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What is the Retired and Senior Volunteer Program [RSVP]? 

The Retired and Senior Volunteer Program is a volunteer placement program for retired and senior persons ages 55 and older.  Placements enable the senior volunteer to participate more fully in the life of Richmond and the outlying counties through significant volunteer service.  RSVP also serves as an advocate for Senior Citizens.

RSVP is a federally funded program, authorized under the Domestic Volunteer Service Act of 1973.  It was created by private citizens, medical professionals, and government agencies to respond to the needs of all retired and senior persons in America.  RSVP promotes the use of older persons as community resources in planning for community improvement and in the delivery of volunteer services.  RSVP is made possible by the coordinated use of the resources of the Corporation for National Service by the Richmond, Virginia metro area including the counties of Charles City, Chesterfield, Goochland, Hanover, Henrico, New Kent, and Powhatan.
Richmond RSVP has one office with one sponsor, Senior Connections, The Capital Area Agency on Aging located on 24 E. Cary Street, Richmond, VA 23219. 

 Organizational Goals

RSVP has seven organizational goals that have been established by the Corporation for National Service and Adopted by the RSVP Advisory Council.

· To develop a variety of community service opportunities for older people willing to share their experiences, abilities, and skills for the betterment of their community and themselves.

· To ensure that volunteer assignments are made consistent with the interests, skills, and abilities of the RSVP volunteers and the needs of the community.

· To ensure that RSVP volunteers are provided needed orientation, in-service training, individual support, supervision, and recognition for their service.

· To provide reasonable opportunity for community and volunteer involvement and support in the development, operation, and appraisal of the RSVP project.

· To develop local support to supplement available Federal resources and to ensure that program expenditures are incurred at the lowest possible cost consistent with the effective operation of the project.

· To cooperate with agencies and organizations involved in the fields of aging and volunteerism.

· To develop a sound locally controlled senior volunteer program with continuing volunteer support.

What is a station?

An RSVP station is a public, private, government, non-profit or proprietary health-care agency or organization that accepts the responsibility for assignment and supervision of RSVP volunteers.  Each volunteer station must be licensed or otherwise certified, when required, by the appropriate state or local government.  Individual private homes cannot be stations.  Stations cannot discriminate with respect to any activity or program because of race, creed, belief, national origin, age, sex, handicap, or political affiliation.  

Licensed proprietary health-care organizations or facilities may be volunteer stations. Placements of RSVP volunteers need to be limited to those volunteer assignments which provide direct and traditional assistance to patients such as visiting, teaching, counseling, entertaining, etc.  Placements cannot displace paid employees and must avoid staff or clerical assignments, which would accrue to the profitability of the proprietary health-care organization.

RSVP and the Station: A Partnership

A Memorandum of Understanding [MOU] is signed by the station representative, usually the station’s Volunteer Manager and the RSVP Director or representative of the RSVP Advisory Council.  This agreement establishes the working relationship and mutual responsibilities of both parties in the placement and management of the RSVP volunteers.  The MOU is initially signed when the agency makes a request for volunteers contracting with the RSVP for its volunteer needs.  The time frame of the first MOU for a new station varies from six to thirty months and is renewed every three years thereafter, before July 14th.

Station volunteer managers need to communicate their concern on matters involving the program, volunteers, or services offered so that a timely resolution of issues can take place.  The RSVP Director or the appropriate RSVP Volunteer Coordinator, assigned to their jurisdiction, is always available.

RSVP’s Volunteer Grievance Procedures are contained in the RSVP Volunteer Handbook. If requested, the RSVP Director, and/or the Volunteer Coordinator can act as an intermediary between the station and the RSVP Volunteer if a disagreement occurs.   If a station finds it is necessary to release a volunteer, the station is requested to notify the RSVP office via telephone/FAX and follow up with a letter explaining the reason(s) within 30 days of the volunteer’s release.

Stations that recruit volunteers on their own are requested to offer those volunteers over the age of 55 the opportunity to register with RSVP and receive the benefits of the program.  Your RSVP Director or RSVP Volunteer Coordinator can help you with this process (See Procedures for Signing Up RSVP Volunteers).
Who is an RSVP Volunteer?

To be eligible for enrollment as an RSVP volunteer, a person needs to be over 55, retired or semi-retired, willing to serve on a regular basis without compensation, willing to accept instruction and supervision, and live or work in Richmond or one the outlying counties: Charles City, Chesterfield, Goochland, Hanover, Henrico, New Kent, and Powhatan.

