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Dear Foster Grandparent Volunteer,
I am honored to welcome you to the UServeUtah Foster Grandparent 
Program! Thank you for deciding to give back to your community through 
Foster Grandparent service. You will make a tremendous impact on the 
children whom you meet and support through your service as a Foster 
Grandparent. 

These children will see short- and long-term gains as they benefit from 
having you as an extra caring adult in their lives. We know that children who 
receive help through a reading tutor are seven times more likely to reach 
the benchmark level than those who do not have a tutor. We also know that 
children who have a mentor are more likely to want to go to college.

The children you will serve face a variety of challenges. Some children may live 
in poverty. Some may need an example to model healthy emotional regulation 
or social skills. Others may face developmental delays or academic difficulties. 
Many organizations and school districts have large class sizes where teachers 
and leaders cannot provide one-on-one time to individual children. The odds 
are against some of these kids, and your one-on-one support will help to level 
the playing field.

While your service will make a difference in the lives of the children you serve 
and the schools and communities you support, we hope that you also find 
that your service benefits you. Research on the Foster Grandparent Program 
has shown positive health benefits to volunteers. We hope you will find your 
service improves your life as well. 

Thank you again for deciding to serve. I look forward to working with you in 
the years to come.

Laura Huefner
AmeriCorps Seniors Program Manager
UServeUtah
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OVERVIEW

The Foster Grandparent Program engages Americans 55 years and older in volunteer 
service to provide one-on-one support to children who struggle to improve their 
academic, social, or emotional development. You may help children learn to read by 
providing one-on-one tutoring, mentor troubled teenagers, or help children who need 
extra support. The program began in 1965 and since then thousands of older adults 
have made an impact in the lives of young people through Foster Grandparent service. 

Foster Grandparents serving in schools and afterschool programs collaborate with 
teachers and other education professionals to help students become more successful 
in school. Foster Grandparents serving in shelters, non-profits, and other community 
organizations partner with leaders trying to advocate for and nurture the social-
emotional growth of children who need a safe and supportive role model. By serving 
as an additional caring adult, Foster Grandparents make a tremendous impact on the 
lives of children and young people.

The purpose of the UServeUtah Foster Grandparent Program is to: 
•	 Connect generations;
•	 Provide volunteer service that addresses community needs;
•	 Create meaningful relationships that support children with exceptional needs to 

thrive; and
•	 Create opportunities for Foster Grandparent volunteers to feel fulfilled by service.

Foster Grandparent volunteers receive the following benefits: 
•	 Pre-Service Training; 
•	 In-Service Training;
•	 A modest $4.00/hour stipend to offset the cost of volunteering; 
•	 Meal reimbursement;
•	 Supplemental insurance;
•	 Recognition events; and 
•	 Mileage reimbursement.

AmeriCorps: Foster Grandparents are AmeriCorps Seniors volunteers. AmeriCorps is a 
federal agency that bridges divides by bringing people together: connecting individuals 
and organizations to help communities tackle their toughest challenges. Currently, 
more than 270,000 AmeriCorps members and volunteers serve at more than 2,000 
organizations. AmeriCorps Seniors is the 55 and older division of volunteers.
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UServeUtah: This Foster Grandparent program is administered by UServeUtah, 
which is Utah's Commission on Service and Volunteerism. UServeUtah administers 
AmeriCorps programs throughout the state and will manage the Foster Grandparent 
program in the following counties: Carbon, Emery, Grand, Rich, Salt Lake, San Juan, 
Summit, Tooele, and Wasatch.
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PROGRAM ELIGIBILITY

Eligibility requirements to serve as a Foster Grandparent are:
•	 Be age 55 years or older;
•	 Meet income eligibility requirement;
•	 Physically and mentally capable of serving;
•	 Meet minimum hour requirement; and
•	 Pass a background check (National Service Criminal History Check).

This program is available to all, without discrimination on the basis of race, color, 
sex, sexual orientation, pregnancy, religion, age, national origin, genetic information, 
disability, military status, familial status, political affiliation, or any other characteristic 
protected by law.

Income Eligibility Requirements
The Foster Grandparent Program was primarily created to assist low-income seniors. 
To be enrolled and receive a stipend, a Foster Grandparent volunteer cannot have 
an annual income, from all sources, after deducting allowable medical expenses, 
that exceeds the income eligibility guideline. By the Serve America Act, the income 
eligibility level is 200% of the poverty guideline for volunteers. The Department of 
Health and Human Services sets the Poverty Guidelines and they are updated annually 
(Appendix A). 

Eligibility is determined at the time of enrollment, and each May thereafter, using the 
Annual Eligibility form. Once enrolled, a volunteer remains eligible to serve and to 
receive a stipend as long as their income does not exceed the prescribed AmeriCorps 
Seniors income guidelines by 20%. Volunteers should notify Foster Grandparent 
program staff of any changes in personal income as they occur.

Any misrepresentation of income will be cause for immediate dismissal from the 
Foster Grandparent Program.

Minimum Hour Requirement
By federal statute, a Foster Grandparent volunteer must serve a minimum of 260 
hours a year, and can serve a maximum of 2,080 hours a year.

In the UServeUtah Foster Grandparent Program, the expectation is that a volunteer 
will serve a minimum of 15 hours per week. This provides a significant amount of 
service to children at the service station. Research shows that volunteers who serve 
more hours in a week report higher levels of health and well-being. 
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Background Check (National Service Criminal History Check)
Before a Foster Grandparent volunteer begins service, the volunteer must undergo 
and pass a background check (National Service Criminal History Check). 

The Serve America Act requires all participants to pass an FBI fingerprint background 
check, a state of residency and service check, and a National Sex Offender Public 
Registry (NSOPR) screening to serve as a Foster Grandparent. In the state of Utah, the 
state check is conducted in conjunction with the FBI fingerprint check through Utah's 
Bureau of Criminal Identification. Before enrollment, the participant must complete 
the State and FBI fingerprint and NSOPR search. These checks require a government-
issued ID to be presented and the signing of consent forms in compliance with state 
and federal mandates.

To serve as a Foster Grandparent a person cannot be listed as a sex offender on the 
National Sex Offender Registry and their background check must be clear or show 
only minor offenses. Those members who do have a criminal history may be allowed 
into the program after a review and approval from the Foster Grandparent Program 
staff. No person will be allowed into the program if their background check reveals 
murder or a sex offense. Violent offenses will be evaluated on a case-by-case basis 
and may disqualify an individual from participating as a volunteer. If an individual will 
not submit to these background checks they cannot apply for or be accepted into the 
program.

Selection into the Foster Grandparent Program is contingent upon the review of the 
applicant's criminal history. Individuals who are not selected for the program based on 
the results of their background screening have the right to work with law enforcement 
and courts to clear their records and reapply for the Foster Grandparent Program. 
Individuals who complete a background check as part of the application process 
for the Foster Grandparent program must begin service within twelve (12) months. 
If service is not established within the twelve months, a new background check is 
required for continuation in the program.

If a volunteer has a break in service of more than 180 days, the individual must repeat 
the background check process according to the current AmeriCorps guidelines as a 
new Foster Grandparent.
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Probationary Period
Foster Grandparents are accepted into the program on a probationary basis for the 
first three months. The probationary period is intended as a working test period to 
determine the suitability of each individual to serve as a Foster Grandparent. The 
UServeUtah AmeriCorps Seniors Program Manager or Coordinator may remove 
the Foster Grandparent from the program within the probationary period if they 
determine that the volunteer is unable or unwilling to perform the duties of the 
position. A site supervisor may dismiss a volunteer for issues such as extensive or 
unauthorized absences, misconduct, or inability to perform assignments.
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BENEFITS AND TRAINING
Foster Grandparents receive a variety of benefits through serving with the AmeriCorps 
Seniors program.

These benefits include: 
•	 Modest hourly stipend;
•	 Mileage reimbursement;
•	 School lunch/meal reimbursements;
•	 Supplemental liability insurance;
•	 Paid leave;
•	 Paid holidays;
•	 Administrative leave;
•	 Pre-service training;
•	 In-service training; and
•	 Recognition

Modest Hourly Stipend
To offset the cost of volunteering, Foster Grandparents receive a monetary stipend 
of $4.00 per hour for hours served as reported on a timesheet. The hourly stipend 
is an amount determined by Congress. The stipend is paid for time spent with the 
children, earned leave, UServeUtah holidays, and special activities such as training and 
volunteer recognition. 

Please note that Foster Grandparents are not employees of UServeUtah, the volunteer 
stations/school, AmeriCorps, or the federal government, and the hourly stipend is not 
a wage. By law, the stipend is not subject to tax, nor can it be counted as income for 
any government benefit such as Social Security, Supplemental Security Income, SNAP 
benefits, or public housing (Appendix B). 

Mileage Reimbursement
A Foster Grandparent is reimbursed for transportation costs associated with duties 
of the program (i.e. travel from home to volunteer station/school/training site). A 
volunteer using their private vehicle for transportation is reimbursed at a rate of $0.46 
per mile determined by the Foster Grandparent Program. 

Verification of a valid driver's license occurs at the time of application when current 
auto insurance is also submitted to the Foster Grandparent Program. On the monthly 
timesheet, the volunteer receiving mileage reimbursement confirms that their car 
insurance and driver's license are valid. The reimbursement rate is subject to change 
based on the availability of funds.
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Drivers of carpools receive reimbursement for actual mileage, based on a cost-per-
mile rate. Foster Grandparents who are passengers in the carpool will not receive 
reimbursement. The program will support volunteers who use public transit to get to 
their assignment with the cost of transit. Volunteers who do not incur travel expenses 
(i.e. walk to their assignments) may not apply for reimbursement.

Travel time between the volunteer’s home and place of assignment is not considered 
part of the service schedule. Travel time between two stations (e.g. school and 
afterschool program) is considered part of service time.

School Lunch/Meal Reimbursements
When possible, Foster Grandparents will be provided with a free school lunch from the 
service station. If the Foster Grandparent does not have a free school lunch offered by 
their station, then they will be reimbursed for meals at a rate of $1.50 per meal when 
their volunteer time includes the lunch hour. A meal time of 20-30 minutes each day 
is considered part of service time if service falls during the lunch hour. Free school 
lunch is provided as an in-kind contribution to the Foster Grandparent Program. If the 
Foster Grandparent has the free school lunch offered to them, they will not be eligible 
for the $1.50 meal reimbursement unless special permission is given for extenuating 
circumstances.

Supplemental Liability Insurance
A Supplemental Personal Liability Insurance through CIMA covers Foster Grandparents 
while they are performing Foster Grandparent service. This insurance is secondary to 
the volunteer’s primary insurance. 

