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CHANGE LOG

This table lists all changes made in the most recent revision of this document. See Appendix E.4 for a full

list of changes since January 2017.

Edits made in Version 2020.2

(April 2020)

Change Chapter and Page Change
Number | Number

1 This change is not In May 2020, grantees located in states within CNCS’s new Midwest,
related to a specific Southeast, and West regions, will have their grants transitioned
chapter. from existing Program and Grants Officers to their newly assigned

Portfolio Managers. A map of the regions is located here.
References to CNCS Program and Grants Officers were updated to
also include these new CNCS Portfolio Managers throughout the
handbook.

2 This change is not Broken hyperlinks were fixed throughout.
related to a specific
chapter.

3 This change is not On April 1, 2020 the stipend increase went in to effect, making the
related to a specific stipend for Senior Companion volunteers $3.00/hour. References to
chapter. the former stipend amount were updated to reflect this increase.

4 This change is not The cost per VSY threshold in National Performance Measure
related to a specific Outcomes increased from $6,000/VSY to $6,500/VSY. References to
chapter. the former stipend were updated to reflect this increase.
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PREFACE

The Corporation for National and Community Service (CNCS) is an independent, federal grant-making
government agency whose mission is to improve lives, strengthen communities, and foster civic
participation through service and volunteering. For 25 years, CNCS—through its programs: Senior
Corps, AmeriCorps, and Volunteer Generation Fund (VGF)—has helped to engage millions of citizens
in meeting community and national challenges through service and volunteer action. CNCS provides
grants to national and local nonprofits, schools, government agencies, faith-based and other
community organizations and other groups committed to strengthening their communities through
volunteering.

This Senior Companion Program Operations Handbook (Handbook) provides ideas and suggestions for
effective practices in operating and managing many aspects of local SCP projects. It is a technical
assistance document and not a compliance guide. Many of the suggestions refer to specific sections
of the federal regulations that govern SCP, but the Handbook does not address all issues covered in
the regulations. Sponsors and project directors are required to follow the SCP Federal Regulations,
published in Title 45, Chapter XXV, Part 2551, of the Code of Federal Regulations (CFR). Sponsors and
project directors with concerns or questions with respect to compliance should first consult the federal
regulations, the terms and conditions of the grant award, and, if necessary, contact the appropriate
CNCS Program Officer or Portfolio Manager.

Senior Corps

Corporation for National and Community Service
250 E Street, NW

Washington, D.C. 20525

202-606-5000

TTY: (202) 606-3472

www.nationalservice.qov

Upon request, this material will be made available in alternative formats for
people with disabilities.

Version 2020.2 iv


http://www.ecfr.gov/cgi-bin/text-idx?SID=c9cfb6cb8408918db57eaffb65f5d7b9&mc=true&node=pt45.4.2551&rgn=div5
http://www.nationalservice.org/

Senior Companion Program Operations Handbook Chapter 1: Introduction and Overview

1

INTRODUCTION AND OVERVIEW

1.1

1.2

1.3

PURPOSE OF HANDBOOK

This Handbook has been developed for the use of sponsors of SCP (Senior Companion Program)
projects, including executive directors or their designees, SCP project directors and other project staff,
SCP advisory council members, and others involved in managing local projects.

For further guidance on fiscal, programmatic, budgetary, and administrative matters, sponsors and
project directors should consult the SCP_Program Regulations, the Terms and Conditions of the
sponsor’s Notice of Grant Award (NGA), or their CNCS program officer or portfolio manager.

If there is a conflict between the contents of this Handbook and the federal regulations or the Terms
and Conditions of the NGA, the regulations governing the grant, or the Terms and Conditions of the
NGA are the controlling authority.

HANDBOOK DESIGN

The Handbook is organized into a series of chapters that are designed to provide SCP sponsors and
project staff with ideas and suggestions for operating their SCP projects. At the end of many of the
chapters, a series of Effective Practices is presented that may help a sponsor implement a program
locally. It is expected that sponsors and project directors will use these ideas to stimulate their own
creative thinking and adapt the suggestions to meet their own local needs.

Further, many parts of the Handbook refer to specific sections of the regulations that govern SCP in
the SCP Program Regulations, but the Handbook in no way replaces these regulations. Sponsors who
want to clarify official policies should refer to the Terms and Conditions listed in the Notice of Grant
Award (NGA) and any official policy guidance issued by CNCS.

This handbook will be updated periodically. Suggestions for revisions should be directed to
SeniorCorpsHandbooks@cns.gov.

CNCS OVERVIEW
In 1993, the Corporation for National and Community Service (CNCS) was established under the
National and Community Service Trust Act of 1993 to connect Americans of all ages and backgrounds
with opportunities to give back to their communities and their nation. It merged the work and staffs
of two predecessor agencies, ACTION and the Commission on National and Community Service.

At its inception, CNCS was directed to manage three main programs:

e Senior Corps, which incorporated the Foster Grandparent, Senior Companion and RSVP
programs

e AmeriCorps, which incorporated the longstanding VISTA program, the new National Civilian
Community Corps program, and the full-time demonstration program that had been
established under the National and Community Service Act of 1990

e Learn and Serve America, formerly known as Serve America.
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Today CNCS serves more than 5 million individuals of all ages and backgrounds help meet local needs
through a wide array of service opportunities. These include projects in six priority areas: disaster
services, economic opportunity, education, environmental stewardship, healthy futures, and veterans
and military families through CNCS’s core programs: AmeriCorps and Senior Corps.

CNCS is part of our nation’s history of commitment to building a culture of citizenship, service, and
responsibility. For more information on the history of CNCS see the National Service Timeline. See
Appendix A.7 for common acronyms.

1.3.1 CNCS STRATEGIC PLAN

The CNCS Strategic Plan provides a roadmap for using national service to address critical challenges
facing our communities and our nation. It builds on the strong foundation of national service that has
developed over the past decades and the vision set forth in the bipartisan Edward M. Kennedy Serve
America Act of 2009. CNCS's five-year Strategic Plan leverages the strength of grantees, participants,
programs, state service commissions and the American public to build a network of programs that
offer effective solutions in the six priority areas: Disaster Services, Economic Opportunity, Education,
Environmental Stewardship, Healthy Futures, and Veterans and Military Families. Detailed
information on the current Strategic Plan can be found on the CNCS website.

