INTRODUCTION and PURPOSE

This manual has been written to answer basic questions about volunteering for Seabury  Resources for Aging (SEABURY ), Friendship Terrace, Springvale Terrace, Ward 5 Lead Agency Services and SEABURY   ’s subsidiary corporation Christian Communities Group Homes, Inc. The volunteer manual is a reference handbook that provides detailed information about SEABURY   and the volunteer program.  The manual should provide you with the information you need to do your work effectively and to help you understand the organization.  Seabury Resources for Aging reserves the right to change any of these policies at any time and to expect adherence to the changed policy. Thank you for sharing your volunteer time with SEABURY  .

Issued to:
__________________________________________________

Signed:
__________________________________________________

Date Issued:
__________________________________________________

Volunteer Coordinator:
_____________________________________

Phone/email:


_____________________________________

Coordinator’s Office Hours:
_____________________________________

 Thank you for your interest in Seabury  Resources for Aging.

For Proprietary Use Only

WELCOME FROM PRESIDENT & EXECUTIVE DIRECTOR

Seabury  Resources for Aging is a non-profit organization serving seniors and their families of all faiths. We welcome volunteers of all faiths who provide leadership and take an active role in providing services.  

Annually, more than 2000 volunteers contribute tens of thousands of hours to SEABURY ’s programs and services.  Without volunteers it would be impossible for SEABURY   to carry out its mission of service and support. 

We welcome you to the SEABURY   Team and thank you for sharing your time, expertise, and care with seniors and their families.  

Sincerely,

Joseph Howell

 


Joseph Resch, Jr.

President




Executive Director
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MISSION STATEMENT

The MISSION of Seabury  Resources for Aging is to serve seniors and their families of all faiths throughout the Diocese of Washington.  Seabury Resources for Aging works in partnership with congregations, organizations, and others to develop ministries for, with, and by seniors.  Its guiding principles are to:

· Empower seniors to take better care of themselves and others,

· Provide opportunities for personal and spiritual growth and volunteer involvement,

· Increase the awareness of issues of aging and ageism across the lifespan, and 

· Recognize the contributions of seniors to church and community.

We accomplish our mission through our allied corporation, Friendship Terrace and subsidiary corporations SEABURY   Assisted Living Services and Christian Communities Group Homes. Each has individual mission statements closely aligned with that of Seabury  Resources for Aging which further our mission and impact.

SEABURY  ’S FAMILY OF PROGRAMS & SERVICES

Organized in 1924 as the Episcopal Church Home, SEABURY  's primary focus until 1995 was on providing housing to seniors in the area covered by the Diocese of Washington – Washington, DC and the Maryland counties of Montgomery, Prince George’s, Charles and St. Mary’s.  The program and services in place today are:

· Friendship Terrace Retirement Community for nearly 200 residents with low and moderate incomes.

· Parish Volunteer Services provides diocesan-wide leadership on aging and builds partnerships with congregations and communities.  

· SEABURY   Cares provides information and assistance, care planning and care management services for seniors and caregivers.  

· Transportation partnerships provide transportation for seniors in lower Prince George's County and northeast Charles Counties through St. Philip's Senior Van and for seniors in Northwest Washington through IONA Senior Services.

· Christian Communities Group Homes (CCGH) provides shared housing for low income seniors and supportive housing for those who need assistance with activities of daily living.  

· CCGH’s Age-In-Place programs uses volunteers to provide home maintenance and repair projects so that seniors living in Northeast Washington can stay more safely and comfortably in their homes. It also recruits volunteers for adopt-a-senior, family volunteers and telephone ministry.

· CCGH’s Age-In-Place Home Repair and Maintenance program provides skilled home repair and maintenance projects on a fee basis.  Fees are based on income.

