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Dear Volunteer:


Welcome to the Senior Corps Programs sponsored by the Athens Community Council on Aging!  We are excited to have you as a volunteer.  Your role with this program is an important one.  
Senior Companions volunteer one-on-one with frail elderly and other homebound persons who have difficulty completing everyday tasks.  A Senior Companion provides companionship and alerts doctors and family members to potential problems, and may assist with grocery shopping or transportation to medical appointments. Foster Grandparents volunteer with children who are in need of some really special love.  Foster Grandparents are placed in schools, Head Start programs, and day care centers where they mentor, tutor, and provide one-on-one support to children.
And remember: When you volunteer, you’re not just helping others—you’re helping yourself. Volunteering leads to new discoveries and new friends. Plus, studies show that volunteering helps you live longer and promotes a positive outlook on life!
The policies and procedures for the Senior Companion Program and Foster Grandparent Program are recorded in this handbook to give you necessary information about your rights, privileges and obligations as a volunteer.  It is required that you familiarize yourself with these policies.  Please do not hesitate to ask questions about items you do not understand.


We know that while you are serving as a volunteer you will want to give your best to the folks to which you are assigned.  We are glad you are a part of these programs, and we look forward to sharing many good and rewarding times as we work together to impact our community.

Sincerely,

Staff of the Northeast Georgia Senior Corps
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Section 1.0

WHO ARE WE?

1.1
The Athens Community Council on Aging
Overview
[image: image8.wmf]The Athens Community Council on Aging is a private, non-profit organization incorporated in July 1967.  ACCA was founded by a group of individuals, organizations and churches which saw the older segment of our population as people who merited respect, dignity, and services in accordance with their great value to our society.  Throughout its history, ACCA has developed a variety of services and programs to meet their needs.  The Athens Community Council on Aging aims to maintain and enrich the lives of older persons in the 12 counties of Northeast Georgia. ACCA’s programs enable older persons to live independently at home and offer opportunities for employment, volunteerism, and other activities. ACCA is a resource for education, information, referral, counseling, and general assistance.

ACCA’s purposes are:
· To foster independent living and prevent premature or unnecessary institutionalization.

· To offer opportunities for participation in community life through a variety of educational and recreational activities, volunteer roles and employment.

· To advocate for the rights of older adults and persons with disabilities in the community and long term care facilities.

· To enhance the image of aging through community awareness, education, and networking.

· To identify needs and coordinate available funding and volunteer resources to maximize choices for older adults and persons with disabilities.

· To provide support for caregivers.

Current Programs

· Adult Day Services - provides medical monitoring, nutritious meals, rehab services, and therapeutic activities as an alternative to nursing home placement for frail older adults, individuals with Alzheimer’s disease and adults with disabilities.  The Frances and Upshaw Bentley Center, located in Athens, serves multiple counties, a facility in Winder serves Barrow County, and Mobile Adult Day Services provides partial-day programs in Elberton and Monroe. 

· Athens-Clarke County Senior Center - provides education, outreach, health, wellness activities and programs, and a noon lunch in the center.

· Foster Grandparent Program - connects volunteers age 55 and over with children and young people with exceptional needs. 
· GeorgiaCares - offers free, unbiased counseling on health insurance coverage and issues including Medicare and Medicaid. 
· Grandparents Raising Grandchildren - provides in-home support and case management for grandparents who are raising their grandchildren and includes social work, nursing and legal assistance.
· Home Delivered Meals (“Meals on Wheels”) - provides hot noon meals and frozen or shelf stable meals, delivered by volunteers weekdays, to homebound and disabled adults in Clarke County and Barrow County. 
· Long-Term Care Ombudsman - advocates for the rights of nursing home and personal care home residents, provides educational opportunities, and investigates and resolves complaints in long-term care facilities.
· Meals for You - provides private pay meal packs as meals on the go, emergency meals, and meals while you heal.
· RSVP (Retired & Senior Volunteer Program) - offers “one stop shopping” for volunteers 55 and over who want to find challenging, rewarding, and significant service opportunities in their local communities. 
· Senior Companion Program - brings together volunteers age 55 and over with adults in their community who have difficulty with the simple tasks of day-to-day living. 
· Senior Community Service Employment Program (SCSEP) - enables older adults to re-enter the workforce through on-the-job training and job placement. 
· Transportation - provides door-to-door escort to ACCA programs and other medical, social service, and shopping trips in Clarke County. 
1.2  The Corporation For National and Community Service 

[image: image9.wmf]Overview

The Corporation for National and Community Service (CNCS) provides opportunities for Americans of all ages and backgrounds to serve their communities and country through three programs: Senior Corps, AmeriCorps, and Learn and Serve America.  Working with national and community nonprofits, faith-based groups, schools, and local agencies, the Corporation engages more than two million Americans each year in meeting critical needs in education, the environment, public safety, homeland security, and other areas. The Corporation and its programs are part of USA Freedom Corps, a White House initiative to foster a culture of citizenship, service, and responsibility, and help all Americans answer the President’s Call to Service.

Programs

· Senior Corps – Senior Corps taps the skills, talents, and experience of more than half a million Americans age 55 and older to meet community needs in education, the environment, public safety, homeland security, and other areas through three programs: RSVP, Foster Grandparents, and Senior Companions
· AmeriCorps – AmeriCorps engages more than 50,000 Americans each year in intensive service to meet community needs in education, the environment, public safety, homeland security, and other areas.  Members serve with national nonprofit organizations as well as with hundreds of smaller community organizations, both secular and faith-based. Other members serve with AmeriCorps*NCCC (National Civilian Community Corps), a team-based residential program for adults 18 to 24 years old, or in low-income communities with AmeriCorps*VISTA. In exchange for a year of service, AmeriCorps members earn an education award that can be used to pay for college or to pay back qualified student loans.

· Learn and Serve America –Learn and Serve America provides grants to schools, colleges, and nonprofit groups to support efforts to engage 1.5 million students each year in community service linked to educational goals. This type of learning, called service-learning, improves communities while helping young people develop their academic and civic skills.
1.3   Senior Corps
Overview

The National Senior Service Corps (or Senior Corps, for short) is a network of three separate and distinct programs:  

1. The Foster Grandparent Program

2. The Senior Companion Program

3. The Retired and Senior Volunteer Program (RSVP)

These programs are administered nationwide by the Corporation for National and Community Service, and are sponsored locally by the Athens Community Council on Aging.

[image: image10.wmf]The Foster Grandparent Program (FGP) was authorized by Congress in 1965 as a way to enable low-income older adults to receive benefits while serving children with special needs.  Approximately 31,000 Foster Grandparents meet the needs of more than 260,000 young people each year. Working one-on-one and serving between 15 and 40 hours a week, Foster Grandparents provide support in schools, hospitals, drug treatment centers, correctional institutions, and child care centers.  Among other activities, they review schoolwork, reinforce values, teach parenting skills to young parents, and care for premature infants and children with disabilities. Foster Grandparents often maintain an ongoing, intensive relationship with the children and youth served for a year or longer.  ACCA has sponsored Foster Grandparents in Northeast Georgia since 1997.
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In 1974, the Senior Companion Program (SCP) was also funded by Congress, modeled after the successful Foster Grandparent Program.  The Senior Companion Program helps frail seniors and other adults maintain independence primarily in the clients’ own homes.  Approximately 15,000 Senior Companions serve more than 56,000 individuals each year.  Senior Companions serve between 15 and 40 hours a week and typically serve between two and four clients. Among other activities, they assist with daily living tasks, such as grocery shopping and bill paying; provide friendship and companionship; alert doctors and family members to potential problems, and provide respite to family caregivers.  ACCA has sponsored the Northeast Georgia Senior Companion Program since 1988.
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The Retired and Senior Volunteer Program (RSVP) was established in 1971 and is now one of the largest senior volunteer organizations in the nation. RSVP engages nearly 450,000 people age 55 and older in a diverse range of volunteer activities.  Volunteers tutor children, renovate homes, teach English to immigrants, assist victims of natural disasters, provide independent living services, recruit and manage other volunteers, and serve their communities in many other ways.  RSVP volunteers choose how, where, and how often they want to serve, with commitments ranging from a few hours to 40 hours per week.  ACCA has sponsored the Northeast Georgia RSVP program since 1973.
1.4   The Foster Grandparent Program

Purpose

The Foster Grandparent Program provides grants to qualified agencies and organizations for the dual purpose of engaging persons 55 and older, particularly those with limited incomes, in volunteer service to meet critical community needs; and to provide a high quality experience that will enrich the lives of the volunteers. Program funds are to be used to support Foster Grandparents in providing supportive, person to person service to children with exceptional needs, or in circumstances that limit their academic, social, or emotional development.

History

The Foster Grandparent Program (FGP) began on August 28, 1965, as a national demonstration effort.  It showed how low-income persons aged 60 and over have the maturity and experience to establish a personal relationship with children having either exceptional or special needs.  Under the Office of Economic Opportunity’s (OEO) enabling legislation, sections 205 and 207, Title 20A of the Economic Opportunity Act of 1964, as amended, FGP began as an employment program.

