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BRIEF OVERVIEW

Since 1965, the Foster Grandparent Program has provided valuable aid to children and youth with
special needs. Serving at one of thousands of local organizations—including faith-based groups, Head
Start Centers, schools, and other youth facilities—Foster Grandparents help children learn to read,
provide one-on-one tutoring, and guide children at a critical time in their lives. Put simply, they give the
kind of comfort and love that sets a child on the path toward a successful future.

e )

The purpose of the Foster Grandparent Program is to:

e Connect generations

e Provide volunteer service that addresses community needs

e Create meaningful relationships that support special-needs children to thrive in their setting
e Produce opportunities for our volunteers to feel fulfilled in their service

. J

Foster Grandparents volunteer at least 20 hours a week and earn a tax-free, hourly stipend. They must
be 55 years of age or older, meet income eligibility, be medically cleared to volunteer, and pass state
and federal background checks.

The Foster Grandparent Program is funded by the Corporation for National and Community Service
(CNCS). CNCS is a federal agency that engages more than 4 million Americans in service through Senior
Corps, AmeriCorps, and the Social Innovation Fund. These programs include projects in six priority areas:
disaster services, economic opportunity, education, environmental stewardship, healthy futures, and
veterans and military families.

PROGRAM ELEMENTS

e In-Services Trainings- Volunteers must complete an average of 4 hours per month of in-service
training.

e Transportation- Transportation assistance is provided to volunteers when traveling between the
volunteer’s home and place of program related activity.

e Meals- Lunch is provided by the Sites while volunteers are on volunteer duty. Meals are also
provided during monthly in-service trainings.

e Hours- Volunteers serve a minimum of 20 hours per week and a no more than 40 hours per
week. Volunteers are entitled to at least one 15-minute break during every 4-hour period of

service.

e Stipend - Foster Grandparents receive a non-taxable stipend of $2.65 per hour of volunteer
service.

e Insurance- The Foster Grandparent Program provides supplemental insurance through CIMA,
which covers all volunteers for accidents, personal liability, and excess automobile insurance
while the volunteer is working at the Site or attending Foster Grandparent Program events or
related activities.



TERMS IN THIS MANUAL

The terms in this manual are defined as follows:
Site or Volunteer Site: The agency or organization in which the Foster Grandparent volunteers.
Program: Refers to the Foster Grandparent Program of Washtenaw County.

Site Staff: Any staff that is acting as a liaison between the Site and the Program, including Site Principles,
Directors, Secretaries, and Administrative Assistants. For submitting timesheets, for example, this will
most likely be the Site Administrative Assistant or Secretary.

Site Supervisor: The staff that works most closely with the Foster Grandparent and supervises their daily
activity.

Program Staff: A staff member of the Office of Community and Economic Development that is working
on behalf of the Foster Grandparent Program. This most likely will be the Foster Grandparent Program
Supervisor and the Human Services Program Assistant.

Program Supervisor: Refers to the Foster Grandparent Program Supervisor.

Additionally, for the Site’s convenience, paragraphs in gray highlight specific tasks that must be
completed.

VOLUNTEER SITES AND SPECIAL NEEDS CHILDREN

Volunteer Sites are public agencies and non-profit organizations (secular or faith-based), such as
hospitals, homes for dependent and neglected children, schools, and day care centers. For the
Washtenaw County Foster Grandparents Program, most Sites are Elementary Schools, Head Start
Programs, and Day Cares.

Within these Sites are the special needs children that our volunteers serve. Special needs children may
have a disability (e.g. developmental, physical, and learning) or impairment (e.g. hearing, speech,
emotional). The child may be in foster care, an adjudicated youth, or a victim of abuse or neglect. Other
reasons they need special attention may include having fallen behind in reading level or difficulty
focusing on their school work. Whatever the reason, these children are matched with our Foster
Grandparents because they need extra attention and support that our volunteers can provide.

