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Welcome to the AmeriCorps RSVP Program!!

AmeriCorps, the federal agency for national service and volunteerism, provides
opportunities for Americans to serve their country domestically, address the
nation’s most pressing challenges, improve lives and communities, and
strengthen civic engagement. Each year, the agency places more than 185,000
AmeriCorps Volunteers in intensive service roles. Specifically, the AmeriCorps
RSVP pairs thousands of Americans aged 55 and older with organizations making
a difference in communities across the country.

The local AmeriCorps RSVP program that you are a part of works in conjunction
with the Sowega Council on Aging in an ongoing effort to address a variety of
needs across a 14-county service area, which includes Baker, Worth, Calhoun,
Colquitt, Decatur, Dougherty, Early, Grady, Lee, Mitchell, Miller, Seminole, Terrell,
and Thomas.

It is only with the help of our volunteers that we can get everything done!!
What you do MATTERS and as a volunteer, part of your responsibility is to
communicate your accomplishments. This information is then compiled and
reported back to the AmeriCorps regional office to demonstrate the impact that
our volunteers are having at the local level. Included in this packet will be a
description of the various volunteer roles and instructions on how and when to
submit your activities, and how to request supplies or anything else that you
might need to facilitate your volunteer activities.



Thank you so much for your willingness to share your lifetime skills to help others
live healthy, independent lifestyles. We welcome you as a member of the

growing community of individuals whose lives are enriched by their efforts to help
others.

Sincerely,
Sarah Bass
AmeriCorps RSVP Program Coordinator



VOLUNTEER MANUAL
RSVP

Lead with Experience

Every community faces challenges that cannot be solved by funding alone.
Volunteers play a vital role in strengthening local organizations, expanding
services, and improving the quality of life for others.

AmeriCorps RSVP was established in 1971 and is one of the nation's largest
volunteer programs for adults age 55 and older. Through AmeriCorps RSVP,
volunteers use their knowledge, skills, and life experience to address critical
community needs while making a meaningful difference in the lives of others.
AmeriCorps RSVP is one of the AmeriCorps Seniors programs administered by
AmeriCorps, the federal agency for national service.

Locally, the Sowega Council on Aging AmeriCorps RSVP Program serves a 14-
county region by connecting volunteers with meaningful opportunities that
support older adults, individuals with disabilities, and the communities in which
they live. Volunteers choose assignments that match their interests, abilities, and
availability.

Within our program, volunteer opportunities are organized into four service

stations:

1. Wellness Station

2. Ramp Building Station

3. Craft Station

4. AARP Tax Aide Station



ABOUT THE AMERICORPS RSVP

RSVP gives adults over the age of 55 opportunities to make a meaningful
difference in the lives of older adults and people with disabilities who want to
remain independent and healthy. In the process, RSVP volunteers will help create
sustainable, lifelong communities.

As a RSVP member, you will meet many others like yourself, people who care
about their communities and who want to share their time, talents, and
experience with others. Through RSVP, you will discover ways that your age and
life experiences can help to build stronger communities. You have the
opportunity to serve and get involved.

In return for your time and energy as a RSVP volunteer, you will make new
friends, learn new skills, continue to be a vital part of your community, and be
recognized for your efforts. An RSVP volunteer will enrich your life and the lives
of those around you.

Both RSVP and the volunteer station where you volunteer share the responsibility
of providing policies and procedures that will make your volunteer experience a
positive and enjoyable one. This handbook will address basic questions or
concerns you may have as an enrolled RSVP volunteer. We welcome ideas and
suggestions about improving the program, so please give us your comments and
feedback.

RSVP volunteers choose how and where they want to serve. Many volunteers
work as little as 5 hours per week and some up to 40 hours per week. However,
we do require that the minimum of 12 hours (48 hours annually) of service be
performed each quarter to be included in our recognition ceremonies. Our RSVP
Program Coordinator works with each volunteer to match the individual’s
interests and abilities with available opportunities in the community. Studies
show that continued activity and civic engagement throughout the life span
affects health in a positive way. RSVP enriches lives of older adults by offering
opportunities to learn new skills and remain active while addressing critical needs
of other older adults and those with disabilities.