An agreement between OEO and the Administration on Aging (AOA) resulted in funding of 21 FGP project sponsors.  The volunteers were placed in more than 45 institutions.  About 800 Foster Grandparents were employed to provide care and attention to children up to five years of age in institutional and community settings.

By 1968 a total of 68 FGP projects had been developed and funded in 40 states and in Puerto Rico.  There were 4,100 Foster Grandparents enrolled, assisting over 10,000 children in health, education, welfare, and related settings.

Funding authority was transferred to AOA in 1963 under Title 6 of the Older Americans Act, as amended.  At this time, FGP became a stipend volunteer program with low-income elderly, ages 60 or over, continuing to serve children up through 17 years of age.  Under Reorganization Plan No. 1 of July 1, 1971, FGP was transferred to the newly created Federal agency, ACTION.  The Domestic Volunteer Service Act (DVSA) of 1973 (Public Law 93-113) replaced Title 6 of the Older American’s Act.  On April 21, 2009, President Obama signed into law the Edward M. Kennedy Serve America Act (Serve America Act).  The act reauthorizes and expands national service programs administered by the Corporation for National and Community Service Act of 1990.

At the end of Fiscal Year 2008, 28,700 volunteers served 24.3 million hours of service to 250, 600 youth across America – while enriching their own lives through service.

Goals
The goals of the Foster Grandparent Program are to:

· Enable low-income persons aged 55 and over to remain physically and mentally active and to enhance their self-esteem through continued participation in needed community services. 

· Enable children with either exceptional or special needs to achieve improved physical, mental, emotional and social development thereby helping them to reach social, behavioral, developmental and educational goals. 
· Provide a stipend and other benefits which enable eligible persons to participate as Foster Grandparents without cost to themselves. 
1.5   The Senior Companion Program

Purpose

The Senior Companion Program provides grants to qualified agencies and organizations for the dual purpose of engaging persons 55 and older, particularly those with limited incomes, in volunteer service to meet critical community needs; and to provide a high quality experience that will enrich the lives of the volunteers. Program funds are used to support Senior Companions in providing supportive, individualized services to help older adults with special needs maintain their dignity and independence.

History
Congressional interest in establishing a program targeted to service by and for older persons began in 1968.  In March 1973, the President asked Congress to authorize ACTION (the Federal Domestic Volunteer Agency) to expand the role of low-income older volunteers to provide person-to-person service "helping more older Americans . . . work with older persons."  Seven months later, the Senior Companion Program concept was incorporated under Title II, Section 211(b) of the Domestic Volunteer Service Act of 1973 (Public Law 93-113) as amended.  

Funds were appropriated by Congress in 1988 to establish 44 new Projects throughout the United States to provide in-home assignments of Volunteer Senior Companions.  In August 1988, a grant was awarded to the Athens Community Council on Aging to establish the Northeast Georgia Senior Companion Program.  On April 21, 2009, President Obama signed into law the Edward M. Kennedy Serve America Act (Serve America Act).  The act reauthorizes and expands national service programs administered by the Corporation for National and Community Service Act of 1990.

At the end of Fiscal Year 2008, 15,200 volunteers served 11.5 million hours of service to 68,100 clients across America.

Goals
The goals of the Senior Companion Program are to:

· Develop volunteer service opportunities through which low-income persons aged 55 and over can contribute to their community;
· Provide a stipend and other benefits which enable eligible persons to participate as Senior Companions without cost to themselves;
· Establish new social service roles for low-income older persons through which they can maintain a sense of self-worth, retain physical health and mental alertness, and enrich their social contacts;
· Provide supportive services to adults (21 years of age and older), especially older persons, in an effort to maintain independent living.

Section 2.0

ENROLLMENT AND ELIGIBILITY POLICIES
[image: image2.wmf]
2.1 Equal Opportunity Statement

The Athens Community Council on Aging, Inc. is committed to the principle of affirmative action and shall not discriminate against otherwise qualified persons on the basis of race, color, sex, age, national origin, religious belief, political affiliation, over-qualification, physical or mental handicap, disability, veterans status, or past participation in the discrimination complaint process in its employment, facility, and program accessibility.  This policy applies to all aspects of the employment relationship including, but not limited to the following:  recruitment or recruitment advertising; promotion, demotion, or transfer; layoff or termination, rates of pay or other forms of compensation; and selection for training, including apprenticeship.  Employees and Volunteers are not allowed to show prejudice or discrimination in matters concerning service recipients, visitors, volunteers, or co-workers.

2.2 Accessibility Information

To better serve the volunteer community, the Athens Community Council on Aging staff welcomes individuals with disabilities and does not discriminate against them in any way in compliance with the Americans with Disabilities Act (ADA) of 1990. The Athens Community Council on Aging will ensure that facilities are barrier-free and accessible according to appropriate federal and state statutes. Programs and activities are readily accessible and usable by individuals with disabilities.
2.3 Eligibility to be Enrolled

To be enrolled as Foster Grandparents or Senior Companions, individuals must be

· 55 years of age or older,
· Medically qualified (based on a physical examination) to serve without detriment to themselves or others,
· Able to pass criminal and sexual offender background checks,
· Be willing and able to follow instructions and accept supervision, and
· Have a total household income from all sources not greater that 200% of the poverty level.  (Current volunteers remain eligible as long as household income does not exceed entry level by more than 20%).  Unreimbursed medical expenses may be subtracted from gross income for the purpose of determining eligibility.

Eligibility to be a Senior Corps volunteer shall not be restricted on the basis of formal education, experience, race, religion, color, national origin, sex, age, handicap, or political affiliation.

2.4 Recruitment and Selection of Volunteers 

Applications for enrollment in the Senior Corps are accepted at all times.  Applicants for the FGP/SCP may be placed on a waiting list until positions are available.  

Although there may be applicants waiting for placement, additional applicants may be recruited when:

· Assignments require skills or abilities not possessed by persons awaiting placement,
· Persons awaiting placement do not have access to private automobiles, and the volunteer assignments are inaccessible by public transportation,
· Volunteers awaiting placement are inflexible in accepting assignments, or

· The Corporation for National and Community Service mandates recruitment of special groups to achieve a better balance.

Priority in FGP/SCP enrollment will also be given to highly-motivated persons with the greatest economic need.

2.5 Sexual Offender and Criminal Background Checks

All new Senior Corps volunteers working one-on-one with vulnerable persons must have sexual offender background checks and criminal background checks before placement.  This includes all FGP/SCP volunteers as well as some RSVP volunteers—depending on their assignments.
Persons with a sexual offender background will not be allowed to work with the FGP/SCP programs or with RSVP serving vulnerable populations.  The result of this sexual offender check will be held in strict confidence.
A prior arrest will not automatically preclude participation in the Senior Corps programs.   However, it may limit the types of volunteer assignments (or the volunteer stations) in which a person may work.  With your written permission, background information may be shared with a volunteer station for possible approval.   

Without your written permission, background results will be held in strict confidence.  However, volunteers with a record of offenses who do not wish to share that information with the potential volunteer station will not be placed.

Volunteers who feel their criminal background checks were in error may challenge the results by contacting the Justice Department where the act was reportedly committed.

2.6 Physical Examination
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You will be given an examination before your initial assignment as a volunteer and once a year thereafter.  The Senior Corps office will provide you with a list of participating physicians that will give the exam at no charge.  Volunteers may use their personal physician to conduct the examination at their own expense.
Through the exam, a doctor must determine whether or not you have any condition (physical or mental) that would be a barrier to your successful performance as a Senior Corps volunteer.  Failure to pass a physical examination is just cause for dismissal from the Senior Corps programs.  

A volunteer who fails to report to work after receiving a physical exam provided by the program will be asked to reimburse the program for the cost of the exam.  Similarly, a new volunteer who fails to complete his/her 3-month work test may be asked to reimburse the program for this expense.
A volunteer whose physical examination is more than a year old will not be allowed to work until a new exam has been received in the Senior Corps office.  You should make a note of the date your annual exam is due, and schedule an appointment in advance of the year’s deadline. 
2.7 Annual Income Review

To be enrolled as an FGP/SCP, you may not have an annual household income from all sources, after deducting allowable medical expenses, which exceeds 200% of the poverty line.  Because of this eligibility requirement, it will be necessary for Senior Corps staff to review your income from all sources at the time of your initial interview and annually thereafter.  Annual income includes your income and that of your spouse, if the spouse lives in the same residence, as well as the value of shelter, food, and clothing, if provided at no cost by persons related to the volunteer or spouse.
At the time of initial income review, eligibility is based on projected income for the following 12 months, based on income at the time of application.  At all subsequent income reviews, eligibility is based on actual income from the past 12 months.  Once enrolled, a volunteer shall remain eligible so long as his/her income does not exceed the applicable income eligibility guideline by 20 percent.