NEW VOLUNTEER ORIENTATION & PROBATION PERIOD

Pre-Service Orientation & Training

New Foster Grandparents must train for 20 hours before working at their placement. During orientation,
the Program Supervisor will introduce new volunteers to program policies, procedures, and regulations.
The volunteers will spend 10 of the 20 pre-service training hours at the Site shadowing an experienced
Foster Grandparent and getting oriented to the Site.



Site Training & Shadowing

The Program Supervisor and the Site will coordinate to provide the volunteer with 10 hours of Site
shadowing (usually two volunteer sessions) before the volunteer can be placed to work on their own.
The volunteer can shadow an experienced Foster Grandparent to learn the daily activities and to get
familiar with the needs of the children served. If a Site does not have any current volunteers, the new
Foster Grandparent will shadow a volunteer at a similar Site for 5 hours and then spend the remaining 5
hours at their designated placement under careful supervision.

Additionally, the Volunteer Site will orient the volunteer to the space, dress code, universal precautions,
lunch protocols, confidentiality policies, and all other Site policies and procedures.

Probationary Period & 90 Day Review

Foster Grandparents are on a probationary period for 90 days to determine their fit in the program and
with their Site. At the end of the 90 day probationary period, the Program Supervisor will seek feedback
from the Site about the volunteer’s performance. Afterwards, the Foster Grandparent and Program
Supervisor will meet for a 90 Day Review to talk about the volunteer’s experience and any questions or
concerns that may arise on behalf of the volunteer, the Site, or the Program.

If a volunteer is struggling with a placement or assigned child, the Program Supervisor and Site will
decide how to provide necessary support and additional training as needed, or match the volunteer to a
different Site when appropriate. If an issue has not been resolved, the Site should contact the Program
Supervisor to address the issue at hand.

ATTENDANCE POLICIES

Our volunteers receive sick, vacation, funeral, and Emergency Time Off (ETO) days to use for absences.
They also receive paid holidays off, listed below. The Foster Grandparent is to notify the Site, as well as
the Program Supervisor of any absences as soon as possible. If a Site has not seen or heard from a

volunteer in three days, they can call the Program Supervisor to check in on them.

Holidays

Foster Grandparents do not have to report to duty on Federal holidays. Volunteers will receive their
regular stipend for the following holidays if they occur on a regularly scheduled volunteer service day:

January May October December
New Year’s Day Memorial Day Columbus Day Christmas Eve
Martin Luther King’s Birthday July November Christmas Day
February Independence Day Veteran’s Day New Year’s Eve
President’s Day September Thanksgiving Day

Labor Day (including the Friday after)

Leave of Absence

If a leave of absence is needed for any reason (medical or personal), Foster Grandparents must notify
the Program Supervisor as soon as possible. A formal request should be in writing and includes the
reason and predicted length of time of the absence. Once approved, the Site will be notified as soon as



possible. If the absence is longer than a month, the volunteer’s vacancy may be filled depending on Site
needs.

Retirement

Foster Grandparents may voluntarily retire at anytime and can do so in by providing written notice two-

weeks in advance of their anticipated retirement date. In the event that circumstances dictate the non-
voluntary retirement of a volunteer, the Program Supervisor will provide written and verbal notice to
the volunteer stating the reason. Reasons can include, but are not limited to, extensive or unexcused
absences, misconduct, inability to perform assignments, failure to follow directions, or having income in
excess of the eligibility level.

Grounds for immediate dismissal are the use or being under the influence of alcohol or illegal
substances while on Site, violating confidentiality, and subjecting a child to any form of abuse (i.e.
verbal, emotional, or physical).

PLACEMENT & SERVICE ASSIGNMENT

Volunteers and Sites are matched up according to volunteer interest, Site needs, and distance between
the Site and the volunteer’s home. If a volunteer drives to the Site, the distance from the Site to the
volunteer’s home must be no more than five (5) miles.

A volunteer Site will select 4-6 children or youth with eligible special needs to be matched with each
Foster Grandparent. A Child Assignment Plan (explained below) will be completed to guide the
volunteer in their work with each child.

