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LETTER OF WELCOME  
Welcome to the Akron Summit Community Action, Inc. (ASCA) Foster Grandparent Program (FGP). We hope that you will find being a Foster Grandparent a rewarding experience as you work with children who have special or exceptional needs.

Your willingness to work with children can bring you great satisfaction. You will gain new skills and meet new people as you participate in the Foster Grandparent Program. 

Here at ASCA, we value our volunteers and appreciate your gift of time, experience and support. 
Before you start your work as a Foster Grandparent, we want you to familiarize yourself with the program’s policies and procedures.  This FGP Volunteer Handbook will serve as your guide and help answer your questions. It provides a brief history of the program and contains important information about program operations and your rights and responsibilities as a Foster Grandparent volunteer.

We encourage you to read the FGP Volunteer Handbook in its entirety and bring any questions that you have to the FGP staff.

A volunteer agreement form can be found at the end of the handbook. We ask all volunteers to review, sign and submit the volunteer agreement form to the FGP staff.        
The project director, project coordinator and the volunteer station supervisor look forward to working with you.  We wish you success in your new endeavor as a Foster Grandparent.
The ASCA Foster Grandparent Program Director 
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INTRODUCTION

This FGP Volunteer Handbook contains established policies that govern Foster Grandparents and Foster Grandparents’ activities at the volunteer stations, eligibility and benefits afforded to Foster Grandparents.

HISTORY OF THE FOSTER GRANDPARENT PROGRAM

The Foster Grandparent Program (a national demonstration project) began August 28, 1965 as part of the “War on Poverty.” The program shows how eligible persons (aged 55 and older) with maturity and experiences can contribute to children with special or exceptional needs. The Economic Opportunity Act of 1964 set up the Foster Grandparent Program as an elderly program by funding 21 selected Foster Grandparent Program sponsors throughout the country. By 1968, sixty-eight (68) Foster Grandparent projects had been developed and founded in 40 states and in Puerto Rico. Four thousand one hundred (4,100) Foster Grandparents were enrolled, assisting over 10, 000 children. In 2007 nearly 30,000 Foster Grandparents contributed 25.2 million hours of volunteer service to 284,000 children, teenagers and their families. The Foster Grandparent Program is part of the National Senior Corps and receives operating funds from the Corporation for National and Community Service.
The ASCA Foster Grandparent Program began in Akron, Ohio in 1966 as part of the Summit County Greater Akron Community Action Council, ASCA’s original name. After many years of struggling to survive the 70’s and the 80’s due to the threat of cuts in national funding, the Foster Grandparent Program project continues to grow due to the strong support of the original sponsor and the administration of project directors assisted by an advisory council made up of community leaders.

As of 2014, FGP currently has 32 volunteer stations throughout Summit County. We also have 82 Foster Grandparent Volunteers, and we anticipate this will grow as we continue with our recruitment efforts.
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PURPOSE AND GOALS

PURPOSE:

The Foster Grandparent Program improves the lives of eligible volunteers and special needs children or youth by bringing them together in an appropriate education, social service, medical or similar setting. 

GOALS:

The specific goals of the Foster Grandparent Program are:

1.  To enable children with exceptional or special needs to achieve improved physical, mental, emotional and social development, helping them to attain independent living.

2.  To enable low-income persons 55 and older to remain physically and mentally active and enhance their self-esteem through participation in needed community services.

WHAT FOSTER GRANDPARENTS DO

Foster Grandparents work with children who have special and or exceptional needs. 

Foster Grandparents are assigned to volunteer stations (public agency, secular or faith-based private non profit organization, or proprietary health care organizations) such as hospitals, Children Service Board, Day Care Centers, Head Start Centers and Public Schools. 
Foster Grandparents provide emotional support and assistance in developing basic learning skills to promote increased academic progress to eligible children.

ENROLLMENT ELIGIBILITY
AGE: 
ASCA Foster Grandparents are volunteers (age 55 or older) no longer in the regular work force and who are capable of helping children with special or exceptional needs. 
All applicants must provide their date of birth on the hiring application and show proof of age when they are interviewed. A government-issued photo identification (ID) card, such as a driver’s license is acceptable. The ID will be copied or the ID number/type of ID will be noted and placed in the applicant’s file. It will also be signed off by the person examining the ID.
NON-DISCRIMINATION:
Eligibility as an ASCA Foster Grandparent is not restricted on the basis of formal education, race, color, religion, national origin, including limited English proficiency, sex, handicap, or political affiliation.