BENEFITS OF BEING A RSVP VOLUNTEER

Satisfaction of knowing you are making a difference by sharing your,
knowledge, wisdom, and experience with others

Helping others live healthy and independent lifestyles

Opportunity to use your skills, share your experience and meet new
people

Better physical and mental health as you age
Training

Sense of accomplishment in remaining an active and vital part of the
community

Annual recognition for your volunteer contributions



FUNDING

AmeriCorps (formerly the Corporation for National and Community Service) funds
RSVP programs through grants to local communities. The Sowega Council on
Aging is the proud sponsor of the RSVP/Albany program.

A full-time RSVP Program Coordinator recruits volunteers, identifies opportunities
for service and works to ensure that both the volunteer and the individual or
volunteer station receiving service have a positive experience. An active advisory
council guides and evaluates the program. Serving on the council are volunteers,
professionals in the field of aging and community representatives.

HISTORY OF THE Sowega Council on Aging

The Sowega Council on Aging (SCOA) was established in 1966 to meet the
physical, mental, and spiritual needs of an ever-increasing number of older people
in the fourteen-county service area.

One of the SCOA’s oldest programs, the RSVP program, was established in 1973.
RSVP was established as a result of Federal Funding Appropriations by Congress
to the ACTION program, which facilitated the COAs initial successful application
for funding.

VOLUNTEER REQUIREMENTS

RSVP volunteers must be 55 years of age or older, be willing to serve on a regular
basis without compensation and reside in or near the community served by RSVP.
RSVP volunteers must also be willing to accept instruction and supervision as
required. To be eligible for RSVP benefits, such as recognition, volunteers must
fill out a registration form. Once enrolled, volunteers receive an orientation to
the program and an information packet that includes the RSVP handbook and
current volunteer opportunities. All volunteers log and submit their hours to
program staff. Volunteers are responsible for updating their enrollment records if
pertinent information changes. RSVP does not discriminate on the basis of race;
color; national origin, including limited English proficiency; sex; age; religion;
political affiliation; or on the basis of disability if the volunteer with a disability is
otherwise qualified to serve.



VOLUNTEERS WITH DISABILITIES

Every effort is made to develop volunteer assignments and environments that will
be accessible to the persons with diverse physical disabilities. The Sowega/RSVP
volunteer program complies with Title VI of the Civil Rights Act of 1964. No
person shall be denied employment, excluded from participation in, be denied
benefits, or otherwise subjected to discrimination under any program or activity
on the grounds of race, color, creed, belief or religion, sex, national origin, mental
or physical handicap, political affiliation, veterans' status, or past participation in
the discrimination complaint process.



VOLUNTEER RIGHTS AND RESPONSIBILITIES

The right to: The responsibility to:
Be treated with respect. Adhere to volunteer stations’ policies.
A meaningful assignment. Alert volunteer station’s volunteer

coordinator or RSVP coordinator when
you are unsatisfied with your

Effective training and directions. assignment.

Predefined schedule. Ask questions.

Grievance without threat or Contact the volunteer station if you
retribution. must be absent.

Be heard as a volunteer station team Speak up when things are not right.
member.

Speak out in a constructive and
Be recognized for your effort. effective manner.

A safe and professional atmosphere in | Report all hours and activities.

which to work.
Report safety hazards and

unprofessional behavior in a
professional manner. Be honest and
speak up when your needs or your
ability to volunteer changes.

Change or terminate your volunteer
assignment.







ORIENTATION

Orientation is an effective screening mechanism, since it is here that some
volunteers realize the situation is not what he or she thought it would be.

Our program uses one to two hours for orientation.

The format for the RSVP orientation process:

« Welcome and introductions and filling out all forms to be eligible for
the program.

« Overview of the program (services provided, etc.).
» Goals as they relate to the use of volunteer services.

« Outline of volunteer opportunities available within the department
or agency.