2.8 Test Period

All new Foster Grandparents and Senior Companions are enrolled for an initial three-month test period.  This allows time to decide if you wish to continue as a volunteer, and it gives Senior Corps staff the opportunity to determine whether or not you can perform satisfactorily in your volunteer position.  No notice is required by the Senior Corps Program if it is determined that you cannot perform satisfactorily, or by you if you decide to terminate.  During this test period, you will receive all benefits afforded permanent volunteers.  However, annual leave cannot be taken with stipend payment during this period (except in special cases with prior approval of the Program Director).

Toward the end of the work test period, Senior Corps staff and the volunteer station supervisor will be asked to evaluate the volunteer’s ability to perform his/her duty.  This will include the volunteer’s ability to understand and follow directions as well as his/her ability to get along with the clients, volunteer station staff, and other volunteers.  Upon successful completion of the work test evaluation, a Foster Grandparent or Senior Companion will be granted permanent status.
2.9 Evaluation

[image: image14.wmf]Your performance will be evaluated after the first three months and annually thereafter.  We have found that most volunteers receive evaluations full of praise and, if necessary, some may include constructive criticism.  If it is determined that a volunteer is not performing satisfactorily, he or she will be advised of the weakness in performance and instructed on how to perform better.  There will also be on-site visits at least twice each year to evaluate the appropriateness of your placement and the satisfaction level of those you serve. 
Section 3.0

VOLUNTEER TERMS OF SERVICE

3.1 Hours
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Foster Grandparents and Senior Companions serve a minimum of 15 hours per week and a maximum of 40 hours per week.  No volunteer may work more than 2088 hours per year.  You will be informed of the minimum and maximum number of hours you are permitted to volunteer, based on local need.  While we strive for continuity in hours, there may be times when these parameters change.  Please note that all volunteers may be subject to limited hours based on the availability of our grant.

According to our grant, the Northeast Georgia Foster Grandparent Program will provide 36,540 hours of volunteer service to the community each year on a fiscal year (July – June) basis.  The Northeast Georgia Senior Companion Program will provide 52,200 hours of volunteer service to the community each year on a fiscal year (July – June) basis.

Travel time between a volunteer's home and place of assignment may not be considered part of the service schedule and is not stipended. If you have more than one assignment, travel time between these assignments is part of the service schedule. Meal time may be part of the service schedule if meals are part of the volunteer assignment plan, are taken with the persons served, and are deemed by the sponsor and the volunteer station to be beneficial to the assigned clients. Additionally, attendance at pre-service orientation, in-service training, and recognition events is also considered as part of the service schedule.
3.2 Time Sheets

Foster Grandparents and Senior Companions receive time sheets on a monthly basis.  The time sheet will have holidays and training days marked. You are required to have your volunteer station supervisor sign your time sheet before submitting it to the Senior Corps office.  Your paycheck will not be processed if your time sheet has not been signed by you and your volunteer station supervisor.

During orientation, you will be instructed on the correct procedure for completing the time sheet.  It is your responsibility to make sure your time sheet is filled out and handed in correctly.  Time sheets are due in the Senior Corps office by the due date stated on the time sheet, typically the 4th business day of the month.
For more information, please see Appendix A.

3.3 Training

Pre-Service and On-the-Job Orientation

[image: image16.wmf]Once you are enrolled in the program, you will be provided with 40 hours of orientation, of which 20 hours will be pre-service and 20 hours training on-site, in order for you to be the best possible volunteer.  Orientation will familiarize you with the program and introduce you to the Senior Corps staff, volunteer station staff, the person(s) to be served, and other volunteers.  Orientation will provide information on what is expected from you as a Foster Grandparent or Senior Companion, acquaint you with the characteristics and special needs of the person(s) assigned to you, and discuss policies and procedures of the program.  You will receive a stipend and be reimbursed for transportation for each day of orientation.  Volunteers who choose to not participate in the program following orientation will not receive a stipend or reimbursement for time spent in training.  Furthermore, a volunteer who fails to attend a scheduled pre-service orientation for an unexcused reason will be required to attend a make-up session for which they will not receive a stipend.
Following orientation, you will either be placed on assignment or placed on a waiting list of trained volunteers who will be enrolled as opportunities arise.  

Confidentiality Training

Volunteers may learn personal or sensitive information about the clients with whom they work.   This information, as well as the identification of the clients, is to be held in strict confidence.  A breach thereof will result in separation from the program.

In-Service Training  

In-service training is held one day each month, and is mandatory for all volunteers.  In-service training is for your benefit and is designed to better equip you as a volunteer.  The sessions will keep you up to date on program news, community services, and methods of working with clients, as well as provide a forum for you to interact with Senior Corps staff and ask questions.
In-service training is considered a work day, and will be paid as such.  Sick Leave may only be used on an in-service day only in the case of an emergency or sudden illness.  Non-emergency doctor’s appointments should never be made on in-service days, and a volunteer regularly using sick leave on that day may be asked to bring in a doctor’s statement.  Annual Leave may not be used on an in-service training day unless pre-approved by the Program Director.  If you choose to go to your volunteer assignment instead of attending in-service training, you will not receive a stipend for that day.  
Volunteer Station Training

Volunteers may be asked to participate in special training offered by the volunteer station. This training, which may not exceed eight hours per day, will be considered a work day.

The volunteer’s stipend will be paid for these additional hours, as long as Senior Corps staff has been notified prior to and approved the training and as long as the hours are documented on the volunteer’s time sheet.  

3.4 Standard of Conduct

As representatives of a community based service agency, volunteers must operate in a professional, businesslike, and courteous manner in all dealings with co-workers, service recipients, and the public-at-large. The impressions formed of ACCA and Senior Corps may very likely result from the impressions formed of you as an individual. We want to continue to give the community a positive impression, and you are an important key to the enhancement of that image.
Every standard of conduct of the FGP/SCP Programs is established specifically for the well-being of all volunteers and the overall efficient operation of the program. Volunteers who fail to follow the necessary rules and regulations governing their conduct are not only penalizing themselves, but also are doing a disservice to all the other volunteers.  The FGP/SCP Programs’ standards of conduct are not intended to restrict or impose upon the privileges of anyone, but are designed to ensure the rights and safety of all volunteers and to provide working guidelines to assure equitable and businesslike behavior to efficiently serve in the proper role.

As a Foster Grandparent or Senior Companion, you will be expected to:

-  Be at your assignment regularly and on time.


-  Perform the duties you were instructed by your supervisor to do.


-  Handle your assignment in a pleasant manner.


-  Always be neat and clean.


-  Wear your name-tag while on assignment.


-  Keep personal information about the person you serve confidential.


-  Not accept money and/or gifts from clients.


-  Turn in all time sheets and/or travel expense reports by the due date on your time sheet.


-  Call the Senior Corps staff and your supervisor when you are out sick.


-  Attend mandatory in-service training sessions.

These expectations will be part of your annual evaluation.

3.5 Name Badges

Many volunteer stations require that volunteers wear picture name badges, and will provide these for the volunteers.  At other times, the Senior Corps office will prepare name badges for volunteers.  These badges identify individuals with the program, and volunteers are required to wear them at all times while volunteering. 

3.6 Dress Standards
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Foster Grandparents and Senior Companions represent not only the programs to which they belong, but the Athens Community Council on Aging as well.  All employees are to be neat and clean and to wear clothing appropriate to their job and program responsibilities. Clothing should be chosen with the volunteer’s clientele in mind. Radical departure from conventional dress or personal grooming is not permitted. Clothing offensive to the Council's public will not be allowed, including, but not limited to, alcohol and tobacco-related apparel and clothing with profane or crude wording and pictures. Shoes must provide safe, secure footing, and offer protection against hazards. If one’s supervisor feels one’s personal appearance is inappropriate, he/she may be asked to leave work until he/she can return properly dressed or groomed.
In order to promote a positive and sanitary volunteer environment, the following grooming standards are required:

· Hands should be washed frequently as an aid to good health.

· Hair should be clean and neat.

· Makeup should be modest.

· Regular bathing is a must, and volunteers should use a deodorant.

· An attractive smile is a great asset – volunteers must practice good dental and oral hygiene.

· Be sure to observe the volunteer stations’ rules, including the use of tobacco products.  No snuff, chewing tobacco, or smoking is allowed while working with clients.

Section 4.0

DIRECT BENEFITS

4.1 Stipend

[image: image18.wmf]Foster Grandparents and Senior Companions serve an average of twenty hours each week, and receive a monetary stipend for actual hours served as reported on a time sheet.  The hourly stipend is an amount determined by Congress.  The stipend is paid for time spent with the clients, for earned leave, for agency holidays, and for special activities such as training and volunteer recognition.  A stipend is not paid for volunteer break times.

Volunteers are paid for travel time between client assignments, but cannot be paid for travel time to and from home.  Meals, if taken with a client as part of the volunteer’s assignment, are included in the service schedule and therefore considered stipended work time.  Meals not eaten with a client will not be included as part of the stipended work time.

Please note that Foster Grandparents and Senior Companions are not employees of the Athens Community Council on Aging, the volunteer stations, the Corporation for National and Community Service, or the Federal Government, and the hourly stipend is not a wage.  By law, the stipend is not subject to tax, nor can it be counted as income for the purpose of any government benefit such as public housing, SSI, or food stamps.

