, manicure);

12. In positions that are substantially commission-based and thus 
do not guarantee that participants will be paid minimum wage 
in accordance with federal and state standards;

13. In positions involved in gaming and gambling that include direct 
participation in wagering and/or betting;

14. In positions in chemical pest control, warehousing, 
catalogue/online order distribution centers;

15. In positions with travelling fairs or itinerant concessionaires;
16. In positions for which there is another specific J category (e.g., 

camp counselor, intern, trainee); or
17. After November 1, 2012, in positions in the North American 

Industry Classification System’s (NAICS) Goods-Producing 
Industries occupational categories industry sectors 11, 21, 23, 
31–33 numbers (set forth at 
http://www.bls.gov/iag/tgs/iag_index_naics.htm) 

U.S. Department of State 
Prohibited Jobs

http://www.bls.gov/iag/tgs/iag_index_naics.htm
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English in the United States
In the United States, you will be surrounded by a language different from 
your home country. It is important to practice your English skills during 
this time for the following reasons:

▪ It will help you get around and learn new skills.
▪ Your host organization expects you to speak English while 

working.
▪ Speaking English will improve your professional skills.
▪ You’ll gain more confidence in English comprehension. 
▪ Your English will not improve if you talk to your friends in 

your native language all the time.

Greenheart Exchange suggests that you read books in American English 
or watch American TV to practice your speaking and listening skills.
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American Diversity
• The United States is founded on the basis of freedom for ALL.

• Diversity is widely accepted and celebrated.

• You are expected to participate in the Summer Work Travel program with 
an open mind at all times. 

• There is no such thing as gender specific work; everyone is expected to 
perform the duties of their job description.

• Supervisors and colleagues should be respected, regardless of their 
gender, race, religious preference, or sexual preference.

• If you experience any form of discrimination or harassment, please let 
Greenheart Exchange and your host organization know immediately so 
that it can be appropriately addressed.
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Your Host Organization 
Expects You To…

1. Stay until the end date listed on your DS-2019 form. Remember your host 
organization relies on you!

2. Come to work on time. Even arriving at work 5 minutes late is not acceptable. 
Being punctual is VERY important in the United States.

3. Work hard and perform your duties well.

4. Ask questions when you do not understand something.

5. Be polite, have a positive attitude, practice good hygiene, be respectful, 
and keep your housing clean.

6. Communicate in English.

7. Share your concerns and your successes! Any issues or concerns you have 
with your job must be discussed with your host organization. If you and your 
host organization cannot find a solution to the matter, please contact 
Greenheart Exchange so they can assist.
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What You Should Expect 
From Your Host Organization

• The job agreement conditions are upheld

• Getting paid per the terms on your job agreement

• The number of agreed upon hours in your job agreement

• Your supervisor should work with you to make your program 
a success

• A safe work environment

• Safe housing, if provided by host organization.
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Know Your Rights

• You will be working an average of 32 hours or more per week for the duration 
of your program.

• All positions must pay at least the federal minimum wage, with the possible 
exception of positions in Georgia and Wyoming. The federal minimum wage 
can be found here: www.dol.gov/whd/minwage/america.htm#content.

• The minimum wage for each state varies. Look online to verify the current 
minimum in the state where you will be working. 

• For more information on Rights and Protections for Temporary Workers, 
please review the William Wilberforce Trafficking Victims Protection 
Reauthorization Act (Public Law 110-457). Please reference addendum 
number 1 for pamphlet details.

• U.S. Department of State J-1 Exchange Visitor Program Summer Work Travel 
Welcome Brochure. Please reference addendum number 2 for brochure 
details and welcome letter.

http://www.dol.gov/whd/minwage/america.htm
https://www.dol.gov/whd/minwage/america.htm
https://travel.state.gov/content/dam/visas/LegalRightsandProtections/Wilberforce%20Final%20version%2020140429.pdf
https://j1visa.state.gov/wp-content/uploads/2012/11/2012-2013-SWT-Welcome-Brochure.pdf
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Employment Eligibility Verification
I–9 Form