When Volunteer tasks are finished, the station is requested to forward the volunteer time sheets to the RSVP office by the 5th day of the following month. 

Some special provisions need to be made when placing an RSVP volunteer within a station.  Persons, organizations, or agencies may not request or receive compensation for the services of RSVP volunteers and RSVP volunteers cannot be considered to be employed.  Persons volunteering as RSVP volunteers cannot be assigned to political activities that identify with any partisan or nonpartisan political activity associated with a candidate or contending faction or group in an election, or voter registration activity.  RSVP volunteers cannot give religious instruction, conduct worship services, or engage in any form of proselytizing as part of their duties.  In addition, RSVP volunteers cannot perform any service or duty or engage in any activity, which impairs an existing contract for service. The term “contract for service” includes but is not limited to contracts, understandings, or arrangements (either written or oral).

Volunteer Station Responsibilities 

Once an agency or organization has identified a need for RSVP volunteers, a joint interview is conducted.  The MOU is signed if a need is determined, the volunteers are recruited, the agency needs to welcome them, and the RSVP volunteers need to be matched to genuine jobs appropriate to their abilities.

RSVP volunteers are part of the station’s volunteer staff.  Stations need to develop volunteer personnel policies that include volunteer assignments and written job descriptions, no matter what the job may be.  Also, the station needs to assign, supervise, and provide the RSVP volunteers with some type of pre-service and/or in-service training. 

Stations are encouraged to recognize the contributions of the RSVP volunteers to the well-being of the station at an annual event and encourage them to attend the annual RSVP Recognition Event.

When an RSVP Volunteer’s service time spans a meal period, stations are requested to provide a meal or snack when possible.

The RSVP office reimburses RSVP volunteers for the round-trip mileage to and from the 

station upon completion of the mileage forms monthly.  

When the station provides the RSVP volunteer with transportation, meals, or a recognition gift of any type, the station is requested to add the fair market value of those items on the monthly station time sheet or submit an “In-Kind Donation Receipt Voucher”.  In-Kind donations provide a much-need community match support for grant-writing purposes and are greatly appreciated.

Stations are requested to provide for volunteer safety as outlined in the MOU.

Volunteer stations, which include managing assignments in private homes, need to develop a “Letter of Agreement” describing and authorizing the volunteer activities in each home.  A requirement for “Letters of Agreement” will be incorporated in the MOU as needed.  The “Letter of Agreement” provides a common understanding of what the RSVP volunteer will and will not do while on the in-home assignment.  Such an agreement is not required for casual or friendly visiting where the purpose is to provide conversation and exchange of information and not to provide a service.  The delivery of meals to a home would not normally require a “Letter of Agreement”.

Stations are requested to add the RSVP office to their mailing list in order that the RSVP office may be aware of special events and scheduled closings, as well as times when the RSVP volunteers are in the station’s or the community’s spotlight.  When the station or the community in news articles honors RSVP volunteers, this information may be forwarded for use on the National level.

It is necessary for the RSVP office to send a quarterly “Project Progress Report” to the Corporation for National Service, our prime funding source.  For this reason, stations are asked to send a monthly tally of volunteer hours to the RSVP office on the “Station Volunteer Monthly Hours” form by the 5th working day of the month for the previous month’s volunteer activity.  The use of numbers [ie. 1,2,3,….] is requested.  Both the volunteer and the Station’s Volunteer Coordinator need to sign the time sheets and mileage sheets that are to be submitted to the RSVP office. The RSVP forms need to be used for submitting hours due to the high volume of volunteer hours submitted and the data entry that is needed to keep track of the hours. The station’s volunteer coordinator’s cooperation is GREATLY appreciated.  

Procedures for Signing Up Volunteers Already at a Station

1. The site manager and/or volunteer will call the RSVP volunteer office to ask for the appropriate forms. 

2. The volunteer will be asked to meet with the RVSP Director or Volunteer Coordinator.  This will establish a connection for the volunteer with RSVP.  Benefit information and grievance procedures will be discussed at that time. 

3. RSVP in order for the RSVP office  to keep track of volunteer hours 

4. In order for the RSVP office to keep track of volunteer hours and site information, a volunteer number will be given to the new RSVP volunteer.  This number will be put on the monthly hour and mileage forms turned in by the volunteer and Station Managers.  