4.2 Transportation

[image: image19.wmf]
Foster Grandparents and Senior Companions who are not transported or reimbursed for transportation expenses by their volunteer station will receive assistance with the cost of transportation to and from volunteer assignments and official program activities including orientation, training, Advisory Council meetings, and recognition events.  Request for transportation reimbursement is submitted with your time sheet.

An annual cap is set determining the amount of funds available for travel reimbursements. If funds are available and the following requirements are met, volunteers may be reimbursed.

Volunteer Drivers

Reimbursement for volunteers who drive their own cars is based on a cost-per-mile rate set by Athens Community Council on Aging.  Drivers will be reimbursed on a mileage basis directly to and from work and for approved on-the-job travel, with a daily cap.  Documentation on the distance from the volunteer’s home to the volunteer station and to the Athens Community Council on Aging for in-service will be kept in the volunteer’s file.   Documented mileage will be periodically compared with the mileage requested on a time sheet for reimbursement to ensure accuracy.  

Carpooling
Those drivers who transport another volunteer will be reimbursed per mile for the entire route from their home, to the rider’s, to work, and back, not to exceed the daily cap.  Drivers who transport a spouse, next-door neighbor, or someone who lives on their direct route to work will not be paid extra mileage.  Passengers do not receive reimbursement, and are not expected to pay the driver.  Drivers accepting payment from their riders in addition to their Senior Corps reimbursement will put their own reimbursement in jeopardy.  
Public Transportation

Volunteers who use public transportation will be reimbursed for the actual cost of their transportation, not to exceed the daily cap.  Receipts from paid transportation must be submitted with your time sheet to request reimbursement.

Other

Volunteers who contract with someone not on the program to provide transportation should talk with a Senior Corps staff member regarding a reimbursement plan.

Volunteers who walk to their assignment will not receive travel reimbursement.  

4.3 Meals

[image: image20.wmf]Foster Grandparents and Senior Companions serving during meal times who must consume a meal paid for out-of-pocket can receive reimbursement up to the maximum allowable rate under the present grant.  In no instance will a meal be reimbursed on a day the volunteer does not serve, or if it is eaten before or after volunteer service.  Neither will a meal be reimbursed if the volunteer station is willing to provide a meal at no cost to the volunteer.  Requests for meal reimbursements are submitted with your monthly time sheet, and both the volunteer and the volunteer supervisor signature are required to validate the request.
An annual cap is set determining the amount of funds available for meal reimbursements.  If funds are available and the above requirements are met, volunteers may be reimbursed.

Many volunteer stations provide meals as a donation to the Senior Corps programs. Volunteers who eat at a station should remember that they are guests, and should conduct themselves as such.  Remember, meals are to be eaten on the premises—never “doggie-bagged” and taken home.   

4.4 Holidays

Foster Grandparents and Senior Companions receive up to eleven (11) paid holidays each year.  The schedule is based upon the holidays observed by the Athens Community Council on Aging and is as follows:

•  New Year’s Day



•  Labor Day

•  Martin Luther King, Jr.’s Birthday
•  Thanksgiving Day

•  President’s Day



•  Day after Thanksgiving

•  Memorial Day



•  Christmas Eve

•  Independence Day


•  Christmas Day
•  Floating Holiday (set annually by ACCA Executive Director)
You will receive four (4) hours of stipend payment for each holiday, regardless of the number of hours you usually work each day.  Your monthly time sheet will reflect any holidays observed during the month.  In some cases, volunteers will serve at stations which observe breaks and holidays not authorized by the Athens Community Council on Aging as one of the 10 official paid holidays.  If clients are not present (example: school on Spring Break), volunteers have three choices:
· They may stay home and take an annual leave day.

· They may ask the Senior Corps staff for reassignment to another station during that time (sometimes, but not always possible).

· They may opt to go without pay to save their annual leave for a time of their choosing.

A volunteer may not work during a holiday and take off another day in exchange.  A volunteer who works on a holiday will not receive a stipend or travel reimbursement, nor will he/she be covered by program insurance on that day.
A volunteer must be active (i.e., have worked hours) during the month of the holiday to receive the holiday stipend.
4.5 Inclement Weather Pay

[image: image21.wmf]The Foster Grandparent and Senior Companion Programs will be closed due to severe weather conditions when schools are closed because of such conditions.  Volunteers will receive a “severe weather” stipend for four (4) hours just as though they had worked, based on your service schedule.  For example, if you normally volunteer Tuesday through Friday, and your school district is out for snow on Monday and Tuesday, you would only be paid a severe weather stipend for Tuesday.
 

If bad weather has been reported, tune into a local radio or television station before going out to volunteer.  If your local school district announces that county schools will be closed for the day, do not report to your station.  On your time sheet, write “Weather”.  You will be paid 4 hours for the day, and no mileage or meal allowance can be claimed on this day.  Please note that if you volunteer at an in-home assignment or at a station that is not closed for the day, you are required to notify your site supervisor that you will be absent due to weather.
 

After schools have re-opened, volunteers must use annual leave or unpaid leave for any extended absences due to bad weather (i.e., icy driveways or back roads).
 

If your school district announces that county schools are open but on a delayed schedule, you may call your site supervisor to adjust your schedule for the day or take annual or unpaid leave, but you are not eligible to receive the severe weather stipend. 
 

Most importantly, we want our volunteers to be safe.  In the case of inclement weather or poor road conditions, please exercise caution.  Use your best judgment in making a decision to travel to the volunteer assignment, and always notify your volunteer station if you will be absent due to weather.
 

· Example:  Connie Companion lives in Madison County.  She wakes up on Monday morning to a blanket of snow.  The radio announces that Madison County schools are closed for the day, while Clarke County is running on a normal schedule.  Is she eligible for the severe weather stipend?
YES!  Connie must follow the school closings in her county.  Since she lives in Madison County and Madison County schools are closed, she is eligible for the severe weather stipend.
 

· Example: Gregory Grandparent lives in Barrow County.  He hears on the radio that schools in Clarke County are closed due to ice.  Is he eligible for the severe weather stipend?
NO.  Gregory must follow the school closings in his county.   Since he lives in Barrow County and Barrow County schools are open, he is not eligible for the severe weather stipend.  He may, however, use annual leave or unpaid leave if he feels unsafe traveling to his station.
4.6 Annual Leave

[image: image22.wmf]The Senior Corps Office recognizes the need for an occasional change of pace and we believe in giving all volunteers an opportunity for rest and relaxation from their duties.  All of us get renewed interest in everyday tasks when we break our ordinary and regular routine.  For this reason, it is our policy to grant annual leave, or vacation time, to Foster Grandparents and Senior Companions.

You will earn four (4) hours of annual leave at the end of each month that you volunteer.  This means you could earn up to forty-eight (48) hours, or twelve (12) days, each program year.  You only accrue annual leave during months that you actually volunteer.  Annual leave is accumulated on a fiscal year basis, which runs July through June.    On June 30, any unused annual leave will be paid out if funds are available.  Please note that receiving a payout for unused annual leave is not a guarantee and as such, volunteers should plan on using their annual leave throughout the year to ensure they will receive the benefit.  If grant funds are not available, any unused annual leave will be forfeited each year on June 30.
[image: image23.wmf]Foster Grandparents and Senior Companions begin accumulating annual leave immediately upon placement.  However, annual leave may not be used until after the initial 3-month work test period is successfully completed.  (Exception:  Volunteers who are enrolled near the end of the fiscal year may use their leave to avoid losing it on June 30.  Annual leave earned by these volunteers after June 30 cannot be used until the end of their work test period.)  Any other exceptions must be approved by the Program Director.  Annual leave may be taken in 4-hour units, and must be approved by a volunteer’s immediate supervisor.  

Absence beyond available accrued annual leave will be construed as absence without pay.   It is your responsibility to notify Senior Corps staff directly if you have a need for extended leave.  Do not assume that the volunteer station staff or another volunteer will inform the Senior Corps office.

Retiring volunteers will be paid for any unused annual leave when they separate from the program.  Annual leave will not be paid if a volunteer does not successfully complete his/her work test period.

A volunteer who is ill and has exhausted his/her sick leave will automatically be paid from earned annual leave.