INCOME:
To be enrolled and receive a stipend, a Foster Grandparent cannot have an annual income, from ALL sources (payment of W-2 money, wages, and salaries before any deduction, payments for public assistance, social security, unemployment or workers’ compensation, strike benefits, training, alimony, child support, or any other payments from an absent family member not living in the household, also government employee pensions, private pensions, regular insurance or annuity payments, income from dividends, interest, net rents, royalties, and or income from estates and trusts) exceeding the income guideline for the state in which he/she resides. 

Foster Grandparent applicants must meet the income guidelines as defined by the Corporation of National and Community Service. 

Annual household income of all residents is projected for the future 12 months based on the income at the time of application. 

Once enrolled a Foster Grandparent remains eligible to serve and receive a stipend as long as his/her income does not exceed the income eligibility guideline. 
Annual household income for current ASCA Foster Grandparents is counted for the past 12 months and includes the income of the Foster Grandparent and that of all other residents in the household.
*Foster Grandparents must report all income changes to the FGP staff.
*Income is reviewed annually (every January).  
ASCA Foster Grandparents must complete and sign the Eligibility Status Report Form each year. Failure to abide by the above is cause for termination from the ASCA Foster Grandparent Program.
NON-STIPEND:
Individuals aged 55 and older with income that exceeds the eligibility guidelines may possibly be enrolled in FGP projects as non-stipend Foster Grandparents; under certain conditions, such as in communities where there is no RSVP project, or where agreement is reached with the RSVP project that allows for the enrollment of non-stipend volunteers in the FGP project. 
PHYSICAL EXAMINATION:
ASCA Foster Grandparents must have a physical examination prior to assignment and each year thereafter.
 Foster Grandparents must be determined by a physical examination to be capable with or without reasonable accommodation, of serving children with exceptional or special needs without detriment to either himself/herself or the children served. This is a requirement from the Corporation for National & Community Service. 
CRIMINAL HISTORY CHECKS:
In order to participate, enroll or serve as a Foster Grandparent a National Service Criminal History check must be conducted, documented and filed in the applicant’s file chart. There are three search components that will be checked. 

1. National Sex Offender Public Website: (receipt date will be documented)
A nationwide name-based check of the National Sex Offender Public Website (NSOPW), which consists of a web-based check of a centralized system which identifies individuals who are registered as sex offenders in States, territories, or with many federally recognized Tribes. A subsequent NSOPW check may be warranted if state (s) are not reporting when initial check is performed. If a candidate has a hit associated with his/her name the hit will need to be resolved before clearing the individual to begin work or service.
2. State Criminal Registry Search: Bureau of Criminal Investigation (BCI)-receipt date will be documented.
A search by either name or fingerprint-based search of the statewide criminal history registry in the candidate’s State of residence and in the State where the individual will serve or work. State check must be initiated depending on access to vulnerable populations.
3. A fingerprint-based FBI criminal history check: (receipt date will be documented)
The fingerprint-based FBI criminal history check is completed on all covered positions (Senior Companions/SCP, Foster Grandparents/FGP, AmeriCorps State and National participants, and other participants, volunteers, or staff funded under a CNCS grant). FBI check must be initiated depending on access to vulnerable populations. 
*National Sex Offender Public Registry/Website, Bureau of Criminal Investigation (BCI) and fingerprint-based FBI criminal history checks are completed for all Foster Grandparents. An individual who is registered, or has committed an offense that would currently require registration, on a State sex offender registry is ineligible to serve. Additionally, an individual who is unable to sign the Statement of Non-conviction is ineligible to serve.  ASCA may adopt other disqualifying offenses in its reasonable discretion. An individual who refuses to consent to a criminal registry check is also ineligible to serve. 

Below are the procedures that will be followed:

1. Verify individual’s identity by examining the individual’s government-issued photo identification card such as a driver’s license. 

2. Obtain prior, written authorization for the State criminal registry check and the appropriate sharing of the results of that check within the program from the individual.

3. Document the individual understands that selection in the program is contingent upon the organization’s review of the individual’s criminal history, if any.

4. Provide reasonable opportunity for the individual to challenge the factual accuracy of a result before action is taken to exclude the individual from the position.

5. Provide safeguards to ensure the confidentiality of any information relating to the criminal history check, consistent with authorization provided by the individual.

