
 
Serving Paducah–McCracken and Hickman Counties

- RSVP Volunteer Handbook -

Paducah - McCracken & Hickman County
Website: www.rsvpofpaducah.org

Rhoni Lowery, Project Director
rhoni@pmcsc.org

1400 H.C. Mathis Drive
Paducah, KY 42001

Phone: 270-442-8993
Fax: 270-443-8609

Retired & Senior Volunteer Program



Purpose 
The Retired and Senior Volunteer Program (RSVP) is federally funded 
by the Corporation for National and Community Service and locally 
sponsored by the Paducah, McCracken County Senior Citizens, Inc, 
along with the United Way of McCracken County.   
 

 
 
The purpose of the program is to link adults age 55 and over to 
meaningful volunteer opportunities in the community for non-for-profit 
agencies. 
 
 
Mission 
To promote volunteerism, particularly among persons 55 years of age 
and older, and provide opportunities for them to pursue their interests 
and use their skills and abilities help meet the critical needs of 
Hickman and McCracken Counties. 
 
 
Vision 
To be recognized by the Hickman and McCracken County communities 
as a reliable and dynamic source of rewarding volunteer opportunities 
for seniors and as a primary supplier of senior volunteers to serve the 
community’s critical human needs. 
 
 
Goals 
RSVP promotes the use of older persons as a community resource in 
planning for community improvement and in delivery of volunteer 
services.  Achievement of RSVP’s purpose is facilitated by a 
coordinated use from resources of the Corporation for National and 
Community Service, the Paducah-McCracken County Senior Citizens, 
Inc., and the community to achieve the goals of the Retired and Senior 
Volunteer Program which are to: 
 
1. Develop a variety of opportunities for community service for age 

55 or older persons willing to share their experiences, abilities, 
and skills for the betterment of the community and themselves. 



2. Ensure that volunteer assignments are made consistent with the 
interests and abilities of the volunteers. 

3. Ensure that volunteer assignments are scheduled at not-for-
profit agencies in the community and meet basic and critical 
needs for the community. 

4. Ensure that volunteers are provided the necessary training, 
orientation, support, supervision and recognition for their 
contribution of service to the community. 

5. Provide reasonable opportunity for community and volunteer 
involvement and support in development, operation, and 
appraisal of the RSVP program. 

6. Develop local support to supplement available federal sources, 
and to ensure that program expenditures are incurred at the 
lowest possible costs consistent with the effective operation of 
the project, as required by the Corporation for National and 
Community Service regulations. 

7. Team together with other community agencies and organizations 
involved in the field of ageing and volunteerism. 

8. Develop a sound, locally controlled senior volunteer program 
with community support. 

 
 

 
 
 
What is the RSVP? 
The Retired and Senior Volunteer Program provides volunteer 
opportunities for persons 55 years of and older.  The purpose is to 
enrich retirement for older adults through significant community 
service work.  



RSVP encourages seniors to bring a lifetime of talent, experience, skills 
and hobbies to community projects and organizations needing 
volunteer talent. 
 
A national program, RSVP is partially funded through the Corporation 
for National and Community Service, a federal agency.  In addition, 
RSVP receives financial support from the United Way of Paducah-
McCracken County.  In joining the program, you become part of a 
national movement of hundreds of thousands of volunteers striving to 
help their communities. 
 
The local program is sponsored by the Paducah-McCracken County 
Senior Citizens.  The program began in McCracken County in 1980 and 
in Hickman County in 2000. 
 
 
Who can be a Volunteer? 
Any person 55 years of age or older, who wants to share the benefits 
of a lifetime of living is eligible.  There is no restriction based on 
education, income, or experience.  Anyone who wants to feel useful, 
needed, and appreciated will profit from becoming a part of the RSVP 
network. 
 
 
What do volunteers do? 
RSVP Volunteers serve, without pay, on a regular or periodic basis on 
community assignments at libraries, senior centers, social service 
agencies, nursing homes, schools, and many other non-profit 
organizations.  They visit shut-ins, assist in the delivery of meals, and 
work with children and youth.  They act as office workers, tutors, and 
volunteer coordinators. 
 
Each volunteer contributes an average of four hours per week – a 
figure that reflects dedication of RSVP volunteers.   
 
We do not require a minimum number of service hours, however, to 
remain an active RSVP member, you must volunteer at least once 
every three months.  You decide the hours and the days that you want 
to volunteer.   
 
We value whatever contribution of time you can spare, and we will 
tailor the assignment to fit your needs and preferences.   