4.7 Sick Leave

Sick leave is a privilege granted to Foster Grandparents and Senior Companions to provide for times of illness.  [image: image24.bmp]You will earn four (4) hours of sick leave at the end of each month that you volunteer.  This means you could earn up to forty-eight (48) hours, or twelve (12) days, each program year.  You only accrue sick leave during months that you actually volunteer.  Sick leave is accumulated on a fiscal year basis, which runs July through June.  Volunteers begin accumulating sick leave immediately upon enrollment and it may be used as it is earned.  Any unused sick leave will be forfeited each year on June 30.  Any unused balance is forfeited when a volunteer leaves the program.
Sick leave may be used for:

· Illness

· Doctor’s appointments

· Illness in immediate family (spouse, parents, children, or sibling)

· Exposure to a contagious disease that could endanger others

Sick leave is not to be considered as earned annual leave and may not be used for vacations.  Neither may it be used when a volunteer is without transportation due to another volunteer’s illness or doctor’s appointment. 
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Sick leave may be used in 4-hour units, and must be reported immediately to the volunteer station supervisor.  Volunteers must notify their supervisor as soon as possible on the day they are requesting sick leave (or before, if known), and state the reason for the absence and when they expect to return.  It is also a good practice to make sure that your client knows that you will be absent so that other arrangements can be made.  If a volunteer’s absence is due to illness and extends to five (5) consecutive days, sick leave must be reported to the Senior Corps staff and a doctor's statement or diagnosis may be required prior to returning to your volunteer assignment.
If you exhaust your available sick leave, you will automatically be paid with any annual leave on the books.  When all annual leave is exhausted, the volunteer will be absent without leave which may ultimately result in dismissal from the program.  To avoid dismissal, volunteers must contact the Senior Corps staff and produce a doctor’s written request for extended leave of absence up to six months.  (See Section 4.8 for more on this subject.)

4.8 Other Leave
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Jury and Court Leave
You may request a leave of absence with stipend payment and without charge against other types of leave so long as your presence is required elsewhere for purposes of serving as a juror, when testifying in your capacity as a Foster Grandparent or Senior Companion with the Program, or when in obedience to a subpoena or direction by proper authority to appear as a witness for the federal government, the state of Georgia or a political subdivision thereof.  Your stipend during this time will be based on your service schedule.  You must notify Senior Corps staff immediately after service of a jury duty summons or court subpoena.

If you are subpoenaed in private litigation or by some party other than the federal government, the state of Georgia, or a political subdivision thereof to testify as an individual not in your capacity as a Foster Grandparent or Senior Companion with the Program, you will be entitled to use annual leave or leave without stipend payment for your absence.

Leave of Absence

A leave of absence without pay may be granted by the Senior Corps Program Director for up to six months under unusual circumstances.  

Example:  Administrative Leave of Absence  

A volunteer loses transportation due to the retirement of another volunteer with whom he rode to work.  He has used all his annual leave.  It may take several months to find another ride, or for a volunteer position to open within walking distance of the volunteer’s home.

Example:  Suspension Following Disciplinary Action
If a volunteer is accused of an action that warrants dismissal, but for which there is no immediate proof, and a hearing is pending, he/she will be placed on suspension until the matter is resolved.  

If the volunteer is exonerated, he/she will be returned to a volunteer position, and will be paid up to 30 days’ stipend lost during the suspension, based on the volunteer’s service schedule.  Annual leave and sick leave earned during the period will also be granted.  If the volunteer is found guilty, he/she will not be paid for time lost during the suspension, and will be dismissed from the program. (See Section 7:  Disciplinary Action.)

Senior Corps staff cannot guarantee that a volunteer returning from suspension will always return to the assignment he/she left.

Example:  Medical Leave of Absence


A volunteer breaks a hip and exhausts all her sick leave and annual leave.


However, her doctor believes she will be able to return to work in three 
months.

Before being granted a medical leave of absence, a volunteer must use all his/her leave, and then bring in a doctor’s written request stating (1) the nature of the illness and (2) an estimated date when he/she is expected to return.
A doctor’s written release and a meeting with the Senior Corps staff will be required before the volunteer returns to work following a Medical Leave of Absence.   If, in the opinion of Senior Corps staff, a volunteer’s ability to serve is sufficiently compromised, the volunteer may be placed on medical probation for a month.  During this time, the volunteer’s ability to perform required duties will be observed.  At the end of the month, the volunteer will either return to regular status or be dismissed.   

Volunteers who habitually request back-to-back or frequent leaves of absence, or those requesting a leave of absence simply “to rest,” may simply no longer able to serve effectively as a Foster Grandparent or Senior Companion.  Extended absence without leave and excessive abuse of leave privileges are violations subject to disciplinary action and possible dismissal (See Section 7:  Disciplinary Action.)

Although every effort will be made to maintain a volunteer’s placement while on leave of absence, changes may occur during his/her absence.  Therefore, Senior Corps staff cannot guarantee that the volunteer will always return to the assignment he/she left.
4.9 Insurance

The Senior Corps Program has purchased insurance which covers any properly registered volunteer with three types of insurance. The three types of coverage are briefly described below; however, the specific coverage, limitations, conditions and exclusions from coverage are governed by the language of the policies issued by the insurer and, if there is a discrepancy between the below descriptions and the language and terms of the policies, the policy language will be controlling.  Foster Grandparents and Senior Companions must be engaged in an assigned activity or traveling to or from their assignments in order to be covered by this insurance.

· Excess Auto Liability:  Protects volunteers from bodily injury and property damage claims arising from their use of a personal automobile to transport themselves or other volunteers to or from an assignment.

· Accident Insurance:  Covers the volunteer for a personal injury arising from volunteer activities while traveling directly to and from or participating in assigned volunteer activities.

· Personal Liability:  Provides protection for a personal injury or a property damage liability claim arising out of the performance of the volunteer's duties.

The administrator of the insurance is CIMA (Corporate Insurance Management).  The insurance is not a substitute for any insurance you may now carry and only applies while you are performing as a volunteer in the Program.  These benefits apply only to expenses incurred in excess of benefits under Medicare or other insurance coverage.  Refer to the Volunteer Insurance Handbook, which is available from the Senior Corps staff, for summary of coverage.

All volunteer-related accidents (major and minor) should be reported immediately to:

· Your station supervisor, who will complete a report and send it to the Senior Corps office.  You should make it clear to station staff completing the report that you are not an employee and are not covered by Workers’ Compensation.
· The Senior Corps office, at 706-549-4850.  Any accidents should be reported to Senior Corps staff within two (2) working days.
In case of an automobile accident, the volunteer must also supply a copy of the accident report to the program staff.   After the volunteer’s primary health insurance has paid, a claim will be filed to CIMA to reimburse the deductible and any remaining balance.

Important:  This insurance does not cover death or injury resulting from natural causes, such as heart attacks, nor does it cover accidents or illness to volunteers in their homes. 
4.10 Volunteer Recognition

Each year the Senior Corps office provides at least one special event to publicly recognize your contribution to our community as a Foster Grandparent or Senior Companion.  Recognition cannot adequately express the impact you have on the people you serve in the community.  Our intent is to provide continuous recognition in several ways by providing thoughtful and competent supervision, by offering honest praise, by giving satisfying assignments and by asking for your advice and input on matters affecting you.  Recognition is our way to say thank you for caring and for giving yourself to the special clients you serve.

Section 5.0

VOLUNTEER ASSIGNMENTS

5.1 Volunteer Stations

All Senior Corps volunteers are assigned to work through volunteer stations.  These are either government agencies, proprietary health-care facilities, or secular or faith-based non-profit organizations in partnership with the Senior Corps.

Volunteer station staff will assign Foster Grandparents and Senior Companions to their duties, and will serve as the on-going, immediate supervisors of the volunteers.   They will assign clients to the volunteers and evaluate the outcome of their work each year.

Volunteer station staff should be familiar with Senior Corps regulations.  In the event a station supervisor asks a volunteer to do something not in keeping with the guidelines in this handbook, the volunteer should contact the Senior Corps staff immediately.

5.2
Foster Grandparent Assignments
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A Foster Grandparent will generally be assigned to one to four children under the age of 21 with special or exceptional needs.  Foster Grandparents serve mentally/physically disabled children, homeless children, juvenile offenders, at-risk youth, acutely ill children, special-needs military dependents, and children who need assistance with reading/literacy preparedness.  

Client assignment plans will be prepared by the volunteer station supervisor and reviewed with the Foster Grandparent when a child is assigned.   The assignment plans will state the child’s special needs, the grandparent’s assigned duties, and the desired outcome of the grandparent’s assistance to the child.  The volunteer will sign the plan to indicate that he/she understands the duties assigned, and will be held responsible for fulfilling the tasks.  

All assignments must meet the following criteria:
· Assignments and activities must involve person-to-person supportive relationships with the children.  Each Foster Grandparent must be assigned to individual children in order to develop a personal relationship with each child.

· Assignments may not include administrative support service to the volunteer station.

· Individuals served by Foster Grandparents must be children with special or exceptional needs.

· Foster Grandparents may assist small groups when, by doing so, they can continue to directly serve the needs of their assigned children.

The role of a Foster Grandparent is limited to protect the integrity of the program and the one-on-one relationships which has been the key to its nationwide success.  Depending upon the child’s age, need, and setting, appropriate activities might include:

· Tutoring children in school

· Providing children with emotional support in developing basic learning skills

· Reading, playing, singing, cuddling children

· Encouraging children in therapy activities

· Tending to personal needs

· Encouraging good health and social habits

· Being a good listener

Foster Grandparents do not:

· Substitute for or replace staff in routine duties

· Perform clerical, household, or custodial functions

· Serve as babysitters

· Act as substitute teachers, teacher’s aides, or assume responsibility for groups of children that would detract from the person-to-person relationship

· Watch TV, take naps, or sit around idle

· Work at the station when no children are present

· Give religious instruction

· Take part in any political activity while serving as a Foster Grandparent

If you believe that your volunteer station is asking you to perform duties that are not appropriate for a Foster Grandparent, please contact the Senior Corps office.

