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Message from the Executive Director  
 

 

Gramatan Village was founded by a group of local residents who were inspired by an innovative 

program model in Boston that helps members “age in place” and connect with the broader 

community.  Gramatan Village, the first “Village” program in Westchester County, opened in May 

2008.  Gramatan Village is now one of 140 villages nationwide serving 25,000 individuals and 

their families.    

 

The village model is based on giving back, healthy lifestyles and staying connected to the 

community.  Gramatan Village is the access point to a broad array of services and information via 

its collaborative network of Community Partners, Service Providers and Associates.  Gramatan 

Village relies on these trusted local service providers and connects members to services as 

appropriate.  Gramatan Village Community Associates are local merchants who offer members 

special discounts and privileges.  

 

The village model relies on a dedicated corps of volunteers encouraging “neighbor helping 

neighbor.”  Gramatan Village volunteers are local residents (many of them Gramatan Village 

members) who freely donate their time.   

 

On behalf of the Board of Directors and Gramatan Village staff, I welcome you as a volunteer.  I 

am delighted to have you join a team of special individuals who make a difference in the lives of 

our members.  Whether you offer a ride, accompany a member to a luncheon, or make that check-

in phone call, you are allowing our members to feel safe and confident in the community they love.  

 

 

 
  

 

Julie Dalton 

Executive Director 

November, 2014 
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INTRODUCTION TO THE GRAMATAN VILLAGE VOLUNTEER PROGRAM 

 

Goals of the Volunteer Program 

 

1.  To support the mission of Gramatan Village by providing quality services to members and the 

organization. 

 

2.  To employ a “volunteer-first” policy, seeking a qualified volunteer to fulfill a member’s request 

before contacting a service provider. 

 

3.  To nurture and build community by developing connections among members and volunteers of 

all ages. 

 

4.  To provide opportunities for new friendships to develop among volunteers and members as 

they participate in social programs, share experiences, and discover mutual interests. 

 

5.  To ensure volunteers have a pleasant and rewarding service experience. 

 

Gramatan Village Mission Statement 

 

Gramatan Village’s mission is to provide individuals in the greater Bronxville community with 

support and access to services to help them remain in their homes safely and confidently as they 

grow older.   

 

Organization Structure 

 

Gramatan Village is a non-profit organization serving the residents of the greater Bronxville 

community residing in the following zip codes: 10707, 10708 and 10552.  Gramatan Village 

provides programs and access to services that enable individuals to live a healthy and meaningful 

life in their own home.  Gramatan Village fosters choice and independence and the programs and 

services we provide evolve with our members’ needs and our volunteers’ abilities. 

 

The organization is overseen by a Board of Directors who serve without pay.  The Board is 

comprised of local residents with long-standing ties to the community who bring a variety of skills 

and interests to the organization.  Gramatan Village is managed by an Executive Director with 

support from a part-time Member & Volunteer Services Coordinator.  Committees support 

different aspects of the organization, such as Programs, Membership and Development. These 

committees report their recommendations to the Board and work with staff to implement programs 

and activities. The Executive Director oversees the organization and manages all operations and 

program development. Our volunteer program is managed by our Member & Volunteer Services 

Coordinator, who reports to the Executive Director.   
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The Role of Volunteers 

 

Gramatan Village makes it easier for older adults to age in place by connecting them to social 

opportunities, helpful services, and educational programs. But who makes it possible for the 

Village to do all that? Volunteers of course! We welcome new volunteers to our caring community. 

Volunteers support the mission by providing direct member services, participating on committees, 

and providing office assistance.  We continually work with volunteers to match their unique skills 

with the changing needs of the organization and its members.  

 

Program Design  

 

The Volunteer Program is designed to support the members and the organization as a whole. Most 

volunteers provide direct services to members, although volunteers also serve on committees and 

provide office support. 
 

Volunteers who provide direct member services transportation in particular, are “on call” meaning 

that there is no set schedule for volunteering.  Volunteers are welcome to let us know if there is 

one particular day/time that works best.  All member service requests come through the office. Our 

Member & Volunteer Services Coordinator or a representative will contact volunteers who have 

signed up to provide that type of service.  The office staff may contact volunteers directly when 

last-minute service requests arise that align with the volunteer’s stated interests. If time permits 

staff may contact a group of volunteers by email outlining a particular request and seeking an 

available volunteer.   