1.3.2 SENIOR CORPS

Each year Senior Corps taps the skills, talents, and experience of persons age 55 and older to meet a
wide range of community challenges through three programs: RSVP, the Foster Grandparent Program,
and the Senior Companion Program. RSVP volunteers recruit and manage other volunteers,
participate in environmental projects, mentor and tutor children, deliver meals to the homebound
and respond to natural disasters, among many other activities. Foster Grandparents serve one-on-
one as tutors and mentors to young people with special or exceptional needs. Senior Companions
help adults maintain independence in their homes.

Through grants and other resources—including the energy and efforts of citizens age 55 and over—
Senior Corps helps meet the needs and challenges of America’s communities.

» RSVP

Since 1971, RSVP, one of the largest volunteer efforts in the nation for people 55 and over, has
matched older adults who are willing to help with local organizations on the front lines of meeting
community needs. RSVP projects link the skills of the volunteers with the identified needs of the
community. RSVP volunteers do not receive any monetary incentive or stipend, but the RSVP
project may reimburse volunteers for certain out-of-pocket costs associated with their service
activities. In addition, RSVP volunteers receive accident, personal liability, and excess automobile
liability insurance as well as community recognition.

» Foster Grandparent Program

Since 1965, the Foster Grandparent Program has provided one-on-one mentoring, nurturing, and
support to children with special or exceptional needs, or who are in circumstances that limit their
academic, social, or emotional development. Foster Grandparents serve from 5 to 40 hours a
week and receive hourly stipends. Foster Grandparents must be age 55 or older and meet
established income eligibility guidelines. In addition to the stipend, they receive accident,
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personal liability, and excess automobile liability insurance; assistance with the cost of
transportation; recognition; and, as feasible, meals during their assignments.

Senior Companion Program

Since 1974, Senior Companions have made a difference by providing assistance and friendship to
adults who have difficulty with daily living tasks, such as shopping or paying bills. Their assistance
helps these adults retain their dignity and remain independent in their homes rather than having
to move to more costly institutional care. Senior Companions serve from 5 to 40 hours a week
and receive hourly stipends. They must be age 55 or older and meet established income eligibility
guidelines. In addition to the stipend, they receive accident, personal liability, excess automobile
liability insurance coverage; assistance with the cost of transportation; recognition; and, as
feasible, meals during their assignments.

SCP: Purpose and Goals
Purpose

Under the authority of the Domestic Volunteer Service Act, CNCS provides grants to qualified
agencies and organizations for to engage persons 55 and older in volunteer service by providing
companionship to ease loneliness and social isolation, assist with transportation and light chores,
help to serve as eyes and ears to professionals who can intervene in the case of medical or other

deterioration on the part of the clients, and give support to informal caregivers.
Goals

Senior Companions provide companionship and support to other adults in need of extra
assistance to remain at home or in the community for as long as possible Achievement of SCP's
purpose is facilitated by the coordination of the resources of CNCS, the SCP sponsor, and the
community to fulfill the following goals of SCP:

1) Develop opportunities for older people willing to share their experience, abilities, and skills
for the betterment of their community and themselves to help older adults in their
communities maintain independence and to provide respite for caregivers.

2) Ensure that volunteer assignments are consistent with the interests and abilities of the
volunteers and the needs of the community served.

3) Ensure that volunteers are provided needed orientation, in-service instruction, individual
support and supervision, and recognition for their volunteer service.

4) Provide reasonable opportunity for community and volunteer involvement and support in
development, operation, and appraisal of the SCP project.

5) Develop local support to supplement available federal sources and ensure that program
expenditures are incurred at the lowest possible cost consistent with the effective operation
of the project, as required by CNCS's legislation.

6) Cooperate with agencies and organizations involved in the fields of aging and volunteerism.

7) Develop a sound, locally controlled senior volunteer program with continuing community
support.
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1.3.4 HISTORY OF SCP
The 1960 White House Conference on Aging highlighted the need for all older people to stay active
which could be done through service to their country. The conference led to the passage of the Older
Americans Act of 1965 under which several pilot demonstration programs were initiated including the
Foster Grandparent and Senior Companion Programs.

While the Foster Grandparent Program was developed in 1965, it was not until 1968 that the Senior
Companion Program began as a demonstration project at the Administration on Aging, Department
of Health, Education and Welfare, with a goal for low-income older adults to help their more frail
peers remain independent in their homes.

In 1971 President Nixon created the ACTION agency to provide coordination of all government
sponsored volunteer programs and in 1973, he asked Congress to expand the role of low-income older
volunteers to provide person-to-person services and the Senior Companion Program was officially
launched.

In 1993, the Corporation for National and Community Service (CNCS) was established, merging the
work and staffs of two agencies: ACTION; and the Commission on National and Community Service.
The CNCS mission was to connect Americans of all ages and backgrounds with opportunities to give
back to their communities and their nation.

On April 21, 2009, President Barack Obama signed the Edward M. Kennedy Serve America Act,
which reauthorized and expanded national service programs administered by the Corporation for
National and Community Service. It also lowered the age eligibility from 60 to 55 and increased
income eligibility to 200% of the poverty level.

On January 31, 2019, updated program regulations became effective for all three Senior Corps
programs. The regulations updated and eliminated many regulations that had become outdated and
burdensome within the context of current programming. For the Senior Companion Program, most
notably, the regulations changed the volunteer service hour requirement to at least five (5) hours
weekly or 260 hours annually and reduced the minimum requirement of ongoing in-service training
annually from 40 hours to 24 hours.

