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Welcome 
 

You have acquired a lifetime of talent, experience, skills and knowledge.  As a 

volunteer, you can continue to share these assets and have a valuable impact in 

the community.   

 

The Retired and Senior Volunteer Program (RSVP) can help you make 

volunteering a more meaningful experience by offering you information, support 

and guidance.  The service you choose will be a significant contribution.  Southern 

Iowa RSVP looks forward to a long and rewarding relationship with you.  This 

handbook has been written to acquaint you with RSVP and answer basic 

questions about the program.   

 

Thank you for your service! 

 

 

Lorrie Long 

Program Director 
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What is RSVP? 

The Retired and Senior Volunteer Program is an organization whose members provide valuable 

contributions to their communities by the services they perform.  Established in 1971 and now 

one of the largest senior volunteer organizations in the nation, RSVP engages approximately 

400,000 people age 55 and older in a diverse range of volunteer activities.   

 

Volunteers provide independent living services, tutor and mentor children, assist victims of 

natural disasters, help at food pantries, lead senior exercise classes 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.   

 

RSVP receives federal funding from the Corporation for National and Community Service 

(CNCS).  At the state level, Southern Iowa RSVP is funded through the Iowa Commission on 

Volunteer Service (ICVS).   

Qualifications 

The RSVP program provides an opportunity for volunteers to put their skills, talents, and life 

experiences into motion for others.  RSVP volunteers share the skills that they have spent years 

developing by putting those skills into practice to improve the lives of community members 

throughout the service area.   

 

In order to serve as an RSVP volunteer, a person must meet the following requirements:   

 Be 55 years of age or older and in good general health 

 Be flexible and available with service activity schedules 

 Have dependable transportation available and be willing to travel in the service area 

 Have compassion, patience, flexibility and respect for others 

 Work well with diverse individuals, families, groups and organizations 

No person may be excluded from membership or participation in the activities or the benefits 

of RSVP on the basis of race, sex, ethnicity, handicap, sexual preference or national origin. 
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Getting Started 

Anyone interested in joining RSVP is encouraged to contact the program office: 

 

Southern Iowa RSVP 

Graceland University 

1 University Place 

Lamoni, IA 50140 

641-784-5046 

llong@graceland.edu 

http://www.graceland.edu/rsvp/ 

 

RSVP volunteers choose to volunteer at various stations throughout local communities.  If 

volunteers are not sure what type of location they would like, the Site Coordinator or RSVP 

Director can work with them to match their talents with an appropriate station.   

 

A complete listing of stations is available at the Southern Iowa RSVP office or on the program 

website www.graceland.edu/rsvp/. 

 

The RSVP Site Coordinator will meet with each volunteer to discuss available volunteer 

positions, training, and station expectations.  Occasionally, a volunteer might wish to change 

stations or take on additional volunteer duties, in which case additional training can be 

arranged as needed for volunteers.   

Orientation   

Volunteers work most successfully when they have a clear understanding of the RSVP program 
and their roles and responsibilities as volunteers. This Handbook serves as an orientation to 
RSVP policies and procedures. Signature of receipt of this handbook is required and will be kept 
in the volunteer’s file.  If you have any questions or concerns about the handbook, please 
contact yourSouthern Iowa RSVP Site Coordinator or the Program Director.  

Station Orientation  

At the beginning of a volunteer assignment, volunteer supervisors introduce the volunteer to 

the procedures of the volunteer site and assignment. Volunteers must follow the station’s 

policies and guidelines for staff and/or volunteers. Questions and concerns regarding the 

policies and guidelines should be taken to the Station Representative. If concerns are not 

resolved, please contact the Southern Iowa RSVP Site Coordinator. 

 

mailto:llong@graceland.edu
http://www.graceland.edu/rsvp/
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Station Tips 

Volunteers should be informed about: 

1. The history of the station  
2. The mission and purpose of the station  
3. The volunteer’s role at the station  
4. Changes the station is working to create or the problems being addressed 
5. The types of clients the station serves  
6. The identity of the supervisor and the station staff  
7. The policies and procedures that apply to volunteers (e.g., attendance, dress code, the 

check-in procedure, etc.). Be particularly aware of the Station’s Emergency procedures.  
8. What volunteers are and are not entitled to while providing service to the Station  
9. The location of the restrooms, coat racks, workspace, parking area, the lounge or lunch 

area, etc.  

RSVP Policies and Procedures 
 

Volunteer Placement Guidelines 
Background Checks 
RSVP volunteers may be required to submit to a background check as part of the volunteer 
service.  Individuals who will have regular and recurring access to children and other vulnerable 
populations may be required to have a background check completed by their volunteer station.   
 