Insurance coverage becomes effective at the time of formal program enrollment and 
applies while the volunteer is conducting program activities. Foster Grandparents 
will receive written information describing the insurance coverage provided by the 
program during their pre-service training (Appendix D).

Foster Grandparents must report accidents and injuries occurring during service hours 
to the program within 24 hours of the incident. The program will request information 
including required documentation needed to submit a claim form. At the time of 
injury, Foster Grandparents must seek medical attention through providers who accept 
the volunteer's insurance. The supplemental policy will cover its portion after the 
primary insurance has been billed.
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Injuries sustained during volunteer service should not be filed under a Workers’ 
Compensation policy. Stations must not report these injuries as “work-related” or 
submit them to Workers’ Compensation. Doing so may result in denial of coverage 
by both the primary and supplemental insurance providers, potentially leading to an 
arbitration process.

Paid Leave
Foster Grandparents are eligible to receive 0.1 hours of leave for each service hour 
and training hour accrued. The accrued leave may be used for any time the volunteer 
has a personal need, including sick or vacation leave. For example, volunteers who 
serve 20 hours a week will receive 4 hours of leave every two weeks.

Leave will start accruing on July 1 of each year. Any leave not used by the following 
June will be accumulated and distributed to the individual with the June pay cycle. If 
the volunteer notifies the program that this is their final month of service, accrued 
leave will be paid out to the individual if they leave the program in good standing.

Using Leave
If the volunteer is taking leave, the volunteer will notify the service site in advance. 
Please provide notice of leave one to two weeks in advance. 

When the volunteer will not be able to attend school or their service site due to 
sickness, please provide as much notice as possible to the service site. 

If the volunteer will be gone for an extended period, please notify UServeUtah 
AmeriCorps Seniors program staff.

Paid Holidays
The following holidays will be observed by the UServeUtah Foster Grandparent 
program. 

•	 New Year’s Day
•	 Martin Luther King Jr. Day
•	 President’s Day
•	 Memorial Day
•	 Juneteenth 
•	 Independence Day
•	 Pioneer Day

•	 Labor Day
•	 Columbus Day
•	 Veterans Day
•	 Thanksgiving Day
•	 Day after Thanksgiving 
•	 Christmas Eve
•	 Christmas Day
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Volunteers are eligible for holiday hours based on the number of hours that they serve 
each week. The following standards will be used: 

•	 Volunteer serving 15-20 hours weekly: 4 holiday hours
•	 Volunteer serving 21-30 hours weekly: 6 holiday hours
•	 Volunteer serving 31-40 hours weekly: 8 holiday hours 

Volunteers who are serving between 8-14 hours each week will receive 2 hours of 
holiday leave. Service less than 15 hours/week must be approved by the program 
coordinator.

If a volunteer serves at the school or station on the holiday, they will still receive the 
holiday hours based on the number of hours that they serve each week. 

When a holiday falls on a Saturday, the preceding Friday is recognized as a holiday. If a 
holiday falls on a Sunday, the following Monday is recognized as the holiday. 

UServeUtah staff will enter the volunteer holiday hours into the timesheet. The 
volunteer does not need to calculate this or fill out that column of the timesheet.
Spring break, fall break and winter break are not considered holidays. 

Administrative Leave
Volunteers requesting administrative leave should include both the reason for the 
leave and the number of hours requested in the comment box of their timesheet 
(see Appendix L for examples). All administrative leave requests will be reviewed 
and approved by program staff. Foster Grandparent volunteers may be granted 
administrative leave for the following purposes:

Bereavement Leave: This is granted to a volunteer upon the death of a member of 
their immediate family. Approved bereavement leave entitles the volunteer to receive 
stipend payment for scheduled work time for a period not to exceed three (3) days. 
If additional time beyond this allowance is required, regular leave must be used. In 
the event of the death of another Foster Grandparent, client or service recipient, or 
the Foster Grandparent supervisor, the volunteer may take up to four (4) hours with 
stipend payment, to attend the funeral or memorial service.

Inclement Weather: Administrative leave may be granted when weather conditions 
make travel hazardous for the volunteer. Permission and approval must be given by 
the Program Coordinator and/or station supervisor. The volunteer will receive stipend 
hours for the time they would have served. 
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Jury Duty: A leave of absence with a stipend payment for jury duty will be granted. 
When jury duty does not conflict, volunteers will be expected to report for scheduled 
assignments. A volunteer called to jury duty should notify the AmeriCorps Seniors 
program staff as soon as possible. The volunteer will receive stipend hours for the time 
they would have served. 

Early Release: Foster Grandparent volunteers are often sent home early for various 
reasons. If something happens that makes the school or service site close early, 
such as a water main break, then Foster Grandparents will claim full service hours 
for that day. On days when completion of hours is not possible and volunteers are 
released by the coordinator at the school/station, the reason for such release must be 
documented on the timesheet. 

Parent-Teacher Conferences and Teacher Professional/Work Days: Throughout 
the school year there are days when teachers continue to work at the school but 
students do not attend. These may be for parent-teacher conferences or professional 
development/work days for teachers. If the Foster Grandparent volunteer is asked not 
to come to school on those days, the volunteer can request administrative leave for 
the hours that they would have served that day. 

Leave of Absence without Pay
The volunteer must use all accrued leave before being granted a leave of absence 
without pay. Leave does not accrue during a period when a leave of absence without 
pay is granted. A volunteer may be granted a leave of absence without pay of up to 
180 days at the discretion of the Program Coordinator. If the leave exceeds 180 days, a 
new Criminal History Check must be completed.

Distribution of Direct Benefits upon Death
Should a death occur, a volunteer’s earned stipend and accrued leave is paid out to 
the person designated by power of attorney.  Any applicable insurance benefits are 
paid to the designated beneficiary.

Pre-Service Training
Foster Grandparent volunteers receive a minimum of 20 hours of pre-service training 
to be prepared for the assignment of serving children with exceptional needs in a 
school or afterschool setting, or other community location serving children. This 
training provides the Foster Grandparent volunteers with the knowledge and abilities 
they need to get started in a setting with children and adolescents. Pre-service training 
may involve watching videos, reading relevant articles, meeting with program staff, 
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and initial training at the school or service site.

Pre-service training is mandatory and must be completed before a volunteer can begin 
serving. Once a volunteer’s background check has been approved, they may begin 
receiving a stipend for the hours spent in pre-service training.

In-Service Training
Foster Grandparent volunteers must participate in a minimum of 24 hours of paid in-
service training annually. The training sessions focus on topics relevant to older adults 
in general or specific to service as a Foster Grandparent. 

Attendance at in-service training sessions is mandatory for all Foster Grandparents. If 
you have a conflict, please discuss it with the UServeUtah Program Coordinator.

Recognition
A special aspect of serving in the Foster Grandparent Program is receiving recognition 
for the significant contributions made to children and youth in the community. At least 
annually the program will host an event to celebrate the contributions of the Foster 
Grandparent volunteers.
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FOSTER GRANDPARENT SERVICE ASSIGNMENT

A Foster Grandparent volunteer joins in efforts with teachers and staff at schools, early 
childhood learning programs such as Head Start, and afterschool programs to assist 
children with exceptional needs to improve social and academic skills. The goal is for 
the Foster Grandparent to establish a one-on-one supportive relationship with a child 
that will help that child grow and develop. 

Foster Grandparents will perform assignments based on site and child needs. All 
assignments must meet the following criteria: 

•	 Foster Grandparents shall preferably, but not exclusively, be assigned to not more 
than one child at any time, rather than to groups of children, to enable the child 
and the Foster Grandparent to interact one-on-one.

•	 Assignments may not include administrative support service to the volunteer 
station/school.

•	 Individuals served shall be children with special or exceptional needs.

Foster Grandparents will be provided with a Volunteer Assignment Plan that includes 
the names of children identified as having exceptional needs. Volunteers should place 
special focus on these assigned children during their time at the service site. This may 
include reading one-on-one with a child, offering additional attention during small 
group activities, or engaging intentionally during play time at Head Start or other 
sites. Foster Grandparents should be familiar with their assigned children and spend 
individual time each week interacting with them to help ensure a positive impact on 
each child’s development.

Placement
Volunteers are typically placed in schools or other organizations/stations, such as 
Head Start centers or Boys and Girls Clubs, close to the their homes. Individuals with 
specialized skills may be placed at sited selected by program staff where those skills 
are needed. 

Because the Foster Grandparent Program focuses on one-on-one tutoring and 
mentoring, most volunteers serve during the nine-month school year. Volunteers are 
considered active during the summer break unless they notify program staff of their 
resignation.
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Appropriate Activities
Appropriate activities for a Foster Grandparent may include: 

•	 Tutoring children with literacy or English language learning needs;
•	 Tutoring children with math learning needs; 
•	 Providing children with emotional support and assistance in developing basic 

learning and social-emotional skills;
•	 Supporting students who may be chronically absent or tardy to school to develop 

the capacity needed to be present at school;
•	 Providing stability to children through emotional support and empathy;
•	 Cultivating a positive and nurturing relationship for them to look forward to at 

school. 

Inappropriate Activities
Some examples of inappropriate Foster Grandparent activities include: 

•	 Serving in staff roles;
•	 Recess monitoring;
•	 Performing clerical or custodial functions; 
•	 Serving as babysitters;
•	 Acting as substitute teachers, teacher's aides, group leaders, librarians or other 

similar positions that would detract from the person-to-person relationship;
•	 Supervising of children or staff; and 
•	 Disciplining or punishing children in any way. 

Service Activity Forms
Tracking children’s progress is very important to the Foster Grandparent Program. In 
doing so, several forms are necessary to complete including:

•	 Volunteer Assignment Plan: It is a federal requirement that all Foster 
Grandparents have an assignment plan for the children with whom they are 
assigned to tutor or mentor at the beginning of each school year. The assignment 
plans are structured by a professional at the school/station and discussed and 
reviewed frequently with the Foster Grandparent (Appendix I).

•	 End-of-Year Student Outcome Data Collection Form: In May there will be an end-
of-year tracking form that the school or station will complete that will report on 
the progress made by students in terms of increased academic performance or 
academic engagement (Appendix J).
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Tips for Being a Successful Foster Grandparent
•	 Have a positive attitude: The way we act affects the people around us. If you’re 

cheerful, pleasant, and encouraging, other people will follow. If you’re grumpy, full 
of complaints, and negative, this attitude will be contagious as well. Children do 
best in a positive atmosphere, so Foster Grandparents need to set a good example 
by being pleasant and encouraging.

•	 Be a good role model: Foster Grandparents should guide the children by being 
an example of honesty, kindness, and other good values. Model good manners by 
saying words like "please" and "thank you."

•	 Be flexible: Over time, there are likely to be many changes both at volunteer 
stations/schools and in the Foster Grandparent Program itself. Foster 
Grandparents need to meet these changes with an open mind – to accept new 
ideas, look for the good in them, and adapt to change.

