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RSVP

Lead With Experience

VOLUNTEER
HANDBOOK

Get Involved!

NATIONAL &
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Retired and Senior Volunteer Program of Citrus County
Citrus County Resource Center
2804 W. Marc Knighton Ct., Key #4
Lecanto, FL 34461-8334

Phone: 352-527-5950 Fax: 352-527-5951
Hours of Operation: M - F  8AM to 5PM
E-mail: ncvc@bocc.citrus.fl.us
Web Page: www.naturecoastvolunteercenter.org

Dear Volunteer:

Welcome to the Retired and Senior Volunteer Program of
Citrus County! It is our hope you will find volunteering to be a
satisfying and rewarding experience. We are confident that
your hours of service will be of value and benefit to your
community.

This handbook contains information on the history, mission,
and benefits of the Retired and Senior Volunteer Program, and
highlights some of the volunteer opportunities available to
you. Please refer to it as a useful reference as you begin your
volunteer experience.

We appreciate your interest in volunteer service and are here
to help make your volunteer experience meaningful and
productive. We look forward to getting to know you and are
available for assistance. Please do not hesitate to call or come
by the RSVP office any time.

Sincerely,

y -~

Joanna Castle
RSVP Project Coordinator
Phone: (352) 527-5952

under forms, or from the RSVP office. Instructions for
reporting hours are on the back of the form and in
each quarterly newsletter.

Volunteer Insurance:

It doesn't happen often, but when it does, the results
can be serious . . . a volunteer is injured, or injures
someone else, while performing his or her volunteer
duties. Please notify RSVP staff so that appropriate
forms can be filled out. Drivers are required to keep in
effect the minimum automobile liability coverage
required by state law.

Identification:

We encourage all volunteers to wear their RSVP name
badges obtained at the Opportunity Links Orientation,
while volunteering. We encourage and appreciate
volunteers sharing information about their service
with others. Some volunteer sites may require further
identification and will make their policies known to
potential volunteers.

Communication:

Please feel free to contact us about any updates,
suggestions, or concerns regarding your volunteer
service. We are available for in-person consultation,
though an appointment is recommended. Periodically
volunteer satisfaction surveys are distributed so we
may learn more about your volunteer
accomplishments and report on volunteer impact and
outcomes.



All new volunteers are required to attend Opportunity
Links orientation. Opportunity Links, is @ monthly forum
for new volunteers to get acquainted with RSVP staff
and learn about policies and benefits. Volunteer
managers from other sites are also encouraged to attend
to give new recruits a wide array of service
opportunities.

The site or station will provide a safe, healthy working
environment for all RSVP volunteers as documented in
the Memorandum of Understanding (MOU) that is signed
by volunteer station representatives.

Volunteer Responsibilities

Timesheets/Travel Vouchers:

RSVP keeps records of volunteer service hours. It is
important that an accurate and official record of all
volunteer time be kept. Hours reporting assists with
demonstrating the value of volunteer service, providing
recognition and eligibility for grant funding.

Hours can be reported via:

e Webpage: www.naturecoastvolunteercenter.org
Online hours reporting is available on our webpage.
Your first and last name (all one word) is your user
ID and your password is volunteer. After you first
sign in you will be asked to change your password.
Enter your hours online!

e Fax: 352-527-5951
e E-mail: ncvc@bocec.citrus.fl.us
e Phone: 352-527-5950

e Mail: Nature Coast Volunteer Center

2804 W. Marc Knighton Ct., Key#4
Lecanto, FL 34461-3884

Timesheets and Travel Vouchers can be obtained from
the volunteer coordinator at the volunteer station, on
our website at www.naturecoastvolunteercenter.org
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GENERAL INFORMATION
Mission

To offer Citrus County citizens, especially those 55
years of age and greater, challenging and rewarding
volunteer opportunities in order to significantly and
positively impact our community.

Program Description

The goal of RSVP is to expand services to the citizens of
Citrus County and provide a rewarding volunteer
experience. Volunteers are offered special event, short
term, or ongoing positions within a variety of local
nonprofit organizations and agencies. Volunteer benefits
may include partial travel reimbursement, supplemental
accident, auto liability and personal liability insurance,
recognition events, awards and quarterly newsletter.

Value of Volunteerism

» Volunteerism_provides opportunities for the volunteer
tc%hshare their skills, knowledge, and experience with
others.

o Volunteerism provides a chance to explore and develop
new interests and skills.

e Volunteerism provides a chance to form new
friendships and meet people with similar interests.

» Volunteerism provides significant personal rewards and
satisfaction from the services they provide.

» Volunteerism provides a visible and positive impact on
the community, inspiring others to get involved.

Awards

Volunteers are eligible for years of service pins when
they achieve 5, 10, 15 or 20 years of service.
Presidential Service Awards are given to volunteers to
recognize volunteers with over 4,000 of life-time hours.

Education and Certificates

There are numerous educational opportunities a
volunteer can take advantage of to further personal
interests. Training and educational opportunities include
becoming a mentor to a child, a docent at museums, a
Guardian ad Litem child advocate, a court mediator,
and a Homeland Security Volunteer Team member, to
name a few.