A Foster Grandparent must not discuss any personal details (names, families, treatment, opinions) of a child’s life with anyone.  Instead, the Foster Grandparent should talk about what he/she is doing with the child.
5.3 Senior Companion Assignments
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Senior Companions will generally be assigned to one to four adults with special needs.  In Northeast Georgia, most of the Senior Companions will be assigned to assist frail elderly or terminally ill individuals in their home; however, some companions will be assigned to work with adults in day care programs and senior centers.  

Client assignment plans will be prepared by the volunteer station supervisor and reviewed with the Senior Companion when a client is assigned.   The assignment plans will state the client’s needs, the companion’s assigned duties, and the desired outcome of the companion’s assistance to the client.  The volunteer will sign the plan to indicate that he/she understands the duties assigned, and will be held responsible for fulfilling the tasks.

All assignments must meet the following criteria:
· Assignments and activities must involve person-to-person supportive relationships with special-needs adults.

· Assignments may not include administrative support services to the volunteer station.

· Individuals served by Senior Companions will be adults, primarily older adults, who have one or more physical, emotional, or mental health limitations and are in need of assistance to achieve and maintain their dignity and highest level of independent living.
Appropriate activities for a Senior Companion may include:

· Personal Care

· Feeding, dressing, grooming

· Assisting client with walking, getting to bathroom

· Accompanying a person to a doctor or nurse for treatment

· Providing grief support

· Encouraging exercise and taking walks with client
· Nutrition

· Preparing food, planning meals, light grocery shopping, and organizing food

· Providing health or nutrition information

· Social/Recreation

· Providing companionship, talking, listening, encouraging

· Playing games or cards
· Providing peer support

· Fostering client contact with family and friends

· Accompanying client to a recreational or social event
· Home Management

· Light shopping, doing small errands

· Writing letters, reading, and filling out forms

· Doing light housekeeping or gardening
· Information and Advocacy

· Providing information about community services and eligibility for services

· Helping clients receive a needed service

· Bringing unmet needs to the attention of volunteer station staff or other care providers
Some examples of inappropriate activities for Senior Companions include:

· Activities usually performed by doctors, nurses, or other professionals
· Brief, casual contact with large number of clients

· Custodial services normally provided by paid staff

· Major household repair and upkeep such as window washing, snow shoveling, lawn mowing, heavy lifting, large furniture moving, and major house cleaning

· Extensive shopping

· Prepare food for or clean up after guests

· Lend or borrow money to/from a client; deposit the client’s money in the bank; sign legal papers
· Lead group recreational or social activities 
· Take naps or sit around idle
· Give religious instruction

· Take part in any political activity while serving as a Senior Companion

A Senior Companion must not discuss any personal details (names, families, treatment, opinions) of a client’s life with anyone.  Instead, the Senior Companion should talk about what he/she is doing with the client.

Section 6.0

MAKING A DIFFERENCE
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6.1 Outcome-Based Programming

Every volunteer station has a mission—a reason for existing, and a goal it wants to accomplish in the community.   To the extent that Senior Corps volunteers help further the volunteer stations’ goals, they are helping to make a difference in the community.   

It is not enough for a volunteer to say he/she spends time volunteering.  The question is:  What difference does it make in the community?

To help measure the impact of volunteer assignments, Foster Grandparent and Senior Companion Assignment Plans will be prepared by the volunteer stations that:

· State the client’s need that merits the assignment of a Senior Corps volunteer 

· Spell out exactly what the Foster Grandparent or Senior Companion is to do with the client

· Give the desired results of the volunteer’s activities, and

· State the anticipated outcome of those results.

Foster Grandparent Example: A child’s need may be that he is falling behind his class because he can’t read on grade level.  A Foster Grandparent may be asked to spend twenty minutes a day with this child, listening to him read and showing him flash cards.  The desired results will be that the child will learn to read on grade level by the end of the year, and the outcome will be that he is promoted with the rest of his class.

Senior Companion Example:  A need is that an elderly homebound client cannot see well enough to prepare meals, and she is becoming malnourished.  As a part of her job description, a Senior Companion may be asked to prepare a noon meal for the client. The results may be that the client now eats a hot meal daily.  The end outcome can be measured by the client’s weight gain and improved health.

6.2 Outcome Evaluation

Whenever possible, the volunteer station staff and Senior Corps staff will attempt to measure the difference a volunteer has made in his/her assignment.  This is done annually by comparing the planned goals set forth in the Assignment Plan to the actual accomplishments measured at the end of the volunteer’s first year, and once a year thereafter.

For example, by placing a grandparent to work with a child who is behind in reading, the planned outcome is that the child will learn to read and therefore be promoted with the others in his grade.  At the end of the year, it is simple enough to test the child’s reading ability.

If, following the Outcome Evaluation, there seems to be little or no change in the client assigned to a Foster Grandparent or Senior Companion, the assignment will be reconsidered.  Was the planned goal impossible to achieve?  Should it be revised to reflect the child’s abilities?  Did the volunteer work as instructed, or does he/she need additional training?  Should the volunteer continue to work with the client, be reassigned to another client, or be removed from the volunteer station?

6.3 Making No Difference?

If continued evaluations indicate that a volunteer is making no difference in his/her assignments, Senior Corps staff will seek to determine the cause.  If a volunteer’s actions have been at fault (whether deliberate, a result of negligence, or due to a mental or physical disability), the volunteer may be placed on probation for up to three months.  During this time, the volunteer and staff will work closely together to improve the volunteer’s performance.

If the volunteer has made the necessary improvement by the end of the probation period, reinstatement to regular status will occur.  If the expected improvement has not occurred, the volunteer may be subject to dismissal.
Section 7.0

DISCIPLINARY ACTION

7.1 Violations Subject to Disciplinary Action

The Senior Corps Program wishes to ensure fair and equal treatment for all, and to enable volunteer station supervisors to be consistent in dealing with poor performance or misconduct.  It is expected that minor problems will be corrected by private discussions between the volunteer station supervisor and the volunteer.  Disciplinary action shall be prescribed when, in the opinion of Senior Corps staff or the immediate supervisor, the volunteer’s performance or actions are sufficiently below Program standards to be considered detrimental to the program, volunteer station, or client(s) served.

The following is a non-exhaustive list, for illustrative purposes, of causes which constitute a proper basis for disciplinary action.  
· Consistent inefficiency, incompetence, or negligence in the performance of volunteer assignment.

· Unwillingness or failure to follow Policies and Procedures and Federal Guidelines.

· Unwillingness or failure to cooperate with Senior Corps staff or volunteer station supervisor; uncooperative attitude which lowers discipline and morale; refusal to accept reasonable and proper assignment from authorized supervisor.

· Absence without leave; excessive abuse of leave privileges.

· Does not relate well to clients (for example: impatient, complains, fails to assist client, unpleasant disposition)

· Found to be over the income eligibility level; failure to report change in economic status after enrollment.

· Sleeping on the job.
· Failure to attend required orientation or in-service training sessions.
· Any other action that is deemed unlawful or inappropriate, and discredits the program’s service.
The additional causes will result in immediate dismissal from the Senior Corps programs:

· Hitting or hurting a client deliberately or through negligence.

· Misrepresentation or falsification of application for enrollment, time sheets, travel reimbursements, or other records.

· Unauthorized possession or use of drugs; bringing liquor or other intoxicants to work; reporting to work in an intoxicated condition.

· Stealing or unauthorized possession of property belonging to others; destroying or damaging property of others.

· Use of abusive, profane, or threatening language toward a client, staff, volunteer, or others.

· Possession of firearms or other weapons while at the volunteer station.

· Discussing confidential information about the assigned client.

· Any action for which the volunteer’s name now appears on the National Sex Offender Registry.

7.2 Types of Disciplinary Action

Disciplinary action may move through the increasingly severe steps explained below.  However, a specific incident may justify severe disciplinary action.
· Verbal Warning - Volunteer station supervisors are to discuss the problem first with the volunteer, including a specific explanation of the problem(s), description of proper performance or conduct, and expectations of a reasonable period of time in which to correct the problem.  Documentation of a verbal warning will be placed in the volunteer’s confidential volunteer file.
· Written Reprimand - A written reprimand may be issued, followed by discussion with the volunteer of its contents and it becomes a part of the volunteer’s confidential volunteer file.  Written reprimands should include a specific explanation of the problem, description of proper performance or conduct, expectations of a reasonable period of time in which to correct the problem, and clear warnings of the penalty for continued poor performance or misconduct.  