6. Ensure that an individual, for whom the results of a required State criminal registry or the FBI checks are pending, is not permitted to have access to children, persons age 60 and older and individuals with disabilities. Accompaniment must be documented (days, period of time and signature of person verifying actions)
*Volunteers must sign the FGP Volunteer Application stating he/she accepts the   terms based on the background checks. Sign off from the individual who reviewed and considered the results of each component and made final selection is a must.
JOB DESCRIPTIONS
DUTIES AND RESPONSIBILITIES:
A Foster Grandparent is assigned to work at a volunteer station/site and works within the guidelines agreed upon by ASCA and the volunteer station.  A Foster Grandparent’s duties include: 

1. Works one-on-one with two children who have special needs (e.g., physically challenged, developmentally delayed, neglected, abused, drug abused or learning disabled).
2. Track the weekly activities and progress of each assigned child or youth using the assigned journal to track progress. This should be done daily so the journal remains current.
3. Attends in-service training each month, Attends meetings scheduled by the volunteer station and/or FGP Director. 

To effectively perform his or her duties, a Foster Grandparent may need to provide the following types of support to assigned children:

1. Assists with the child's personal care and planned activities, calms a child who is having behavioral problems and sits with the child at mealtime.
2. Talk and listen, walk with the child, read stories, hold the child, and give the child or assigned youth full attention.

3. Lends support and assistance to the child during learning situations.
The foregoing list is only intended to provide examples of the types of support a Foster Grandparent need to provide an assigned child.  It is not meant to be exhaustive.

At each site, a site supervisor develops a specific child assignment plan based on the child’s developmental needs. 
SUPERVISION:
The ASCA FGP Director is responsible for general supervision and maintenance of all records for ASCA Foster Grandparents in Summit County. The site staff helps the ASCA Foster Grandparent with daily activities at the volunteer site.
DIRECT BENEFITS TO THE FOSTER GRANDPARENTS

STIPEND:
ASCA Foster Grandparents volunteer 15-40 hours a week, usually five days a week. They receive an hourly stipend that is paid in bi-weekly installments, without any deductions, at a rate set by the Corporation for National and Community Service, consistent with ASCA’s payroll policies.
TRANSPORTATION:
ASCA Foster Grandparents receive transportation or reimbursement for the cost of transportation to and from volunteer assignments and other project activities. Other project activities include orientation training, meetings, recognition events, and physical exams. ASCA Foster Grandparents who drive their own vehicles are reimbursed at a rate set by the sponsor. ASCA Foster Grandparents who do not incur travel expenses (e.g., those who walk to their assignments, ride on free public transportation, or are passengers in car pools) are not reimbursed.
MEALS:
ASCA Foster Grandparents receive one meal a day taken during their service schedule and with the children, if appropriate. When the meal is taken with the children, the hourly stipend is paid for the time during the meal. If a Foster Grandparent is assigned to a site that does not provide a meal, the Foster Grandparent will receive reimbursement for the cost of a “brown bag” lunch at a rate determined by ASCA. 
PAID LEAVE:
ASCA Foster Grandparents receive six days paid leave days effective the first day of each quarter (January, April, July, October) following the date of hire for a total of 24 days a calendar year.  Paid leave must be used in full-day increments during the quarter and in which it is earned. Amount paid for leave will reflect scheduled work hours. 
Paid leave may be used for any reason and does not require separate written documentation, such as a form. 
Paid leave may be used during site closings for spring break and holiday break. Paid leave may not be used during any other time when the volunteer station is shut down for an extended period (i.e. summer vacation).
PAID HOLIDAYS:
ASCA Foster Grandparents observe the following holidays only when on assignment:


New Year's Eve


Independence Day
New Year's Day


Labor Day

Martin Luther King Day    
Thanksgiving Day


President’s Day


Friday after Thanksgiving


Good Friday



Christmas Eve


Memorial Day


Christmas Day

*Amount paid for holiday leave will reflect scheduled work hours*
Foster Grandparents will receive holiday pay only for holidays that are part of the Foster Grandparent’s regular work schedule.  In addition to the above holidays, ASCA Foster Grandparents are entitled to observe holidays observed by their volunteer site by using their paid leave.
SPECIAL EVENTS:

Foster Grandparents will be paid four (4) hours for in-services, physicals, meetings and recognition events.  

