Volume 1, Rev. 10
[image: Logo_CMYK]
Volunteer Handbook
[image: ]

Anoka County 
Retired Senior & Volunteer Program 



[image: ]




WHAT IS THE RETIRED, SENIOR & VOLUNTEER PROGRAM? 
Anoka County RSVP (Retired and Senior Volunteer Program) is a national organization (AmeriCorps Seniors) that you have joined. This program is all about Volunteerism. This organization welcomes and supports people 55+ years of age, looking to contribute to your local community. RSVP provides the coordination and management of volunteers at the local level.  
This program encourages local groups, service organizations, governmental agencies, and many other organizations to benefit from the vast resources and talents that volunteers can bring to their organizations.  
RSVP staff and resources will help match your talents and interest with the community organizations looking for your help. In Anoka County RSVP there are over 40 for impact partnerships (non-profits and public agencies) and we now have more than 270+ volunteers, just like you.  
In Anoka County you will be part of the contribution of more than 56,800 hours of service to our community annually, all provided by our RSVP volunteers. This impacts many people who live and who are served by Anoka County. You are one of the many that are contributing your talents, time, and service to our community, which translates to a huge monetary value as well.  Currently that value is over $1.9 Million dollars retuned to our Community in Anoka County.   
Volunteers, just like you, often benefit more by being connected to a larger purpose, connecting with people in the community and report a better sense of well-being.  

PROGRAM BACKGROUND
Anoka County RSVP began in 1973 through the Serve America Act intended to engage retirees in local, meaningful opportunities across the nation.  Currently there are 11 RSVP programs in Minnesota.

There are over 274 active RSVP volunteers at 40+ sites throughout Anoka County.  
Anoka County RSVP volunteers contributed 56,800+ hours of service to their community resulting in $1.9 Million dollars being returned to the community.  
   




ENROLLMENT & ORIENTATION PROCESS                      
Who is eligible to enroll in RSVP?
Any person age 55 or older may enroll. 
Volunteer members must be willing to accept instruction and supervision as needed.

What is the enrollment process?  
A packet of information is provided to each enrollee.
Enrollees are to complete the Anoka County RSVP Volunteer Enrollment and Interest/Skill Sheet and mail it back in the envelope provided or complete an online application: https://www.anokacountymn.gov/FormCenter/Community-Social-Services-Behavioral-Hea-5/Anoka-County-RSVP-Retired-and-Senior-Vol-154.    
You become an enrolled member as of the date the enrollment forms are received in the RSVP office. Active volunteers who are newly enrolled are eligible for the optional mileage or bus fare reimbursement benefits as of the date the completed enrollment form is received by RSVP.
After entering your skills and interests in the skills area, the RSVP staff identifies volunteer positions that match your skills and interests and sends them for you to review either by mail or email. RSVP staff answer your questions in more detail in an orientation and discuss the next steps. The RSVP staff member can contact the organization of your choice or you can call or email the contact person listed on the volunteer position description, to further discuss the volunteer role.
Who provides orientation?
When the station supervisor decides the volunteer will be a good match for the program, the supervisor provides orientation and any additional training required to carry out the volunteer role. The supervisor reviews the tasks of the volunteer position and familiarizes the volunteer to the setting, additional procedures and/or background checks (as determined by RSVP or the station depending on access to confidential data or vulnerable clients). Based on background check results, a volunteer may be precluded from certain volunteer roles. Background checks are determined by the site and may be conducted on a regular basis. 
How do I remain an active member of RSVP?
Volunteers are expected to serve on a consistent basis or on short-term projects regularly. You are considered an “active volunteer” only when you report your volunteer hours to RSVP. Excess Liability Insurance coverage is effective if a volunteer maintains an active status. A volunteer is considered “inactive” if hours haven’t been served in 12+ months and will be moved to inactive status. 

FUNDING
The Retired and Senior Volunteer Program is a part of the National AmeriCorps Seniors Program.  Local sponsors apply to AmeriCorps Seniors for grants to operate RSVP projects. Anoka County RSVP receives funding through Anoka County, AmeriCorps Seniors, and The Minnesota Board on Aging. Reports are submitted on a regular basis to these funding sources, reporting volunteer hours and project progress. Documentation of volunteer hours and community impact is critical for funding to continue.

ADVISORY TEAM
The Advisory Team advises and assists the project sponsor and staff to carry out its mission to meet community needs and enrich the lives of volunteers. All major program changes and decisions are deliberated by the RSVP Advisory Team. This group of is composed of volunteers and professionals from agencies who work with RSVP volunteers.

WHAT ARE THE TERMS OF SERVICE OF AN RSVP VOLUNTEER?  
A sponsor or station may remove an RSVP volunteer from service for cause. Grounds for removal include but are not limited to extensive and unauthorized absences; misconduct; inability to perform on assignments; failure to accept supervision; and violating confidentiality/HIPAA clauses.  

Are there limitations of RSVP volunteers?  
A) Volunteers are not able to directly or indirectly serve on activities that may influence the outcome of any election to public office, activities associated with a political candidate or group (demonstrations, rallies, attending political events), any voter registration activity (get-out-the-vote door knocking, provide voter transportation to the polls, act as election judges or count ballots).     
B) Volunteers cannot displace employed workers. An RSVP volunteer shall not perform any service or duty to engage in any activity which would otherwise be performed by an employed worker or which would supplant the hiring of or result in the displacement of employed workers or impair existing contracts for service.  
C) Volunteers shall not receive a fee/compensation or tips for service or from service recipients, their legal guardian, or members of their family or friends.   
D) Volunteers shall not give religious instruction, conduct worship services, or engage in proselytization as part of their duties. 
E) Volunteers may not engage in providing abortion referrals or affiliated services as part of their duties.    
It should be noted that volunteers may choose to serve in these roles on their own time. RSVP is not able to collect hours served in these activities as they are prohibited by our funders. 