If you later find that your volunteer work is conflicting with other 
commitments, simply call the RSVP office and make arrangements to 
alter your assignment schedule. 
 
 
What is a volunteer station? 
Any place where RSVP members volunteer is called a volunteer 
station.  It can be any public or private non-profit organization or 
health agency.  The volunteer station must sign the RSVP 
Memorandum of Understanding, which lists RSVP policies. The station 
agrees to offer volunteers appropriate and specific assignments on a 
regularly scheduled basis. 
 

 
 
RSVP volunteers do not replace paid staff at a station. No one at a 
volunteer station will ask you to do anything that the staff is unwilling 
to do. 
 
The station staff provides you with supervision and the materials you 
need in order to work effectively.  The station supervisor explains 
assignments and answers specific questions.  
 
 
Reporting Hours 
Volunteers report their hours of service on a monthly basis, usually 
through the volunteer station. Many volunteers serve in more than one 
capacity. Crediting your volunteer hours to different groups is perfectly 
okay.  Suppose you are a senior center volunteer, a retired teacher, 
and also a member of RSVP.  
 
Each organization needs to know how many hours you gave for its 
purposes. So, if you are a part of several volunteer groups, support 
them by reporting your hours faithfully to each one and then reporting 
your total hours to RSVP. 



RSVP needs to know about all your hours because these records prove 
to the community and the nation that seniors, 55 and older, are a 
great contributing resource. 
 
 
What are the benefits of volunteering through RSVP? 
 

Insurance 
As an enrolled RSVP member, you are covered by supplemental 
volunteer liability, accident and excess automobile liability 
insurance at no cost to you. The insurance covers you while you’re 
working at an agreed upon assignment, as well as while you’re en 
route to and from the station. 
 
In case of an accident, you should call the RSVP office at (270) 
442-8993. A claim form will be sent to you to be completed and 
returned to the RSVP.   
You should include all bills and statement of Medicare (if you are 
enrolled in Medicare).  RSVP insurance pays expenses in excess of 
benefits paid by Medicare. 

 
Recognition 
Once a year, RSVP sponsors a Recognition Event for acknowledging 
its volunteers and their efforts, along with articles on our website. 
All volunteers receive an RSVP pin that the time of enrollment, 
RSVP recognizes its member for each year of service.  In addition, 
each RSVP volunteer is given a name badge and a member card.  
We also hold enrichment banquets, get-togethers, and holiday 
parties to recognize the tremendous donation of time our 
volunteers give to the community. 
 
Orientation 
The RSVP provides a basic orientation to the RSVP program, but 
each volunteer station will provide orientation once the volunteer is 
on the job for the specific duties required of that placement.  
 
Newsletter 
The Senior Center newsletter, “Club 60+”, is available to all 
enrolled volunteers and volunteer stations.  It contains one page of 
RSVP information on service opportunities and helpful information 
for senior citizens.   

 
 
Volunteer Responsibilities 



1. Attend the volunteer orientation and training. 
2. Be on time. 
3. Sign in and out on the RSVP time sheets provided for you. 
4. Notify your station if you will not be able to volunteer on that 

day. 
5. Ask questions at your volunteer site if you do not understand or 

are not sure about something.  If you still have questions, please 
call us at the RSVP office. 

6. If you are in an accident, notify the RSVP office and your station. 
7. Keep station business and any client information confidential. 
8. Notify the RSVP office if you are having any problems with your 

volunteer site. 
9. Notify the RSVP of any changes in your address of phone 

number. 
 

 
 
 
 
Summary of RSVP Benefits for Volunteers 
1. Volunteer placement to find the right match for you 
2. Opportunity to use your experience and skills 
3. Opportunities for community involvement 
4. Satisfaction of providing services to others that might not have 

otherwise been met. 
5. Recognition of the members volunteer service 
6. Free supplemental accident and liability insurance while 

volunteering 
7. Newsletter with helpful information and new volunteer 

opportunities 
8. Opportunity to present the image of Seniors as contributors 

within the community through significant community service 
9. A chance to learn something new 
10. Satisfaction of knowing you are making a difference. 
 



 
What are volunteers responsible for in the program? 
RSVP asks each volunteer to observe the following principals while 
performing any volunteer assignment: 
 
The volunteer assignment is important to the volunteer station, to 
RSVP, and to the public.  Please perform the duties to the best of your 
ability, observe the days and hours agreed upon, cooperate with staff 
and other volunteers, and follow the policies set for the by the 
volunteer station. If a problem should arise with regard to the 
assignment, please speak with the station supervisor and/or someone 
at the RSVP office. 
 