The Employment Eligibility Verification Form I-9 
is a U.S. Citizenship and Immigration Services 
form. It is used by a host organization to verify 
an employee's identity and to establish that the 
worker is eligible to accept employment in the 
United States. This needs to be completed at 
the beginning of your employment at every 
host organization. Please be prepared to 
present your host organization with the 
following: 

• Passport

• I-94 Number  http://www.cbp.gov/travel/international-
visitors/i-94-instructions

• Social Security Number or indicate 
“applied for SSN”

Supplemental Form W-4 Instructions Form for 
Nonresident Aliens  

https://www.irs.gov/pub/irs-pdf/n1392.pdf

http://www.cbp.gov/travel/international-visitors/i-94-instructions
https://www.irs.gov/pub/irs-pdf/n1392.pdf
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Employee’s Withholding Allowance 
Certificate W-4 Form

When you arrive at your host organization, you need to complete a W-4 form. 
W-4 forms are used to withhold the proper amount of federal income tax from your paycheck.

W-4 Instructions:
https://www.irs.gov/individuals/international-taxpayers/aliens-employed-in-the-u-s

https://www.irs.gov/individuals/international-taxpayers/aliens-employed-in-the-u-s
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Applying for Social Security
Please review your Job Agreement for the nearest 
Social Security (SSA) office and instructions. You 
may also visit the SSA Office Locator website at: 

www.socialsecurity.gov/locator

It is recommended that you 
wait at least 10 days to visit 
the Social Security office after 
your SEVIS status is listed as : 
“Active” in your Greenheart 
Exchange Online (GEO) 
Account 
https://geo.greenheart.org.

Please collect a receipt once 
you apply for your Social 
Security number and present 
it to your host organization for 
verification purposes. Cards 
are typically issued in 2–4 
weeks.

http://www.socialsecurity.gov/locator
https://geo.greenheart.org


HireWithGreenheart.org

Applying for Social Security
Form SSA-132 

Greenheart Exchange recommends that 
you complete the SSA-132 form and 
present the information to the Social 
Security Administration when submitting 
your application. This form will allow your 
host organization to contact the office 
directly and receive your Social Security 
number for wage reporting purposes, in 
the event that you did not give them this 
number.  

https://www.ssa.gov/

https://www.ssa.gov/
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Applying for Social Security

Before going to Social Security, be sure that you know the accurate mailing address that 
you want your card to be shipped to in the United States. Be sure to also bring the 
following:
 Passport (original + 1 copy)
 I-94 ** (These cards are available electronically)
 Job Offer
 DS-2019 form (original + 1 copy)
 Letter of Sponsorship (available through your GEO account)

If there are delays receiving your card, follow up with the Social Security Administration 
directly. When you do receive your card, share the number with your host organization. 
https://www.ssa.gov/

https://www.ssa.gov/
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Opening a Bank Account

When opening a bank account in the 
United States, keep in mind that you 
now have to provide your Social 
Security number as well as the tax ID 
number you use in your home country.

Each country is different, so be sure to 
confirm this information before your 
arrival in the United States.
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Your Paycheck

Your Job Agreement will provide 
information on your average work 
hours and days per week, pay 
rate, how often you will be paid 
and over-time wages if provided.  

Check with your host organization 
if you have any questions after 
receiving your first paycheck.
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Do Not Forget To…

Before you leave your employment 
in the United States:
 Leave your home country address 

with every host organization that 
you work for while in the United 
States.

 Clearly print your name and home 
address on an envelope so that 
your host organization can send 
you your final paycheck and tax 
forms once you return home.
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Taxes

Anyone who works in 
the United States pays 
taxes. It is ILLEGAL to 
work in the U.S. without 
paying taxes.
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Taxes

Taxes You Must Pay:
• Federal Tax
• State Tax
• Local Income Tax

Taxes You DO NOT Pay:
• Social Security Tax
• Medicare Tax
• FICA/FUTA Tax

NOTE: If you are taxed incorrectly, this is a mistake that needs to be corrected. 
Please tell your host organization and contact Greenheart Exchange.
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Filing Taxes
• After your program, you may be eligible for a tax refund. This 

means that you may get some money back. 
• You should expect to receive your W-2 form early the 

following year. This may be sent to you by postal mail, or 
may be available online. If you do not receive your W-2 form 
in a timely manner, it is your responsibility to contact your 
host organization directly.