Conduct 
When volunteering, an RSVP volunteer should act in accordance with the volunteer station’s 
guidelines for staff and/or volunteer staff.  This includes requirements for attendance, dress 
code, or any other guidelines established by the volunteer station.  Any concerns should be 
taken first to the volunteer station supervisor. If concerns are not resolved, contact the RSVP 
Site Coordinator who will consult with the RSVP Program Director.  Federal guidelines mandate 
that RSVP volunteers shall NOT act in a way that results in RSVP being identified with political 
or religious activities. Preaching, religious instruction or holding a worship service cannot be 
claimed as volunteer service hours for RSVP. 

Drug and Alcohol 

The use of illegal drugs or alcohol, or being under the influence of the same, while performing 

hours of service is strictly prohibited and is cause for termination of volunteer placements 

through Southern Iowa RSVP.   
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Sexual Harassment and Workplace Violence 

RSVP and the stations are committed to providing a safe work environment as well as an 
environment where people are treated with dignity, decency and respect.  Volunteers are 
expected to exhibit these commitments while performing their hours of service.  Failure to do 
so is cause for termination of volunteer placements. 

Prohibited Activities 

As per Corporation for National and Community Service guidelines, Southern Iowa RSVP will 

abstain from the following:  

 Political activities. 
o No part of any grant shall be used to finance, directly or indirectly, any activity to 

influence the outcome of any election to public office, or any voter registration 

activity.  

o No project shall be conducted in a manner involving the use of funds, the provision 

of services, or the employment or assignment of personnel in a matter supporting or 

resulting in the identification of such project with:  

 Any partisan or nonpartisan political activity associated with a candidate, or 

contending faction or group, in an election; or  

 Any activity to provide voters or prospective voters with transportation to 

the polls or similar assistance in connection with any such election; or  

 Any voter registration activity, except that voter registration applications and 

nonpartisan voter registration information may be made available to the 

public at the premises of the sponsor. But in making registration applications 

and nonpartisan voter registration information available, employees of the 

sponsor shall not express preferences or seek to influence decisions 

concerning any candidate, political party, election issue, or voting decision.  

o The sponsor shall not use grant funds in any activity for the purpose of influencing 

the passage or defeat of legislation or proposals by initiative petition, except:  

 In any case in which a legislative body, a committee of a legislative body, or a 

member of a legislative body requests an RSVP program volunteer or 

employee to draft, review or testify regarding measures or to make 

representation to such legislative body, committee or member; or  

 In connection with an authorization or appropriations measure directly 

affecting the operation of the RSVP Program.  
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 Non-displacement of employed workers. An RSVP volunteer shall not perform any service 

or duty or engage in any activity that would otherwise be performed by an employed 

worker or that  would supplant the hiring of or result in the displacement of employed 

workers, or impair existing contracts for service.  

 Compensation for service. 

o An agency or organization to which Southern Iowa RSVP volunteers are assigned, or 

which operates or supervises any RSVP program, shall not request or receive any 

compensation from RSVP volunteers or from beneficiaries for services of RSVP 

volunteers.  

o This section does not prohibit a sponsor from soliciting and accepting voluntary 

contributions from the community at large to meet its local support obligations 

under the grant; or, from entering into agreements with parties other than 

beneficiaries to support additional volunteers beyond those supported by the 

Corporation grant.  

o An RSVP volunteer station may contribute to the financial support of the RSVP 

Program. However, this support shall not be a required precondition for a potential 

station to obtain RSVP volunteers.  

o If a volunteer station agrees to provide funds to support additional volunteers or pay 

for other volunteer support costs, the agreement shall be stated in a written 

Memorandum of Understanding. The sponsor shall withdraw services if the station's 

inability to provide monetary or in-kind support to the project under the 

Memorandum of Understanding diminishes or jeopardizes the project's financial 

capabilities to fulfill its obligations.  

o Under no circumstances shall an RSVP volunteer receive a fee for service from 

service recipients, their legal guardian, members of their family, or friends.  

 Labor and anti-labor activity. The sponsor shall not use grant funds directly or indirectly to 

finance labor or anti-labor organization or related activity.  

 Nondiscrimination. A sponsor or sponsor employee shall not discriminate against an RSVP 

volunteer on the basis of race, color, national origin, sex, age, religion, or political affiliation, 

or on the basis of disability, if the volunteer with a disability is qualified to serve.  

 Religious activities.  

o An RSVP volunteer or a member of the project staff funded by the Corporation shall 

not give religious instruction, conduct worship services or engage in any form of 

proselytization as part of his/her duties.  

o A sponsor or volunteer station may retain its independence and may continue to 

carry out its mission, including the definition, development, practice, and expression 

of its religious beliefs, provided that it does not use Corporation funds to support 

any inherently religious activities, such as worship, religious instruction, or 



9 
 

proselytization, as part of the programs or services funded. If an organization 

conducts such activities, the activities must be offered separately, in time or 

location, from the programs or services funded under this part.  