« Importance of the volunteer agency.
« Explanation (or tour) of facilities.

« An outline of policies and regulations which are considered
important to both staff and volunteers.

» Accessibility Policy.
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VOLUNTEER TIME

RSVP volunteers play a key role in the growth and development of the program.
RSVP volunteers' hours are essential to the programs’ continued funding. To
continue the success of Sowega Council on Aging/RSVP, it is most important that
volunteers record every hour of volunteer service they perform for the RSVP
program.

Volunteers must follow the procedure below:

« Active volunteers must complete time sheets submitted by the 5% of
the month.

e Hours may be submitted by email to sarah.bass@sowegacoa.org.
When submitting your hours, please be sure that your time sheet is
signed.

The RSVP Program Coordinator maintains this data throughout the year and uses
yearly totals for annual progress reports to AmeriCorps headquarters. Timesheet
forms can vary from station to station-some prefer to design their own forms.
Forms are checked and approved by RSVP Program Coordinator.
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CRIMINAL BACKGROUND CHECKS FOR VOLUNTEERS

Under Serve America Act (SAA), all volunteer sites and/or grantees must conduct
National Service Criminal History checks on participants and program employees
in AmeriCorps, Foster Grandparents, Senior Companions, some Retired and
Senior Volunteer Program participants as well as any other programs funded by
the AmeriCorps (formerly the Corporation for National and Community Service
(CNCS) under National Service laws.

Beginning April 21, 2011, the law required that programs conduct three-part
checks including FBI, statewide repository and sex offender registry checks on
individuals who will have recurring contact with vulnerable populations.

In order to ensure the safety and well-being of the clients, RSVP reserves the right
to disqualify or restrict the duties of any person who has been convicted or
certain crimes or whom RSVP, in its sole discretion and based upon information
before it, otherwise deems not qualifies to hold a volunteer position.

ALL prospective volunteers must complete and sign the Volunteer Background
Check Consent Form to release information authorizing the RSVP sponsor
organization or its agent to conduct a criminal history search or to conduct any
other search RSVP deems appropriate for the volunteer opportunity being
considered in some situations. Without a completed and signed consent form, a
person cannot serve in or be appointed to a volunteer position with RSVP.

Effective January 1st, 2023, all volunteers who consented to a background check
upon enrollment of the program will be required to have an updated background
check every three years.
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FITTING IN AT YOUR VOLUNTEER STATION

Knowledge is power. In serving as an RSVP volunteer, that knowledge will help to
ensure that you are an important part of the team at your volunteer station. Do
not be shy...ask questions.

Below is a list of “things” you will want to know about your volunteer station:

« Know your supervisor at the volunteer station. This is the individual
who will answer your questions, supply you with the resources you
need and address any concerns you may have.

« Know what policies and procedures you, as a volunteer, are required
to follow (i.e., attendance, dress code, etc.).

« Know the type of clients the organization serves and the
characteristics of the clients with who you will be working.

« Know and understand the mission or purpose of the volunteer
station.

« Know and understand what your role is at the volunteer station.
Know what change you are working to create or the problem you are
working to address.

Learn the little things...location of restrooms, coat racks, workspace, parking, the
lounge or lunch area and know the check-in procedure for your volunteer station.

13



HIPAA GUIDELINES AS IT RELATES TO CONFIDENTIALITY

RSVP volunteers agree to keep all information regarding the agency they serve,
their clients and staff in the strictest confidence. This includes written or verbal
information. No pertinent agency information that you obtain as a volunteer may
be disclosed through verbal or written communication with anyone.

A breach of confidentiality may consist of:

Talking about a client by name with family or friends.
Talking about a client in an inappropriate place.