• You must file your taxes by April 15 of the following year. 
This can be done online through the IRS website:                           
https://www.irs.gov/uac/free-file-do-your-federal-taxes-for-
free  

• Failure to file your taxes could prevent future travel to the 
United States.

https://www.irs.gov/uac/free-file-do-your-federal-taxes-for-free
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Currently Seeking Employment
• If you have concerns about your employment and plan to 

leave your job, you must consult Greenheart Exchange 
before quitting.

• If you quit a job or are fired, you have 2 weeks to submit a 
new job offer and find new housing, if applicable.

• While you are without a job, you will be on additional 
monitoring with Greenheart Exchange and you are not 
allowed to work during this time. You must stay in contact 
with Greenheart Exchange.

• If you are unable to secure a new placement within 2 weeks 
or fail to submit a Self-Arranged Job Offer (SAJO), your 
program will be shortened in good standing.

Stay in touch with Greenheart Exchange at least once a week, via email, phone, or GEO to 
make sure that you are getting all the updates you need.
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Visit geo.greenheart.org for participant resources and timely 
updates

Greenheart Exchange Online 
has Everything You Need! 

http://geo.greenheart.org
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Health Insurance
The link in your account will take you to Greenheart Exchange’s 

insurance provider’s website, HCC Insurance.

You will receive your 
insurance card 
automatically from HCC 
two weeks before your 
DS-2019 Start Date. If 
you need additional 
information, you can find 
it in the Insurance 
section of your home 
page.

Your insurance covers 
the duration of your 
program – from the 
start till the end date of 
your DS-2019 form. 
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Health Insurance Identification 
Card

3

Participants can also request an ID card 
directly through HCC Student Zone by 
visiting:
http://www.envisageglobalinsurance.com/st
udent-zone/greenheart/documents.php

1. Visit the website provided above.

2. Enter your first and middle name in the 
“first name” field and then enter your last 
name in the “last name” field. Once that 
is completed, enter date of birth.

3. Click “search now”.

4. Download your insurance card and 
present it at the doctor’s office.

http://www.envisageglobalinsurance.com/student-zone/greenheart/documents.php
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Health Insurance Network

HCC Provider Network Search: To find a 
HCC physician, visit: 
http://www.providerlookuponline.com/co
ventry/po7/Search.aspx

Use the link above to search for 
physicians in your area.

http://www.providerlookuponline.com/coventry/po7/Search.aspx
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Your Health Insurance
Insurance Contact 

Information
Plan Information Important Documents

HCC Medical 
Insurance Services
P. O. Box 2005
Farmington Hills, MI 48333-
2005 USA

Email:
service@hccmis.com

U.S Toll Free Phone: 
+01 (866) 400-0080

International Phone:  
+01 (317) 221-8078

Fax:
+01 (317) 267-2140

Policy Max: 
$150,000

Deductible:
$25 per doctor’s visit/urgent 
care

ER Fee: 
$250 (nonrefundable if not 
admitted to the hospital)

The following insurance 
documents are available on 
the Student Zone website:  
http://www.envisageglobalin
surance.com/student-
zone/greenheart/claims.php

1. Insurance Brochure
2. Claims Form (MESA)
3. Accident Report Form
4. Claims Appeal Form
5. Insurance Cards

http://www.envisageglobalinsurance.com/student-zone/greenheart/claims.php
http://www.envisageglobalinsurance.com/student-zone/greenheart/mesa.php
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What Does HCC Insurance 
Cover?

HCC Insurance Covers Participant
Out of Pocket Cost

HCC Insurance
Does Not Cover

✓ Doctor/ Urgent C are 
Vis its

$ 25 copay Х Accidents at work
Х Pregnancy
Х Pre-existing conditions 

(including mental 
health disorders)

✓ E mergency R oom Vis its $ 250 copay if participant 
is  NOT admitted to 
hos pital

Х Non-emergency dental 
care or visits

✓ P res criptions $ P articipant mus t pay full 
cos t out of pocket and 
then s /he is  reimburs ed 
by HC C  Ins urance

Х Purchasing over the 
counter medicine
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Insurance Timeline

Step 1

You are injure your 
back falling in the 
shower at home.