 

For transportation requests (our #1 request), our volunteer drivers receive a group email with 

details for upcoming ride requests.  We ask our members to provide 4 days’ notice if at all possible.  

Once a volunteer confirms that they are able to accommodate the request, staff will contact the 

member.  We ask that the volunteer driver contact the member either the day before or the day of 

the ride to confirm time and directions.  After the request has been fulfilled, members and 

volunteers are encouraged to provide feedback.   
 

As a result, there is a certain ebb and flow that comes with being a volunteer. Some months, a 

volunteer may be called upon six times. Other months, a volunteer may not be contacted directly 

at all. Volunteers may need to be flexible and understand that there may not be consistent service 

opportunities. 
 

 

 

 

 

  

Bring your interests to Gramatan Village.  The best volunteers are those who enjoy sharing 

their knowledge, skills, and abilities with others.  The more we know about you, the better we 

will be able to find volunteer opportunities that you will enjoy.  
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GUIDELINES FOR GRAMATAN VILLAGE VOLUNTEERS 

 

Our goal is that volunteers have an enriching experience while supporting Gramatan Village 

members.  We believe in “neighbor helping neighbor” and work with our volunteers to make a 

difference in our community. 

 

We have a variety of opportunities and welcome the chance to match you with a volunteer 

assignment that utilizes your unique talents.  

 

 Complete volunteer application and interview. 

 Be clear on your and our expectations. 

 Be realistic about the time you can commit to volunteering at Gramatan Village. 

 Be aware that you represent Gramatan Village in the community. 

 Respect the confidentiality of Gramatan Village members, staff and other volunteers. 

 Report on time for your assignment.   

 Inform the Gramatan Village staff if you are unable to keep your volunteer commitment. 

 Inform the Gramatan Village staff if you have any concerns about the well-being of a 

member.  

 

 

VOLUNTEER OPPORTUNITIES 

 

Transportation * 
 

Volunteer drivers provide door-to-door transportation, and often door through door transportation. 

Drivers are needed for regularly scheduled and periodic trips.  When appropriate, the volunteer 

driver will assist the member to and from the front door of his or her home, and help carry 

packages. Trip destinations typically include: 

 

 Medical appointments 

 Grocery stores 

 Social and educational events 

 

The majority of rides requested by our members are within the local community: Bronxville, 

Tuckahoe, Eastchester, portions of Yonkers, and Mount Vernon.  On occasion we may receive a 

request for a ride to other parts of Westchester, e.g. White Plains, Scarsdale.  We always inform 

our volunteer drivers of the directions and an estimate of the time involved.   

 

*Specific information for drivers is provided in a separate document. 

 

In-Home Assistance & Other Helpful Services  
 

Many routine activities become difficult or impossible for members as they grow older, and help 

with what were once simple household chores can mean the difference between a day of frustration 

and one of accomplishment. Volunteers can help with tasks such as those listed below.  Services 

provided by volunteers may include: 
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 Changing light bulbs or replacing smoke detector batteries  

 Helping with seasonal decorations 

 Providing technical support for computers, cell phones, and televisions 

 Running errands 

 Friendly calls & visits 

 Gardening 

 

Professional Services  

 

There are many services that require a professional service provider, from plumbers to electricians.  

Gramatan Village has a list of pre-screened professional service providers that we can refer to our 

members.  

 

Social and Cultural Programming 
 

To live their lives to the fullest, members need opportunities to participate in a variety of social, 

cultural, and educational activities. We sponsor and recommend many programs, lectures, and 

other events each month. Our Program Committee helps to arrange trips to museums, lectures and 

workshops, luncheons, and other activities based on members’ shared interests. We need 

volunteers who want to: 
 

 Serve on planning committees 

 Research new programs and activities 

 Assist at  large events 

 Identify potential speakers for educational programs 

 Host activities and events in your home 

 Accompany a member on a special outing  

 

Office Support 
 

Many of us have worked in a business office at some point in our careers, performed organizational 

and administrative tasks, and acquired skills that are essential to the functioning of an efficient 

organization. If this has been your experience, Gramatan Village has a role for you. We also need 

friendly, helpful volunteers to talk to members by phone regarding services and activities.   

 

The office is staffed by the Executive Director and the Member & Volunteer Services Coordinator. 