•	 Communicate about problems: If a problem arises at a volunteer station or 
school, you should discuss it as soon as possible with staff members there or with 
the UServeUtah AmeriCorps Seniors staff. When problems are acknowledged and 
addressed early, solutions can usually be found. However, if left unaddressed, 
issues may escalate and become more difficult to resolve.

•	 Take a stress break when you need to: No matter how much you love being 
with the children, there will probably be times when you’ll be bothered. If you’re 
feeling irritated, or the noise and activity level is getting to you – take some time 
out. Take a break before you yell at a child or get upset. Just getting away for a few 
minutes can make a big difference in how you feel. Be sure to let your supervisor 
know what you’re doing. 

•	 Don’t let the children’s problems become your problems: Some of the children 
we work with have difficult lives, and it’s easy to feel sorry for them. But they still 
are just kids – they don’t want you to feel sorry for them, they want you to play 
and interact with them! You can do more for children if you don’t spend your 
time worrying about them. We need to be careful not to get “burned out.” It’s 
important to remember to relax, pay attention to your own needs, and have some 
fun. How can you take care of other people if you haven’t taken care of yourself 
first? 

•	 Remember that even little things can make a big difference: No matter what 
else is happening in a child's life, if you can make the hours that they're with you 
pleasant and comforting, you've helped them. If you give them extra attention 
or a word of encouragement, you've added something wonderful to their lives. If 
children know that there's someone they can count on, someone who loves and 
believes in them, you've given them a wonderful gift.
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PROGRAM GUIDELINES FOR FOSTER GRANDPARENTS

Foster Grandparents must have the mental and physical capacity to perform their 
assignment. The volunteer must be able to complete timesheets, avoid prohibited 
activities, meet other program expectations, and follow the Code of Conduct 
(Appendix C).

Timesheets
To collect a stipend payment, Foster Grandparents must submit a completed 
timesheet/mileage form at the beginning of the month for the month previous. Foster 
Grandparents will complete an electronic timesheet. This timesheet is recorded in 
IPT (the electronic timekeeping system). It must be signed electronically by the Foster 
Grandparent, the Foster Grandparent station supervisor, and a representative from 
UServeUtah. See Appendices H and L for more resources to complete the timesheet.

•	 Rounding hours: Volunteer, training, and leave hours on timesheets must be 
rounded to the nearest quarter hour. (Example: 3 hours 5 minutes is recorded as 
3.00. 3 hours 10 minutes is recorded as 3.25. 3 hours 20 minutes is recorded as 
3.50. 3 hours 40 minutes is recorded as 3.75. 3 hours 55 minutes is recorded as 
4.00.) 

•	 Mileage must be rounded to the nearest tenth of a mile (Example: 1.88 rounded 
to 1.9, 0.45 to 0.5, 10.25 to 10.3, etc.) You must claim the same mileage each day. 
Talk with your coordinator to ensure that the map on file matches the distance 
you drive each day and the mileage you claim.

•	 Service time: Foster Grandparents must record the total time served for each day.
•	 Corrections: The Foster Grandparent Program reserves the right to make changes 

to timesheets for the correction of errors made by the volunteers. The volunteer 
will need to re-sign the electronic timesheet if any errors are corrected in IPT on 
their behalf. The program may also request the volunteer make the corrections in 
IPT themselves and the timesheet will be returned to the volunteer, then returned 
to UServeUtah staff. 

•	 Signatures: All timesheets must be electronically signed by the Foster Grandparent 
and the station/school supervisor to be processed. The station signature will occur 
after the volunteer has submitted their timesheet. If volunteers complete training 
hours during summer months with the program but do not serve hours with the 
station, no station signature is required on the timesheet for processing. 

•	 Submission: It is the Foster Grandparent's responsibility to submit the timesheet 
promptly in IPT. They should also be available to make corrections after 
submission when needed. Care should be taken by the volunteer when entering 
hours, meal reimbursements, and mileage to avoid unnecessary errors. 
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Prohibited Activities
The Foster Grandparent Program is federally funded and as such has established 
prohibited activities. These include: 

•	 Political activities: Volunteers are prohibited from engaging in partisan or 
nonpartisan political activities during stipend service hours. These include:

	◦ Any activity associated with a candidate, or contending faction or group, in an 
election;

	◦ Any activities to provide voters or prospective voters with transportation to the 
polls or similar assistance in connection with any such election; 

	◦ Any voter registration activity; 
	◦ Any activity for the purpose of influencing the passage or defeat of legislation 

(e.g. lobbying, efforts to influence legislation).
•	 Religious activities: Volunteers are prohibited from engaging in any form of 

proselyting, religious instruction or personal worship during stipend service hours. 
•	 Non-displacement of employed workers: Volunteers may not perform any service 

or duty or engage in activity that would otherwise be performed by an employed 
worker or which would supplant the hiring or result in the displacement of 
employed workers.

•	 Compensation for service: Volunteers cannot receive a fee for service from 
service recipients, their legal guardian, members of their family, or friends.

Confidentiality
•	 Foster Grandparents must not discuss any confidential information, outside their 

service assignment, regarding the lives and situations of those they serve.
•	 Foster Grandparents must not discuss the child’s progress or lack of progress with 

anyone other than their supervisor.

Expectations
The following expectations should be followed while the Foster Grandparent serves at 
the service site: 

•	 Operate in a professional, businesslike, and courteous manner in all dealings with 
fellow volunteers, service recipients, and the public at large.

•	 You should never be left alone to supervise a group of children. Foster 
Grandparents are volunteers who always serve under the direction and 
supervision of a staff member.

•	 Please always wear your “Foster Grandparent” badge and lanyard while on 
assignment. 

•	 You are prohibited from transporting children from the school/station where you 
serve or as part of your duties as a volunteer.

•	 You may take one 20-30-minute rest or meal break during each four-hour shift.
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•	 Please do not make phone calls while you are working with the children.
•	 You are considered a volunteer and not an employee of UServeUtah or the federal 

government.
•	 You are restricted from bringing animals to your volunteer station/school unless 

the animal is deemed a verified service animal (i.e. trained for the hearing/seeing 
impaired; seizure detection). No therapy animals, emotional support animals, or 
personal pets will be allowed.

•	 If you choose to substitute teach, it is recommended that you do so at schools 
other than the one where you serve. Special approval may be granted by the 
program for a volunteer to substitute at their service site if certain conditions 
are met. The school principal, the volunteer, and the program must all agree that 
it will not negatively impact the volunteer’s service. In addition, the volunteer’s 
substitute teaching schedule must be clearly separate from their volunteer 
schedule and duties.

•	 If you work for the same organization where you serve as a Foster Grandparent, 
you must have a separation of duties and a separation of work and volunteer 
hours.

•	 Report any abuse: Any child abuse observed by or learned of by the Foster 
Grandparent must be reported to the site staff and the Foster Grandparent 
Program (Appendix G).

•	 You should not act as a teacher, counselor, social worker, nurses' aide, or other 
professional. You may be a listening ear to children, work one-on-one with 
assignments, play educational games, help with homework, and engage in other 
appropriate interactions.

The impressions formed of UServeUtah and the Foster Grandparent program may 
very likely result from the impressions formed of volunteers as individuals. We want to 
continue to give the community a positive impression. As a volunteer, please do your 
best to be professional and follow these guidelines to be successful.

Safety Tips for Foster Grandparents 
It is your responsibility as a Foster Grandparent to make sure that the children feel 
safe with you. Please read the tips below to familiarize yourself with appropriate 
behavior with children so that nothing you do or say will be taken the wrong way by 
children, parents, or volunteer station staff. 

•	 Never put yourself in a position where your actions could be misinterpreted by 
someone walking into the room.

	◦ Make sure you are not left alone with children; there should be a volunteer 
station staff person with you and the children at all times. If you are working 
with a child in the hallway, make sure you are visible to the teacher and/or 
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other school staff.
	◦ Do not touch children anywhere on their body. This includes holding, hugging, 

giving a kiss, picking up or lifting a child.
	◦ Do not work with a child alone, behind a closed door; leave the door ajar so 

that anyone can walk in at any time. 
•	 Do not tease children in a hurtful way. 
•	 Do not threaten children with physical punishment or restraint.
•	 Do not take a child to the bathroom alone. 
•	 Never release a child to another person to be taken home from the volunteer 

station. This is the teacher's responsibility. 

Dress Code
Foster Grandparents are expected to dress appropriately. Clean, neat, and comfortable 
attire is acceptable. Because you’ll be working closely with others, please be mindful 
of strong scents such as perfume or cologne, and maintain good personal hygiene.

Resignation/Retirement Policy
Program staff encourage all Foster Grandparents to plan ahead for retirement from 
service, taking into account health and personal abilities. When possible, please 
provide your school or volunteer station with as much advance notice as you can to 
help ensure a smooth transition for the students. A two-week notice is recommended 
to allow time for appropriate planning and communication with staff.

Contact with UServeUtah AmeriCorps Seniors Program Staff
Under the following circumstances, the Foster Grandparent should contact the 
UServeUtah AmeriCorps Seniors program staff: 

•	 Complaints and problems;
•	 Problems concerning time schedules, checks, leave, relationships with other Foster 

Grandparents, personal problems, volunteer placements, and other concerns.

Annual Performance Review
At least once each grant year, a performance appraisal will be conducted with each 
volunteer, the station/school supervisor (if applicable), and UServeUtah AmeriCorps 
Seniors staff. Foster Grandparent program staff and station/school personnel will 
perform the review using the following guidelines:

•	 Quality of service; 
•	 Ability and willingness to perform assigned duties;
•	 Punctuality and dependability; 
•	 Interpersonal relationships with children, station/school staff, and the Foster 

Grandparent staff.
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The volunteer will be assisted in ways to improve if performance is unsatisfactory. If a 
volunteer continues to perform unsatisfactorily, one or more of the following actions 
will be taken:

•	 A plan for improvement of performance will be developed by the Program 
Coordinator, the Foster Grandparent, and the volunteer station/school supervisor. 
If the volunteer station/school agrees, the volunteer may continue to volunteer at 
the same assignment. The performance will be reviewed according to the plan;

•	 At the discretion of the Program Coordinator, the volunteer may be placed at 
another volunteer station/school;

•	 The coordinator may dismiss the volunteer following the disciplinary actions 
below.
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DISCIPLINARY ACTIONS AND APPEAL PROCEDURES

UServeUtah Foster Grandparent volunteers will be supported to be successful 
volunteers in the community. The disenrollment violation guidelines will be used to 
determine if a Foster Grandparent volunteer can continue service if a problematic 
situation arises. The disciplinary action procedure and grievance procedure will be 
followed if needed.