Step 2

You visits your 
healthcare provider, 
with a copy of 
insurance card. You 
pay $25 co-pay at 
doctor’s office. 
Doctor prescribes 
pain killer.

Step 3

You fill the 
prescription at local 
pharmacy. You pay 
out of pocket for the 
entire cost of the 
prescription, and 
keeps the receipt.

Step 5

You submit all 3 forms 
to HCC Insurance 
directly 
via e-mail 
(service@hccmis.com) 
or MESA (the online 
claims filing system).

Step 4

You complete the 
following forms 
within 30 days of 
receiving care:

1 HCC Claim form 
for Doctor’s Visit

1 HCC Claim Form 
for their Prescription

1 HCC Accident 
Form

Step 6

You are 
reimbursed by 
HCC Insurance. 
You finishes your 
program and have 
an amazing 
summer in the 
United States!

mailto:service@hccmis.com
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Scheduling a Doctor’s Appointment
1. Print out your insurance card from the HCC Student Zone website: 

http://www.envisageglobalinsurance.com/student-
zone/greenheart/documents.php

2. Find an HCC provider here: 
http://www.providerlookuponline.com/coventry/po7/Search.aspx

3. Call the doctor’s office to schedule an appointment

4. Download the HCC Claims form here: 
http://www.envisageglobalinsurance.com/student-zone/greenheart/claims.php

5. Submit the HCC Claims form directly to HCC either by email or mail:

HCC Medical 
Insurance Services

P. O. Box 2005
Farmington Hills, MI 48333-2005 USA

Email: service@hccmis.com

http://www.envisageglobalinsurance.com/student-zone/greenheart/documents.php
http://www.providerlookuponline.com/coventry/po7/Search.aspx
http://www.envisageglobalinsurance.com/student-zone/greenheart/claims.php
mailto:service@hccmis.com
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• All participants must have housing 
while in the United States.

• If you are unable to secure 
permanent housing prior to your 
arrival, you must have temporary 
housing for the first two weeks of 
your program.

• Housing options range from shared 
homes, apartments, dormitories, 
hostels, RVs/trailers, and hotels.

• Make sure you are within a safe 
commuting distance to your work 
site based on your mode of 
transportation.

Housing During Your Program
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Questions to Ask Your 
Landlord

• Do you have any pictures of the accommodations?
• Is there a lease? (Make sure to read it carefully before signing) 
• How much is rent? When is it due? 
• Is there a security deposit? How much is it and when is the money due? 
• When and how much of the deposit is refunded?
• How much will utilities cost? Are utilities included in the rent?
• How many tenants will be living in the housing? Confirm that you will have 

your own bed. 
• Is the housing furnished?
• Does your housing meet all safety, health, and occupancy standards?
• What type of transportation is in the area?
• What is there to do in the area during your free time?
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• If you have not secured housing six weeks 
prior to your DS-2019 Start Date, you must 
contact Greenheart Exchange, your sending 
partner, and your host organization.

• Provide your name, Greenheart Exchange 
Online (GEO) ID number, host organization 
name and location, along with the list of 
housing options you attempted to secure.

• You must submit your housing address to 
Greenheart Exchange at least one month (30 
days) prior to your DS-2019 Start Date.

• If you are unable to find housing, your 
placement may be canceled.

What If I Do Not Find Housing? 
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Changes to Housing

You must update your housing address and any 
changes to your housing address through 

Greenheart Exchange Online (GEO) 
within 24 hours.

www.geo.greenheart.org.com

http://www.geo.greenheart.org.com/
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Changes to Housing

Update your hous ing information 
here.
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General Safety 
in the United States

• Do not make arrangements to meet people from the 
internet. 

• Do not walk alone at night.
• Be aware of your surroundings.
• Do not share personal information (ex: social security 

number, credit card information, etc.) to people you do 
not know or trust.