Station Visitations

As a part of RSVP’s Volunteer Management Program, stations should expect RSVP staff and/or Advisory Council Members to call and schedule a visit at least once a year.  The purpose of these visits is to ensure that a good working relationship exists between RSVP and the station.  These visits are usually scheduled on a day that RSVP volunteers are working. The entire visit should take no longer than 45 minutes, unless a tour of the station is conducted.

Volunteer Management: Tips and Tools

Effective use of volunteers requires the application of a number of basic management principles including organization and planning.  This approach involves the following elements of job development through job descriptions:

· Recruitment

· Screening

· Orientation and Training

· Supervision and Evaluation 

· Retention and Recognition

A planned approach to managing each volunteer position involves effective implementation of all these elements in the order in which they are discussed here. 

Once a volunteer has indicated he/she wants to do volunteer work for the organization, the volunteer needs to be put to work as quickly as possible.  Volunteers do not want to wait weeks to start their volunteer work.

Job Service Descriptions

Establishing job/service descriptions up front for service performed by volunteer can be as valuable to an organization as it is for paid time off.  The investment of time required to define the duties of a position pays off in several ways: A job/service description sets a reasonable limit on the expectations of supervisors, paid staff, co-workers, and the volunteer.  It allows for realistic requirements, or at least defines desirable skills to recruit.  Necessary training plans can be developed.  The quality of performance can be measured against job-related standards.

The volunteer benefits most immediately by knowing what to expect and what will be expected.  The substantial future return of having documented service experience provides an added incentive to volunteers in spite of the fact that, as in the case of RSVP volunteers, they are 55 years young.

There are six key points that should be kept in mind when developing job/service descriptions for volunteers-

1) The job/service title should specifically reflect the type and level of the position.  

      Exaggerated titles are a disservice to both the volunteer and any prospective                  

      employer.  The Dictionary of Occupational Titles published by the U.S. Department 

      of Labor can assist when in doubt. 

2) Involve paid staff in developing the job/service descriptions for volunteers.  This will 

      lead to a more accurate description of the service to be performed and to a greater 

      acceptance of the volunteer by the paid staff.

3) The description of the service to be performed by the volunteer needs to define both      

      the activities and goals; what they will be doing and why they will be doing it.  It lets      

      the volunteer know how they help the organization achieve its mission of assisting 

      clients and the community.

4) The job/service description is not a static document.  It should be updated 

      periodically to match any change in the service requirements of the volunteer.  When  

      stations do this, they need to send the RSVP office a copy of the new job/service 

      description.

5) If the volunteers will be required to wear identifying name tags, aprons, or smocks as 

      they perform their volunteer service, this information needs a place in the job/service 

      description.

6) Job/service descriptions need to be given to the volunteer and be on file in the 

      volunteer station as well as in the RSVP office.

Volunteer Recruitment

Methods of volunteer recruitment can be divided into two general categories: mass recruitment and targeted recruitment.  

Mass recruitment is sending out a general call for volunteers and then trying to fit the respondents into the available service positions.  Normally, mass recruitment is only effective when a large number of volunteers are required for only a short period of time, such as a weekend event.  The volunteers will most likely be performing service that does not require a high level of skill or commitment.

Targeted recruitment is determining the need for a particular type of volunteer and then selectively, marketing the volunteer service position to qualified individuals.  This method has proven to be the most effective for RSVP.  As a result, job/service descriptions are important.

Screening, Orientation, and Training

Developing effective screening, orientation, and training procedures are as vital to any volunteer organization as they are to the salaried staff of the organization.  These elements deal with matching the appropriate volunteer to the correct service position.  Each of these areas depend on having an accurate service position description in place which will tell what qualifications are essential for successful completion of the service, what pieces of information need to be covered in the orientation, and what additional training will be given to the volunteer.  If there is difficulty in this area, the service descriptions need to be reviewed for accuracy and appropriateness.

Screening consists of an interview with each potential volunteer where three things need to be determined: Is the volunteer suitable for the specific service position?  Is the volunteer qualified and willing to perform the service?  Does the volunteer have additional abilities that might be better utilized by the agency in another capacity?  In addition, it is helpful to know how the volunteer found out about volunteer opportunities in the organization and what motivated the volunteer to respond to the need/request.  These latter two items can be beneficial to future recruitment.