 Nepotism. Persons selected for project staff positions shall not be related by blood or 

marriage to other project staff, sponsor staff or officers, or members of the sponsor Board 

of Directors, unless there is written concurrence from the Advisory Council and with 

notification to Corporation of National Community Service.   

 Volunteer Status.  RSVP volunteers are not employees of Southern Iowa RSVP, Graceland 

University, the volunteer station, the Corporation for National and Community Service, or 

the Federal Government. 

Non-Discrimination 
No person, based on race, color, sex, age (if at least 55), religion, handicap, national origin, 
military reserve or veteran status, marital status, limited English proficiency, or political 
affiliation shall be excluded from participation in RSVP. 
 

Volunteer Safety and Safe Practices 

 RSVP volunteers, at all times, must be fit for the roles they perform, in order to complete 
their jobs safely.  Should medical, physical, or other conditions change, at any time, it is the 
duty of the RSVP volunteer, to inform the RSVP Site Coordinator or Director so that 
appropriate changes may be made, with regard to volunteer activities. 

 If weather conditions create unsafe travel conditions, volunteers may be contacted by RSVP 
or the volunteer station staff requesting that volunteers do not come in.  In addition, if the 
volunteer feels that the conditions are not safe for travel, the volunteer should notify the 
volunteer station of the decision not to travel to a volunteer assignment. 
 

Volunteer Separation 

 Volunteers who do not report at least one hour during a 90-day period become inactive as 
an RSVP volunteer.  Volunteers who become inactive will be re-activated when placement 
by RSVP and subsequent volunteering resumes.  

 Volunteers may terminate their volunteer assignment at any time by notifying the RSVP 
Site Coordinator or Director. The RSVP Site Coordinator or Director will assist the volunteer 
in locating an alternate volunteer placement, when requested. 

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

 Volunteers of Southern Iowa RSVP must always report truthfully the hours of service 
performed as well as the mileage to be reimbursed. Falsifying time sheets or mileage 
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reimbursement requests will result in separation of the volunteer from the Southern Iowa 
RSVP program. 

 
Appeal Process 

While it rarely occurs, volunteers may be separated from the RSVP program for a variety of 
reasons. Reasons for involuntary separation may include, but are not limited to: failure to 
comply with RSVP regulations, engaging in prohibited activities, and failure to accept 
supervision from a volunteer station.  A volunteer may appeal the separation from RSVP 
and/or a volunteer assignment by first discussing the situation with the station supervisor. If this 

does not resolve the issue; or if the issue is with an aspect of the RSVP program; the next or alternative 
step to take is to request a meeting with the RSVP Site Coordinator and Program Director. 

This request must detail the reasons the volunteer should not be terminated and must be 

received within 30 days of the termination date.  Appeals will be reviewed by the RSVP Director 

of Southern Iowa, an Advisory Council representative, and, when appropriate, the Volunteer 

Station Supervisor.  A response to the appeal will be provided within 30 days. 

Volunteer Hours Reporting 

System and Tools for Enrolled RSVP Volunteers and Volunteer Stations with a Signed MOU 

 

Provision of Timesheets 

RSVP staff makes available volunteer timesheets/reporting forms as follows:  

1)  An approved Southern Iowa RSVP time sheet to Volunteer Stations that have a signed and 

current Memorandum of Understanding with Southern Iowa RSVP. These may be dropped off, 

sent electronically, or downloaded from the Southern Iowa RSVP website.  

2)  Approved Southern Iowa RSVP personal and group time sheets for volunteers. These are 

available at the Southern Iowa RSVP office, for download from the Southern Iowa RSVP 

website, or sent electronically upon request.   

 

Acceptance of Volunteer Timesheets/Hours 

Timesheets must be submitted monthly to the Southern Iowa RSVP Site Coordinator/Program 

Assistant.  All timesheets must include the signature of the volunteer and the signature of the 

volunteer supervisor.  After a review of the timesheet, the Southern Iowa RSVP Site 

Coordinator and Director will sign and file the time sheet.  Requests for copies of executed 

times sheets may be made to the Southern Iowa RSVP Director. 

 

Acceptable Forms of Time Sheet Submission Include:  

 Volunteer provides hard copy individual timesheet/reporting form written out with 
signatures.   
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 Volunteer Station provides hard copy station timesheet/reporting form with signatures 
– stations may type or write in volunteer’s name or volunteer may sign (print or 
cursive). 

 Volunteer may send approved RSVP time sheet as an attachment to an e-mail from 
enrolled RSVP Volunteer email address to RSVP Site Coordinator email address.  

 Volunteer Station may send approved RSVP time sheet as an attachment to an email 
from enrolled RSVP Station email address to RSVP Site Coordinator email address. 

 RSVP Site Coordinator may report Volunteers’ time based on sign-in and sign-out 
sheets located at the station of service. 