Grounds for Dismissal
Foster Grandparents need to be aware of the grounds on which they would be 
dismissed from AmeriCorps Seniors service in the community. Specific reasons include 
the following: 

•	 Consistent inefficiency, incompetence, or negligence in the performance of 
volunteer assignments.

•	 Unwillingness or failure to follow policies and procedures and federal guidelines.
•	 Unwillingness or failure to cooperate with Foster Grandparent staff or station/

school coordinator; an uncooperative attitude which lowers discipline and 
morale; refusal to accept reasonable and proper assignment from an authorized 
supervisor.

•	 Excessive absenteeism or tardiness.
•	 Does not relate well to children being served (for example Foster Grandparent is 

impatient, complains, fails to assist child, or has an unpleasant disposition).
•	 Found to be over the income eligibility level; failure to report a change in 

economic status after enrollment.
•	 Inability to carry out assigned duties because of poor health.
•	 Sleeping during service hours.
•	 Unwilling to attend required training sessions.
•	 A pattern of unsatisfactory placements or unwillingness to correct unsatisfactory 

performance.
•	 Release of confidential information.
•	 Any other action that is deemed unlawful or inappropriate, and discredits the 

program’s service.

These additional causes will result in immediate dismissal from the Foster 
Grandparent Program:

•	 Hitting or hurting a child deliberately or through negligence.
•	 Misrepresentation or falsification of application for enrollment, timesheets, travel 

reimbursements, or other records.
•	 Unauthorized possession or use of drugs; bringing liquor or other intoxicants to 

station/school; serving in an intoxicated condition (see Appendix F).
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•	 Stealing or unauthorized possession of property belonging to others; destroying or 
damaging property of others.

•	 Use of abusive, profane, or threatening language toward a client or service 
recipient, staff, volunteer, or others.

•	 Possession of firearms or other weapons while at the volunteer station/school.
•	 Any action for which the volunteer’s name now appears on the National Sex 

Offender Registry.

Disciplinary Action Procedure
Depending on the nature of the offense, the following three-step disciplinary action 
can be implemented: 

1.	 Verbal warning;
2.	 Written warning; and 
3.	 Discharge of duties or disenrollment.

Appeal Procedure
Any person applying to be a Foster Grandparent or any current Foster Grandparent 
shall have the right to formally appeal a denial of participation in the program. There is 
a two-level appeal process for the UServeUtah Foster Grandparent Program:

Program Level: Upon notice of ineligibility for participation, a current or prospective 
volunteer may appeal directly to the Program Manager within ten (10) working days 
of receiving notice from a staff member. The Program Manager will review the appeal 
and will notify the individual in writing of their decision within ten (10) days of the 
receipt of the appeal. If the customer is not satisfied with the Program Manager’s 
decision, they may appeal to the next level.

Division Level: If a volunteer chooses to appeal the program level decision, they must 
write a letter to the Executive Director of UServeUtah within ten (10) working days 
of receiving the notice of the decision. The Director/designee will investigate the 
circumstances of the decision and the reasons for the appeal. The Director/designee 
will make a written report outlining the decision and reasons for such within twenty 
(20) working days of receiving the appeal. The written decision will be provided to the 
volunteer and will include information on the volunteer’s right to appeal the decision.
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CHANGE LOG
Date Section Change
12/27/2023 Benefits and Training Updated the Holiday Hour policy - holiday hours 

received will be calculated based on hours served 
per week.

3/26/2024 Program Guidelines Updated Timesheets to reflect electronic 
timekeeping system.

8/7/2024 Program Guidelines Provided more detail on prohibited political 
activities per federal regulations.

4/15/2025 Benefits and Training; Program 
Guidelines

Updated mileage reimbursement rate from $0.44 a 
mile to $0.46 a mile; Replaced Appendix I with an 
updated Volunteer Assignment Plan and Appendix J 
with a new Student Data Collection Form. 
Updated policy on substitute teaching in the 
Expectations section of Program Guidelines

4/22/2025 Appendices Added Appendix M: Best Practices for New Foster 
Grandparents

5/22/2025 Appendices Added Appendix N: Grievance Procedures
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Appendix A: AmeriCorps Seniors Income Guidelines

AmeriCorps Seniors Foster Grandparent Program and Senior 
Companion Program Supplemental 2025 Schedule of Income 

Eligibility Levels Effective January 24, 2025 
 
SUMMARY: This notice revises the schedules of income eligibility levels for participation in the 
AmeriCorps Seniors Foster Grandparent Program (FGP) and the Senior Companion Program 
(SCP) of AmeriCorps, published at the AmeriCorps Seniors Foster Grandparent and Senior  
Companion grantee page in January 2025. The levels remain at 200% of poverty, effective January 
24, 2025, to conform to the Edward M. Kennedy Serve America Act of 2009. 

 
DATES: These guidelines are effective as of January 24, 2025 and remain in effect until the HHS 
Poverty Guidelines are revised for 2025. 

 
FOR FURTHER INFORMATION CONTACT: AmeriCorps Seniors, Debra Truchon, Senior 
Program Officer, AmeriCorps Seniors, 250 E Street, SW, Washington, DC 20525, by telephone 
at (202) 606-5000, or via e-mail: AmeriCorpsSeniors@AmeriCorps.gov. 

 

SUPPLEMENTARY INFORMATION: The revised schedule is based on the Poverty Guidelines 
issued by the Department of Health and Human Services (DHHS), published in the Federal 
Register. In accordance with the Serve America Act, the income eligibility level is 200% of the 
poverty guideline for volunteers enrolled on or after October 1, 2009. 

 
In determining income eligibility, consideration should be given to the following, as set forth in 45 
CFR 2551-2552 dated October 1, 1999, as amended per the Federal Register, Vol. 67, No. 188, 
Friday, September 27, 2002, Vol. 69, No.72, Wednesday, April 14, 2004, Vol. 69, No. 75, 
Monday, April 19, 2004, Vol. 83, No. 241 Monday, December 17, 2018. 

 
• Allowable medical expenses are annual out-of-pocket expenses for health insurance 

premiums, health care services, and medications provided to the applicant, enrollee, or 
spouse, which were not and will not be paid for by Medicare, Medicaid, other insurance, or 
by any other third party, and which do not exceed 50 percent of the applicable AmeriCorps 
Seniors income guideline. 

 
• Annual income is counted for the past 12 months, for serving AmeriCorps Seniors 

volunteers, and is projected for the subsequent 12 months for applicants to become 
AmeriCorps Seniors volunteers. 

 
• Annual income includes the applicant or enrollee's income and the applicant or enrollee's 

spouse's income, if the spouse lives in the same residence. 
 

• Any person whose income is not more than 100 percent of the DHHS Poverty Guideline for 
her/his specific family unit shall be given special consideration for participation in the 
AmeriCorps Seniors Foster Grandparent and Senior Companion Programs. 
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Clarification regarding Food Stamps: For eligibility purposes, income does not include the value 
of food stamps provided under the Food Stamp Act of 1977, as amended. 

 
 

2025 AmeriCorps Seniors FGP/SCP Income Eligibility Levels 
[Based on 200 percent of DHHS poverty guidelines] 

 
 

 
States 

Family units of 
 

One Two Three Four 
 

All, except Alaska & Hawaii.... $31,300 $42,300 $53,300 $64,300  
Alaska........................................ $39,100 $52,860 $66,620 $80,380  
Hawaii........................................ $35,980 $48,640 $61,300 $73,960  

For family units with more than four members, add $11,000 for each additional member in all States 
except Alaska and Hawaii, $13,760 for Alaska, and $12,660 for Hawaii. 

 
The revised income eligibility levels presented here are calculated from the base DHHS 
Poverty Guidelines now in effect as follows: 

 
2025 DHHS Poverty Guidelines for All States 

 
 

 
States 

Family units of: 
 

One Two Three Four 
 

All, except Alaska & Hawaii.... $15,650 $21,150 $26,650 $32,150 
Alaska........................................ $19,550 $26,430 $33,310 $40,190 
Hawaii........................................ $17,990 $24,320 $30,650 $36,980 

For family units with more than four members, add $5,500 for each additional member in all States except 
Alaska and Hawaii, $6,880 for Alaska, and $6,330 for Hawaii. 

 
Authority: These programs are authorized pursuant to 42 U.S.C. 5011 and 5013 of the Domestic 
Volunteer Service Act of 1973, as amended. The income eligibility levels are determined by the 
current guidelines published by DHHS pursuant to Sections 652 and 673(2) of the Omnibus Budget 
Reconciliation Act of 1981 which requires poverty guidelines to be adjusted for Consumer Price 
Index changes. 

 
 
 
 
 
 

 

Robin Corindo 
Deputy Director, AmeriCorps Seniors 

 Date 

 

ROBIN 
CORINDO

Digitally signed by ROBIN 
CORINDO 
Date: 2025.01.24 09:30:32 
-05'00'
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Appendix B: Income Disregard Provisions

 

 

250 E Street SW 
Washington, D.C. 20525 
202-606-5000 / 800-942-2677 
202-606-5000 / 800-942-2677 

DATE:   December 22, 2023 

TO:  Directors of AmeriCorps Seniors Projects and AmeriCorps VISTA Projects 

FROM: Fernando Laguarda 
  General Counsel 

SUBJECT:   Income and Asset Disregard for Payments to Participants in AmeriCorps Seniors 
and AmeriCorps VISTA Programs 

 The Corporation for National and Community Service (which operates as AmeriCorps) offers 
payments – for example, stipends or allowances – to certain participants in its AmeriCorps 
Seniors and AmeriCorps VISTA programs under the Domestic Volunteer Service Act of 1973, 
as amended (DVSA). The DVSA provides that these payments are to be disregarded (that is, 
any payments made under this statutory provision are not to be included in the individual or 
family’s income or asset calculation) when Federal, state, and local governmental entities 
determine whether people who serve through AmeriCorps Seniors and AmeriCorps VISTA are 
eligible for assistance and benefits. We have written this memorandum so that you can help 
ensure that our provisions are applied correctly. 

Section 404 of the DVSA, 42 U.S.C. § 5044 (f) (1) and (2), addresses income and asset 
disregards. The provision applies to participants in both AmeriCorps VISTA and in the 
AmeriCorps Seniors programs, including VISTA members and Senior Companions, Foster 
Grandparents, and RSVP and Senior Demonstration Program volunteers. The relevant part of 
Section 404 provides as follows: 

(f)(1) Notwithstanding any other provision of law except as may be provided 
expressly in limitation of this subsection, payments to volunteers under this Act 
shall not in any way reduce or eliminate the level of, or eligibility for, assistance 
or services any such volunteers may be receiving under any governmental 
program, except that this paragraph shall not apply in the case of such payments 
when the Director determines that the value of all such payments, adjusted to reflect 
the number of hours such volunteers are serving, is equivalent to or greater than the 
minimum wage then in effect under the Fair Labor Standards Act of 1938 (29 U.S.C. 
§ 201 et seq.) or the minimum wage, under the laws of the State where such 
volunteers are serving, whichever is greater. 