Orientation and Training proceed naturally from the results of the screening process.  Matching the information in the volunteer service position description with the information in the volunteer service position descriptions with the information from the screening interview, gives a listing of items that need to be covered in the orientation and training sessions that are specific to the volunteer.  Train the volunteer for the service he/she is recruited to perform.  Training does not need to be a formal structure.  It can be casual as the service at hand.  It is a way to let the volunteer know what is expected.  Generic information about the organization that all volunteers need to know should be shared at this time.  The volunteer will be more inclined to stay with the organization for an extended period of time if he/she knows that an effort was made to make him/her feel a part of the organizational staff.

Supervision and Evaluation

Volunteers, like paid staff, require appraisal of the service they perform.  Supervision and evaluation are the managerial processes through which this appraisal is given.  To carry out this process of service review, three steps are recommended:

1) Reaching agreement with the volunteer on the service to be undertaken and the results to be achieved. One method by which this can be accomplished is through the volunteer job description. Another method is through the assignment of more specific tasks to the volunteer. Each method depends on the volunteer understanding and agreeing on the service to be performed, with the appropriate deadlines.

2) Providing regular contact with the volunteer. The monitoring of the volunteer’s progress provides opportunities to assist and motivate the volunteer.  One of the key duties of the volunteer manager is to be accessible to volunteers who need consultation and/ or reinforcement. 

3) Conducting periodic evaluations of the volunteer’s service. The evaluation can be formal in nature and consist of honest appraisal of the performance.  The evaluation should also allow for input from the volunteer.  It provides an opportunity to recognize and congratulate those volunteers who are effectively performing their assigned service.  In addition, it also provides forum for those volunteers who are dissatisfied with their service positions.  Performance appraisals give an opportunity to identify those individuals who are beginning to suffer burn-out or who are bored.  They also provide a structured forum for discussions with volunteers who are not working to adequate standards.  

Retention and Recognition

Retention and Recognition of volunteers are related topics.  Each deal with motivating volunteers to remain with the organization. Retention can be enhanced by the organization providing a meaningful service position for each volunteer, not make-work positions or positions that do not relate to concrete achievements.  Volunteers develop staying-power when their jobs are suitable for their qualifications. Constructive supervision and evaluations need to occur.  Confused volunteers with unclear assignments do not stay; neither do volunteers who are uncertain as to what good they have accomplished.  Volunteers need to be re-evaluated periodically for any changes in interest or roles that might have.  It might be the case that they and/or the organization might benefit from a reassignment.  Another rule-of-thumb is to keep inconvenience at a minimum.

VOLUNTEER HANDBOOK/PROCEDURES MANUAL

Volunteer Handbook/Procedures Manual for your organization should be given to the new volunteer during orientation or training sessions.  At a minimum, it should contain the following topics:

Dress Code

Emergency Procedures; i.e. inclement weather

Fire Equipment and Procedures

Grievance /Ombudsman Procedures

History of Agency

Job/Service Positions for Volunteers

Lines of Authority in Agency

List of Board Members and Titles

List of Staff Members and Titles with normal work schedule

List of Volunteer Names and Phone numbers with normal work schedules (if applicable)

Location of Volunteer sign in sheets

Location of Drop off box for RSVP volunteer hours and mileage

Parking and Transportation Procedures

Performance Reviews for Volunteers

Procedures for Personal Telephone Calls from agency

Procedures to follow when unable to serve

Resignation Procedures

System for Reimbursement of out-of pocket-expenses

Volunteer benefits package

When giving the Volunteer Orientation for your agency, volunteers should be informed about certain aspects of your organization which will make them feel a part of your organization and begin to develop a sense of loyalty.  These items are listed alphabetically.

Board of Directors Listing

Budget

Client Benefits

Client Description

Confidentiality Procedures

Description of Agency Programs

Funding Base

Goal/Mission

History of Agency

Letter of Greeting from Executive Director

Long Range Plan Summary

Map of Organization’s Facility

Organizational Structure

PR Materials of Agency

Problems Agency Addresses in Community

Role of Volunteers in Agency Mission

Staff Listing and Job Titles 

Survival Tips:


Parking, Coat Racks, Mail Boxes, Work Space, etc.
Volunteer Procedures Manual
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