· SEABURY   was awarded the contract as lead agency for aging services in Washington, DC’s Ward 5.  SEABURY   now manages 11 congregate meal centers and coordinates home delivered meal services, supportive services and outreach activities which include recreational services, transportation, health promotion, nutrition counseling and education.   SEABURY   also directs the citywide Center for Blind and Visually Impaired Older Adults located in Ward 5.
Governing Structure 

Seabury  Resources for Aging is an independent non-profit organization governed by a volunteer board of Episcopalians from all regions of the Diocese.   The Board meets monthly and provides oversight to all of SEABURY  ’s programs and activities.  SEABURY  ’s Board also serves as the board for Friendship Terrace, Episcopal Church Home, Inc.  There is a separate Board for the subsidiary corporation – Christian Communities Group Homes.  


MISSION & ORGANIZATION OF THE VOLUNTEER PROGRAM


The goal of the SEABURY   volunteer program is to support SEABURY  ’s mission of service to seniors and their families of all faiths throughout the area covered by the Episcopal Diocese of Washington – Washington, DC and Montgomery, Prince George’s, Charles and St. Mary’s Counties in Maryland.  Volunteers in SEABURY   programs expand and enhance the services that SEABURY   provides to seniors and their families, while benefiting from a satisfying service experience. Unless specifically stated, this manual applies to all non-elected volunteers in all SEABURY   programs and projects and to all departments and sites of operation of the organization.

 The volunteer program seeks to:
· Provide opportunities for volunteers to actively participate in SEABURY   programs and make a meaningful contribution. 

· Provide volunteers with a positive, pleasant, and rewarding service experience. 

· Develop closer ties with the communities served. 

· Increase effectiveness and quality of services. 
Volunteer Roles

There are many ways in which volunteers serve seniors and their families through SEABURY   and its subsidiaries.  Here are a few examples of how volunteer support strengthens our programs through:

· Age-In-Place providing home maintenance and repair services for Northeast Washington seniors

· Developing special one-to-one relationships with isolated seniors to provide companionship and support through Adopt-A-Senior as well as at Friendship Terrace Retirement Community.
· Coordinating special activities and celebrations

· Organizing worship services for residents at all our communities 

· Serving on boards and committees to provide guidance and oversight for programs and services

· Organizing fundraising events to support the subsidy program of SEABURY   Cares

· Working with congregations to plan educational programs

Volunteer Coordinator
The Volunteer Coordinator is responsible for recruiting, screening and referring volunteers.  Each site has a separately designated volunteer coordinator. The coordinator acts as a liaison between the volunteers and staff and is available to volunteers should any problems, questions or concerns arise regarding a volunteer position or should a volunteer desire a reassignment. The Volunteer Coordinator may also serve as the site supervisor. Please feel free to see the coordinator at any time. 

Site Supervisor
Volunteers may also be responsible to a site supervisor other than the Volunteer Coordinator. The site supervisor is responsible for volunteer orientation and training, coordinating the work of volunteers, and supervising volunteers.  The site supervisor also serves as liaison between volunteers and residents or clients.  Questions concerning job duties or scheduling should be referred to the site supervisor.

POLICIES AND PROCEDURES
General Definitions

Volunteers 

A ‘volunteer’ is anyone who without compensation or expectation of compensation performs a task at the direction of and on behalf of Seabury  Resources for Aging or SEABURY   services including Christian Communities Group Homes and Friendship Terrace.   Volunteer hours may include training to do the job, preparation for volunteer activities and travel to and from job sites.  
  There are two types of volunteers with SEABURY  , on-going and short term. Short term volunteers are those who come, either individually or as part of a group, to work on a project or program that occurs one time.  Examples include Age-In-Place volunteers, groups who come to provide one-time entertainment at housing communities or those who assist in one-day clean up efforts at the assisted living homes.
A ‘volunteer’ must be officially accepted and enrolled by the agency prior to performance of the task. Short term volunteers will be asked to complete a form on the day of their activity.  Due to their continuing relationship with clients and residents, on-going volunteers will undergo an interview and enrollment procedure. Unless specifically stated in writing, volunteers shall not be considered ‘employees’ of the agency and are not reimbursed for expenses.

This manual is intended for the long term volunteers.  