(f)(2) Notwithstanding any other provision of law, a person enrolled for full-time 
service as a volunteer under Title I of this Act who was otherwise entitled to receive 
assistance or services under any governmental program prior to such volunteer’s 
enrollment shall not be denied such assistance or services because of such volunteer’s 
failure or refusal to register for, seek, or accept employment or training during the 
period of such service. 

Subsection (f)(1) says that income and asset disregard provisions do not apply if participants or 
volunteers get payments for their service that are equivalent to or greater than the applicable 
minimum wage. It is important for governmental entities to know that only AmeriCorps may 

FERNANDO 
LAGUARDA

Digitally signed by 
FERNANDO LAGUARDA 
Date: 2023.12.22 14:11:00 
-05'00'
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2 
250 E Street SW 
Washington, D.C. 20525 
202-606-5000 / 800-942-2677 
202-606-5000 / 800-942-2677 

make this determination. To date, payments to participants and volunteers have not equaled or 
exceeded the greater of the Federal or state minimum wage. Therefore, income and asset 
disregard rules apply. 

In addition, Section 418 of the DVSA, 42 U.S.C. § 5058, which applies only to AmeriCorps 
Seniors programs, provides that: 

Notwithstanding any other provision of law, no payment for supportive services or 
reimbursement of out-of-pocket expenses made to persons serving pursuant to Title II 
of this Act shall be subject to any tax or charge or be treated as wages or compensation 
for the purposes of unemployment, temporary disability, retirement, public assistance, 
workers’ compensation, or similar benefit payments, or minimum wage laws. This 
section shall become effective with respect to all payments made after the effective date 
of this Act [October 1, 1973]. 

In summary, sections 404 and 418 mean that: 

(1) When a government program is determining a person’s eligibility for public assistance or 
services, or whether to reduce or eliminate benefits, it may not take into account payments (as 
either income or assets) the person received through service in either the AmeriCorps VISTA 
or AmeriCorps Seniors programs. Income earned from these payments (e.g., interest earned on 
payments that have been deposited into a bank account) is not subject to the statutory disregard 
provisions.   

(2) A government program may not deny assistance because a service participant fails or 
refuses to look for, or accept, employment or training. This includes welfare to work 
programs. 

(3) Payments to service participants and volunteers cannot be treated as wages or 
compensation for any government purposes. 

Please share this memorandum with anyone who may have questions concerning this issue. In 
the event this memorandum does not resolve the issue, please contact AmeriCorps’ Office of 
General Counsel: 

 AmeriCorps Seniors: Associate General Counsel Liz Appel 
 EAppel@americorps.gov  

 AmeriCorps VISTA: Associate General Counsel Wendy Bonilla 
 WBonilla@americorps.gov  

Thank you. 
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Appendix C: Code of Conduct

Senior Companion and Foster Grandparent volunteers must conduct themselves with 
integrity and treat others with respect. Volunteers who fail to follow the necessary 
rules and regulations governing their conduct are not only penalizing themselves, 
but also are doing a disservice to all the other volunteers. The code of conduct is not 
intended to restrict or impose upon the privileges of anyone but is designed to ensure 
the rights and safety of all volunteers and to provide performance guidelines to assure 
equitable and businesslike behavior to efficiently serve in the proper role.

While serving, volunteers must:
•	 Follow all federal, state, and local laws.
•	 Participate in the activities outlined on the Volunteer Assignment Plan (see also 

appropriate and inappropriate activities).
•	 Show respect for clients, children, teachers, Volunteer Station supervisors, 

Volunteer Station staff and volunteers, other Senior Companion and Foster 
Grandparent volunteers, the UServeUtah AmeriCorps Seniors Staff, and any other 
individuals or groups with whom the volunteer may come in contact.

•	 Behave in a non-threatening manner. Threatening activity may include verbal 
threats, physical threats, or displaying weapons. Behaving in a threatening manner 
may be cause for dismissal.

•	 Possession of lethal weapons (including but not limited to handguns, shotguns 
and knives), or explosive materials on your person and/or within any property 
that may accompany you while performing volunteer service duties (i.e. purse, 
briefcase, automobile) while serving as an AmeriCorps Seniors volunteer (Foster 
Grandparents, Senior Companions), is prohibited. Even if an AmeriCorps Seniors 
volunteer is licensed to carry a concealed weapon, the AmeriCorps Seniors 
volunteer may not bring the weapon while volunteering for AmeriCorps Seniors. 
Possession of a lethal weapon while on duty may be cause for dismissal.

•	 In an effort to address potential health, safety and liability issues, Foster 
Grandparents and Senior Companions may not bring an animal with them for any 
shifts, meetings, trainings or any activity in which the stipend is paid. Requests for 
accommodation that fall under the Americans with Disabilities Act may be made 
to a AmeriCorps Seniors Volunteer Coordinator and will be evaluated on a case-by-
case basis.

•	 Follow the directions provided by their Volunteer Station supervisor, except when 
it conflicts with Senior Companion or Foster Grandparent Program policies.

•	 Arrive to volunteer assignment in a timely fashion, and call if running more than 
15 minutes late when possible.
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•	 Keep appointments with the UServeUtah AmeriCorps Seniors Staff, clients, and 
Volunteer Station supervisors, or give 24 hours of advance notice if canceling 
when possible.

•	 Stay in contact with the Volunteer Station supervisor and UServeUtah AmeriCorps 
Seniors staff, and inform them of changes in address and phone number, and 
respond to their calls or letters within 24 hours whenever possible.

•	 Maintain confidentiality of client or service recipient information at all times.
•	 Perform service while not under the influence of any drugs (excluding prescription 

and over-the-counter) or alcohol (see Appendix E).
•	 Refrain from participating in political activity or proselytizing while volunteering. 
•	 Dress in a professional manner and maintain a professional appearance, 

appropriate for the activities scheduled during service hours.
•	 Refrain from discriminating against program staff, volunteers, Volunteer Station 

staff, clients or service recipients based on religion, race, sex, age, sexual 
orientation, disability or other legally protected status.

•	 Refrain from loaning funds to or soliciting funds from clients or service recipients, 
family of clients, volunteer station staff, or program staff.

•	 Refrain from maligning or undermining UServeUtah, its programs or UServeUtah 
AmeriCorps Seniors, mission, values, personnel, partner agencies, or other 
volunteers.

•	 Any volunteers who are arrested, charged with a crime or named in a lawsuit are 
required to inform their UServeUtah AmeriCorps Seniors Staff of this event within 
48 hours. The volunteer will be suspended from serving until an investigation can 
be conducted and the volunteer is either cleared of charges or the volunteer is 
dismissed.

Volunteers who do not comply with the codes of conduct listed above, as observed 
by the UServeUtah AmeriCorps Seniors program staff, Volunteer Station supervisor 
or staff, or other volunteers, may be subject to corrective action or dismissal from the 
program.
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Appendix D: CIMA Supplemental Insurance Coverage

CIMAWORLD® 

 
 
 

Volunteers Insurance Service Association, Inc. (VIS®) 
 

CONTENTS 
 

Message To Volunteers 
Excess Accident Medical Coverages 
Accidental Death and Dismemberment Coverage 
Exclusions and Limitations 
Volunteer Liability Insurance 
Exclusions To Volunteer Liability Insurance 
Legal Defense Under Volunteer Liability Coverage 
Excess Automobile Liability Coverage 
Exclusions To Excess Automobile Liability Coverage 
Legal Defense Under Excess Automobile Liability Coverage 
How To File an Accidental Bodily Injury Claim 
How To File a Volunteer Liability Claim or an Excess Automobile Liability Claim 
Sexual Abuse and Sexual Molestation Endorsement 

 

Message To Volunteers 
 

Each volunteer may be eligible for three kinds of insurance, dependent upon the coverage(s) 
purchased by the organization for which you volunteer. These policies provide coverage for you 
while participating in community service as a volunteer. 

 
The insurance policy certificates are held by the organization for which you volunteer. This is not a 
substitute for any insurance you may now carry, and only applies while you are performing your 
assignment as a volunteer in the program . 

 
It is highly appropriate that the satisfaction and appreciation you experience as a volunteer be 
supported by the comfort of knowing you have some help in the event of an accident. 

 
This guide describes the insurance coverages provided you as a volunteer. The coverage becomes 
effective at the time of your formal enrollment in the volunteer program. 

 
Complete information regarding the insurance coverages is available from the organization for which 
you volunteer. The insurance program is administered by The CIMA Companies, Inc. 

 
All three plans described herein are offered to your organization. However, not all organizations elect to 
cover their volunteers under all plans. Please check to see which coverages your organization is 
providing for you. 

 
This is a brief overview of policy provisions, benefits, and exclusions and limitations. Only the policy 
provides complete information and governs the terms of coverage provided. You may request a copy 
of the policy from The CIMA Companies, Inc. 
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Page 2 of 6 
CIMAWORLD®                                                                (04/2022) 

SUMMARY OF COVERAGES 
 

I. Accident Insurance 
 

Excess Accident Medical Coverages 
 

QBE Insurance Corporation is the underwriting company for the accident insurance. 
 

This coverage will pay up to $50,000 for covered medical treatment, hospitalization and licensed nursing 
care required as the result of a covered accident. Benefits are payable for injuries which result directly 
from an accident, and independently of all other causes, while coverage is in effect. The insurance 
applies while the volunteer is traveling directly to and from, and while participating in, volunteer 
assignments. Initial medical expenses must be incurred within 60 days of the accident. Expenses are 
then covered for a one-year period following the accident, up to $50,000. 

 
Dental care is covered up to $500 per tooth for accidental injury to sound, natural teeth and repair of 
dentures. Maximum benefit per accident is $900. 

 
This coverage also provides up to $50 for repair or replacement of eyeglass frames and up to $50 for 
repair or replacement of eyeglass prescription lenses damaged as a result of a covered accident. 

 
The maximum total of payments under this coverage, including dental and eyeglass expenses, 
is $50,000. 

 
Benefits are payable for eligible expenses that are in excess of benefits paid to the volunteer by any 
other health care plan. In the event no other health insurance exists, benefits will be payable on a 
primary basis. 

 
Additional eligible accident medical expenses are as follows: 

 
In-patient Hospital Services: room and board; hospital miscellaneous charges including X-rays, lab work, 
physiotherapy, nursing services and ambulance service from the accident to the hospital. 

 
Physician Services: surgery, use of surgical facilities, second opinions, anesthesia and its administration, 
in-hospital or office visits. 

