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Inviting A Host to Complete the Training Plan 
1. Once you have confirmed your host and placement information, there are two ways to invite your 

host to begin the vetting process: 
a. Click “Invite Host” on your Beacon homepage: 

 

b. OR, when viewing your application, click the “Placement” tab at the top of the page: 
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2. Enter host organization details: 

 

a. Use the “Search Host” drop-down menu to search for an existing CIEE host by company 
name. Search different variations of your host’s name to make sure they don’t already have 
a host profile with CIEE. 

b. If you don’t find your host in the search function, enter all relevant host information. 
Required fields are marked with an asterisk (*) 
 

3. Enter host contact and position details: 
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a. If your host has already completed a CIEE profile, you can search for contacts already 
associated with their account or add a new contact! 

 

b. Ensure that the email address for the host contact is spelled correctly. This is what we use 
to begin outreach to your host, so it is critical this is correct. 
   

4. Save or submit your placement: 
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Resetting the Host Invite 
If you need to enter a new placement, you can reset the host invitation. Please note that this will cancel 
any information already entered. 

 

Accessing the Training Plan 
View the training plan via the Placement tab, under “Training Plan”. 

a. If your host has not yet completed a profile, you will see this message: 

 

b. If your host has an approved host profile, you will be able to view the training plan: 
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c. Your degree information and other relevant details will be imported from your application: 

 

 

d. If you need to update any of the above information that appears on your training plan, go to your 
application and update it accordingly. It will then automatically update on your training plan. 
If your application has already been submitted to CIEE before your training plan is complete, please 
reach out to your international representative for support. 

Changing the Main Program Supervisor 
If you need to change the supervisor assigned to your training plan, you can do so via the “Change Program 
Supervisor” button: 
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Signing the Training Plan 
When your training plan is completed and signed by the host organization, you will get an e-mail 
notification letting you know that it is ready for your review. 

• View a summary of your training plan and click on each “Phase” to view details: 

 

When you have read through the training plan and reviewed for accuracy, sign by slicking the prompt in the 
“Next Steps” section: 

 

If any of the information on the training plan is inaccurate, please reach out to your host organization and/or 
international representative before signing. 

CIEE will then review your training plan – you can track actions on your training plan via the progress bar at 
the top of the page!  
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