13,5 AMERICORPS
Since its founding in 1994, AmeriCorps engages Americans in intensive service at nonprofits, schools,
public agencies, and community and faith-based groups across the country tackling pressing problems
and mobilizing millions of volunteers for the organizations they serve through three programs:
AmeriCorps State and National , AmeriCorps VISTA, and AmeriCorps NCCC (National Civilian
Community Corps). AmeriCorps members recruit, train, and supervise community volunteers, tutor
and mentor youth, build affordable housing, teach computer skills, clean parks and streams, run after-
school programs, help communities respond to disasters, and build the capacity of nonprofit groups

to become self-sustaining, among many other activities. In exchange for a term of service, members
earn a living allowance and a Segal AmeriCorps Education Award that can be used to pay for college
or graduate school, or to pay back qualified student loans.
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1.4  RESOURCES OF CNCS

1.4.1 Office of the Inspector General (OIG)
The OIG is an independent and objective office established to help improve CNCS’s programs and
operations, including the Senior Corps. It has the responsibility of keeping the Corporation's CEO and
the Congress informed about any problems

and deficiencies relating to CNCS programs and Contacting the OIG

operations. The OIG carries out this role by The OIG will accept confidential referrals of
conducting and supervising audits and fraud, waste, and abuse in Senior Corps or
investigations that promote economy and other Corporation programs.

efficiency, as well as prevent and detect fraud,

waste, and abuse in CNCS's programs. The OIG Written notifications should be submitted to:

also coordinates CNCS's relationship on these Inspector General
types of matters with other organizations, Corporation for National and Community
including Federal, state, and local law Service

. 250 E Street, SW, Washington, D.C. 20525
enforcement agencies.

By Phone: (202) 606-9390 or the OIG toll-free

When to Contact the OIG: The OIG should be !
Hotline: (800) 452-8210

promptly contacted whenever information is
discovered that indicates that there has been Via email: hotline@cncsoig.gov
waste, fraud, abuse, or any violation of criminal

law at a program or at a sub-recipient.
1.4.2  Office of External Affairs

1.4.2.1 Major Functions
The Office of External Affairs (OEA) coordinates communications, branding, and outreach and
engagement efforts for CNCS and its programs. The staff works closely with other offices and
departments to enhance and support efforts to reach out to external audiences. It serves as a
resource for CNCS grantees to help them to amplify their own stories.

OEA maintains a “one-stop shop” for grantee communication needs, which, among other items
includes:

e A Communications Toolkit, including templates

e The CNCS Branding Guide

e An event registration link for you to easily share any and all events you host
e Alink to submit photos

e Links to current Fact Sheets

If you are planning an event or announcement, need sample materials, or need assistance or advice,
please contact OEA at pressoffice@cns.gov.

1422 CNCS Websites
OEA, with support from other departments, maintains the CNCS website. NationalService.gov has
pages dedicated to each of our programs and initiatives. For ease of discovery, you can reach these
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pages using the domain names SeniorCorps.gov and AmeriCorps.gov. The pages are designed to help
customers, including program grantees and other stakeholders, get the information they need as
easily and quickly as possible so they can focus their energies on serving community needs.

These sites recognize the power of the national service network through stories from service
participants, news from the field, program spotlights and best practices. Other features include:

e Search function across all sites

e Phone directory of CNCS staff

e Stories of service

o latest news & blogs from the field

Ordering Corporation Publications

Senior Corps projects can obtain
OEA materials and publications

e  Photo library through online ordering.

e Best practices Communication resources and

e Program spotlights media kit materials are available on
e Interactive guides for finding the “Right Program” (for the national service website.

organizations and individuals)

e Service calendar

e Formslibrary

e FAQs

e Connections to CNCS Social Media sites
(Facebook/Twitter/YouTube)

Program logos can be found on the
CNCS logo webpage

Finding what you need on the CNCS websites:

Here are some of the most frequently asked questions from organizations working with or seeking to
work with Senior Corps, with links to their answers:

» Where can | find out about CNCS funding opportunities?
Funding Opportunities Webpage

> I'm having trouble using the electronic grants system. Where do | go for help?
The eGrants Helpdesk / National Service Hotline

> Where can | find training and technical assistance information?
The Knowledge Network
Online Courses

> | am a current grantee. Where can | find Senior Corps grant application instructions and
supporting materials?
Managing Senior Corps Grants Webpage

» Where can | find the Terms and Conditions for my grant award?
Terms and Conditions Webpage

» Where can | find information about required National Service Criminal History Checks?
National Service Criminal History Checks
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»  Where can | find information about days of service?
Special Initiatives

> Where can | find information about the changes in the OMB Circulars?
Uniform Guidance

» | work for a faith-based organization. Are we eligible to apply for CNCS grants?
Faith-Based and Neighborhood Partnerships

» I'minterested in promoting your programs to my organization’s constituents. Where can | order
brochures or other promotional materials?
Grantee Resources
Communication Resources
Senior Corps Branding Guidelines

» How do | find Senior Corps programs in my own community?
National Service in Your State

> I'm a grantee and am looking for Senior Corps photos to use in our brochures. Where can | find
them?
Grantee Resources
Communication Resources

Logos

» Where can | find resources for working with Veterans and Military Families?
Veterans and Military Families

1.4.2.3 Partnerships and Program Support
OEA develops and manages partnerships and alliances that strengthen the impact and broaden the
reach of national service. It is authorized to solicit and accept private donations which support CNCS
programs and initiatives. Additionally, OEA takes the lead in producing many events connected to the
agency’s signature projects such as the Martin Luther King, Jr. Day of Service, Senior Corps Week, the
September 11th National Day of Service and Remembrance, National Service Recognition Day, and
AmeriCorps Week.

In 2015, the Office of External Affairs developed an annual engagement calendar that promotes
monthly activities, events and media related to our programmatic focus areas and partnerships that
make service and social innovation possible.

National and Community Service Initiatives

CNCS encourages participation in community-wide service activities. OEA works with CNCS programs
to support both our signature projects such as MLK Day of Service, as well as other national service
initiatives like the September 11th National Day of Service and Remembrance, National Service
Recognition Day, Opening Day for National Service, Veterans Corps, and Senior Corps, AmeriCorps,
and SIF Weeks. These annual national service activities provide opportunities to reach out to both
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traditional service partners and grantees and organizations with which projects might like to form
new partnerships.