Talking about a client to his or her family members in an
inappropriate place

Telling an inappropriate person, the names of clients.
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CONDUCT

When volunteering, RSVP volunteers must be in accordance with the volunteer
station’s guidelines for staff and/or volunteer staff. This includes requirements for
training, attendance, dress code or any other guidelines established by the
volunteer station. Any concerns regarding the volunteer station should be
addressed first with the volunteer station supervisor. If concerns are not resolved,
please contact the RSVP Coordinator. RSVP volunteers are subject to volunteer
station policies regarding absenteeism and severe weather.
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ACCESSIBILITY

Each volunteer station is required to fill out a Accessibility Self-Evaluation
Certification. This will be updated every three years to ensure that Volunteer
Stations are complying with federal regulations. Accessibility includes Building
and Site Accessibility and Programmatic Accessibility.

Building and Site Accessibility Includes:
« Accessible route
« Parking
e« Ramps
« Entrance and interior doors
« Elevators
 Stairs and lifts
» Restrooms
« Drinking fountains
» Hazardous areas and warning signals
« Assembly, meeting, and conference areas
o Public telephones
« Picnic areas
» Exhibits, signs, and information displays
« Seating, tables, and work areas

o Other building elements and specialized features



Programmatic Accessibility Includes:

» Policies and procedures that limit the participation of individuals with
disabilities in the organization’s programs and activities

« Information and training for staff
« Use of contractors

e Transportation

o Telephone communications

« Documents and publications

» Meetings

Breaching the code of confidentiality, as set forth by Sowega Council of Aging’s
RSVP, will result in the termination of all volunteer assignments.
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SAFETY AND SAFE PRACTICES

RSVP volunteers must be physically and mentally able to safely perform their
assigned volunteer role. Should medical, physical, or other conditions change, at
any time, it is the duty of the RSVP volunteer to inform the RSVP Coordinator so
the appropriate changes may be made with regards to volunteer activities.

The use of illegal drugs or alcohol or being under the influence of the same, while
performing hours of service is prohibited and shall be cause for termination of the
volunteer placements through Sowega Council on Aging/RSVP.
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VOLUNTEER SEPARATION

Volunteers who do not report at least forty-eight hours of service a year become
inactive as an RSVP volunteer. Volunteers who become inactive will be withdrawn
from all RSVP roles, in accordance with the program policy on volunteer
separation. Inactive volunteers may be re-enrolled in the program by contacting
the RSVP Coordinator for placement. Volunteers may terminate their volunteer
assignment at any time by notifying the RSVP Coordinator. The RSVP staff will
assist the volunteer in locating an alternative volunteer placement when
requested.

The RSVP Coordinator of an RSVP volunteer station may separate an RSVP
volunteer for cause, including, but not limited to, excessive or unauthorized
absences, misconduct, a breach of confidentiality or an ability to perform
assignments or accept supervision. All decisions regarding separation will be
discussed and agreed upon by the RSVP Coordinator and the RSVP volunteer
station supervisor.

PLEASE NOTIFY US IF:
» You change your address or telephone number.
» You wish to change your emergency contact person.

» You wish to change your assignment, add an extra assignment, or
have a problem at your current assignment.

» You will be unable to volunteer for a while and wish to be placed on
the inactive list.

« You are involved in any accidents connected with your assignment.
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GRIEVANCE FOLLOWING DISCIPLINARY ACTION

If a volunteer feels that he or she has been disciplined or dismissed without just
cause, a grievance may be filed according to the following procedure:

Informal Grievance: A volunteer should appeal to the Program Coordinator within

three working days after an action he or she feels is unjust.

If no agreement is reached within two working days, the volunteer may then
contact the Program Coordinator, who will schedule a conference within five
working days. If the volunteer and Program Coordinator cannot reach an
agreement, the Program Coordinator will refer the volunteer to the sponsoring
agency’s AAA Director.

Formal Grievance: To file a formal grievance, a volunteer must contact the
sponsoring agency’s AAA Director within five working days of his or her meeting
with the Program Coordinator. The AAA Director will meet with the volunteer to
hear the volunteer’s grievance and will forward a recommendation to the RSVP
Advisory Council.

