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RSVP Memorandum Of Understanding (MOU)
Between:

KI BOIS Retired Senior Volunteer Program                                  Phone:   918-967-3325
P.O. Box 727                                                                                    Office: 800-299-4479
Stigler, OK  74462                                                                             Fax:   918-967-8660
Sandie Rutherford, RSVP Director                               
sandie.rutherford@kibois.org
And:

Volunteer Station: ________________________________ Phone: ______________________ 
Address: ____________________________________________________________________

Fax: _________________________ Email: ________________________________________ 

It is agreed that the attached basic attachment provisions will guide our working relationship and that:

· The RSVP representative who will serve as liaison with the volunteer station is: 
     Sandie Rutherford Telephone: 918-967-3325 ext. 137 (office)   or   918-734-8847 (cell)
· The Memorandum of Understanding (MOU) may be amended, in writing at any time with   

 concurrence of both parties. It will be reviewed annually to permit needed changes.
· The Volunteer Station Primary Type: To qualify as a RSVP Station, an agency/office/department 
     must self-certify that it is one of the following:
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Private Non-Profit
Proprietary Health Care Agency
Governmental Agency
· The volunteer station representative who will serve as liaison with RSVP and who will be 
     responsible for volunteer orientation and station supervisor is: 
_______________________________________________________________________
· The MOU will be in effect from:  ___________________ thru ______________________
Station Representative:  ____________________________________   Date:  ______________

RSVP Representative: _____________________________________   Date:  ______________ 

BASIC PROVISIONS OF MEMORANDUM OF UNDERSTANDING

The RSVP Program will:

1. Recruit, interview, and enroll RSVP volunteers and refer to the volunteer station.

2. Instruct RSVP volunteers in proper use of monthly reports, reimbursement guidance and program procedures.

3. Provide RSVP orientation to volunteer station staff prior to placement of volunteers, and at other times as needed.

4. Reimburse RSVP volunteers for transportation cost between their home and volunteer station in accordance with RSVP

     Volunteer Policy Handbook (as funds are available).
5. Furnish accident, personal liability, and excess automobile liability insurance coverage as required by program policy.

     Insurance is secondary coverage and is not primary insurance through CIMA.

6. Periodically monitor volunteer activities at volunteer station to assess and/or discuss needs of volunteers and station.

7. In cooperation with the RSVP Advisory Council, arrange for an appeals procedure to address problems arising between
     volunteer and volunteer station, and/or discuss needs of volunteers and volunteer station.

The Volunteer Station will:

1. Interview and make the final decision on assignment of RSVP volunteers.

2. Implement orientation, in-service instruction, and/or special trainings of volunteers.

3. Furnish volunteers with materials required for assignments. These materials may include uniform and photo I.D..
4. Collect and validate appropriate volunteer reports for submission to RSVP.
5. Investigate and report accidents and injuries involving volunteers to RSVP.

6. Discuss assignments with individual volunteers referred by RSVP and provide written assignments to volunteers
   (Position Description), with a copy to RSVP.

7. Provide supervision of volunteers on assignments.

8. Validate monthly volunteer reports submitted by volunteers to verify hours of service. 
     Reports: The Station Representative shall: 

• Timesheets: Report volunteer hours on a monthly basis on or before 5th of the following month (Insurance
   coverage is only effective with verified records of hours served.) 

• Progress Reports: Stations are requested to complete a short bi-annual survey provided by RSVP 
  documenting the impacts of services provided by volunteers. 

• In-Kind Documentation: Provide documentation of in-kind contribution(s) (meals, uniforms, mileage 
  reimbursement, training expenses) and verification to help RSVP meet its local match of 30%. 

9. Provide a safe work environment for all volunteer(s).  Annually assess volunteer placements to ensure the safety of volunteers as follows: Each year of the duration of this memorandum of understanding an annual safety assessment will be conducted by the sponsor.  A formal assurance of safety by each volunteer station must be maintained by the sponsor (RSVP).  An example of adequate assurance may include an emailed assurance of safety from each volunteer station covered by this agreement.
     Other Provisions:

10. Separation from Volunteer Service: The Station may request the removal of an RSVP volunteer at any time.  An RSVP volunteer may withdraw from service at the Station or from the RSVP at any time. The RSVP staff, the Station staff, and volunteers are encouraged to communicate to resolve concerns or conflicts, or take remedial action, including, but not limited to, placement with another station. 
11. Separation from volunteer service: The volunteer station may request the removal of a senior volunteer at any time. The RSVP volunteer may withdraw from service at the volunteer station or from the RSVP program at any time.  Discussion of individual separations will occur among RSVP staff, volunteer station staff, and the volunteer to clarify the reasons, resolve conflicts, or take remedial action, including placement with another volunteer station.
12. Accessibility and Reasonable Accommodation: The Station will maintain the programs and activities to which RSVP volunteers are assigned accessible to persons with disabilities (including mobility, hearing, vision, mental, and cognitive impairments or addictions and diseases) and/or limited English language proficiency and provide reasonable accommodation to allow persons with disabilities to participate in programs and activities. 

13. Termination of MOU: This MOU may be terminated at any time by either party by sending written notice of termination of the MOU to the other party. This MOU shall be reviewed at least every three (3) years by the parties. 

14. Signatures: By signing this MOU, the Station, through its authorized representative, self-certifies that it meets the requirements necessary to become a RSVP Station. 

Assignment of Duties: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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