· Dismissal – If the disciplinary action does not result in improved performance, or if the offense is so serious that immediate action must be taken to protect the client or ensure the integrity of the program, a volunteer may be dismissed.
Decisions concerning the type of disciplinary action taken are based upon the seriousness of the offense, the frequency of misbehavior in the past, the volunteer’s previous performance record, and the volunteer’s willingness or ability to correct the offense.  In some cases, dismissal may not be warranted.  The following are alternative disciplinary actions, to be used at the discretion of the Senior Corps Program Director:

· Reassignment – Although an offense may not warrant dismissal from the program, volunteer station staff may request a volunteer’s removal from their station.  The Senior Corps staff will try to find another placement.  If no other placement is available or appropriate, the volunteer may have to take a leave of absence until an assignment can be made.   
· Probation – A volunteer on permanent status may be placed on probation for a period of up to 3 months if his/her job performance or personal actions discredit the Senior Corps programs.  Such actions may be deliberate, or they may be a result of negligence or disability (physical or mental).  If the volunteer has made the necessary improvement by the end of the probation period, reinstatement to regular status will occur.  If the expected improvement has not occurred, the volunteer may be subject to dismissal.  A volunteer on probation for poor work performance will receive all his/her program benefits, but may use annual leave only with prior approval from Senior Corps staff.  
· Suspension – When an offense is questioned (example: alleged child abuse, pending a hearing), a volunteer will be placed on suspension.  The volunteer will not work or participate in program events, and will not be paid.  If the volunteer is acquitted, he or she will return to active status, and will be paid for up to 30 days stipend lost during the suspension, based on the volunteer’s service schedule.  Also, all leave earned during his or her absence will be granted.

7.3 Grievance Following Disciplinary Action

In order to have a positive and productive association with the Athens Community Council on Aging, prompt consideration and appropriate resolution of volunteer grievances must occur.  A grievance is a situation or condition that a volunteer feels is unjust or unfair.  It is preferable for grievances to be resolved informally.  For this reason, volunteers, Volunteer Supervisors, and Program staff are encouraged to resolve problems as they occur.  However, if the problem is not resolved informally, the volunteer may utilize the formal grievance procedure as follows:

1. Grievances must be submitted in writing to the Senior Corps Program Director within ten (10) working days after the problem occurs.  Copies of all written complaints and action on such complaints will be sent to the CEO of the Athens Community Council on Aging.

2. The formal grievance should include:  what the problem is and the circumstances surrounding it; the person(s) with whom you have discussed the problem; and what you would consider a fair resolution or solution to the problem.

3. The Senior Corps Program Director must submit a written reply to your grievance within five (5) working days after receiving your written grievance complaint.


If the volunteer is dissatisfied with the response from this procedure, or if the decision is delayed more than five (5) days, the same procedure should be followed by contacting the persons listed below in the order shown:

1. COO
           


Athens Community Council on Aging, Inc.




135 Hoyt Street




Athens, Georgia  30601



2.
CEO



Athens Community Council on Aging, Inc.




135 Hoyt Street




Athens, Georgia  30601



3.
Policies and Practices Committee




ACCA Board of Directors




135 Hoyt Street




Athens, Georgia  30601



4.
ACCA Board of Directors




135 Hoyt Street




Athens, Georgia  30601



5.
U.S. Department of Health and Human Services




Office of Civil Rights




101 Marietta Street




Atlanta, Georgia  30303




(if applicable)
OR

Georgia State Office of the Corporation for National and Community Service

401 N. Peachtree Street, NW
Suite 1600
Atlanta, GA 30303-2587
Section 8.0

VOLUNTEER SEPARATION
7.4 Resignation
Foster Grandparents and Senior Companions should give at least one (1) week notice when resigning, unless it is due to emergency or illness.  This gives volunteer stations an opportunity to say good-by to the volunteer and bring closure to the assignment.

Since a personal relationship exists between a Foster Grandparent or Senior Companion and his/her clients, the volunteer should make every effort to let the clients know that his/her leaving is not their fault.  If appropriate, the volunteer should continue the relationship through visits, cards, or phone calls.

7.5 Dismissal

A volunteer may be dismissed during his/her initial work test period, due to an inability of Senior Corps staff or volunteer station supervisor to find a placement which is appropriate to the physical, mental, and emotional abilities of the volunteer, or following any disciplinary action.  Although staff will ordinarily work with a volunteer to correct work performance deficiencies, some actions may result in immediate dismissal (see Section 7.1).  A volunteer may also be dismissed for failure to pass the required physical exam or for a change in economic status that exceeds income eligibility requirements.  A volunteer who feels his/her dismissal is unjustified may file a grievance as set forth in Section 7.3 of this handbook.
7.6 Loss of Funding

In the event of an unexpected loss of funding, Senior Corps staff may find it necessary to reduce the Foster Grandparent or Senior Companion work force.  Program staff will make every effort to find other funds or transfer the volunteers to other programs.  Volunteers dismissed for lack of funds will be reinstated as soon as funds are restored.

7.7 Death

In the event of a Foster Grandparent or Senior Companion’s death, termination date from the Program is effective on the date of death.  All compensation due, including unused annual leave, will be paid to the designated beneficiary.  Checks will be released to the volunteer’s designated beneficiary upon presentation of proof of death and a photo ID to the Senior Corps staff.
7.8 Termination of Benefits


When you separate from the Program, your final stipend check will include payment for actual time volunteered and payment for any unused annual leave.  Checks may either be picked up in person or mailed, depending upon the wishes of the volunteer.

Appendix A

VOLUNTEER TIME SHEET INSTRUCTIONS

Please see sample time sheet on the next page for an example.
1. You will be given a time sheet for the following month during in-service training.  Put the time sheet in a safe place that is easy to remember. 

Suggestion: Place your time sheet on your refrigerator or on the wall, where you will see it every day and remember to fill it out.
2. ONLY use PEN when filling out your time sheet.  Do not use pencil!  If you use pencil on your time sheet, it will be returned to you to re-do in ink.  

3. Fill in the hours you volunteer each day that you volunteer in the Total Hours column.  Do not wait until the end of the month.  If you wait until the end of the month, you may not be able to accurately remember what days and how long you worked.
a. If you are taking sick leave, write “SL” or “Sick Leave” in the Total Hours column

b. If you are taking annual leave, write “AL” or “Annual Leave” in the Total Hours column
4. Only circle “Y” (for “yes”) in the Meals column if you consumed a meal as part of your volunteer job that you paid for out-of-pocket.  Do NOT circle yes if the meal was eaten before or after volunteer service, or if your volunteer station offered you a meal at no cost.

5. Record your actual mileage, up to 8 miles per day (or other cap set by the Senior Corps office) in the Mileage column.  On the in-service training day, you can record your actual full mileage.  If you are riding public transportation, do not record anything in the mileage column, but attach your receipts to your time sheet when you turn it in at the end of the month.  If you are carpooling with someone, using free transportation, or walking to your station, do not record anything.
6. At the end of the month, sign and date your time sheet and have your volunteer station supervisor sign and date it, as well.  Do not have your station supervisor sign your time sheet until the end of the month when it is complete and ready to turn in.  Your supervisor’s signature is certifying that the information on the time sheet is correct.  If they sign it before it is complete, they cannot honestly sign off on it.
7. Turn in your time sheet NO LATER THAN the deadline printed on the top right.  If a time sheet is turned in after the deadline, your check may be delayed until the next month.

	Foster Grandparent Program

Athens Community Council On Aging

135 Hoyt Street Athens GA 30601

Phone: (706) 549-4850 ( Fax: (706) 549-7786
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	Date
	Total Hours
	Meals
	Mileage

	Mon   3
	
	Y     N
	

	Tue    4
	
	Y     N
	

	Wed   5
	
	Y     N
	

	Thu    6
	
	Y     N
	

	Fri      7
	
	Y     N
	

	Mon   10
	
	Y     N
	

	Tue    11
	
	Y     N
	

	Wed   12
	
	Y     N
	

	Thu    13
	
	Y     N
	

	Fri      14
	
	Y     N
	

	Mon   17
	HOLIDAY

0
	No
	HOLIDAY

0

	Tue    18
	
	Y     N
	

	Wed   19
	TRAINING
	No
	

	Thu    20
	
	Y     N
	

	Fri      21
	
	Y     N
	

	Mon   24
	
	Y     N
	

	Tue    25
	
	Y     N
	

	Wed   26
	
	Y     N
	

	Thu    27
	
	Y     N
	

	Fri      28
	
	Y     N
	

	Mon   31
	
	Y     N
	

	TOTALS
	
	
	




Appendix B

SENIOR CORPS STAFF CONTACT INFORMATION

Athens Community Council on Aging

135 Hoyt Street

Athens, GA 30601

Telephone:  (706) 549-4850

FAX:  (706) 549-7786

ACCA offices are normally open to the public Monday through Friday from 8:00 a.m. to 4:30 p.m., unless otherwise specified by the CEO.  The Senior Corps Office is located at ACCA and all staff members can be reached at the phone number listed above.  If a staff member is not present when you call, you may leave a voicemail message, and your call will be returned.