Martin Luther King, Jr. Day is a day of service that reflects Dr. King's life and teaching-- bringing
people together around a common bond of service to others. Responding to a 1994 Congressional
charge, the Corporation engages Americans across the country to celebrate the King Holiday in a
way that reflects his proposition that “everybody can be great because everybody can serve.”
National service grantees lead communities in making it a day on, not a day off and answering Dr.
King’s important question, “What are you doing for others?” In keeping with Dr. King’s teachings,
CNCS promotes service that leads to better economic justice for all. CNCS provides grants to
support service projects that reflect Dr. King's life and teaching.

Senior Corps Week is an annual recognition week designed to salute volunteers from Senior
Companion, Senior Companion and RSVP programs, recognize community partners, and
communicate the impact of and on the lives of those who serve and who are served. Senior Corps
Week is the ideal time to promote the continuing contributions of older adults to communities.

September 11th National Day of Service and Remembrance is the culmination of efforts originally
launched in 2002 by the 9/11 nonprofit MyGoodDeed with wide support by the 9/11 community
and leading national service organizations. This effort first established the inspiring tradition of
engaging in charitable service on 9/11 as an annual and forward-looking tribute to the 9/11
victims, survivors, and those who rose up in service in response to the attacks.

National Service Recognition Day is an annual recognition where mayors, county, and tribal
officials hold public events to highlight the value of national service to their cities and counties.
This initiative is held in collaboration with the National League of Cities, National Association of
Counties and Cities of Service.

AmeriCorps Week is an annual recognition week designed to bring more Americans into service,
thank AmeriCorps members and alumni for their powerful impact, and thank the community
partners that help to make service possible. AmeriCorps Week is an ideal time to promote the
depth and breadth of the national service family. In 2016, AmeriCorps will enroll its one millionth
member.

Training and Technical Assistance

The Knowledge Network at is CNCS’s “one-stop shopping” site for tools, training, and information

about volunteering and national service. The Knowledge Network provides quick and easy access to
training and technical assistance resources for national service programs.

Following is a summary of available features on the Knowledge Network:

Senior Corps Resources

This landing page provides access to the most up-to-date training and technical assistance
materials developed for FGP, SCP and RSVP programs.

National Service Criminal History Checks
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Under the National and Community Service Act of 1990, as amended by the Serve America Act
(SAA), all grantees must conduct National Service Criminal History Checks. Senior Companion and
Senior Companion projects are required to conduct checks on participants and project employees.
RSVP’s are required to conduct checks on project employees. In addition, grantees are required
to maintain specific documentation verifying successful completion and adjudication of criminal
history checks.

This landing page provides an exhaustive list of requirements, guidance and resources aimed at
all CNCS programs including FGP, SCP and RSVP.

=  Financial Management Resources

Organizations need to handle funds wisely. This may include developing written policies and
procedures, internal controls, and budget controls. CNCS grantees also need to be familiar with
documenting in-kind donations, time and activity reporting, generally accepted accounting
principles (GAAP), CNCS regulations, and OMB circulars. Some of our most relevant resources
related to this topic can be found on this page.

= Performance Measurement

CNCS' Performance Measurement framework provides a common focal point for CNCS's work
across all programs and initiatives. CNCS has a focused set of agency-wide measures derived from
the 2011-2015 Strategic Plan and each Senior Corps program contributes to them. This page
provides access to common core curricula as well as to each program’s specific measures,
requirements, and associated resources.

e Litmos

Litmos is CNCS’ online learning management system. It contains dozens of interactive online
courses for Senior Corps grantees. It also contains recordings of all live webinars offered by
Senior Corps. Course topics include financial management, performance measurement,
evidence-based programming, approaches to tutoring and mentoring, independent living,
responding to the opioid epidemic and much more. To sign up for an account:

1. Visit this page in any web browser: https://cncsonlinecourses.litmos.com/self-signup/.

2. Enter the required information.

3. Inthe Code field, enter: SC-FGP if you represent a Foster Grandparent Program, SC-RSVP
if you represent an RSVP Program or SC-SCP if you represent a Senior Companion
Program

4. Click “Register.”

5. If you are affiliated with two different Senior Corps programs (for example, if your
sponsor has both an RSVP Program and a Senior Companion Program), enter only one
code at first. After you hit "Register" the first time, visit
https://cncsonlinecourses.litmos.com/self-signup/ again, fill out the form in full, and
enter the code for the second program only. Use the same email address both times to
avoid duplicating your account.
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6. You'rein! Consider taking a minute to view the Senior Corps Litmos Orientation before
moving on. You can come back at any time to explore more and take any courses that
interest you.

e New Project Curricula

Senior Corps has created two in-depth curricula to aid Senior Companion programs that are
new to Senior Corps, both of which can be found in Litmos. They offer an interactive
introduction to everything you need to know to begin working with Senior Corps and
include activities to help you get to know your grant, CNCS and the resources available to
you in more depth. They were originally created for organizations that received their first
Senior Corps grant, but much of the content is relevant to any individual who has joined a
Senior Corps program, even if it has been in existence for some time.

You can take the curricula as a whole, or just use individual modules to brush up on specific
topics. Be sure to watch the introductory videos to learn more about how you can make the
most of them:

O The SCP New Project Curriculum introduces you to the basic requirements of
running a Senior Corps grant, helps you understand how those requirements and

strategies apply to your specific grant, and points you to resources and tools you can
use to make your job easier.

0 The SCP Financial Management Curriculum introduces you to the basic financial and

accounting requirements and strategies for running a Senior Corps grant, helps you
understand how those requirements and strategies apply to your specific grant, and
points you to resources and tools you can use to make financial management easier.

Email serviceresources@cns.gov for Litmos technical support.

CNCS Research and Evaluation

The Office of Research and Evaluation (R&E) advances the mission of CNCS by building knowledge
about the effectiveness of national service, social innovation, civic engagement, and volunteering as
solutions to community needs. R&E also works to improve the decision-making of CNCS, its grantees,
and the field through the use of scientific research methods. This is accomplished by supporting CNCS
grantees, offices, and programs in the measurement of performance and results, embedding evidence
throughout the development and implementation of their work, and shaping key policy decisions
using credible data.