• Obey all federal and state laws.
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Bike Safety from the 
Department of State

https://www.youtube.com/watch?v=Zn3QCrqxGlg&t=4s&list=PL567B5E6EA5470AAB&index=92
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Bike Safety
Many of you will be using bicycles (bikes) as your main mode of transportation.
Cyclists and drivers need to respect each other while on the road. If you choose to
bike, please read and follow the below safety tips.

For more tips on bike safety and bike care, please visit these websites:

https://www.nhtsa.gov/road-safety/bicycle-safety
❖ http://www.bikeleague.org ❖ http://www.wordspacepress.com

• ALWAYS wear a helmet. 
• Ride along roads that have bike lanes or 

along bike/recreation paths.
• Obey all traffic control signs and lights.
• Ride in the same direction as traffic.
• Ride in a straight line.
• Wear bright clothes and use a reflector and 

lights when riding at night.
• Always use hand signals accordingly.
• Ring your bike bell or call out when passing 

other cyclists.
• Use city-specific bike guides or Google Maps

https://www.nhtsa.gov/road-safety/bicycle-safety
http://www.bikeleague.org/
http://www.wordspacepress.com
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Swimming Safety

If you are living near the ocean or plan on visiting 
the beach while in the United States, please follow 
these tips to ensure safe swimming: 

● Never swim alone.
● Only swim if a lifeguard is present.
● Obey all instructions and orders from 

lifeguards.
● If you are not a strong swimmer, stay in 

shallow areas. If in doubt, do not go in the 
water!

● If caught in a rip current, do not panic! 
Remain calm and swim parallel to the shore 
until you are out of the current. If you are 
unable to reach the shore, draw attention to 
yourself  and yell for help.
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Wildlife
• Every area is different and may have wildlife that is not 

common in your home country. 

• It is important that you research local wildlife and 
appropriate strategies (ex: coyotes, bears).

• Do not feed the wildlife!

• Research the laws regarding wildlife as there are many 
committees that work to preserve the natural wildlife and 
landscapes. 
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Handling Natural Disasters

• Different areas of the United States experience natural disasters (ex: 
hurricanes, wildfires, etc.) that you may or may not be familiar with. 

• Ask your host organization about potential disasters you can 
experience and ask for a copy of the emergency plan or strategy. It is 
important to review this strategy so that you are well-prepared and will 
remain calm.

• If you are in a community where there is a mandatory evacuation, you 
MUST leave.

• If you are in a situation where you do not feel safe, call Greenheart 
Exchange’s emergency line: 1-855-767-5642.
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Automobiles

• Auto insurance is not included in your program fees.
• You are required to have a license and auto insurance if 

you are driving. 

Remember: You can only drive for recreational 
purposes.
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Follow American Laws

• Every participant is expected to follow the laws of the 
United States.

• Each state and community has its own specific laws, 
on top of federal laws. For more information on this, 
connect with your host organization.

• As a general rule - do not steal or do anything that may 
cause harm to yourself or others. 

If you are found guilty of a crime, your visa status may 
be at risk for termination.
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Emergencies

If you are having a problem 
during the DAY, call the 

Greenheart Exchange Work 
and Travel office at: 

1-866-684-9675

MONDAY – FRIDAY
9 a.m. to 5:30 p.m. CST

If you are having a serious 
issue or medical issue AFTER 
business hours, call the 24-
hour Greenheart Exchange 
Work and Travel emergency 

line at:

1-855-767-5642

THIS LINE IS FOR 
EMERGENCIES ONLY
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Emergencies

If there is a serious issue, 
please call 911 immediately. By 

calling 911, the police or fire 
department will respond. 

Contact Greenheart 
Exchange after calling 911.
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What is the Greenheart Club?

Why should I join? 

● Connect with fellow members of the Greenheart family (including participants, alumni, staff, host 
employers, host families) 

● Log and track volunteer hours 

● Apply for scholarships to leadership conferences and grants for service projects  

● Resources for professional development and trainings 

● Public forums to ask questions and start discussions 

It is an online portal for volunteers exclusive to Greenheart community members. Join via your 
Greenheart Exchange Online (GEO) account!
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Why Volunteer? 

 Engage with your new community & meet community members
 Improve your English
 Collect information for networking purposes
 Add volunteering to your resume/CV
 It is fun and rewarding!
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Greenheart Club Awards 

• Receive a letter of recommendation 
and certificate of completion if you 
volunteer at least 8 hours. 