Child Assignment Plan

The Child Assignment Plan (Appendix A) defines the specific activities to be performed by the Foster
Grandparent in the assignment as well as the impact on the child’s development as a result of the
relationship with a Foster Grandparent.

The Child Assignment Plan must be completed 30 days after the volunteer’s initial start date. The
Program Supervisor reviews the Plan with the Foster Grandparent to ensure understanding about how
to support the assigned children. This document is then signed by the Foster Grandparent, the Site
Supervisor, and the Program Supervisor. This plan includes the following:

e Child served (name and demographics)

e Roles and activities the volunteer will perform

e Expected outcome(s) for the child

e Period of time the child will receive support

Confidentiality

The names and personal information of the children (family situation, income, address, medical
condition, etc.) at each Site are confidential and must be respected at all times. Foster Grandparents
may not discuss, outside of with Site and Program Staff, any confidential information regarding the
children they serve.



During initial training, the Program Supervisor collects signatures from volunteers regarding their
commitment to maintaining confidentially. To emphasize, the Site should also go over their
confidentiality policies with the volunteer.

Timesheets

It is the Foster Grandparent’s responsibility to complete his/her timesheet (Appendix B) daily. This
document collects information about the time they volunteered, if they ate lunch, any reason for an
absence, and if they drove themselves to the Site.

At the end of a two-week pay period, each Foster Grandparent must sign the timesheet in order for it to
be processed. Site Staff must also sign the timesheet to approve and verify the hours. Sites should only
approve timesheets that accurately reflect the time the volunteer served (e.g. If a volunteer leaves early,
this should be reflected on their timesheet).

Once completed, Site Staff must submit the timesheet by email to Program Staff for processing. These
are due the Monday after the pay period ends. A schedule with submittal deadlines will be given to each
Site annually. Original timesheets are to be kept on Site in the binder provided and will be collected
periodically by Program Staff.

SITE RESPONSIBILITIES

Supervision

Volunteer Sites are responsible for the daily supervision of Foster Grandparents on assignments. The
quality of supervision is one of the most critical factors in contributing to the success of the Foster
Grandparent experience and the support given to the assigned child. Supervision should be ongoing and
constructive. It is the responsibility of the Site to provide the volunteer with meaningful tasks.

Performance Evaluation

A Performance Evaluation (Appendix C) is completed by the Site Supervisor 30 days after the volunteer’s
initial start date. The Site Supervisor then reviews the evaluation with the Foster Grandparent to give
them feedback about what they are doing well and what they can improve on. Where it has been
observed that a volunteer is unable to perform her/his duties in a satisfactory manner, the Site
Supervisor can work with the Program Supervisor to provide the volunteer with steps to be taken to
resolve the difficulties. If an ongoing issue is not resolved after repeated attempts to address it, the
Program Supervisor should be notified.

Incident Reports

In the event of an accident or injury during volunteer duty, the Site should contact the Program
Supervisor as soon as possible, as well as submit an Incident Report (Appendix D) within 24 hours.

Child Impact Surveys

The Site Supervisor will fill out the Child Impact Surveys (Appendix E ) to collect pre and post data on
how a child has improved in areas such as reading and social-emotional skills. The pre-surveys are to be
filled out in September/October (or at the beginning of a Foster Grandparent and child match) and are
due 30 days after the volunteer’s initial start date. The post surveys are completed at the end of the
school year are due at the end of May (or at the end of a Foster Grandparent and child match). Please



note that Appendix E only shows the example survey for schools. Day cares and Head Start Programs
have their own surveys.

