Dear RSVP Volunteer,

Welcome to the Retired and Senior Volunteer Program of the Virginia Peninsula. Thank you for committing your time in service to the community. You have joined a growing and caring family focused on providing volunteer services from retirees and seniors to  people throughout the Virginia Peninsula.  

This handbook has been prepared to acquaint you, the RSVP volunteer, with the structure, procedures, and responsibilities of the program.  Please read it carefully and keep it in a convenient place. We are always available for questions and suggestions. The quality  of our program depends upon your mind and experience as well as your time. 

Sincerely,

RSVP Staff 

What is RSVP?

The Retired and Senior Volunteer Program, is a result of efforts by private citizens, medical professionals, and government agencies responding to the needs of retired and senior persons across America.  In 1965, the Older American's Act was passed and amended in 1969 to create RSVP.  The first federal grant to begin the program was received on the Peninsula in October, 1971.  

RSVP recruits retirees and others aged  55 and older to serve as volunteers in non-profit agencies, local government departments or health care facilities in the communities of Hampton, James City County, Newport News, Poquoson, Williamsburg, and York County.  

Currently, RSVP funding comes from the federal Corporation for National and Community Service,  the United Way , local governments, civic groups, foundations and individuals.
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What do RSVP Volunteers do?

Volunteers provide services to help existing organizations meet significant community needs. 

Specific services are matched to the abilities, availability, and interests of each volunteer.  There are many types of service, including reception, office work, mail distribution, home repair, food and clothing distribution, environmental clean-up, community safety patrolling, tutoring, preschool aides, entertainment, crafts, help with blood drives and many, many more.  Many volunteers provide multiple services for multiple organizations. Volunteers can either change their assignments or take on new ones.  

Special thought is given to developing assignments that allow for the limited physical strength and mobility of handicapped volunteers.  
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What is a Volunteer Station?

A volunteer "station" is the the organization  where the volunteer performs a service.  A station may be the physical place of the service or may be an organization which has multiple physical sites where service is provided (e.g., local school system).   All stations are located within the six jurisdictions of the VA Peninsula. Stations develop the volunteer assignments and supervise the volunteers. Stations also provide the volunteer with an orientation and  any training needed to accomplish the service. 

Occasionally, the station may assist the volunteer with support services such as transportation to and from the volunteer site or a meal  if the service time overlaps a regular meal time and the station has the facility to do so.  Stations formally recognize  the service of  volunteers.  Stations also provide the RSVP office with documentation of the hours served by each volunteer.
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Who is an active RSVP Volunteer?

An active RSVP volunteer is a person who is registered with RSVP of the Virginia Peninsula and volunteers at the assigned station(s). Volunteers must be willing to serve on a regular or occasional basis as needed by the station and be willing to accept any required instruction and supervision.  An active volunteer must provide some assigned service each year.

Anyone can be an RSVP volunteer regardless of belief, citizenship, color, creed, education, experience, handicap, income, national origin, political affiliation, race, or sex.

A volunteer who has not had service hours reported to RSVP during the past six months is considered inactive and will be contacted by staff. A volunteer who has service hours reported returns to active status. A volunteer who will no longer provide services through RSVP will be dropped.
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RSVP Benefits

A. Insurance

Insurance coverage is supplemental to the volunteer's primary coverage.  A separate brochure is attached to the back cover which describes the coverage in detail.

B. Mileage reimbursement

Within the service area of Hampton, James City County, Newport News, Poquoson, Williamsburg, and York County round-trip transportation and mileage reimbursement may be provided from the volunteer's home to the location of the volunteer service.  All reimbursements need to be verified by  time sheets.

C. Meals and Snacks

A meal or snack may be provided to a volunteer by the station  if the station is a meal provider and  the volunteer assignment overlaps the time for a meal or snack.
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D. Uniforms or Smocks

Sometimes volunteer stations require  volunteers to wear special uniforms or smocks.

E. Recognition

Formal and public recognition is arranged for  volunteers in appreciation of their service to the community.  In addition, stations often organize recognition programs at various times during the year.

F. Newsletter

RSVP publishes a newsletter several times throughout the year.  It contains news and items of special interest to senior volunteers.

Common Questions

What should I do if I know I will not be able to volunteer for a while?

If you know you will not be able to volunteer for an extended period of time, let the RSVP office and your volunteer station know.  Remember to call and let us know when you are able to volunteer again.
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What should I do if I move ?

If you change your residence and move to a different location in our service area, call the RSVP office and your station.  Share your new address and phone number.  That way, you'll be sure to receive newsletters and that special invitation to the annual recognition events.

If you move from the Peninsula, let the RSVP office know.  We have statewide and national contacts and can let the RSVP office in your new location know of your arrival.  We can even send a letter of introduction for you.    

Is there any type of agreement between the Volunteer Station and RSVP?

A Memorandum of Understanding  exists between each volunteer station and RSVP.  It establishes a formal working relationship with mutual responsibilities which benefit the RSVP volunteer.

If volunteer stations manage in-home assignments, letters of agreement are developed to describe and authorize RSVP activities in each home.
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How does a volunteer make an insurance claim?

The volunteer or station volunteer coordinator or volunteer director needs to report the accident or injury to the RSVP Director as soon as possible after the incident has occurred.  

How does a volunteer document the hours of service?

Each volunteer station has a system for recording service hours. Each volunteer should become familiar with a station's procedures and sign his/her name in the space provided on the time sheets verifying that the volunteer has worked the indicated hours.  

By the 5th working day each month, stations are asked to send time sheets for the previous month’s activity to the RSVP office. On rare occasions, a volunteer may give the RSVP volunteer coordinator the service hours over the telephone or send in special  "individual time sheets."  Volunteer time is also collected when a volunteer requests mileage reimbursement.  RSVP needs this documentation in case a volunteer has an accident or serious injury while volunteering and needs to prove that the he/or she did indeed serve on the day of the accident.
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What if things don't work out between the volunteer and the station?

Sometimes it becomes necessary to end a volunteer assignment.   RSVP staff and volunteer stations are alert to changes or problems, such as when the relationship is no longer meaningful or satisfying to the volunteer. A decision is made through joint discussion by the volunteer, RSVP staff and station staff.  A volunteer may have an assignment ended or be terminated from the program for such reasons as extensive or unauthorized absences, misconduct, and inability to perform assignments or accept supervision.  This action is sent in writing to the volunteer, the RSVP Advisory Council, the RSVP office  and the station.  If the volunteer wishes to appeal the decision, he/she needs to contact the RSVP Director, who will inform the volunteer of a decision in writing within 30 days. A volunteer who has been released from a service assignment can be considered for other appropriate placements.
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What is the RSVP Advisory Council?

The RSVP Advisory Council is comprised of seniors from area served.The Council advises and assists staff in the operation of RSVP by forming  local policy and developing  guidelines that benefit  RSVP volunteers. The Council meets bimonthly. The Chairperson of the Council is a member of the Board of Directors of RSVP of the Virginia Peninsula, Inc. Council Committees  work  with staff to assist in recruiting volunteers, recruiting stations and providing  support for special events and programs. 
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VOLUNTEER HANDBOOK

Retired and Senior Volunteer Program

of the Virginia Peninsula

Main Office


12388 Warwick Blvd., Suite 201


Newport News VA 23606


PH: 595-9037


FAX: 595-0047


Williamsburg Area


c/o Historic Triangle Senior Center


Attn: Jane Maston

5301 Longhill Rd.

Williamsburg, VA 23188

Ph: 259-4181 Fax: 259-4199

Responding to community needs through senior citizen volunteerism.