SEPARATION
Volunteers may terminate any assignment at any time for any reason. If/when a volunteer chooses to do so, please contact RSVP program staff who will assist to determine an alternate placement when requested. 

GRIEVANCE PROCEDURE AND APPEAL PROCESS
While AmeriCorps Seniors strives to provide every volunteer a positive experience, we realize that a situation may occur where a volunteer believes they have been mistreated. In the unlikely and unfortunate situation that a volunteer wishes to file a grievance, please contact the RSVP Director.  

RSVP reserves the right to review each volunteer on a case by case basis. Anoka County RSVP follows Anoka County’s practices and policies. 
 
	Grievance Procedure: 
1. When a volunteer has a grievance at the volunteer station, the volunteer should first attempt to resolve the problem with station supervisor.  
2. The RSVP director will seek to resolve any RSVP volunteer grievance through confidential communication between the volunteer and volunteer station.  
3. The RSVP director will provide feedback to volunteer station superiors (if needed) and will locate new volunteer placements for a volunteer (if requested).  If a volunteer has been subject to discrimination, the RSVP director shall be notified within 30 days of the incident to provide confidential feedback to station supervisors to address. 
4. If the matter cannot be resolved, then a request may be made in writing to meet with the Advisory Team, RSVP director, and/or station supervisor. Any decision made through the advisory team will be final.  
 

BENEFITS PROVIDED BY RSVP MEMBERSHIP
Besides being part of a national effort of seniors sharing life experiences, talents and skills with their community, membership in RSVP provides members with additional benefits.
VOLUNTEER SUPPORT
We work with you to find an opportunity matching your skills, interests, and schedule. We’ll continue to provide ongoing information and support as your volunteer needs evolve.  

SOCIALIZATION AND HEALTH BENEFITS: 
Volunteering provides an opportunity to meet new people and connect with friends on a regular basis while serving others. Studies show that volunteering as little as 50 hours a year can lead to better health, increased confidence, and feeling of purpose and helpfulness. 

SUPPLEMENTAL INSURANCE
As an enrolled AmeriCorps Seniors RSVP member, you are provided three kinds of supplemental insurance coverage: personal accident, personal liability, and an excess auto liability at no cost to you. These are not substituting for any insurance you may now carry, and only applies while you are performing your assignment as a volunteer in the program. Coverage is effective if a volunteer maintains an active status by reporting volunteer hours each quarter. This insurance provides: 
· Excess Accident Medical: applies while you are traveling to/from, and while you are participating in volunteer activities. 
· Excess Volunteer Liability covers liability for bodily injury or property damage arising out the performance of your duties. 
· Excess Automobile Liability protects you as a registered volunteer driver for bodily injury or property damage claims arising out of the operation of your own vehicle during your volunteer assignment, not going to or from the assignment. Your personal driver’s license and auto insurance must be current, and this coverage does not apply to any damage to your vehicle.  
In case of injury or accident while you are volunteering, first seek medical assistance, then notify your site supervisor who will send a detailed email to RSVP staff to begin the claim process.   
TRANSPORTATION ALLOWANCE (optional)
To enable RSVP volunteers on fixed incomes to continue volunteering, RSVP provides a transportation allowance.
Mileage: Volunteers who serve at RSVP partnership sites are eligible to request mileage reimbursement. Reimbursement is allowed only for mileage incurred from a volunteer’s home to a volunteer station and return by the most direct route. RSVP cannot reimburse mileage for delivering materials, running errands, or transporting volunteers or clients to a volunteer site (station). Volunteers may receive mileage reimbursement for food recovery/meal delivery routes as part of their volunteer assignment with a station such as: Meals on Wheels, Manna Markets, or local food shelves. Volunteers will be reimbursed at 37.5 cents per mile up to a maximum of $3.75, i.e. up to 10 miles per day for each shift. 

Volunteers may serve at MedLink, providing round-trip client rides to medical appointments and mileage reimbursement would be reimbursed through the MedLink Program. The MedLink Volunteer Coordinator will submit your hours to the RSVP program. 

Bus Fare or Metro Mobility: Bus fare, the Anoka County Traveler/Metro mobility are reimbursed at cost. Indicate the cost per ride (e.g. $4.00) on the timesheet.   

Mileage and bus fare reimbursements to AmeriCorps Seniors RSVP volunteers are not considered income and are not taxable, per 45 CFR §2553.44, which states: Mileage reimbursements are not subject to tax. Further, per the IRS source page 88-89, payments for supportive services or reimbursements of out-of-pocket expenses of volunteers under Title II & III of the Domestic Volunteer Service Act are not wages or compensation and no withholding or reporting is required by the payer. 
   
Requests for transportation reimbursement must be submitted in the quarter in which they occur. 


RECOGNITION
A Recognition Event is held every year and this event is free to any active RSVP volunteer.
Training or networking events are held (as funding allows) and are free to any active RSVP volunteer. Networking events are more informal and allows us to recognize volunteer contributions while being able to meet other RSVP members.    
NEWSLETTER
RSVP sends a quarterly newsletter to all volunteer members, relaying notices, updates, and inform you about volunteer opportunities should they be of interest to you.  

CONTACT INFORMATION 
RSVP Director 
763-324-1661
http://www.anokacounty.us/725/Retired-Senior-Volunteer-Program  
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