Research efforts supported by R&E include:

= The Volunteering and Civic Life in America report is issued by CNCS and the National Conference
on Citizenship and shows that service to others continues to be a priority for millions of
Americans.
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= Evidence Exchange: a digital repository of research, evaluation reports, and data focusing on
national service, social innovation, civic engagement, and volunteering. The purpose of this

repository is to provide our grantees, our partners and, most importantly, communities across
America easy access to this information. Senior Corps specific reports and reports on issues
relevant to Senior Corps are available.

=  Evaluation Resources: Evaluation is the use of social science research methods to assess a
program’s design, implementation, and effectiveness. It is a tool that helps programs continuously

improve their work and demonstrate what they are accomplishing in communities. This page
contains a number of resources to assist your program as it moves through each stage of the
evaluation process.

The Electronic Grants System

The electronic grants system is an online system designed to automate the entire grants and project
management process from application to closeout. It serves as the official system of record and

maintains the Notice of Grant Awards which include the terms and conditions of the grant award.

Sponsors use the electronic grants system to:

v' Submit and track grant applications including certifications and assurances, amendments,
continuations and renewals
v Submit Federal Financial Reports, Project Progress Reports and other required reports

CNCS Program officers and Portfolio managers use the electronic grants system to:

v Review applications and reports,
v" Award and manage grants efficiently and effectively.

The electronic grants system Help Desk can be reached at:

Phone: 1-800-942-2677
Online: National Service Hotline.

1.4.3 The Federal Register
Senior Corps programs are governed by law and administrative rules or regulations. Making and
amending government regulations is controlled by the White House’s Office of Management and
Budget. Notices of proposed regulations must be published in the Federal Register for public
comment.

Published every Federal working day, the Federal Register is the official gazette of the United States
Government. It provides legal notice of administrative rules and notices and Presidential documents

in a comprehensive, uniform manner. Visit the Federal Register for free online access to its
publications.

Code of Federal Regulations

The Code of Federal Regulations (CFR) is the codification of the general and permanent rules published
in the Federal Register by the executive departments and agencies of the Federal Government. It is
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divided into 50 titles that represent broad subject areas of federal regulation. Each volume of the CFR
annual edition is updated once each calendar year. The 50 subject matter titles contain one or more
individual volumes, which are updated once each calendar year, on a staggered basis.

Each title is divided into chapters, which usually bear the name of the issuing agency. Each chapter is
further subdivided into parts that cover specific regulatory areas. Large parts may be subdivided into
subparts. All parts are organized in sections, and most citations in the CFR are provided at the section
level (such as 45 CFR 2551.21). A list of

agencies and where they appear in the CFR
may be found in Appendix C of the U.S.
Government Manual. CNCS is found in Title || The eCFR is a current, daily updated version of the
45, Chapters XIl and XXV. The regulations Code of Federal Regulations (CFR). The eCFR is a
governing SCP are in Chapter XXV, Part 2551, || convenient way to access the latest version of the
which is typically cited as “45 CFR 2551.” regulations incorporating all amendments.
Regulations cited in this Handbook are linked to the
eCFR.

Electronic Code of Federal Regulations — the eCFR

The online CFR or “eCFR” provides the public
with enhanced access to Government

information and is a convenient way to access
the latest version of the program regulations incorporating all amendments. In the eCFR, amended
sections are identified with the date of their publication and a reference to the volume of the Federal
Register where they were published.

Version 2020.2 12


http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title45/45cfr2551_main_02.tpl
http://www.usgovernmentmanual.gov/?AspxAutoDetectCookieSupport=1
http://www.usgovernmentmanual.gov/?AspxAutoDetectCookieSupport=1
http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title45/45cfr2551_main_02.tpl
http://www.ecfr.gov/cgi-bin/ECFR?page=browse

Senior Companion Program Operations Handbook Chapter 2: Project Operations

2 PROJECT OPERATIONS

2.1  ELIGIBILITY, AWARDS, AND SPONSORSHIP

2.1.1  Sponsor Eligibility
The CNCS awards federal SCP grants to public agencies, Indian Tribes, and secular and faith-based
private non-profit organizations in the United States, that have authority to accept and the capacity
to administer SCP projects.

2.1.2  Solicitation of Proposals

When federal SCP grants are available CNCS conducts a grant competition. A Notice of Funds
Availability (NOFA) is issued when funding for a grant competition has been appropriated by Congress
(or a Notice of Funding Opportunities (NOFO) is issued when funding for a grant competition is
anticipated but not yet available). The NOFA or NOFO may also be referred to as the “Notice” in
application related instructions. Any eligible agency or organization may apply for an SCP grant.
Notices are posted at CNCS Funding Opportunities & Resources and at the Funding Opportunities on
CNCS website NationalService.gov. Notices will be shared broadly through national and local
networks.

2.1.3  Submission of a Grant Application

Grant applications are submitted in the CNCS electronic grants system. Applications are submitted
following the Notice instructions and using the forms included with the Invitation to Apply and Notice
on the Funding Opportunities webpage. The application must be submitted by a representative of the
sponsor who is authorized by its governing body to certify that all data in the application are true and
correct, the application has been duly authorized by the governing body of the applicant, and the
applicant will comply with the Assurances submitted with the application, if the assistance is awarded.
(See Grant Terms & Conditions webpage to review the Assurances and Certifications.)

2.1.4  “Self-Sponsored” Projects

In some situations, project staff, advisory councils, boards, or other interested persons, have
incorporated as an independent non-profit organization and successfully competed to become a
sponsor. These so-called “self-sponsored” projects must meet all the administrative and
programmatic requirements associated with sponsorship addressed in the program regulations. CNCS
neither encourages nor discourages self-sponsorship but recommends that groups considering this
option fully explore the advantages and disadvantages applicable to their situation and consult with
other organizations who have taken this step. Contact your CNCS program officers/portfolio managers
for further information.