Recognition

The Program encourages Sites to recognize their volunteers for their commitment to service. Some
ideas for Foster Grandparent recognition are:
e Make a recognition bulletin board featuring volunteers
e Encourage your students to write articles, stories, and poems about their Foster Grandparent
e Keep a volunteer scrapbook
e Share success stories with the Program Staff so the Foster Grandparent can be further
recognized

SITE RULES & REGULATIONS

a. Ensure that Foster Grandparents serve in a volunteer capacity. Volunteers shall not displace nor
replace paid or contracted employees, relieve staff of their routine duties or infringe upon the Site
Supervisor's supervisory role with the children.

b. Do not include Foster Grandparents as “supervising adults” when calculating state-mandated adult-
to-child ratios.

c. Foster Grandparents must be supervised at all times while they are on duty. They should not be left
alone with the children.

d. All programs and activities to which Foster Grandparents are assigned must be accessible to persons
with disabilities.

e. Sites must not discriminate against Foster Grandparents or in the operation of their programs on the
basis of race, color, national origin, sex, age, political affiliation, religion, or disability.

f. Sites must ensure that:

e Foster Grandparents do not do heavy lifting or lifting of children.

e Foster Grandparents do not discipline children.

e Foster Grandparents do not perform household or custodial functions such as: mopping,
cooking, dish washing, window washing, repair work, etc.

e Foster Grandparents do not give religious instruction, conduct worship service, or engage in
any other religious activity as part of their activities at the Site.

e Foster Grandparents do not engage in any political activity during service hours.

e Foster Grandparents do not do schoolwork for the child or immediately give answers to the
child.

e Foster Grandparents do not bring family members to their Sites unless invited by the Site
and with approval from the program staff.

e Foster Grandparents do not provide transportation to a student at any time or take the child
offsite.



PROGRAM CONTACT INFORMATION

This program would not be successful without the commitment and diligence of our Sites. We
appreciate any feedback you may have so that we can continue to improve our program. Our efforts are
to ensure that our Foster Grandparents have a fulfilling experience, provide positive support to our
Sites, as well as help the children thrive in their environment. Please contact us with any comments,
guestions, or feedback anytime. THANK YOU!

Cresha Reid, Foster Grandparent Program Supervisor
734.222.3767 | reidc@ewashtenaw.org



mailto:reidc@ewashtenaw.org

WASHTENAW COUNTY FOSTER GRANDPARENT PROGRAM | APPENDIX A

CHILD ASSIGNMENT PLAN

Site Staff Date
Child Name: Date of Birth
Grade Gender d Male O Female Foster Grandparent

CHILD INFORMATION

Race: U African-American U Caucasian W Asian O Hispanic U American Indian/Alaskan Native
QAsian/Native Hawaiian/Pacific Islander Other

Living Status: QParent/Guardian WSingle Parent Home UFoster Home WResidential Facility O Difficult Home Life
U Incarcerated Parent(s) UHomeless OMilitary Parent QOther

Special Needs: UADD/ADHD Q Poor Communication/Listening Skills [ Developmental Delayed QVisual Impairment
UDifficulty Staying on Task [ Emotional Impairment U Language Barriers U Hearing Impairment ULearning Disability
WPoor Motor Skills Abuse/Neglect U Poor Socialization Skills

U Shy/Withdrawn O Youth Offender UOther

Please complete the following table to identify the special need the volunteer will support the child in. Please follow
the example listed in the first row.

Targeted Behavior Planned Activity Expected Outcome As Evidenced by
Poor Socialization Skills | -Model proper social skills Child will socialize more Participating in group
-Promote Team Work with his peers activities with peers

-Encourage Sharing
-Support conflict resolution

Comments:

By signing, I understand what is required for this student and how I am supporting him/her.

Foster Grandparent Signature: Date:
Staff Signature: Date:
Program Supervisor Signature Date:
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APPENDIX B
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Washtenaw County Foster Grandparent Program APPENDIX C

Performance Evaluation

Site Date
Evaluator Title
Foster Grandparent Start Date

Please use the following scale to rate your Foster Grandparent’s performance while on duty. Feel free
to use the back of this page for additional comments or sharing stories.

1-BELOW REQUIREMENTS — The performance is unacceptable and consistently falls below normal
volunteer expectations.

2-NEEDS IMPROVEMENT - The performance does not fully meet work expectations, requirements, or
standards; the performance is inconsistent.

3-MEETS REQUIREMENTS - The performance consistently meets, and sometimes exceeds, expectations,
requirements, or standards.