• You can receive awards of up to 
$1,000 to do a service project in 
the United States or in your home 
country. Apply for a Service Grant 
on the Club website. 

• Apply for the Greenheart Global 
Leaders Conference, a week long 
scholarship based conference in 
Washington D.C. if you log at least 
8 hours
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Where to Volunteer? 
• Look up places in your 

community

• Use VolunteerMatch.com or 
ask people in your community 
for suggestions

• Email Greenheart – we can 
send you information on 
additional cultural exchange 
resources including local 
libraries, schools, and 
recreation centers.
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Going Greenheart Tours
The Going Greenheart Tour is when 
Greenheart Exchange staff travel around 
the United States to meet you and 
complete a volunteer project. If time allows, 
be sure to take time to meet us while we 
are in town! Here are the reasons:

• Complete your monthly check-in with a 
Greenheart Exchange staff member.

• Share your exchange program story with 
us.

• Have fun while volunteering.

• Get a Greenheart Exchange t-shirt!
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Travel After Your Program
• If you plan to travel before your program ends, speak with your 

host organization. Once you have approval, inform Greenheart 
Exchange.

• If you plan to travel outside the United States during your program 
dates, should do the following:
– Check with your embassy about your planned travels
– Check that you a have multiple entry visa (“M”)
– If you intend to return to work, Greenheart Exchange will need 

to sign your DS 2019 form. Please ensure that we have two 
weeks to sign and return to you.

• No matter if your visa is Single or Multiple entry, follow ensure you 
follow all proper procedures for travel. If you have question on this , 
as k your local cons ulate office or res earch this  before arrival.



HireWithGreenheart.org

Travel Insurance 
You are expected to have insurance for the duration of your time in the United States. 
Contact Greenheart Exchange at least two weeks before your program end date to 
purchase insurance for your 30-day travel period. Additional insurance is $15 per 7 days. 
Greenheart Exchange does not accept cash (only money orders and/or checks).

You are required, by law, to have insurance for the duration of your stay in the United States.
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Travel
Refer to Greenheart Exchange Online “Resources” 
page for more useful information about travel ideas and 
websites. 
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After the Program
We hope that you had a great experience during 
the Summer Work Travel program! Please be 
sure to keep the following in mind: 

● You are expected to return in time for 
university. Do not overstay you time in the 
United States!

● You should check in with your sending 
partner for next steps. 

● You should see how to stay involved with 
cultural exchange! Check out Greenheart 
Exchange’s alumni opportunities and see if 
there are any alumni groups in your home 
community. 
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Connect with Us 
on Social Media!

Youtube: Greenheart Exchange
Twitter: GreenheartEX
Instagram: GreenheartExchange
LinkedIn: Greenheart Exchange
Facebook: 
GreenheartExchangeWorkandTravel

Hashtags to Use!
#GreenheartExchange
#Greenheart
#GreenheartExchangeWorkandTravel
#SWT
#CulturalExchange

https://www.youtube.com/user/GreenheartCCI
https://twitter.com/GreenheartEX
https://www.instagram.com/greenheartexchange/
https://www.linkedin.com/showcase/cci-greenheart/
https://www.facebook.com/GreenheartExchangeWorkandTravel/
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Contact Information

• Greenheart Exchange’s General Email: workandtravel@greenheart.org
• Greenheart Club Email: gci@greenheart.org
• Greenheart Exchange Work and Travel Phone Number: 1-866-684-

9675
• Greenheart Exchange Work and Travel 24-hour Emergency Line: 1-

855-767-5642
• U.S. Department of State Bureau of Educational and Cultural Affairs:                                                                           

2200 C Street, N.W., Washington, DC 20522                                               
Tel: 1-866-283-9090 / Fax: 1-202-203-7779 / jvisas@state.gov

• Serious Emergencies: 911

We highly suggest taking a photo of this screen!

mailto:workprogram@greenheart.org
mailto:gci@greenheart.org
https://j1visa.state.gov/participants/
mailto:jvisas@state.gov
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Have Fun, Make Memories!

and Stay in Touch!
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