2.2 SPONSOR RESPONSIBILITIES

2.2.1 Regulations Requirements
The sponsor is legally responsible for fulfilling all project management responsibilities necessary to
accomplish the purposes of the program and may not delegate or contract these responsibilities to
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1)

2)

3)

4)

5)

another entity. Sponsor responsibilities are listed in 45 CFR 2551 Subpart B of the SCP regulations. A
few key responsibilities are listed here:

Focus Senior Companion resources on critical problems that affect frail older adults and other adults
with special needs within the project service area and in compliance with CNCS performance measure
requirements.

Ensure that National Service Criminal History Checks are conducted according to CNCS’s requirements
and the sponsor’s written policy for every Senior Companion and covered staff (see National Criminal
Checks Resources webpage and Chapter 8 for further details).

Assess, in collaboration with other community organizations or through utilization of an existing
assessment, the needs of the client population in the community and develop strategies to respond
to those needs using Senior Companion resources.

Develop and manage one or more volunteer stations to provide placement opportunities that appeal
to persons age 55 and over by:

a) Ensuring that a volunteer station is a public agency, Indian Tribe, or non-profit private
organization, whether secular or faith-based, or an eligible proprietary health care
agency, that has the capacity to serve as a volunteer station. Proprietary health care
organizations are for-profit health care organizations that serves one or more vulnerable
populations (45 CFR 2551.12). CNCS defines vulnerable populations in its grant terms and
conditions to include children age 17 or younger, persons age 60 and older, and/or
individuals with disabilities. Individuals with disabilities are defined as having a physical
or mental impairment which substantially limits one or more major life activities, has a
record of such impairment, or is regarded as having such impairment. Refer to Chapter 6
for more information about volunteers at health care agencies and volunteer stations.

b) Ensuring the placement of SCP volunteers is governed by a Memorandum of
Understanding (MOU) between the sponsor and each volunteer station. (See Preparation
of the Memorandum of Understanding in Chapter 6, for more information.)

¢) Complying with and ensuring that all volunteer stations comply with all applicable civil
rights laws and regulations, including non-discrimination based on disability and providing
reasonable accommodation where appropriate. (See Appendix A.2, Primer on Civil Rights
Compliance.)

d) Developing service opportunities to support locally-identified needs of eligible clients in
a way that considers the skills and experiences of Senior Companions and meets the
performance outputs and outcomes approved in the grant application.

Make special efforts to recruit and place into SCP volunteer service individuals from diverse races,
ethnicities, sexual orientations, or degrees of English language proficiency, Veterans and military
family members, persons with disabilities, and hard-to-reach populations and groups in the
community which are underrepresented in the project. The sponsor should stress the recruitment
and enrollment of persons not already volunteering.
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6) Provide SCP volunteers with:

a)

b)

Assignments that show direct and demonstrable benefits to clients, the community
served, the Senior Companions, and the volunteer station;

Required cost reimbursements specified in 45 CFR 2551.46, including insurance,
transportation, and recognition of their service, and the elective cost reimbursements of
meals, uniforms, and physical exams.

A minimum of 20 hours of pre-service and at least 24 hours annually of in-service training
(45 CFR 2551.23(f)).

7) Secure community participation in local project operation by establishing an advisory council. (See
Chapter 4, Community Participation, for additional information.)

8) Provide levels of staffing and resources appropriate to accomplish the purposes of the project and
carry out its project management responsibilities.

a)

b)

c)

d)

f)

g)

h)

Version 2020.2

Employ a full-time project director (except as otherwise negotiated with CNCS) to
accomplish program objectives and manage the functions and activities delegated to
project staff for Senior Corps program(s) within its control (45 CFR 2551.25(c)). (See
Chapter 5, Project Staff, for more information).

Establish recordkeeping and reporting systems in compliance with CNCS requirements
that ensure quality of program and fiscal operations, facilitate timely and accurate
submission of required reports, and cooperate with CNCS evaluation and data collection
efforts.

Conduct criminal history checks on all grant-funded staff, in accordance with the
requirements in 45 CFR 2540.200-207.

Consider all project staff as sponsor employees subject to its personnel policies and
procedures (45 CFR 2551.25(d)).

Compensate project staff at a level that is comparable with similar staff positions in the
sponsor organization and/or project service area, as is practicable (45 CFR 2551.25(e)).

Establish risk management policies and procedures covering project and Senior
Companion activities. This includes but is not limited to policies and procedures on
criminal history checks of staff and volunteers, and the provision of appropriate
insurance coverage for Senior Companions, vehicles, and other properties used in the
project.

Establish written service policies for Senior Companion volunteers that include but are
not limited to annual and sick leave, holidays, service schedules, termination, appeal
procedures, meal and transportation reimbursements and document that volunteers
have received program policies.

Conduct an annual appraisal of volunteers' performance and annual review of their
income eligibility.
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i) Ensure that appropriate liability insurance is maintained for owned, non-owned, or hired
vehicles used in the project.

j)  Assume full responsibility for securing maximum and continuing community financial
and in-kind support to operate the project successfully.

9) Ensure that the official sponsor and project information in CNCS electronic grants system is accurate,
including the legal names of the sponsor organization and the project; the names of the sponsor’s
authorized representative and the project director; and their respective post office addresses, e-mail
addresses, and phone numbers.

10) Encourage the most efficient and effective use of Senior Companions by coordinating project services
and activities with related national, state and local programs, including other CNCS programs.

2.2.2  Fund Raising Limitations — Uniform Guidance
The sponsor assumes full responsibility for securing maximum and continuing community financial
and in-kind support to operate the project successfully. Certain government-wide requirements apply
to fund raising under SCP grants.

Senior Corps sponsors must follow all applicable OMB Cost Principles, as stated in the Terms and
Conditions of your grant award.

All SCP grant awards are subject to the Uniform Administrative Requirements, OMB Cost Principles,
and Audit Requirements for Federal Awards located at 2 CFR Part 200 and CNCS’s implementing
regulation at 2 CFR Part 2205 (hereinafter, the Uniform Guidance). Award recipients must read,
understand, and implement these requirements.