Special Case Volunteers
The agency also accepts volunteers participating in student community service activities, student intern projects, corporate volunteer programs, and other volunteer referral programs. In each of these cases, however, a special agreement must be in effect with the organization, school, or program from which the special case volunteers originate and must identify responsibility for management and care of the volunteers.  We are unable to accept juvenile justice program volunteers.
Employees as Volunteers
The agency accepts the services of staff as volunteers. This service is accepted provided that the volunteer service is provided totally without any coercive nature, involves work which is outside the scope of normal staff duties, and is provided outside of usual working hours. Family members of staff are allowed to volunteer with the agency. 

Clients and Relatives as Volunteers
The Agency’s clients may be accepted as volunteers, where such service does not obstruct or conflict with provision of services to the client or to others. Relatives of clients may also serve as volunteers, but will not be placed in a position of direct service or relationship to members of their family who are receiving services, although they may be part of a group activity.

Two-Hat Policy
Members of the organization’s boards of directors can be accepted as direct service volunteers with the agency.

Conflict of Interest
No person who has a conflict of interest with any activity or program of the organization, whether personal, philosophical, or financial shall be accepted or serve as a volunteer with the agency in the area where the conflict of interest exists.

Application & Interview Procedures

Equal Opportunity

It is the policy of Seabury  Resources for Aging to provide equal opportunities to all qualified volunteers.  Our treatment of all volunteers shall be without discrimination as to race, creed, color, religion, national origin, citizenship status, sex, age, disability, marital status, sexual orientation, disability, or political affiliation.
Recruitment of Minors

Volunteers who are under the age of 18 must have written consent of a parent or guardian before volunteering.  The volunteer services assigned to a minor will be performed in a safe and secure environment and will comply with all appropriate requirements of child labor laws. 
Getting Started


Prior to beginning work with SEABURY   or its subsidiaries, on-going volunteers should expect the following:

Interview  - by a staff member to determine interests, availability, qualifications and to answer any questions about the position and SEABURY  . 

Placement -  in a position that reflects your interests and capabilities and the requirements of the volunteer position.   A position description will be provided to you prior to beginning your assignment.
Orientation – to the SEABURY   family and the program or activity to which you are recruited as well as the specific duties of your position.  .
On-the-Job Training - providing you with the information and skills necessary to perform the assignment. 

Health Screening
Since volunteers may be working with clients with health difficulties, a health screening procedure may be required prior to volunteer assignment. In addition, if there are physical requirements necessary for performance of a volunteer task, a screening or testing procedure may be required to ascertain the ability of the volunteer to safely perform the task.  Volunteers with a cold or flu or other communicable illness are asked to stay home until they are completely recovered.
 Criminal Records/Background Investigations
As appropriate for the protection of clients, volunteers in certain assignments may be asked to submit to a background criminal check. Volunteers who regularly work with an individual without direct supervision may be subject to additional screening procedures.  These procedures may include reference checks, direct background investigation, criminal investigation, etc. Volunteers who refuse permission to conduct these checks will not be accepted for placement with clients.

Acceptance and Appointment
Service as a volunteer with the agency shall begin with an official notice of acceptance or placement in a volunteer position. Notice may only be given by the volunteer coordinator or site supervisor. No volunteer shall begin performance of any position until they have been officially accepted for that position and have completed all necessary screening and paperwork. At the time of final acceptance, each volunteer shall complete all necessary enrollment paperwork and shall receive a copy of their job description and agreement of service with the agency.  All volunteers will be provided with an orientation to SEABURY   and the position.
Professional Services

Volunteers shall not perform professional services that require certification or licensing unless currently certified or licensed to do so unless work is performed under the supervision of a certified, licensed professional.  A clinical professional may not provide volunteer professional services unless they have their own liability insurance. A copy of that certification or license will be kept by the site supervisor or volunteer coordinator in the volunteer’s file.

Driving

Volunteers use their own insurance coverage when using their automobile as an SEABURY   volunteer.  Agency vehicles may only be driven by board and council members and paid staff.  A copy of the driver’s license and auto insurance card may be made when a volunteer is using a personal vehicle to transport staff, clients, or other volunteers.
General Policies

Confidentiality 

Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged information to which they are exposed while serving as a volunteer, whether this information involves a staff member, volunteer, client or other person; or involves overall site business.  Volunteers are required to sign a confidentiality agreement.