The AAA Director will consider the volunteer’s testimony, the staff’s statement,
the Program Coordinator, and Advisory Board’s recommendations and give the
volunteer his or her decision in writing within three working days.
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VOLUNTEER COMPLAINT PROCEDURE

Sowega Council on Aging complies with the obligation set forth in the following
laws and regulations:

e Older Americans Act

« Title VI and VII of the Civil Rights Act of 1964 as amended
« Executive Order 11246 as amended

« Revised Order No. 4

Sowega Council on Aging maintains a policy of nondiscrimination on the grounds
of race, color, creed or religion, political affiliation, sex national origin, age (except
as otherwise required by law, regulation or grant conditions), physical or mental
disabilities in regard to provision of services. The Retired and Senior Volunteer
Program is sponsored by Sowega Council on Aging and is subject to the same
client complaint procedures.

If you feel that you have been subjected to discriminatory practices, you may file
a written complaint within 180 days from the date of the alleged discrimination
to:

Sarah Bass, RSVP Program Coordinator
Sowega Council on Aging

618-A Westover Blvd

Albany, GA 31707

229-432-1124

Erin Willingham, AAA Director
Sowega Council on Aging
618-A Westover Blvd

Albany, GA 31707
229-432-1124
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IN CLOSING

Sowega Council on Aging/RSVP hopes your volunteer experiences and
assignments will result in a sense of pride and accomplishment. We appreciate
your efforts and are happy you have chosen to join us in our commitment to help
our community. Itis a challenging task at times; however, others who have
walked with path can tell you how rewarding it is.

22
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Your Station: WELLNESS

Volunteers who work in the Wellness station can assist in a variety of roles,
described in the following pages. Volunteers in this station are vital to our
program and to the community and serve in roles that keeps are community
healthy and socially vibrant.

MEMBERS OF THE GROUP MUST BE
WILLING TO:

» Agree to a COGENT background check (admin roles)

* Understand HIPAA and observe strict confidentiality practices

* Report monthly hours to volunteer office by the 5th of following month
* Receive on the job training

» Work as a team to provide a welcoming atmosphere and pleasant guest
experience

DUTIES MAY INCLUDE:

¢ Leading an exercise class

o Assisting with annual events

* Working in our community garden

o Assisting at the Feeding the Valley Foodbank

* Working at the Front Desk at the local admin office
¢ Leading an EBP workshop
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On-Site Meal Distribution Volunteer (Miller County Only)
Standard Operating Procedure

Number of Volunteers needed: 2
Days/Times: 5 days per week
Purpose: Distribute Congregate Meals to Clients

Duties:

e Agree to COGENT Background Check

e Understand HIPAA and observe strict confidentiality practices

e Report monthly hours to volunteer office by the 5th of following month

* Be at the drop-off site at assigned time (varies by location) to meet the
bus

e Distribute meals to the congregate clients

¢ Cordial and courteous to clients

¢ Punctual

e Dependable

e Distribute information as needed

¢ Report any uncollected meals and/or any meals that are not picked up by the

designated client to Community Programs at 229.854.8738 or 229.854.8789
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Feeding The Valley Volunteer
Standard Operating Procedure

Number of Volunteers needed: 6 —8
Days/Times: as needed

Duties/Requirements:

e Arrive 15 minutes prior to scheduled time to assist with set up if necessary

e Wear closed toe shoes (tennis shoes are best)

e Be able to stand for up to 30 minutes at a time, lift up to 20 Ibs., be
physically capable of moving produce from one spot to another for up to 30
minutes at a time — work should not exceed a total of 2 hours

e Packing produce boxes for Senior Apartment Complexes and/or Community
Distribution

e Sorting fresh produce

e Assisting in general clean-up of the warehouse

e Assisting in light clerical duties in the office (rare)

e Check in with Lead Volunteer

e Store personal items in bays while working on the produce side (with
Farmer Fredo)

e Check out with Lead Volunteer (this is so your time gets recorded)

26
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Special Event Volunteers

Standard Operating Procedures

Number of Volunteers needed: Varies
Days/ Times: As assigned

Duties: Will vary depending on the event. Staff will always be available and in
leadership roles during these events.