2.2.3  Relinquishment
If an SCP sponsor determines they are no longer able to administer the project they should contact
their program officers/portfolio managers as soon as possible. The program officers/portfolio
managers will work with the sponsor for an orderly relinquishment and close-out of the grant.

To begin the relinquishment, process the sponsor will be asked to send a letter to their CNCS program
officers or portfolio managers formally giving notice of their decision to relinquish the grant and the
effective date of the relinquishment. The CNCS program officer or portfolio manager will forward the
letter to the Director of Senior Corps. The program officer/portfolio manager will provide the sponsor
with template letters to send to volunteers, volunteer stations, and advisory council members. The
program officer or portfolio manager will set-up a meeting with the sponsor to review the status of
the grant funds for close-out. The project will be responsible to complete final project and financial
reports.

2.2.4  Subsequent Requirements
The sponsor must also abide by any subsequent laws, Executive Orders, or relevant regulatory
directives, including special conditions that may be prescribed for the project. The sponsor may
establish additional policies not covered by, and not contradictory to, CNCS policies.
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2.3

SPECIAL LIMITATIONS INCLUDING PROHIBITED ACTIVITIES

The following are special limitations, including prohibited activities, to which SCP sponsors and
projects are subject. Project sponsors must have written policies in place to ensure compliance with
the list below. In the event of a question as to the application of the following limitations, contact the
appropriate CNCS program officer or portfolio manager.

23.1
1)

2)

3)

4)

5)

2.3.2

Political Activities [45 CFR 2551.121(a)) and 45 CFR 1226]
No part of any grant may be used to finance, directly or indirectly, any activity to influence the
outcome of any election to public office, or any voter registration activity.

No project may be conducted in a manner involving the use of funds; the provision of services,
space, or facilities; or the employment or assignment of personnel in a manner that identifies the
project with:

a) Any partisan or nonpartisan political activity associated with a candidate, or contending
faction or group, in an election; or

b) Any activity to provide voters or prospective voters with transportation to the polls or
similar assistance in connection with any such election; or

c) Any voter registration activity except that voter registration applications and nonpartisan
voter registration information may be made available to the public at the premises of the
sponsor. But in making registration applications and nonpartisan voter registration
information available, employees of the sponsor and volunteers may not express preferences
or seek to influence decisions concerning any candidate, political party, election issue, or
voting decision.

No SCP volunteer or employee of a sponsor or volunteer station may take any action, when
serving in such capacity, with respect to a partisan or nonpartisan political activity that would
result in the identification or apparent identification of SCP with such activity.

The sponsor may not use grant funds for any activity that influences the passage or defeat of
legislation or proposals by initiative petition. In other words, there is a prohibition against using
SCP grant funds for lobbying activities.

Prohibitions on Electoral and Lobbying Activities are fully set forth in 45 CFR 1226. See CNCS's
Frequently Asked Questions on Lobbying and Partisan Political Activity for more information.

Restrictions on State or Local Government Employees [5 U.S.C. 1501, 1502 & 1503]

If the sponsor is a state or local government agency with a grant from CNCS, certain restrictions
contained in Chapter 15 of Title 5 of the United States Code are applicable to persons who are
principally employed in activities associated with the project. The restrictions are not applicable to
employees of educational or research institutions. Employees subject to these restrictions may not:

1)

Use their official authority or influence for the purpose of interfering with or affecting the result
of an election or nomination for office; or
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2) Directly or indirectly coerce, attempt to coerce, command, or advise a state or local officer or
employee to pay, lend, or contribute anything of value to a party, committee, organization,
agency, or person for political purposes; or

3) Beacandidate for elective office, except in a nonpartisan election. (“Nonpartisan election” means
an election in which none of the candidates is to be nominated or elected as representing a
political party any of whose candidates for Presidential elector received votes in the last preceding
election at which Presidential electors were selected.)

2.3.3 Religious Activities [45 CFR 2551.121(g)]
1) SCP volunteers and project staff funded by CNCS may not give religious instruction, conduct
worship services, or engage in any form of proselytization as part of their duties.

2) A sponsor or volunteer station may retain its independence and may continue to carry out its
mission, including the definition, development, practice, and expression of its religious beliefs, if
it does not use CNCS funds to support any inherently religious activities, such as worship, religious
instruction, or proselytization, as part of the programs or services funded. If an organization
conducts such activities, the activities must be offered separately, in time or location, from the
programs or services funded under SCP.

2.3.3.1 Transportation Assignments

While SCP may not provide religious instruction, conduct worship, or proselytize as part of service,
volunteers may drive a client or beneficiary to a religious service, provided this activity is part of the
volunteer’s service activity description. A volunteer may remain with a client who is attending a religious
service if the activity is part of the agreed upon volunteer assighnment. In other words, if an SCP volunteer
and the client would like the volunteer to accompany the client to a religious service as part of the
volunteer’s service activity, and if the SCP volunteer is not responsible for conducting a religious service,
the volunteer is not engaged in prohibited activity. The volunteer, though, cannot lead any part of the
religious service.

2.3.4 Non-Discrimination [45 CFR 2551.121(f)]
For purposes of this regulation, any program, project, or activity to which CNCS supported volunteers
are assigned is deemed to be receiving federal financial assistance. (See Appendix A.2, Primer on Civil
Rights Compliance, for more information.)

1) Asponsor or sponsor employee may not discriminate against an SCP volunteer, or with respect to
any activity or program, on the basis of race, color, national origin, gender, age, religion, sexual
orientation, disability, gender identity or expression, political affiliation, marital or parental status,
or military service.

2) Sponsors are encouraged to take affirmative action to overcome the effects of prior
discrimination. Even in the absence of prior discrimination, a sponsor may take affirmative action
to overcome conditions which resulted in limited participation.
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2.3.5 Labor and Anti-Labor Activity [45 CFR 2551.121(d)]
No grant funds may be directly or indirectly used to finance labor or anti-labor organization or related
activity.