Time Sheets

It is important for volunteers to sign in and out each time they report for duty. Accurate and up-to-date records are important to both SEABURY   and to the volunteer. This information is used for volunteer recognition, insurance coverage, budget purposes and program promotion. Time sheets may be used, if verified, as proof of tax deduction for gas and mileage to and from the assignment.

Employment

SEABURY   has no obligation to place, interview or hire a volunteer for any paid position.

Gifts

Check with the volunteer coordinator or site supervisor before accepting any gift from a client.  

Representation of the Organization

Volunteers are authorized to represent the organization as specifically indicated within their job description and only to the extent of written specifications.

Volunteers are not authorized to act or make a statement as representing the official position of SEABURY   or that might significantly affect or obligate the organization.  Volunteers must seek consultation and approval in advance from appropriate staff.  Prohibited actions might include, but are not limited to, public statements to the media or any agreements involving contractual or financial obligations.  Volunteers must consult with and obtain approval in advance from appropriate staff if there is any question that a statement or action might be prohibited or construed as representing the organization.

Resignation/Termination

Placements are not permanent.  A volunteer may decide to stop volunteering at any time. Volunteers are asked to inform the site supervisor or volunteer coordinator and to give as much notice as possible if resigning or interrupting the volunteer assignment for an extended period of time.  Volunteers may also leave at the end of an assignment. Whenever possible, volunteers are asked to complete an exit questionnaire before leaving.

The organization may dismiss a volunteer if he/she fails to fulfill the duties of the position description and/or meet basic standards of professionalism set by the organization and judged essential to performance. Grounds for dismissal may include, but are not limited to, the following:  misconduct or insubordination, being under the influence of alcohol and drugs, theft of property or misuse of the organization’s equipment or materials, verbal or physical abuse of staff, residents, and/or other volunteers, and breach of confidentiality.

If the agency and the volunteer agree that another position would best serve the organization or be better suited to the interests of the volunteer a reassignment may be made.  Should the volunteer desire a reassignment, he or she should discuss that with the volunteer coordinator.

Exit Interview

When possible, an exit interview will be conducted with volunteers who are leaving their positions.    
Volunteer Support and Recognition

Expressions of volunteer recognition will be conducted annually to highlight and reward the contributions of volunteers to the organization’s programs.  

Evaluation

The work of the volunteer will be periodically, at least annually, evaluated by staff and discussed with the volunteer. Whenever possible, a written report will also be given to the volunteer.

Workplace Policies
Drug Free Workplace

Seabury  Resources for Aging is a drug-free workplace.  The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance in an SEABURY   facility or while volunteering for SEABURY   is strictly prohibited.  Violators will be referred to the appropriate law enforcement agency.
Medication
Volunteers are not to dispense medications, prescription and non prescription to residents and clients.  This includes vitamins and over the counter medications.

Smoke Free

Seabury  Resources for Aging provides a smoke-free work environment, which includes all SEABURY   worksites and vehicles.  Client homes or apartments may be an exception, however volunteers have the right to decline work with the resident in this setting.

Discrimination and Harassment

SEABURY   does not discriminate on the basis of race, creed, color, religion, national origin, citizenship status, sex, age, disability, marital status, sexual orientation, disability, or political affiliation.  Volunteers are expected to act in accordance with this policy.

This policy ensures that, in the workplace and volunteer worksite, no one unlawfully harasses another individual.  Harassment includes unwelcome sexual advances, requests for sexual favors and any verbal and/or physical conduct of a sexual nature.  Any incident involving unlawful behavior should be reported to the site supervisor or volunteer coordinator.

Sexual harassment training is available through the Episcopal Diocese of Washington.  Contact your site supervisor or volunteer coordinator for more information.

Inclement Weather

SEABURY   follows the Federal Government policy:

If the Federal Government is closed, SEABURY   offices will be closed as well.  However, staff will be reporting to work at SEABURY  ’s housing communities.  Volunteers are often needed at these times if they are safely able to reach the housing facility and assist.  In times of inclement weather, contact your site supervisor or volunteer coordinator before coming to volunteer.