Please inform your station supervisor if you cannot report to your 
assignment, will be late, or must leave early. We realize that 
emergencies and conflicting commitments will arise. 
 
If you will be away for an extended period of time, or if you choose to 
discontinue serving at a particular volunteer station, please inform the 
agency where you volunteer and the RSVP office in advance. 
 
If while working at your volunteer assignment, you encounter 
confidential information concerning the volunteer station, its 
employees, and/or the people it serves, you must maintain the 
confidentiality of that information. 
Please keep the RSVP office informed of any changes in your phone 
number, your address, and your ability to serve as a volunteer.  Also, 
please notify the RSVP office of any problems, which may arise at your 
station. 
 
 
Changes in Assignment 
RSVP realizes you may want to change your assignment. You might 
want to try out new skills or advance to more difficult tasks.  
Whatever the reason, RSVP will accept your request for a change at 
any time. You may either make a selection from existing opportunities 
or suggest specific interests and let RSVP do the legwork. 
 
 
Special Projects 
Realizing that many volunteers want to serve their community but still 
do all they planned during retirement, RSVP offers short term 
assignments. 
 



Many agencies need help with mailings, office work, fund raising, and 
other projects only at certain times of the year. RSVP tries to fill their 
requests for “now and then” assistance. 
 
If you would like to assist with short term volunteer projects, please 
inform the RSVP staff, and they will contact you when short term 
assignments become available. 
 
 

 
 

 
RSVP fits YOUR schedule 
RSVP strives to maintain flexibility in the scheduling of assignments.  
There is no minimum number of service hours required.  However, an 
RSVP volunteer must serve and report at least one hour every three 
months to be considered a member of RSVP. 
 
Assignment hours vary according to the needs of the agencies, but you 
may select an assignment that suits your schedule.  We realize that 
you may have planned to do things during retirement that might 
conflict with your volunteering.  If you want to travel, work part-time, 
or alter your work schedule due to conflicting commitments, just notify 
your station and the RSVP office in advance. 
 
 
Advisory Council 
The RSVP Advisory Council meets bi-monthly to advise and assist the 
RSVP operation. Its functions include planning volunteer recognition 
events, evaluation and future direction of the program. At least one 
quarter of the members are age 55 or older. If you have an interest in 
serving on the RSVP Advisory Council, please call the RSVP office. 
 
 
 
Volunteer Separation 



When a volunteer is inactive for more than 30 days, they will be placed 
on inactive status.  A former volunteer can be re-activated once they 
resume volunteering.   
 
Volunteers may also be separated by the RSVP Director for cause, 
including, but not limited to: excessive or unauthorized absences, 
inability to work with supervision, inability to perform assigned 
projects, or misconduct.   
 
 
Appeal Process 
All appeals to action affecting an RSVP volunteer must be made in 
writing to the RSVP Director and a copy sent to the Advisory Council.  
The Advisory Council will review the complaint and assess which 
actions will be taken to correct the situation. 
 
 
Program Evaluation 
The RSVP office conducts program evaluation surveys periodically to 
assess the effectiveness of the program and volunteer satisfaction.  
Please take the time to fill out the surveys and return them to our 
office.  We value your feedback. 
 
Please call the RSVP office you have any other questions, want to give 
us feedback, or just want to talk.  We love to hear from you! 
 
 
Senior Corps Grant Regulations 
 
§ 2553.91 What legal limitations apply to the operation of the RSVP 
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: 
(i) Any partisan or nonpartisan political activity associated with a 
candidate, or contending faction or group, in an election; or 
(ii) Any activity to provide voters or prospective voters with 
transportation to the polls or similar assistance in connection with any 
such election; or 



(iii) 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. 
(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: 
(i) 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 
(ii) In connection with an authorization or appropriations measure 
directly affecting the operation of the RSVP Program. 
(b) Nondisplacement of employed workers. A RSVP volunteer 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 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. 
(4) 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. 
(5) Under no circumstances shall a RSVP volunteer 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 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. 
(g) Religious activities. (1) A 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. 
(2) 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 
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. 
(h) 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 or community group 
established by the sponsor under subpart B of this part, and with 
notification to the Corporation. 
[64 FR 14135, Mar. 24, 1999, as amended at 69 FR 60095, Oct. 7, 
2004] 
 
 

 