4-EXCEEDS REQUIREMENTS —The performance substantially and consistently exceeds work
expectations, requirements, or standards.

Reports to work regularly on time and with few absences.

Informs Site Supervisor of prearranged absences ahead of time.

Is supportive and cooperative with other co-workers (Site Staff and other FGPs).

Accepts direction willingly from Site Supervisor.

Can be relied upon to carry out particular tasks or assignments.

Shows flexibility to adapt to unusual situations or unexpected changes.

Comprehends assignments and is able to seek clarification as needed.

Accepts suggestions for improving in a professional manner.

Is comfortable with children and has warm and appropriate responses to them.

Interacts well with children on a one-on-one basis and in small groups.

Gives positive reinforcement to children on a continuing basis.

Is a good role model to children.

Handles unacceptable behavior appropriately.

Abides by Site rules and regulations, including confidentiality.
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Works independently and competently.

What’s working/Success Story:

What needs work:

By signing below, the evaluator and the Foster Grandparent acknowledge that they have reviewed
evaluation and discussed any issues or concerns.
Evaluator Date

Foster Grandparent Date
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APPENDIX D
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FGP VOLUNTEER INCIDENT REPORT

REPORTER INFORMATION

NAME, TITLE VOLUNTEER STATION LOCATION

PHONE, FAX, & EMAIL

VOLUNTEER INFORMATION

NAME DATE OF ASSIGNMENT

INCIDENT INFORMATION

PLEASE DESCRIBE THE INCIDENT, INCLUDING THE DATE, TIME & LOCATION.

*¥***RETURN TO FGP SUPERVISOR WITHIN 24 HOURS****

13



APPENDIX E

WASHTENAW COUNTY FOSTER GRANDPARENT PROGRAM

---K-12 SUCCESS----
CHILD IMPACT PRE-SURVEY

Site Staff Date
Youth'’s First Name: Date of Birth
Grade Gender U Male U Female Foster Grandparent

Please assess the youth based on their skill level when they begin working with the Foster
Grandparent. This formisdue3 0 days from the Foster Pl@sewdtllkpar ent’
scale below. If necessary, you may use the back of this page to share any success stories.

1 =Below Average 2 =Average 3 =Above Average

SKILL PRE-EVALUATION
Literacy/Math Skills
Grade-Level Reading Skills 1 2 3
Vocabulary 1 2 3
Reading comprehension 1 2 3
Reading participation 1 2 3
Grade level math skills 1 2 3
Academic Engagement
Ability to focus

Ability to follow directions

Classroom behavior

Classroom Participation

English Language Skills (ESL)

Interest in academics/school

[SEY SR U U Y S
NN NN N NN
Wl wlw|w|w|w|w

Appropriate educational goals for grade level

Comments/ Success Stories:

THANK YOU FOR COMPLETING THIS SURVEY!
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WASHTENAW COUNTY FOSTER GRANDPARENT PROGRAM

---K-12 SUCCESS----
CHILD IMPACT POST-SURVEY

Site Staff

Date

Youth’s First Name:

Date of Birth

Grade Gender 4 Male O Female Foster Grandparent

Please assess the youth based on their skill level when they begin working with the Foster
Grandparent. This form is due May 30t or at the end of the Foster Grandparent term,

whichever comes first. Please use the scale below. If necessary, you may use the back of this page

to share any success stories.

1 =Below Average 2 = Average

3 = Above Average

SKILL

POST-EVALUATION

Literacy/Math Skills

Grade-Level Reading Skills 1 2 3
Vocabulary 1 2 3
Reading comprehension 1 2 3
Reading participation 1 2 3
Grade level math skills 1 2 3
Academic Engagement

Ability to focus 1 2 3
Ability to follow directions 1 2 3
Classroom behavior 1 2 3
Classroom Participation 1 2 3
English Language Skills (ESL) 1 2 3
Interest in academics/school 1 2 3
Appropriate educational goals for grade level 1 2 3

Comments/ Success Stories:

THANK YOU FOR COMPLETING THIS SURVEY!
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