 
Out-patient Services: emergency room treatment, X-rays and laboratory tests, physiotherapy 
(acupuncture, microthermy, adjustment, manipulation, diathermy, massage therapy, heat treatment 
and ultrasonic treatment). 

 
Medical Equipment, Services and Supplies: prescription drugs; rental of a wheelchair or other equipment 
necessary for the appropriate treatment of a covered person that has received prior approval by the 
insurance company. 
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Page 3 of 6 
CIMAWORLD®                                                                (04/2022) 

Accidental Death and Dismemberment Coverage 
 

In addition to the accident medical coverage, QBE will pay the following benefits for death or loss of 
limb or sight, occurring within one year after a covered accident, when the loss results directly from an 
accident, and independently of all other causes, while coverage is in effect. 

 
• Loss of life (paid to beneficiary) - $2,500 
• Loss of both hands, feet or eyes, or any combination of two thereof (paid to volunteer) - $2,500 
• Loss of either foot or either hand, sight of one eye (paid to volunteer) - $1,250 
• Loss of thumb and index finger of same hand (paid to volunteer) - $625 

 
Only one amount, the largest to which the volunteer is entitled, is paid for all losses resulting from one 
accident. 

 
Loss of hand or foot means complete Severance through or above the wrist or ankle joint. Loss of sight 
means the total, permanent loss of all vision in one eye which is irrecoverable by natural, surgical or 
artificial means. Loss of a thumb and index finger of the same hand means complete Severance through 
or above the metacarpophalangeal joints of the same hand (the joints between the fingers and the 
hand). Severance means the complete and permanent separation and dismemberment of the part from 
the body. 

 
Coverage is effective on the first of the month following receipt and acceptance of the volunteer 
organization's completed application and premium payment. Termination of coverage is effective at the 
end of the policy term, unless renewal terms are offered and accepted by the policyholder. Volunteer 
coverage will continue as long as the volunteer remains eligible and the policy remains in force. 

 
Exclusions and Limitations 

 
These coverages are subject to exclusions and limitations detailed in the Policy. Coverage is provided 
only for treatment of injuries sustained by Covered Persons during Covered Activities, and excludes 
injuries resulting from suicide, commission of a felony or assault, riot, war, flying except as a fare-paying 
passenger, races or speed contests, any sickness or disease, intoxication, or treatment of existing 
injuries. 

 
This plan provides Accident insurance only. It pays benefits for bodily injury. It does not provide benefits 
for sickness. This information is a brief description of important features of the Plan. It is not a contract. 
Terms and conditions of coverage are set forth on Policy Form Number BAM-03-1000.00 issued in the 
District of Columbia. This Group Policy is subject to the laws of the state in which it is issued. This 
program may not be available in all states, and the availability of this offer may change. 

 
II. Volunteer Liability Insurance 

 
Fortegra Specialty Insurance Company and Lloyd’s of London are the underwriting companies for the 
volunteer liability insurance. 
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All registered volunteers (collectively) of an organization are provided with volunteer liability insurance 
at a limit of $1,000,000 per occurrence subject to an annual aggregate per named organization. This 
policy provides protection for a personal injury or a property damage liability claim arising out of the 
performance of the registered volunteer's duties. This coverage is in excess of and non-contributing 
with any other valid or collectible insurance the volunteer may have. 

 
Exclusions to Volunteer Liability Insurance 

 
A complete listing of all the exclusions is detailed in the insurance policy. The following is representative 
of losses that are not covered under this plan: 

 
• Injury or damage arising out of the use of an automobile, aircraft or watercraft (except non- 

owned watercraft); 
• Errors or omissions in connection with the registered volunteer’s professional services; 
• Personal injury resulting from assault and battery committed by or at the direction of the 

registered volunteer; 
• Property damage to property in the care, custody or control of the registered volunteer, and; 
• Injury or damage by any person who is part of, or associated with, a work release or court- 

ordered program. 
• Golf carts, lawn tractors, all-terrain and other recreational vehicles 

 
Legal Defense Under Volunteer Liability Coverage 

 
Under the volunteer liability insurance coverage, the insurer will defend any covered suit against the 
volunteer seeking damages on account of personal injury, bodily injury or property damage which 
exceeds any other valid or collectible insurance available to the volunteer. 

 
III. Excess Automobile Liability Insurance Liability 

 
Fortegra Specialty Insurance Company and Lloyd’s of London are the underwriting companies for the 
excess automobile liability insurance. 

 
This coverage protects the registered volunteer driver for bodily injury or property damage claims 
arising out of the volunteer’s operation of his or her own vehicle during their volunteer assignment, not 
going to or from the assignment. Each accident limit of liability is subject to the limits outlined in 
Endorsement VIS219, and will not exceed $500,000. 

 
Exclusions to Excess Automobile Liability Insurance 

 
A complete listing of all the exclusions is detailed in the insurance policy. The following is representative 
of losses that are not covered under this plan: 

 
• Liability assumed by the registered volunteer driver under any contract or agreement; 
• Any obligation for which the registered volunteer driver may be held liable under any workers’ 

compensation or disability benefits law or under any similar law;
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• Property damage to property owned or transported by the registered volunteer driver, or in 
their care, custody or control;  

• Any obligation under any uninsured or underinsured motorist law, “no fault” law, basic 
reparation benefits law, any law requiring personal injury protection coverage, or any similar 
law; or 

• Damage to the registered volunteer driver’s automobile. 
 

Legal Defense Under Excess Automobile Liability Coverage 
 

Under the Excess Automobile Liability Insurance coverage, the insurer has no obligation to defend 
unless and until it is determined that the insured must pay damages in excess of the retained limit. 
Should any automobile claim appear likely to exceed the retained limit, no loss expenses or legal 
expenses shall be incurred on the insurance company’s behalf without the company’s prior consent. 

 
How To File an Accidental Bodily Injury Claim 

 
If a volunteer incurs an accidental bodily injury during their volunteer assignment, you must fully 
complete a Proof of Loss Form (https://www.cimaworld.com/wp-content/uploads/2020/08/universal-
claim-form.pdf) to register the claim. It is the responsibility of the organization to complete Part I and 
the volunteer will complete Part II. We do not require original documents, so please email or fax the 
form to:  volunteers@cimaworld.com or 703.739.0761. 

 
How To File a Volunteer Liability Claim or an Excess Automobile Liability Claim 

 
If the sponsoring organization is advised by a volunteer of a liability claim, the organization is 
responsible for advising CIMA immediately. CIMA should be provided with written notice containing, all 
details of the claim – volunteer name, place and circumstances, including the names and contact 
information for witnesses and the injured. The information can be emailed to:  
volunteers@cimaworld.com.  
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THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY 
 

SEXUAL ABUSE AND SEXUAL MOLESTATION ENDORSEMENT 
 

This endorsement modifies insurance provided under the following: 
 

VOLUNTEERS INSURANCE SERVICE COMBINED EXCESS LIABILITY POLICY 
 
 

We will investigate and defend any insured against allegations of sexual abuse or sexual molestation; 
provided that, our duty to investigate and defend shall end at such time as: 

 
1. The insured pleads or is adjudged guilty in a criminal trial or proceeding of conduct which is the 

subject of such allegations; 
 

2.  The insured accepts liability or is adjudged liable in a civil trial or proceeding for damages arising 
out of conduct which is the subject of such allegations; or 

 
3.  The insured admits in any context to having engaged in conduct which is the subject of such 

allegations. 
 

Exclusions: 
 

The defense obligation provided by this endorsement shall not apply to: 
 

• Allegations of criminal conduct committed by the insured, including any associated criminal 
investigation, indictment trial or other criminal process. 

• Any actual, alleged or threatened physical abuse or sexual molestation or any combination of 
these, of any person if the first incident of such abuse or molestation to that person by the 
same, or allegedly the same insured or insureds occurred prior to the effective date of this 
endorsement. 
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Appendix E: Substance Abuse and Drug Free Service Policy

The UServeUtah AmeriCorps Seniors program is committed to providing a healthy, 
safe, and drug-free service environment for all volunteers. To promote this goal, 
volunteers must report to service fit for duty and be able to safely and effectively 
perform service functions. Substance abuse is a potential health, safety, and security 
problem.

Use or Possession of Drugs or Alcohol
To ensure a safe, productive service environment and to protect all AmeriCorps 
Seniors volunteers and property, the unlawful use, manufacture, distribution, 
dispensing, or possession of a controlled substance is prohibited at any service site. 
The service site includes not only the physical facility of the program but all sites 
within the community where volunteers provide a service. Further, AmeriCorps 
Seniors volunteers are prohibited from serving while under the influence of any illicit 
substance. 

Penalties may be imposed upon AmeriCorps Seniors volunteers for drug abuse 
violations occurring at the service site. Volunteers will be referred to the appropriate 
resource for available counseling, rehabilitation, or other assistance.

Circumstances under which a drug screening may be required: 
In keeping with our commitment to provide a safe environment, drug and alcohol 
testing may be conducted within the guidelines established by this policy. Drug tests 
may be conducted under the following situations or conditions. 

•	 Post accident: When volunteers are involved in an at-fault, service related accident 
while on duty. 

•	 Fitness for duty: This test may be required if significant and observable changes 
in volunteer performance, appearance, behavior, speech etc., provide reasonable 
suspicion of the influence of drugs and or alcohol. 

Program Responsibilities
The program will take immediate action upon learning of a violation of the drug-free 
service policy. After receiving notice of any drug statute conviction for a violation 
occurring during service, the program may take appropriate personnel action against 
such volunteers, potentially including termination. 
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Appendix F: Non-Harassment and Discrimination Prevention Policy

The UServeUtah AmeriCorps Seniors programs will maintain a service environment 
free from discrimination and harassment based on race, religion, national origin, color, 
sex, age, disability, sexual orientation, or protected activity or class. AmeriCorps is 
committed to treating all persons with dignity and respect.

Definitions 
A.	 Discrimination is when individuals are treated less favorably or differently than 

others because of their membership in a protected class. This can occur when a 
person is denied the opportunity to participate in or benefit from the aid, benefit, 
or service by a public entity. Discrimination can also occur when done in reprisal 
for opposing discrimination or participating in the discrimination complaint 
process when such behavior has the purpose or effect of interfering with service 
performance or creating an intimidating, hostile, or offensive environment.

B.	 Harassment is any unwelcome conduct that is based on any of the protected 
categories listed above. Harassment may include verbal or physical conduct relating 
to an individual’s protected classification.

It is the expectation of this program that all relationships among persons at the service 
site or in-home assignment will be business-like and free of bias, prejudice, and 
harassment. Therefore, harassment of any kind by AmeriCorps Seniors volunteers or 
third persons will not be tolerated. This policy against harassment applies throughout 
our service environment, whether on site, on assignments off-site, at program social 
events, or otherwise.