JURY DUTY:
ASCA Foster Grandparents are encouraged to respond to the call for Jury Duty when summoned. Paid leave will be granted for the day(s) served when the summons is presented to the FGP Director.  Jury leave shall be granted in addition to the leave days in a Foster Grandparent’s paid leave bank.
UNIFORMS:
ASCA Foster Grandparents receive a uniform and a badge, which must be worn at the volunteer station at all times during the Foster Grandparent’s work day. If the uniform can not be worn, the Foster Grandparent must wear a red shirt, sweater, vest, etc along with the appropriate badge to identify himself/herself as a Foster Grandparent. Foster Grandparents must notify FGP staff immediately if the uniform needs to be replaced.  
INSURANCE

ASCA Foster Grandparents are covered by accident, personal liability, and excess automobile liability insurance provided by the ASCA Foster Grandparent Program.
ACCIDENT INSURANCE:
Accident Insurance covers ASCA Foster Grandparents for personal injury during travel between their residence and volunteer station, during their volunteer service, during meal periods and while attending project-sponsored activities such as recognition, orientation and in-service. Protection is provided against claims in excess of any benefits or services for medical care or treatment available to the volunteer from other sources.
PERSONAL LIABILITY INSURANCE:
Protection is provided against claims in excess of protection provided by other insurance. ASCA provides protection for volunteers against injury or property damage claims arising out of their volunteer service activities.
EXCESS AUTOMOBILE LIABILITY INSURANCE:
ASCA provides Excess Automobile Liability Insurance coverage of not less than $500,000 each accident for bodily injury or property damage. Liability insurance on personal vehicles is the responsibility of the volunteer. A record of the insurance carrier shall be kept in the project file.
ABSENCES

EMERGENCY LEAVE:
Up to 10 days emergency leave per calendar year may be granted due to unplanned site closings.  
The purpose of emergency leave is to remove Foster Grandparents from potentially dangerous situations. 
Unplanned site closings for more than 10 days per calendar year will be charged to regular paid leave. If all paid leave has been used, the time will be charged to unpaid leave. If there is extended emergency leave, the Foster Grandparent may be assigned to an alternate site if a site is available. 

INCLEMENT WEATHER:

When Akron Public School System (APS) closes due to inclement weather all Foster Grandparent volunteers do not report to their volunteer stations. 

UNPAID LEAVE:
When an extended illness occurs and all paid leave has been used, the ASCA Foster Grandparent will be eligible for unpaid leave up to 30 calendar days, and may be eligible to return to the same volunteer station depending on needs of the volunteer station and the program. After 30 calendar days the ASCA Foster Grandparent may be placed on indefinite leave, subject to recall as available assignments permit. Also upon return may need to adhere to criminal background history checks and physical examination.
REPORTING ABSENCES:
ASCA Foster Grandparents are required to call the Foster Grandparent Office, the volunteer site/supervisor and SCAT (if used) to report each day of absence.  Each absence shall be deducted from paid leave.
CONDUCT

Expected conduct for an ASCA Foster Grandparent is explained during orientation together with the policies, procedures and practices which must be followed.  ASCA Foster Grandparents must adhere to the rules of conduct set forth in the ACSA FGP Volunteer Handbook and the posted site rules for the volunteer station at which the Foster Grandparent is assigned.  
ASCA Foster Grandparents are expected to be prompt, respectful, conscientious, professional, maintain appropriate behavior, demonstrate a good attitude follow the directives of their supervisors/managers and properly treat children entrusted to the Foster Grandparent's care at all times. As well as demonstrate the same demeanor to all that you come in contact with (this includes co-workers, other volunteers, etc).
Foster Grandparents must not engage in the following activities in the course of their participation in ASCA’s Foster Grandparent Program: fighting, using alcoholic beverages, or non-prescription drugs on the volunteer site premises, theft or misuse of equipment, foul language, inappropriate touching/behavior, etc.
An ASCA Foster Grandparent’s failure to adhere to these standards is grounds for immediate removal from ASCA’s Foster Grandparent program.  
*Any suspicion of child abuse or neglect by a Foster Grandparent is reported to the Summit County Children’s Service Board in accordance with State law. The Foster Grandparent is suspended without stipend payment until an investigation is completed.  If the charges prove to be untrue, the Foster Grandparent may return to active service at a site at the discretion of the project director.  If the charges are determined to be valid, the Foster Grandparent is immediately dismissed.
OTHER
VOLUNTEER STATIONS:
We (FGP staff) will try to place you at your preferred site/volunteer station; however, the decision is ultimately up to the FGP staff.  There will be times when you may be requested to relocate to another station/site or classroom. We appreciate your cooperation when this request is made. 