2.3.6  Non-Displacement of Employed Workers and Non-Impairment of Contracts for Service [45 CFR
2551.121(b) and 45 CFR 1216]
An SCP volunteer may not perform any service or duty or engage in any activity which would otherwise
be performed by an employed worker or which would supplant the hiring of or result in the
displacement of employed workers or impair existing contracts for service. See 45 CFR 1216.1.1 —
1216.1.4 Non Displacement of Employed Workers and Non-Impairment of Contracts for Service for
the CNCS regulations on this subject. These regulations list certain exceptions.

2.3.7  Prohibition on Fee-for-Service [45 CFR 2551.121(c)]
Under no circumstances may an SCP volunteer receive a fee for service from service recipients, their
legal guardian, members of their family, or friends. No person, organization, or agency may request
or receive any compensation for services of SCP volunteers.

As set forth in Section 404(c) of the Domestic Volunteer Service Act of 1973 (DVSA), there is a general
prohibition against grantees and volunteer stations requesting or receiving any compensation for the
services of FGP, SCP, or RSVP volunteers. This prohibition is sometimes referred to as the “fee-for-
service” prohibition. Section 404(c) provides the following:

(c) Compensation of supervising agencies or organizations

No agency or organization to which volunteers are assigned hereunder, or which operates or
supervises any volunteer program hereunder, shall request or receive any compensation from such
volunteers or from beneficiaries for services of volunteers supervised by such agency or
organization.

In some cases, determining whether a payment requested or received by a grantee or volunteer
station is permissible in light of the prohibition is relatively straightforward. In other cases, however,
making determinations as to whether the arrangement is permissible in light of the prohibition
requires a more in-depth review, including an assessment by CNCS. More Guidance on Prohibition of
Fee-for-Service Activities, including examples, can be found in Appendix A.12. If you have questions
about fee-for-service contact your CNCS program officers or portfolio managers.

2.3.8 Nepotism [45 CFR 2551.121(h)]
Persons selected for project staff positions may not be related by blood or marriage to other project
staff, sponsor staff or officers, or members of the sponsor Board of Directors, unless there is written
concurrence from the Advisory Council and with notification to CNCS.

2.3.9 Volunteer Status [45 CFR 2551.45]
SCP volunteers are not employees of the sponsor, the volunteer station, CNCS, or the Federal
Government.
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2.3.10 Fair Labor Standards [45 CFR 2551.121(e)]
A sponsor that employs laborers and mechanics for construction, alteration, or repair of facilities must
pay wages at prevailing rates as determined by the Secretary of Labor in accordance with the Davis-
Bacon Act, as amended, 40 U.S.C. § 276a.
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24 EFFECTIVE PRACTICES IN PROJECT OPERATIONS
Ensuring that the Sponsoring Organization Takes a Leadership Role

Effective practices include:

A. The sponsor values the project as an integral part of its organizational vision and operations by:

1.

2
3.
4

Communicating the importance of the project to its Board, staff, and volunteers;

Ensuring that the project has adequate administrative and fiscal support;

Playing an active role in promoting the project and its contributions to the community;
Meeting regularly with media, political leaders, funders, civic groups, and others to promote
awareness of and support for the project; and

Maintaining communication with CNCS program officers or portfolio managers and attending

state and regional training events where feasible.

B. The sponsor provides strong project leadership by:

1.

Employing a project director who demonstrates strong leadership skills in working with
project and sponsor staff, volunteers, volunteer stations, and the project’s Advisory Council;
Establishing and, with the project director, maintaining strong working relationships with
related community agencies, organizations, and leaders;

Ensuring that sponsor’s leadership and the project director establish and maintain a good
working relationship based on clear communication and mutual support;

Designating a member of the staff who has clearly defined responsibilities for project
oversight and support; and

Developing and maintaining clear lines of reporting between project staff and the sponsor

representative.

C. The sponsor has written policies and procedures in place to ensure oversight of the project and

compliance with federal rules and regulations that address topics like:

1.

2
3.
4

National Service Criminal History Checks and special limitations including prohibited activities;
Establishing and updating Memoranda of Understanding with sponsor stations;

Fiscal management and internal controls related to management of SCP project;
Documentation of data management systems related to tracking project outcomes,
demographics, and other performance indicators in order to verify and validate data used to

meet reporting requirements.
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3

Based Programming

PERFORMANCE MEASUREMENT AND EVIDENCE-BASED PROGRAMMING

3.1

CNCS PERFORMANCE MEASUREMENT INITIATIVE

Older volunteers have a tremendous amount of knowledge, skill, and experience to contribute to our
communities through the enriching investment of service. Through the application of performance
measurement, we balance the need to implement service projects that are fulfilling to volunteers and
beneficial to communities served with the demand to demonstrate results and improve project
design.

Honoring the intent and vision of the 2009 Serve America Act, CNCS has established a set of national
performance measures. These measures allow all programs to use common terms, definitions, and
approaches to measurement and make it possible to tell the story of national service with confidence.

CNCS’s national performance measures reflect six programming priorities or focus areas which
include: Disaster Services, Economic Opportunity, Education, Environmental Stewardship, Healthy
Futures, Veterans and Military Families, and Capacity Building. Senior Corps allows SCP projects to
select measures from each of these areas following a performance measurement framework that is
detailed in the Notice of Funding Opportunity (NOFO) or Invitation to Apply. This framework is subject
to change. Specific measures are identified in the NOFO or Invitation to Apply Appendix B on the
Managing Senior Corps Grants web page.

3.1.1 PERFORMANCE MEASUREMENT BASICS

Performance measurement is the ongoing, systematic process of tracking your program’s outputs and
outcomes. Outputs refer to the amount of service provided. They measure the completion of activities
and document the fact that individuals received services, products were created, or programs were
developed. Outcomes reflect the changes or benefits that occur. Outcomes can reflect changes in
individuals, organizations, communities, or the environment. This may include changes in attitudes,
knowledge, behavior, or condition.

Why measure performance?

One reason is accountability. Performance measurement satisfies the need of funders and
stakeholders (including CNCS participants, board members, community members, staff and clients,
and taxpayers) to see that the program or project is getting results. Performance measurement helps
you communicate achievements in a way that funders and stakeholders will find meaningful and
compelling.

Another reason to me