Examples of events: Resource Fairs, Empty Bowls, Lunch and Learn
Examples of duties may include:

e Attend/assist with events at various sites within the region

e Assist with setup of events

e Collect tickets; register guest/vendors/participants upon arrival

e Guide guests to tables, restrooms, exits, etc.

e Serve food

e Distribute items (handouts, brochures, pens, etc.)

e Assist with clean up (dispose of all trash (place trash in proper area to be
taken out), pick up all paper and food off the floor, stack chairs, breakdown
tables (as needed)

e All other duties as required based on events

*RSVP Coordinator will be given details of how many volunteers will be needed
for the event, the date/time, and the duties that are expected of the volunteer at
the beginning of the planning process which will be the quarter leading up to the
event.
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Volunteer Reception Position

Overview

Number of Volunteers Needed: 2 - 4

Days/Times: Monday — Thursday / 10:00 a.m. — 12:00 p.m.

Duties:

Greet clients and visitors

Become familiar with the agency; learn about services offered through the
ADRC (Aging and Disability Resource Connection Line) and daily
programming offered at the Regional Resource Center to speak
knowledgeably to prospective members

Provide accurate information to clients and prospective members as
needed

Direct clients/visitors to Front Desk Receptionist when necessary (for more
detailed information, entering Program Registration into system, taking
payments for activity fees, processing donations)

Make copies

Stay up to date on workshops and special events that we are trying to
promote to the community

Other duties as needed

28



Volunteer — Reception Position

1. Greet visitors as they come into the lobby.
2. Assess visitor needs by asking:

- What services are you looking for?” or if multiple people are in the
lobby ask them to sign-in and have a seat until they can be handled in
order of arrival.

-Typically, people will come into the facility for a few different reasons.

To find out about activities at the center and sign up —

Give Activity Calendar to guests; review classes offered, offer a tour, or
schedule a tour of the facility if it is busy.

If a guest wants to join — give them an activity form and have them fill it
out, then refer them to Front Desk Receptionist after completion.

For people coming who are interested in volunteering, give them a
volunteer application or direct them to the online application at
https://www.Sowegacoa.org/. Applicants can complete either form. If
applicant chooses paper form they can turn it in and the front desk. Let
applicant know that volunteer coordinator which reach out them as
soon as possible to schedule an appointment or to let them know that
they may be placed on a waitlist depending on program capacity.

To find out about resources for seniors (examples listed below) advise
people to connect with ADRC, by giving them the magnet with the ADRC
# and offer them the option to call from the center. There is a phone in
the boardroom if they would like to call from the center.

- Congregate Meal Program

- Home Delivered Meals

- Adult Day Care

- Homemaker Services

- Transportation

- Caregiver Programs

- Legal Services

- Financial Assistance Resources
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3.

4.

e Always have the language card for people who may come in that do not
speak English, tell them to point to the language card of which language
they speak, then take them to the boardroom (you will need to get the
key from the Front Desk Receptionist to get into the boardroom) to call
1-800-282-6612 and let ADRC know what language that they speak.
They will then be connected to a translator to assist with the call.

For people who come in with tablet issues please refer them to the Special
Initiatives Manager.

Senior Center without Walls Program — It may also be helpful as a volunteer
to learn about our new delivery of services model:

At Sowega Council on Aging we have revolutionized the concept of senior
centers by advancing from the traditional brick and mortar buildings and
contracting with restaurants and activity providers in the community. This
has helped our organization to use funds more efficiently, serve more
active seniors, and allow seniors to be more involved in their communities.
Participants in the Senior Center Without Walls (SCWW) program enjoy a
nutritious meal and the option of engaging in an activity of their choice —
whether in-person or virtual. The SCWW is a Congregate Nutrition Program
that provides nutritionally balanced meals in a community setting. The goal
is to encourage seniors to remain social, promoting independent living and
helping with depression, dementia, or Alzheimer’s. The Senior Center
Without Walls program expanded from 500 participants to a peak of 1,500,
with 700 more on the waiting list, by using restaurants in the community to
provide meals, which encourages community involvement. This new
approach allowed seniors to be actively involved in their communities,
thereby enabling them to lead more independent lives.