Worksite

Security

Volunteers are to use the public entrance to SEABURY   buildings when reporting to their assignment.  Please assist in maintaining the security of the workplace by not letting strangers in when arriving and reporting suspicious activity to the appropriate staff. 

Worksite/Personal Belongings

An appropriate worksite shall be established prior to the recruitment of any volunteer. This work site shall contain necessary facilities, equipment and space to enable volunteers to perform their duties safely, effectively and comfortably.  Volunteers are cautioned not to bring valuables to the worksite.  Seabury  Resources for Aging is not responsible for the loss of personal property.

Facilities & Property

Volunteers should avoid personal phone calls, visits or other interruptions while volunteering. If someone needs to reach a volunteer at an SEABURY   worksite, please ask them to identify the individual as a volunteer.  Staff persons may not be familiar with all volunteers by name.

Volunteers shall have access to property and materials necessary to fulfill their duties, and shall receive training in the operation of any such equipment. Property and materials shall be used only when directly required for SEABURY   purposes, and shall not be removed from the site.

Parking

Parking is available at site locations although it may be on street parking.  Some sites are accessible through public transportation.  Site supervisors will discuss the parking arrangements for their programs.

Dress (Behavior, Language) Code

While volunteering at SEABURY   volunteers are responsible for presenting a good image. Volunteers shall dress, behave and use language appropriate for the conditions and performance of their duties.  The volunteer coordinator or site supervisor should discuss appropriate dress and behavior with volunteers as part of their orientation.  Failure to adhere to dress, language and behavior codes may result in dismissal or reassignment.
Identification

Volunteers may be issued forms of identification or badges which should be worn whenever on duty.

On the Job Injury

Volunteers must report immediately every job- related injury, regardless of severity, to their site supervisor. If you should have an accident while you are performing your duties as a volunteer, an Incident Report must be filled out immediately. The Incident Report must be signed by the volunteer and any witnesses to the accident.  Incident reports are available from the Volunteer Coordinator or Site Supervisor.

Photo Release

Photos of volunteers in action are very helpful to SEABURY   when we apply for funding or share the news about our activities.  Volunteers are asked to sign a photographic release.  Please inform your site supervisor if you would prefer not to be photographed.

Expenses/Insurance/Tax Deductions

Reimbursement for Expenses

Volunteers may be eligible for reimbursement of reasonable expenses incurred while undertaking business for the organization.  There will be no reimbursement without prior approval from the site supervisor or volunteer coordinator.
Insurance 

Liability and accident insurance are provided for all volunteers engaged in SEABURY   business.  However, volunteers should be aware that their personal insurance coverage is primary and SEABURY  ’s insurance secondary.  Volunteers may also consult with their own insurance agents regarding the extension of their personal insurance to include community volunteer work. 

Tax Deductions
Some expenses related to volunteering are deductible if an individual files Form 1040 and itemizes deductions on Schedule A. Since tax laws change every year, it is best to consult ones own accountant or IRS Publication 526--Charitable Contributions for current information.

WHAT IS EXPECTED OF A VOLUNTEER:

1. To adhere to the rules and policies in the volunteer manual. 

2. To be prompt and reliable in reporting for duty. When unable to report as scheduled, notifying the site supervisor as early as possible. 

3. To work a determined number of hours according to a mutually agreed upon schedule. 

4. To complete time sheets in order to keep an accurate record of hours served. 

5. To attend orientation and training sessions as provided. 

6. To treat residents, clients and fellow workers honestly, respectfully, and politely at all times. 

7. To consult with the site supervisor before assuming any new responsibilities. 

8. To protect confidential information and exercise good judgment.

WHAT IS EXPECTED OF STAFF:

1. To provide adequate orientation and training to prepare the volunteer for a successful service experience. 

2. To be available and responsive to questions from the volunteer.

3. To be prepared for the volunteer to work. This includes providing proper supervision, supplies and work space. 

4. To treat the volunteer as a respected member of the work team. 

5. To keep volunteers informed of any changes in policies or procedures. 

6. To maintain accurate records of volunteer hours and service. 

7. To provide recognition and show appreciation for the contributions of the volunteer on an on-going basis. 
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