 Elise North
                                                    
 Senior Corps Program Director                                

 enorth@accaging.org                                                 
 
Emory Griffith
Senior Corps Volunteer Coordinator                        

egriffith@accaging.org




Dee Windate



Senior Corps Program Assistant



dwindate@accaging.org



Kadee Holt



ACCA Outreach Coordinator



kholt@accaging.org
Appendix C

CURRENT STATION LIST

This information is current as of June 2011 and is subject to change.  Please contact the Senior Corps Office at any time for an updated list.

Foster Grandparent Stations:

	Alps Road Elementary School
	Gaines Road Elementary 
	Malcolm Bridge Elementary 

	Barrow Christian Academy
	Greene County Head Start
	Oglethorpe Elementary 

	Broadacres Daycare
	H.T. Edwards Learning Center
	Rockspring Infant Center

	Colbert Elementary 
	Howard B. Stroud Elementary
	Rutland Comprehensive Academy

	East Athens Community Center
	J.J. Harris Elementary
	Toddler's Lane Elberton

	Fowler Drive Elementary
	Little Ones Academy Eastside
	YMCA Headstart Elbert County


Senior Companions Stations:

	ACCA Adult Day Care - Bentley
	Greene County Senior Center
	Lanier Gardens

	Athena Gardens
	Denney Tower
	Winding Hollow

	Athens-Clarke County Senior Center
	ACCA
	Oglethorpe County Senior Center 


RSVP Stations:

	ACCA Adult Day Care
	Disabled American Vet Transportation Net
	Monday Menders

	American Red Cross
	Episcopal Thrift House
	Morningside Of Athens

	Athens Area Habitat For Humanity
	Food Bank of N.E. Georgia, Inc.
	Morton Theater

	Athens Area Newcomer's Club
	Fort Yargo State Park
	N.E. Georgia L.T.C.O. Program

	ACCA
	GeorgiaCares
	Odyssey Health Care

	Athens Folk Society Band
	Georgia Museum of Art
	Peace Place, Inc.

	Athens Regional Library
	Girls Scouts of Historic GA
	Piedmont Casa

	Athens Regional Medical Center
	Goodwill Industries
	Project Safe Thrift Store

	Athens Tutorial Program, Inc.
	Heartland Hospice
	Recording for the Blind & Dyslexic

	Athens Women Club
	Heritage HealthCare
	Sandy Creek Nature Center

	Athens-Clarke County Senior Center
	Home Delivered Meals Program
	Southern Care Hospice

	Belle Hill Singers
	Hope Haven
	St. Mary's Hospital Auxiliary

	Brooklyn Seniors
	Hospice (St. Mary's Healthcare System)
	State Botanical Gardens

	Children First
	Hospice Advantage
	The Ark

	Clarke County Mentor Program
	Interfaith Hospitality Network
	UGA Performing Arts Center

	Classic Center
	Lanier Gardens & Talmage Terrace
	Waseca School

	Clerk of Superior Court Office
	Learning in Retirement (OLLI)
	Winterville Senior Center

	Cotton Patch Quilt Charity Bee
	Madison Health & Rehab
	


Appendix D

SENIOR CORPS ADVISORY COUNCIL

The Corporation for National and Community Service requires that each Senior Corps Project form a group of community partners to assist it.  For the Northeast Georgia Senior Corps Program, that group is known as the Senior Corps Advisory Council.  The Advisory Council is a broadly representative community group which assists with Program planning and support.  Advisory Council members serve on committees for Volunteer Development, Community Development, and Planning and Evaluation.

This information is current as of January 2012 and is subject to change.  Please contact the Senior Corps Office at any time for an updated list.
Senior Corps Advisory Council Members 2012-2013
	Diane Kohl
	Former ACCA Board Member; Senior Leadership Academy Graduate; Active RSVP Volunteer

	Merry Anderson
	RSVP Award Winning Active Volunteer

	William Bill Gilliam
	Active RSVP Volunteer; Athens-Clarke County Senior Center participant

	Mary Ann Cox
	Active RSVP Volunteer

	Dr. Bill Baxter
	Honorary Director, ACCA Board of Directors; RSVP Volunteer

	Betty Davenport
	Active RSVP Volunteer

	Leslie Trier
	Employed with ACC Leisure Services

	Lamar Robinson
	Active Senior Companion Volunteer

	Julie Buffalo
	R.N. employed by Athens Regional Medical Center

	Keisha Ryals
	Former SSC Project Director; Current Nursing Home Administrator

	Linwood Smith
	Active ACCA Board Member; Whistleville Christian Church Minister

	Marjorie Harris
	Active RSVP Volunteer; Senior Leadership Academy Steering Committee


	Marion Deadwyler
	Active Foster Grandparent Volunteer

	Shelby Lacy
	ACCA Board Member; RSVP Volunteer

	Jane Douglas
	Active RSVP Volunteer


Appendix E

ACCA CODE OF ETHICS

The paid and volunteer staff of the Athens Community Council on Aging shall conduct themselves in a professional, businesslike and courteous manner, both while in the Council facilities and when away from the facilities while engaged in agency business or in situations where their affiliation with the agency is known. 

A. Professional Standards 
It is the policy of the agency that degreed, credentialed, and licensed staff shall adhere to the code of ethics of their specific profession. 

B. Agency Code of Ethics 
All staff, volunteers and subcontractors of the agency are expected to abide by the Code of Ethics as outlined in Section 11. Employee Guides and Services, Employee Handbook: Personnel Policies and Procedures of the Athens Community Council on Aging, Inc. and as attached. 

In addition, all staff are prohibited from engaging in the following behaviors: 

1. Using a client’s car for personal reasons 

2. Consuming a client’s food or beverage 

3. Using a client’s telephone for personal calls 

4. Discussing political or religious beliefs, or personal problems, with a client 

5. Accepting gifts or financial gratuities (tips) from a client or client representative 

6. Lending money or other items to a client; borrowing money or other items from a client or client representative 

7. Selling gifts, food, or other items to or for a client 

8. Purchasing any items for a client unless directed in client’s care plan 

9. Bringing other visitors (e.g., children, friends, relatives, pets, etc.) to a client’s home 

10. Smoking in a client’s home, in an ACCA facility or vehicle, with or without permission from the client or client representative 

11. Reporting for duty under the influence of alcoholic beverages or illegal substances 

12. Sleeping in a client’s home 

13. Remaining in a client’s home after services have been rendered. 

14. Physically restraining a client without a physician’s order and without the supervision of a RN/LPN. 

15. Disclosure of personal or medical confidential information to non-authorized persons. 

All staff of the agency shall review this policy statement and sign a statement to acknowledge receipt and understanding of the code of ethics. The signed statement shall be included in their individual personnel files. 

Appendix F

ACCA UNIVERSAL PRECAUTION AND INFECTION CONTROL

The Athens Community Council on Aging has an extensive set of policies to address issues that will protect the health and safety of both clients and staff.  The agency promotes Universal Precautions and provides barrier equipment such as gloves and masks for the staff to utilize.  The administrative staff of the agency and nursing staff of the Adult Day Program have the responsibility of enforcing the Health and Safety Policies and Procedures.  Please refer to Health and Safety Policies Section III. A. Universal Precautions and Section III. C Infection Control for more information.  You may request a copy of this policy from the Senior Corps Office.
Foster Grandparent & Senior Companion Volunteer Handbook
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The mission of the Athens Community Council on Aging (ACCA) is to promote a lifetime of wellness through engagement, advocacy, education and support.
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The mission of the Corporation for National and Community Service is to improve lives, strengthen communities, and foster civic engagement through service and volunteering.





Helpful Tip:  


To use your annual leave, you should write “AL” or “Annual Leave” on your time sheet where you would normally write your hours.  This tells us that you are taking Annual Leave.  Please do not write “Holiday” or “Vacation” – all that tells us is that you took the day off.  It does not tell us if you want to use annual leave or not!





Helpful Tip:


To use your sick leave, you should write “SL” or “Sick Leave” on your time sheet where you would normally write your hours.  This tells us that you are taking Sick Leave.  Please do not write “Doctor” or something else – it does not tell us if you want to use sick leave or not!





January 2011





Time Sheet due by:





February 6, 2011





FG Name:				    





Key:	 Sick Leave       =    SL


             Annual Leave  =   AL





Use the fractions below when recording partial hours: 


15 minutes = .25


30 minutes = .50


45 minutes = .75





Complete time sheets daily and have signed by station representative at the end of the month.


				





Only circle “Y” for meals only if you paid for a meal during your volunteer shift.





Document actual mileage driven, up to 8 miles per day, on volunteer days.  Document full actual mileage driven for monthly in-service training days.  If using public transportation, do not record mileage but attach receipts to time sheet.








	





I certify that the hours recorded on this timesheet are true and accurate, that meals for which reimbursement is requested were paid for out-of-pocket and taken in conjunction with volunteer service, and that miles for which reimbursement is requested were driven on a personal vehicle and reflect accurate mileage.








Foster Grandparent 	Date                             








Volunteer Station Representative   	Date                        








Senior Corps Director       	Date		                       








CHECKS WILL NOT BE ISSUED UNLESS THIS FORM IS SIGNED AND DATED BY ALL PARTIES 
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