MEMORANDUM OF UNDERSTANDING:
It is the responsibility of the sponsor to document that a volunteer station is a public or non profit private organization or an eligible proprietary health care agency, capable of serving as a volunteer station for the placement of Foster Grandparents. 

The FGP staff will be responsible for retrieving and maintaining actual documentation that states the volunteer station is eligible. The volunteer station will also sign the MOU stating that the station is eligible for the FGP.

KEEPING RECORDS CURRENT:
Foster Grandparents must notify the FGP office of any changes in name, address, phone, designations of beneficiary and emergency contact. 
ANNUAL REVIEW OF SERVICE:

Foster Grandparents will receive an annual review of service. This will be conducted every March. 
REPRESENTATION ON ADVISORY COUNCIL:
ASCA Foster Grandparents may be represented on the FGP Advisory Council by two ASCA Foster Grandparent representatives and two ASCA Foster Grandparent alternates elected by ASCA Foster Grandparents at the September in-service meeting, or another meeting called for that purpose. The representatives report the business of the Advisory Council to all ASCA Foster Grandparents at the monthly in-service meeting. Any ASCA Foster Grandparent may ask for representation to share a concern with the FGP Advisory Council.
RESTRICTIONS AND LEGAL REPRESENTATION:
Legal limitations that apply to the operation of the Foster Grandparent Program and to the expenditure of grant funds.
A. Political Activities
1. 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. 
2. 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 non partisan 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 available, employees of the sponsor shall not express preferences or seek to influence decisions concerning any candidate, political party, election issue, or voting decision. 
3. 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 any volunteer in, or employee of such a program 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 FGP.

B. Non-displacement of employed workers. A Foster Grandparent shall not perform any service or duty or engage in any activity which would otherwise be performed by an employed worker or which would supplant the hiring of or result in the displacement of employed workers, or impair existing contracts for service.

C. Compensation for service
1. An agency or organization to which NSSC volunteers are assigned, or which operates or supervises any NSSC program shall not request or receive any compensation from NSSC volunteers or from beneficiaries for services of NSSC volunteers.

2. 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.

3. A Foster Grandparent volunteer station may contribute to the financial support of the FGP. However, this support shall not be a required precondition for a potential station to obtain Foster Grandparent service.

4. If a volunteer station agrees to provide funds to support additional Foster Grandparents or pay for other Foster Grandparent support cost, the agreement shall be stated in a written Memorandum of Understanding. The sponsor shall withdraw services if the stations 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.

5. Under no circumstances shall a Foster Grandparent receive a fee for service from service recipients, their legal guardian, members of their family or friends.

D. 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. 
E. Fair labor standards.  A sponsor that employs laborers and mechanics for construction, alteration, or repair of facilities shall pay wages at prevailing rates as determined by the Secretary of Labor in accordance with the Davis-Bacon Act, as amended, 40 U. S.C. 276a.


F. Nondiscrimination. A sponsor or sponsor employee shall not discriminate against a Foster Grandparent on the basis of race, color, national origin, sex, age, religion, or political affiliation, or on the basis of disability, if the Foster Grandparent with a disability is qualified to serve.

G. Religious activities

1.  A Foster Grandparent 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 or her duties.
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VOLUNTEER AGREEMENT FORM
I understand that ASCA may change the policies contained within this FGP Volunteer Handbook at any time without notice. This HANDBOOK replaces previous handbooks.

I understand that this HANDBOOK is a general guide and that it does not restrict ASCA from addressing matters outside the subjects covered by this HANDBOOK.

I understand that nothing contained in this HANDBOOK or stated verbally is intended to be a promise of continued employment, volunteerism or a contract that binds myself or ASCA to an employment or volunteerism relationship for any period of time.  My volunteer relationship with ASCA and the FGP is “At-Will.”

I have read, understand and agree to abide by ASCA’s FGP HANDBOOK as well as all other requirements and agree to re-read the HANDBOOK from time to time to refresh my memory throughout my time with ASCA.

 I have had an opportunity to ask questions about ASCA’s FGP policies contained within, and agree to support ASCA’s FGP policies and procedures as presented in this HANDBOOK or otherwise indicated orally or in written form.

Foster Grandparent’s Signature and Date
Foster Grandparent’s Printed Name
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