Because of AmeriCorps’ strong disapproval of offensive or inappropriate behavior, 
while serving, all AmeriCorps Seniors volunteers must avoid any action or conduct that 
could be viewed as harassment of any kind. 

Reporting
Any AmeriCorps Seniors volunteer who has a complaint of harassment about anyone 
including peers, program or site staff, or visitors, should immediately contact the 
AmeriCorps Seniors Program Coordinator or Manager.

All complaints will be promptly and thoroughly investigated by the UServeUtah 
AmeriCorps Seniors program. The program will take appropriate corrective 
action to remedy all violations of this policy, including disciplinary measures, and 
when appropriate, releasing an AmeriCorps Seniors volunteer from the program. 
Appropriate action will also be taken against violation of this policy by any non-
AmeriCorps Seniors volunteer.
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Any AmeriCorps Seniors volunteer who believes they have been discriminated against 
in violation of any civil rights laws, regulations, or this policy, or have been subject to 
retaliation for opposing discrimination or participating in discrimination complaint 
proceedings (e.g., as a complainant or witness), may contact the AmeriCorps Equal 
Opportunity Program (EOP). The EOP may be reached at (202) 606-7503 or 
eo@cns.gov. The AmeriCorps Seniors volunteer must contact the EOP within 45 
calendar days of an occurrence of discrimination or harassing conduct. 
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Appendix G: Child Abuse Prevention and Reporting
Child Abuse Reporting and Awareness
Utah State Code 62A-4a-403 requires any person who has reason to believe that a 
child has been subjected to abuse or neglect to immediately notify the nearest office 
of Child and Family Services, a police officer, or a law enforcement agency. Abuse of a 
child can be physical, emotional, or sexual.

It is your responsibility as a Foster Grandparent to report child abuse if you suspect it. 

Utah’s Child Abuse Hotline: 1-855-323-3237

What is child abuse?
Any intentional harm or mistreatment to a child under 18 years old is considered child 
abuse. Child abuse takes many forms, which often occur at the same time.

•	 Physical abuse: Physical child abuse occurs when a child is purposely physically 
injured or put at risk of harm by another person.

•	 Sexual abuse: Sexual child abuse is any sexual activity with a child, such as 
fondling, oral-genital contact, intercourse, exploitation or exposure to child 
pornography.

•	 Emotional abuse: Emotional child abuse means injuring a child's self-esteem or 
emotional well-being. It includes verbal and emotional assault, such as continually 
belittling or berating a child, as well as isolating, ignoring or rejecting a child.

•	 Medical abuse: Medical child abuse occurs when someone gives false information 
about illness in a child that requires medical attention, putting the child at risk of 
injury and unnecessary medical care.

•	 Neglect: Child neglect is failure to provide adequate food, shelter, affection, 
supervision, education, or dental or medical care.

In many cases, child abuse is done by someone the child knows and trusts — often 
a parent or other relative. If you suspect child abuse, report the abuse to the proper 
authorities. 

Reporting Child Abuse
Foster Grandparents must report any abuse they see or suspect as soon as they 
can. If a child divulges to the Foster Grandparent that they are being abused, we ask 
the Foster Grandparent to let the school supervisor and/or principal know that the 
information was divulged and that they plan to report it. 

The Foster Grandparent can call from the school and can have other school staff with 
them; however, if the information was divulged to the Foster Grandparent, they must 
be the one to make the call and report it.
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Appendix H: FGP Timesheet Sample

Foster Grandparent Timekeeping Sheet

You will complete your timesheet in IPT but can keep track of hours here to then enter into IPT.

NAME:                                                                                                                               MONTH: 202_

Date
Volunteer 

Hours
Training 

Hours
Leave 
Time

Holiday 
Hours 

(entered 
by 

program)

Admin. 
Leave 

(entered 
by 

program)
Communication to explain request for 

Admin. Leave

Free 
School 
Lunch

Meals Home 
(if free school 

lunch not 
provided)

Mileage 
(same 
each 
day)

Su

M

T

W

Th

F

Sa

Su

M

T

W

Th

F

Sa

Su

M

T

W

Th

F

Sa

Su

M

T

W

Th

F

Sa

Su

M

T

W

Th

F

Sa
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Appendix J: End-of-Year Student Outcome Form Sample

Note: Official replies are collected via Google Form

End-of-Year Foster Grandparent School Data Collection
The impact of a Foster Grandparent’s service must be evaluated on the students that 
the Foster Grandparent worked with. Please use a standardized test to evaluate
student performance.   The following worksheet can help you complete this 
form: https://userve.utah.gov/wp-content/uploads/2025/02/School-Use-Foster-
Grandparent-Outcome-Form.pdf.

1. School staff name (person completing survey):

2. Volunteer name:

3. How many children did the volunteer serve this year?  Every child counted should 
have received support from the volunteer for a minimum of 12 weeks of the school 
year.

4. Using a standardized test, how many of those children experienced IMPROVED 
ACADEMIC PERFORMANCE?

5. I certify that these totals reflect the actual progress made and are accurate for all 
students.

6. Would you be willing to share a testimonial about the volunteer’s support this year 
to students?  Thank you!
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Appendix K: Foster Grandparent Volunteer Evaluation
Foster Grandparent Program 

Volunteer Evaluation

Volunteer Name: Volunteer Station: 

Evaluation Completion Date: Years of service:

Purpose/Goal of Assessment: AmeriCorps requires that all Foster Grandparents receive a yearly evaluation.  The information 
received through the evaluation process helps the program train volunteers and ensures the highest quality of service from 
our program to children with special and exceptional needs.  Please fill out the information below and return it to our office 
within two weeks of the evaluation date.  If there are stories you would like to share about the impact of the Foster 
Grandparent, please write them on the back or email us directly.

Performance Area

Excepti
onal 

Perfor
mance

Solid 
Perfor
mance

Needs 
Develo
pment

Dissati
sfactio

n

Comments
Please comment on how you feel this 

volunteer is doing

Dependable and reliable, notifies staff of 
absences 

Follows policies, procedures, including 
confidentiality and safety standards of the site

Has a positive attitude and is cooperative with 
staff and children

Communicates effectively, follows instructions, 
asks for clarification if needed

Relates to children in a positive and 
constructive way

Personal appearance is neat and appropriate

Uses time well, is productive

Redirects children's behavior in an appropriate 
manner

Knowledgeable, understands how to 
implement tutoring/mentoring session

Other: 

Do you want this volunteer to return to your school this fall?

Yes No

Site Supervisor Signature Date Printed Name

Performance Rating Categories: 

E=Exceptional Performance: The volunteer’s performance exceeds the objectives, expectations, or requirements. Services 
provided by the volunteer are above par in this area.

S=Solid Performance: The volunteer has met expectations and achieved expected results

N=Needs Development: The volunteer meets some but not all standards/criteria for the performance area. Volunteer 
requires more than normal guidance and supervision. Additional training may be needed for improvement.

D=Dissatisfactory: Volunteer has not met the standard in this area. The performance of the volunteer has not improved 
following training.
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Appendix L: IPT Quick Guide

M
y 

IP
T 

Lo
g

 In
:

O
rg

a
ni

za
tio

n:
 u

se
rv

sr

U
se

r N
a

m
e

: 

Pa
ss

w
o

rd
: 

w
w

w
.ru

ni
p

t.c
o

m

Vo
lu

nt
ee

r T
im

e:
 

Re
co

rd
 a

s:
3 

ho
ur

s 5
 m

in
s

3 
ho

ur
s 1

0 
m

in
s

3 
ho

ur
s 2

0 
m

in
s

3 
ho

ur
s 4

0 
m

in
s

3 
ho

ur
s 5

5 
m

in
s

3.
00

3.
25

3.
50

3.
75

4.
00

Re
co

rd
in

g 
Ho

ur
s:

A
ll 

ho
ur

s 
m

us
t b

e
 ro

un
d

e
d

 to
 th

e
 

ne
a

re
st

 q
ua

rt
e

r h
o

ur
.

Th
e

 ti
m

e
 y

o
u 

sp
e

nd
 s

ub
m

itt
in

g
 

yo
ur

 IP
T 

tim
e

sh
e

e
t c

o
un

ts
 a

s 
vo

lu
nt

e
e

r t
im

e
.

G
o

 t
o

 w
w

w
.ru

ni
p

t.c
o

m
 t

o
 lo

g
 in

 t
o

 y
o

u
r 

a
c

c
o

u
n

t.
 T

h
e

 o
rg

a
n

iz
a

tio
n

 ID
 is

 a
lw

a
ys

 u
se

rv
sr

.

O
n

ly
 u

se
 t

h
e

 e
m

a
ile

d
 re

se
t 

lin
k 

to
 lo

g
 in

 if
 y

o
u

 
h

a
ve

 fo
rg

o
tt

e
n

 y
o

u
r u

se
rn

a
m

e
 o

r p
a

ss
w

o
rd

.

IP
T 

Q
ui

c
k 

G
ui

d
e

Yo
ur

 T
im

e
sh

e
e

t
Cl

ic
k 

on
 “

M
y 

Fo
rm

s”
 to

 a
cc

es
s y

ou
r ti

m
es

he
et

.

M
y 

Fo
rm

s

St
ud

e
nt

 D
e

ta
il

Ho
m

e 
is 

th
e 

m
ai

n 
la

nd
in

g 
pa

ge
 se

en
 h

er
e.

Ac
ce

ss
 y

ou
r 

tim
es

he
et

 h
er

e.

Yo
ur

 m
ai

lin
g 

ad
dr

es
s a

nd
 

em
er

ge
nc

y 
co

nt
ac

t 
in

fo
rm

ati
on

.

Cl
ic

k 
“V

ie
w

” 
to

 
ac

ce
ss

 y
ou

r F
GP

 
Ti

m
es

he
et

M
y 

Fo
rm

s

H
om

e
St

ud
en

t D
et

ai
l

Lo
gg

ed
 in

: C
ar

l F
re

dr
ic

ks
en

Ro
le

: S
tu

de
nt

Lo
gg

ed
 in

: C
ar

l F
re

dr
ic

ks
en

Ro
le

: S
tu

de
nt

H
om

e
St

ud
en

t D
et

ai
l

H
om

e 
> 

Fo
rm

 L
is

t
A

dd
 N

ew
 F

or
m

H
id

e 
C

om
pl

et
ed

 F
or

m
s

[T
em

pl
at

e]
Ba

tc
h 

N
am

e
Fo

rm
 ID

St
at

us
Si

gn
ed

W
ai

tin
g 

Fo
r

V
ie

w
FG

P 
Ti

m
es

he
et

11
 M

ay
 2

02
4 

Ti
m

es
he

et
Fr

ed
ric

ks
en

, C
ar

l
ne

w
**

H
e

lp
fu

l H
in

t:
As

 y
ou

 c
on

tin
ue

 to
 u

se
 IP

T,
 so

m
e 

fo
rm

s w
ill

 b
e 

“a
cti

ve
” 

an
d 

so
m

e 
w

ill
 b

e 
“C

om
pl

et
ed

.” 
Yo

u 
ca

n 
cl

ic
k 

on
 “

Hi
de

 
Co

m
pl

et
ed

 F
or

m
s”

 to
 o

nl
y 

se
e 

th
e 

ac
tiv

e 
fo

rm
s t

ha
t n

ee
d 

yo
ur

 a
tte

nti
on

.