VOLUNTEERING RIGHTS AND RESPONSIBILITIES
Volunteer Rights

Volunteers serve agencies and organizations in a variety
of ways through the RSVP program. Volunteers do not
replace the paid staff of an organization, but they do
provide valuable assistance. Volunteers are not paid for
their activities but are entitled to many of the same
rights and considerations as paid employees. Some of
the rights and considerations a volunteer should expect
include:

e The volunteer should be welcomed and made to
feel an important part of the agency where they
volunteer. The volunteer site should provide an
orientation and acquaint the volunteer with the
tasks and activities associated with the volunteer
work. The volunteer should feel free to request
additional orientation and/or training if necessary, in
order to successfully perform their volunteer
assignment.



VOLUNTEER BENEFITS

Partial Mileage Reimbursement

RSVP provides partial mileage reimbursement for
those volunteers age 55 and better, up to a maximum
of $200 per year based upon availability of funding.
Reimbursement is limited to mileage covered driving
to and from a volunteer site within Citrus County. The
program’s guidelines do not allow reimbursement for
travel while actually volunteering for a station.

Insurance

Active RSVP volunteers are provided with
supplemental automobile liability, accident, and
personal liability insurance coverage while
volunteering and driving to and from the site. This
coverage is provided at no cost to the RSVP
volunteer. Brochures on volunteer insurance are
available upon request. Drivers are required to keep
in effect the minimum automobile liability coverage
required by state law.

Newsletter

The Newsletter is published quarterly and sent to all
volunteers and sites. The newsletter contains
information on volunteer opportunities and activities,
scheduled training events, recognition items and
reporting forms.

Recognition

RSVP provides recognition events each year where
volunteers, station representatives, community
agencies, and other supporters of RSVP are honored.
Volunteers can, and are encouraged to participate in
other forms of recognition which may be provided by
their individual volunteer sites.

History

The “Retired Senior Volunteer Program” (RSVP) was
authorized under the Older Americans Act of 1965 by the
United States Congress. In 1971, funds were appropriated
to the Administration on Aging to initiate RSVP projects
nationwide. Later, RSVP was transferred to ACTION, the
Federal Agency for Volunteerism, which also included
programs such as the Foster Grandparents, Senior
Companions, and AmeriCorps. Presently, there are RSVP
projects in all fifty states, the Virgin Islands and Puerto Rico.
In Florida, over 27,000 volunteers are serving in RSVP
programs.

On October 1, 1993 under the National and Community
Service Trust Act of 1993, ACTION merged with the
Corporation for National and Community Service (CNCS) to
administer the program. With this merger came the
renaming of the program to “The Retired and Senior
Volunteer Program,” at which time the age eligibility was
lowered from sixty to fifty-five. This allowed for the inclusion
of volunteers who want to make a difference yet are still in
the work force.

The Corporation for National and Community Service initially
awarded grant funding for RSVP of Citrus County in 1989.
The RSVP mission is to provide meaningful volunteer
opportunities for people 55 and older who bring vast
experience, skills, and interest from diverse economic,
educational and social backgrounds to serve on a regular
basis at sites throughout Citrus County.

In 2009, 861 volunteers provided 172,529 hours of service
at a value of $3,493,712* to Citrus County residents.

*Source:www.independentsector.org/programs/research/volunteer_time



RSVP Eligibility

Any person age fifty-five and greater may apply to
participate in RSVP. Potential volunteers must
complete a registration form and include drivers
license and beneficiary information to join. There are
no income, education, or experience requirements to
become a volunteer. Other requirements vary based
on volunteer position.

VOLUNTEER PROGRAMS

Volunteer Program Opportunities

RSVP strives ‘to provide each volunteer with an
experience that will be personally enjoyable and
satisfying. | The volunteer’s own interests, skills and
experiences serve as a guide to match the volunteer
with various opportunities. There are a variety of
organizations and agencies in need of volunteers in
Citrus County and RSVP has partnered with a number
of them.

VOLUNTEER OPPORTUNITIES may include:

Be a mentor to a child

Courier

Adult Literacy

Tax Counselor

Help in the thrift store

Disaster Preparedness

Community Patrol

Provide child advocacy

Greeters

Home Delivered Meals

Hospital Volunteer

Carpentry Work

Telephone dispatcher

Respite Care

Receptionist/ Clerical help

Wildlife Volunteer

VOLUNTEER POLICIES

Volunteer Sexual and
Other Unlawful Harassment Policy

RSVP is committed to providing an environment that is free
from all forms of discrimination and conduct that can be
considered harassing, including discrimination against race,
color, national origin, age, religion, disability, and sexual
orientation. Discrimination in-any form will not be tolerated.
If you experience or witness unlawful discrimination or
harassment in your volunteer activities, report it
immediately to the RSVP Project Coordinator and/or your
volunteer-site supervisor.

Volunteer Separation Policy

Volunteers:may terminate their participation in RSVP at any
time for any reason. If a volunteer is considering
separation, RSVP asks that you contact our staff, as there
may be other volunteer opportunities available.

Under/extenuating circumstances, it may be necessary for
RSVP to terminate a volunteer from the program. This
action would be taken only after all options have been
explored and there have been consultations between the
volunteer, staff, and other appropriate parties. Should an
involuntary separation occur, the volunteer has the right to
appeal the decision. The appeal process is available upon
request.




<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