You can also check out this video online by visiting www.sowegacoa.org or
https://youtu.be/INxOh9TCJ O
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To learn how to enroll in the Senior Center Without Walls Program, please

call our ADRC at 1-800-282-6612
Outside Activity Providers —
Albany — YMCA 229-436-0531
1701 Gillionville Rd., Albany, Ga
Lee — YMCA 229-759-9770
316 Robert B. Lee Dr., Leesburg, GA
Colquitt - Arts Council 229-985-1922
401 7th Ave. SW, Moultrie, GA
Miller - Spring Creek Health 229-726-0089
501 N. Cuthbert Street, Colquitt, GA
Mitchell - The Christian Life Center 229-330-2767
647 Old GA Hwy, Camilla, GA
Albany Arts Council

215 N Jackson Street, Albany, GA
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Fitness Instructors

Number of Volunteers Needed: 5 - 7

Days/Times: Monday — Thursday / 9:00 — 12:00 p.m.

Duties:

Teach Chair Fitness, Low Impact Chair Fitness, Line Dance or Stretch Yoga

e Willing to become NETA certified in Senior Fitness( recertification
every 2 years) or SAILS certified (recertification every 5 years)

e Willing to maintain CPR/First Aid certification (every 2 years)

e Lead 1-2 weekly classes, minimum 45 minutes

e Work with/take advisement from other instructors to develop
choreographed work-out routine that is within NETA guidelines

Teach Tai Chi

e Willing to become certified through Tai Chi Institute for Health (every

2-year re-certification)

e Willing to maintain CPR/First Aid certification

e Coordinate with other Tai Chi instructors for delivery of weekly
evidence-based class

e Administer pre and post assessments to class participants

All other admin duties as assigned

e Copies/ Make sure needed forms are available
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EBP Instructor (“Lay Leader”)

Standard Operating Procedures

Number of Volunteers Needed: 4 - 6

Days/Times: Varies depending on EBP

Duties:

Willing to attend required training

Lay Leader training varies from 2 days to 10 — 12 weeks depending on
the program

Be willing to attend in class or virtual training sessions

Homework assignments may be required before and during training.
Volunteer is REQUIRED to teach at least once per year to maintain
certification.

Volunteer must be willing to be paired with another individual for
certain EBP classes that require 2 leaders

Volunteer must have a chronic condition or be paired with someone
who has a chronic condition to lead CDSMP/DSM (Chronic Disease
Self-Management or Diabetes Self-Management) the workshop.
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Your Station: Ramp Brigade

Volunteers who work in the ramp builder station will be utilizing their skill sets to
assist in the construction of ramps. Assigned volunteers will travel to various to

the client’s place of residence. Volunteers in this station are vital to our program
and to the community for the accessibility to homes they provide for our clients.

MEMBERS/LEADERS OF THE GROUP
MUST

* Agree to a COGENT background check (Lead only)
¢ Report monthly hours to Volunteer Coordinator by the 5%
» Adhere to DAS policies and procedures (waiting list prioritization)
* Obtain P.O. # to supply to vendor
* Understand HIPAA and observe strict confidentiality practices
* Report monthly hours to lead volunteer
* Receive on the job training
» Work as a team to provide safe,
well-constructed ramps that meet all appropriate building codes
 Take direction from the Ramp Crew Coordinator
* Be available to build at least two ramps per week, usually done in the AM-
weather permitting

DUTIES MAY INCLUDE:

* Show up on time at assigned location

o Work well with other members of the team
* Dig holes for post

e Operate saw

e Cut boards

* Hammer nails
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Your Station:

Craft Stations

To fulfill the needs of local hospitals, adult day care centers, and nursing homes, a volunteer
group was formed to construct teddy bears, bibs, and wheelchair bags. These items offer
comfort and convenience to patients and residents alike. Other crafts may be included in this
station as necessary to serve the community.