49

D
ate

Volunteer 
H

ours
Training

Leave 
Tim

e
H

oliday 
H

ours
A

dm
in. 

Leave
Explanation to request 

A
dm

in. Leave

Free School 
Lunch 

(check box)

M
eals H

om
e 

(if free school lunch 
not provided)

M
ileage

(Sam
e each day)

Su
5

M
6

2
X

3.4

T
7

4
2

X
3.4

W
8

3.5
X

3.4

Th
9

4
X

3.4

Fr
10

4
X

3.4

Sa
11

Adm
in. Leave

Reasons to request include: 
inclem

ent w
eather, early 

release for various reasons, 
parent-teacher conferences/
teacher w

orkdays. 
Include reason and num

ber of 
hours you w

ould have served.

Leave Tim
e

Check the bottom
 of your 

tim
e sheet to see how

 
m

uch leave you have 
available. 

Holiday Hours:
W

e enter holiday hours for you. 
You m

ust serve 8 hours per w
eek 

or m
ore to earn holiday hours.

M
ileage:

M
ileage m

ust be the sam
e each day. W

e w
ill tell you the m

ileage 
based off of a m

ap from
 your house to your service site.

If m
ileage w

as different, indicate the reason in the “explanation to 
request Adm

in. Leave” colum
n. Reasons for different m

ileage could 
include things like visiting m

ore than one station (i.e. “Head Start” and 
then “Boys and Girls Club”) or attending in-service training sessions 
(i.e. “in-service training at city hall”).

W
ater m

ain break. W
ould 

have served 4 hours total
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Appendix M: Best Practices for New Foster Grandparents

Best Practices for New Foster Grandparents
Before You Arrive 

•	 Confirm your classroom assignment(s) and arrival time with your program 
coordinator. 

•	 Bring a notebook, pen, and any personal essentials (water, glasses).
•	 Review confidentiality policies. Do not discuss children or their information with 

others, even other volunteers or parents.
•	 Review the appropriate and inappropriate activities in the handbook.

First Day - First Impressions Matter
•	 Wear your Foster Grandparent badge and clean, nice casual clothing.
•	 Greet the front office staff pleasantly.
•	 Introduce yourself as a Foster Grandparent volunteer with UServeUtah. 
•	 Share the teacher’s name and that this is your first day. Share what you will be 

doing (e.g. “I am going to be a reading tutor for children”).
•	 Ask to be directed to the classroom and for the teacher to be notified of your 

arrival, if needed.

Working with the Teacher
•	 Courteously introduce yourself to the teacher. Thank them for welcoming you into 

their classroom. 
•	 Ask the teacher:

	◦ To be introduced to the children you will support. You will soon receive an 
assignment plan that will list the specific children with special or exceptional 
needs that you will support. You are not supposed to work with all the children 
in the class. If you do not receive one within your first month, contact your 
program coordinator.

	◦ If there are any resources that the teacher wants you to use, or if you should 
only work with the child on in-class assignments.

	◦ If there is a classroom behavior system, and how you should notify the 
teacher of a child’s behavior. You never discipline the children – leave behavior 
management to the teacher.

	◦ Who to notify when sick or out of town.  
Name: ____________________  Contact Information:_____________________

	◦ Always thank the teacher at the end of each visit. Be consistent with your 
arrival time and schedule to build trust and reliability.
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Get to Know Your Classroom
•	 Observe the classroom layout. What are the advantages?

	◦ For example, is there a reading corner or a quiet corner for calming down? No 
classroom is the same. 

•	 Ask the teacher:
	◦ For the classroom schedule (e.g. lunch, recess, reading time, etc.).
	◦ Where you should work with a student (e.g. at their desk or in a designated 

classroom spot).
	◦ If the students use technology for in-class work.

Understanding the Children
•	 Ask the teacher: 

	◦ If certain students learn best by hearing, seeing, or doing–this can help guide 
your support approach. 

	◦ What helps children with behavioral challenges to reset
•	 With each student, get to know them and share a little about yourself before you 

begin working on assignments. They will be more receptive to your help if they 
feel like they know you and you know them! 

•	 Notice and comment on what the child does well. Teachers appreciate volunteers 
who build confidence and resilience in children.

•	 Use strength-based feedback and focus on effort. For example, say, “You worked 
so hard on that question!” instead of, “You’re so smart!” 
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Appendix N: Grievance Procedures

UServeUtah AmeriCorps Seniors Grievance 
Procedures

In accordance with 42 U.S.C. 12636 (http://www.gpo.gov/fdsys/pkg/USCODE-2010-
title42/pdf/USCODE-2010-title42-chap129-subchapI-divsnF-sec12636.pdf) and 45 
C.F.R. 2540.230 (http://www.gpo.gov/fdsys/pkg/CFR-2008-title45-vol4/pdf/CFR-2008-
title45-vol4-sec2540-230.pdf), state and local applicants that receive assistance from 
AmeriCorps must establish and maintain a procedure for the filing and adjudication 
of grievances from participants, labor organizations, and other interested individuals 
concerning programs that receive assistance from AmeriCorps. 

In general, aggrieved parties are encouraged to document their specific concerns 
and requested remedies in writing to the UServeUtah AmeriCorps Seniors Program 
Manager, whenever seeking relief in a matter of concern or dissatisfaction relating to 
any AmeriCorps Seniors program issue, such as assignments, evaluations, suspension, 
or release of cause.

For the Foster Grandparent and Senior Companion programs operating under 
UServeUtah the following grievance procedure should be followed when handling 
such grievances: 

Step 1: Preliminary Complaint Resolution (PCR). As a preliminary first step, an 
aggrieved party should, if at all possible, address the concern directly with the 
AmeriCorps Seniors program through the Program Coordinator. Together, the 
appropriate program coordinator and the aggrieved party should first attempt to 
resolve the complaint through informal discussion and negotiation.

Timeline: Immediate (as soon as possible and ideally within 30 days of the occurrence 
to allow the issue to proceed, if necessary, to Alternative Dispute Resolution before 
the deadline for an aggrieved party to seek such resolution within 45 days of the 
alleged occurrence).

Step 2: Alternative Dispute Resolution (ADR). If resolution is not achieved through 
Step 1, the aggrieved party may then seek resolution through Alternative Dispute 
Resolution, which requires facilitated mediation and negotiation. ADR mediation 
proceedings must be aided by a neutral party, the UServeUtah AmeriCorps Seniors 
Program Manager who, with respect to an issue in controversy, functions specifically 
to aid the parties in resolving the matter through a mutually achieved and acceptable 
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written agreement. The neutral party may not compel a resolution, and the 
proceedings are informal where the rules of evidence do not apply. At the initial 
session of dispute resolution proceedings, the aggrieved party must be advised in 
writing of the right to file a grievance and the right to arbitration. If the matter is 
resolved, the terms of the resolution are recorded in a written agreement, and the 
party agrees to forgo filing any further grievance on the matter under consideration. 
With the exception of a written agreement, the proceedings are confidential. 

Timeline: ADR must be initiated within 45 days of the alleged occurrence. If matter is 
not resolved within 30 calendar days from the date the informal dispute resolution 
process began, the aggrieved party must be informed in writing of the right to file a 
formal grievance.

Step 3: Formal Grievance Filing and Hearing. If resolution is not possible through 
Step 2, and the matter is not resolved within 30 calendar days from the date that the 
Alternative Dispute Resolution process began, the neutral party must again inform 
the aggrieved party of their right to file a formal grievance. In the event an aggrieved 
party files a grievance, the neutral party from ADR may not participate in the formal 
complaint process. Therefore, UServeUtah’s AmeriCorps Seniors Program Manager will 
appoint UServeUtah’s Executive Director to oversee the grievance hearing process. In 
addition, no communication or proceedings of the informal dispute resolution process 
may be referred to or introduced into evidence at the grievance and arbitration 
hearing. Any decision by the neutral party is advisory and is not binding unless both 
parties agree.

Timeline: Grievance must be filed no later than one year after the alleged occurrence 
(except for fraud and criminal activity). The grievance hearing must be conducted no 
later than 30 calendar days after the formal grievance filing. A decision is made no 
later than 60 calendar days after the filing.

Step 4: Binding Arbitration. The final step, Binding Arbitration, is available to the 
affected party only if a grievance hearing decision is adverse or if no decision is made 
within 60 days of the filing of the initial grievance. A qualified arbitrator will be used 
who is jointly selected and independent of the interested parties. The executive 
leadership of the Utah Department of Cultural and Community Engagement will 
appoint an arbitrator if the parties cannot agree on an arbitrator within 15 calendar 
days after receiving a request from either party. The cost of arbitration is divided 
evenly between the parties to the arbitration. If the participant, labor organization, or 
other interested individual prevails during arbitration, then UServeUtah AmeriCorps 
Seniors pays the total cost of the proceeding and the attorney’s fees of the prevailing 
party. 
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Timeline: A request for arbitration must be filed no later than 90 days after the hearing 
decision. If no hearing decision is made within 60 days of the filing of the initial 
grievance then a request for arbitration must be filed within 150 days of the filing of 
the initial grievance. An arbitration proceeding must be held no later than 45 calendar 
days after the arbitrator’s appointment, or no later than 30 calendar days after the 
arbitration commences. A decision must be made by the arbitrator no later than 30 
days after the arbitration commences. 

Other Important Information: 
•	 If the grievance is regarding a proposed volunteer placement, the placement is not 

to be made unless it is consistent with the resolution of the grievance.
•	 If the grievance alleges fraud or criminal activity, it must immediately be brought 

to the attention of AmeriCorps’ Office of Inspector General. Visit  
www.americorpsoig.gov or call the OIG hotline at (800) 452-8210.

•	 Parties involved in a grievance are encouraged to work closely with UServeUtah’s 
AmeriCorps Seniors program staff, including the AmeriCorps Seniors program 
coordinators, Program Manager, and Executive Director. A list of UServeUtah staff 
may be found at userve.utah.gov/connect.

•	 Grievance records will be kept confidential and maintained by UServeUtah.
•	 Retaliation against anyone filing or participating in a grievance is strictly 

prohibited. 
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