 

Authentication of Persons Reporting 

 Enrolled volunteers may report hours of volunteer service. 

 Station supervisors (any paid or volunteer employee of the station) may report hours of 
volunteer service for volunteers at their station. 

 

Privacy and Storage of Information 

 Hard copy: Hours received by mail service or hand delivered will be accepted from 
enrolled volunteers and from Volunteer Stations and kept in a locked file cabinet in the 
Southern Iowa RSVP Director’s or Program Assistant’s office. 

 Electronic copy: Hours received by e-mail from enrolled volunteers or from Volunteer 
Stations will be received from registered e-mail addresses as provided to Southern Iowa 
RSVP. 

 E-mailed hours will be printed and hard copies filed at the Southern Iowa RSVP Office or 
the Program Assistant’s Office. 

 Hard copy timesheets will be filed at the Southern Iowa RSVP Office or the Program 
Assistant’s Office. 

 All timesheets received will be kept for seven years. 

 Copies of stored records can be requested by contacting the Southern Iowa RSVP 
Director or Program Assistant. 

 

Registered Email address 

RSVP volunteers and Volunteer Stations may submit or change their registered email address at 

any time by contacting the Southern Iowa RSVP Site Coordinator or Director at 641-784-5046 or 

email llong@graceland.edu. The criteria for establishing a registered email address are:   

 Sender uses an e-mail system that requires a recognizable sign-in name that is 

registered with the sponsor/project as the volunteer. 

 The e-mail is addressed to the person identified by the RSVP/sponsor policies as having 

the authority to accept and view e-mails reporting hours. 

mailto:llong@graceland.edu
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 The system used by the e-mail recipient (e.g., RSVP Project Director or Program 

Assistant) is capable of storing and retrieving the e-mails reporting RSVP volunteer 

hours. 

Confidentiality 

Volunteers should be aware that certain clients and agency information is confidential.  Names, 

telephone numbers or any other confidential information that might identify a client must 

never be released without permission  

 

Breach of confidentiality may consist of: Talking about a client to family members and friends or 

talking about a client in an inappropriate place.  Volunteers must follow all station 

confidentiality policies and procedures. 

Supplemental Insurance  

Southern Iowa RSVP provides supplemental insurance coverage for all RSVP volunteers while on 
assignment for or at a registered RSVP volunteer station. This policy covers injuries arising out 
of or in the course of the following:  

• While attending an RSVP assignment-related training and/or recognition event. 
• While on assignment or during any travel directly to and from the assignment.  
• Any incidental travel while on the assignment sponsored by RSVP. 

 
The following coverage is provided:  
 
Excess Auto Insurance*:     Maximum limit: $500,000 

Limits of Insurance 
Accident Insurance**:     Principal Sum:  $2,500 

Accident Medical:  $50,000 
Volunteer Liability Insurance:    $1,000,000      
 
Please contact the Southern Iowa RSVP office at 641-784-5476, 1 University Place, Lamoni IA 
50140 immediately if you need to file a claim.  
 
*Coverage eligibility requires valid driver’s license and primary auto insurance coverage by 
volunteer. 
 
**Accident Insurance coverage includes an accidental death benefit of $2,500, should an injury 
from an accident covered by the policy result in the volunteers’ death.  If there is no named 
beneficiary or surviving beneficiary, the Covered Person’s loss of life benefits will be paid in one 
sum to the first surviving class of the following: 

1. Spouse 
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2. Child or children 
3. Mother or father 
4. Sisters or brothers 
5. The estate of the Covered Person 

 
A death benefit beneficiary is required to be named on the volunteer application. The 
beneficiary may be changed anytime by submitting a written request. Requests can be sent to:  
1 University Place, Lamoni, IA 50140 or; Email to llong@graceland.edu  

 
Volunteer Reimbursement Provisions 
All volunteer reimbursement provisions are subject to change without notice pending the 
availability of funds to support these benefits.  
 
Mileage Reimbursement Provisions 

• Transportation costs incurred while RSVP volunteers are performing their volunteer 
assignment are the responsibility of the volunteer.  

• Southern Iowa RSVP will reimburse for miles traveled to and from a Southern Iowa RSVP 
training and orientation within Clarke, Decatur, Ringgold and Union Counties.  

• Reimbursement for mileage from a Southern Iowa RSVP orientation/training must be 
requested on an RSVP Expense Report that has been signed by the volunteer and a 
supervisor from the volunteer station. 

• Signed expense reports are to be accompanied by a volunteer timesheet that includes 
training hours and submitted to the Southern Iowa RSVP Site Coordinator or Director. 

• The volunteer must provide RSVP with auto insurance information and a copy of a valid 
driver’s license, prior to reimbursement.  

• Reimbursement is paid out at a rate of .50/mile.  
• RSVP volunteer expense reports will be paid monthly  

  
 