Members of the group must be willing to:

¢ Understand HIPAA and observe strict confidentiality practices
* Work cooperatively with members of the group

* Make use of each individual talent

® Provide quality products

e Keep record of hours

® Report hours monthly to volunteer office

* Maintain professionalism and patience

Duties may include:

® Cutting fabric

e Sewing

e Stuffing (teddy bears)

e Hand sewing

e Other crafting projects as appropriate
e Record all hours worked

e Turn in finished product to

PLARN INFORMATION:

PURPOSE:

The AmeriCorps RSVP Volunteer Program has initiated a PLARN recycling project for the
purpose of expanding activities within the existing CRAFT station to:

1.) Fill the needs of individuals looking for volunteer opportunities to assist the
Council on Aging in the 14-county service area.
2.) As a way to make sleeping mats for the local homeless population.

The purpose of the PLARN initiative is to repurpose single use plastic bags into

SLEEPING MATS — These mats are to be produced and given out in the
community to the homeless population.
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Mat making instructions can be found @ https://youtu.be/5JNe-hce0sY.

SOURCING:
1. PURCHASES — for any purchases, such as Crochet hooks, cutting mats,
scissors, rotary cutting wheels, etc.— all request for purchasing of items related to the
project need to be emailed to the Program Coordinator at sarah.bass@Sowegacoa.org.
The Program Coordinator will order the materials and have them directly shipped to
each location or will bring the purchased items to the site.

FINISHED ITEMS

1. If your site produces SLEEPING MATS — please coordinate with the Volunteer Program
Coordinator for distribution. Mats can be brought to 618-A Westover Blvd or taken to
St. Paul’s Episcopal Church on Thursday mornings. The site volunteer coordinator will
need to keep a count of how many mats are produced each month and supply this
information to the Volunteer Program Coordinator.

RECORDING HOURS:
@ SATTELITE STATIONS

Volunteer Leaders will be responsible for supplying a sign in sheet each time the group meets
that includes the time, date, and duration of work. These sign in sheets will need to be scanned
and emailed to the Volunteer Program Coordinator @ sarah.bass@Sowegacoa.org on a weekly
basis or mailed monthly on the 1st to reach the volunteer coordinator no later than the 5" of
the following month.

Sowega Council on Aging
Attention: Sarah Bass
P.O. Box 88

Albany, GA 31702

Also, please feel free to share photos of the group activities so that we can post them to the

Council on Aging Facebook page, as well as to the RSVP Program Coordinator so that there will
be a record of all work.
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Your Station: AARP TAX AIDE

Volunteers who work in our AARP Tax Aide station assist and advise local seniors
when it comes to preparing and filing taxes. This free tax program helps seniors
receive quality financial services and advice at no cost.

MEMBERS OF THE GROUP MUST BE WILLING TO:

» Understand HIPAA and observe strict confidentiality practices

e Be certified and trained annually through the IRS

e Take and pass IRS Certification Test with an 80% grade or higher

e Attend a 4-Hour ethics training

* Must have some computer skills and be willing to be trained on various
computer software programs

* Prepares tax forms and/or answers questions to the extent of his/her current
tax training

* Reviews prepared tax return with tax-payer for accuracy, tax-payers are
responsible for accuracy of the return

e Adheres to schedules and guidelines

e Accepts no money or other gratuity for services

e Maintains strict confidentiality and protects the security of all taxpayer
information and records at all times

e Adheres to program policies and procedures specifically the Counselor
Guidelines and Confidentiality and Security of Taxpayer Data sections in the Client
Service Provider Digest

® Promotes and supports the program through word-of-mouth and wears an
AARP Foundation Tax-Aide name badge while serving at a site

® Records assistance given, and Quality Review completed as outlined by the
Local Coordinator

e Works well with diverse populations and treats clients and other volunteers
with respect
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VOLUNTEER ACKNOWLEDGEMENT

| acknowledge that | have received the AmeriCorps RSVP Volunteer Handbook and
will abide by the rules and responsibilities set forth in this document to the best
of my abilities.

Signature
Date
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