Hours are generally Monday through Friday, from 9:30 A.M. to 5:00 P.M. Office volunteers will 

be trained for their particular assignments, which may include: 
 

 Contacting members to inform/remind them of upcoming events 

 Handling mailings to members  

 Processing forms and papers 

 Data entry  

 Special projects 
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There may be an occasion when a volunteer will cover the office when staff are absent.  Specific 

information about covering the office is included in a separate document.  

 

Gramatan Village also welcomes volunteers with professional expertise in marketing, social media 

networking and website design.  These volunteers can help us with: 

 

 Writing content for the e-newsletter 

 Upload photos to and update content on web site 

 Post announcements and articles and other content on Gramatan Village’s social 

media outlets (Facebook, Twitter)  

 Write press releases/articles on Gramatan Village activities  

 

VOLUNTEER PROGRAM POLICIES 
 

Volunteer-First Policy 
 

Gramatan Village supports a volunteer-first policy when providing members with services. Our 

goal is to fulfill a request for an unskilled service (a ride, running an errand) with a volunteer.  We 

will determine whether a requested service can be handled by a volunteer or whether it requires 

the expertise of a professional service provider. 

 

General Expectations 
 

Volunteers should adhere to the policies of the volunteer handbook. Working closely with the staff, 

volunteers are expected to: 

 

 Attend an orientation session (may be part of the initial interview) 

 Consult with us before assuming new responsibilities 

 Be prompt and reliable  

 Notify the office as soon as possible when unable to report for a scheduled assignment 

 Protect confidential information 

 Exercise good judgment 

 Treat members and other volunteers with courtesy and respect 

 

Important Reminders about Boundaries 
 

Volunteers often come into personal contact with members as they provide transportation, help 

with minor in-home repairs, and offer technical expertise. However, volunteers should not be 

asked to perform services that require personal care, and such requests should be reported to staff. 

(Staff will then work with the member to discuss alternate support options.)  

 

Volunteers should not offer advice about a member’s health or safety.  

 

While we encourage friendships to develop among members and volunteers, service requests 

should come through the office. Volunteers should not feel obligated to fulfill every service 

request, even if the requesting member has become a friend. Volunteers should notify us if they 
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feel a boundary has been crossed, and staff will work with the parties involved to resolve the 

situation.  

 

A member may not ask a volunteer directly for a service instead of requesting help through the 

office. If this occurs, please notify the office. 

 

Privacy and Confidentiality 

Volunteers are responsible for maintaining the confidentiality of all information to which they are 

exposed while serving as a volunteer, whether this information involves a member or another 

volunteer. Never refer to or discuss a member’s identity, personal information, services they 

request or receive, and any information you may acquire through your time as a volunteer with 

anyone other than the Executive Director. Such information should not be shared outside the 

organization. 

 

Representation of the Organization 
 

Volunteers should not act on behalf of or make statements representing the official position of the 

organization unless they have been authorized to do so by the Executive Director or an officer of 

the Board of Directors. For example, volunteers should not make statements to the press or 

broadcast media without prior authorization. And no volunteer is authorized to sign any agreement 

involving contractual or financial obligations. 

 

 

 

  
Volunteer service at Gramatan Village should be an enjoyable and fulfilling experience.  

Volunteers should feel free to accept or decline particular assignments depending on their 

personal schedules and commitments.  Volunteers may serve on a regular or periodic basis.   
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BECOMING A VOLUNTEER 
Eligibility 
 

We believe that everyone has something to give.  Being a Gramatan Village volunteer offers the 

opportunity of sharing one’s talents and making a positive difference. We welcome community 

members of all ages* who believe in the mission of the organization to serve as volunteers.  

Interested persons are encouraged to call the office to discuss how their interests might fit with the 

program.  

 

*Volunteers drivers must be at least 21 years of age. 

 

Gramatan Village welcomes high school/college students as volunteers and will make every effort 

to provide appropriate volunteer assignments.  For students under the age of 21, most assignments 

will be at the Gramatan Village office (e.g. a group technology class or office support).  Permission 

from a parent or guardian is required if a student under the age of 21 will go to a member’s home.  
 

Applicants must complete an application and go through a screening process before volunteering. 
 

Interview 
 

Our Member & Volunteer Services Coordinator will interview applicants to determine their 

qualifications, interests, and availability, and answer any questions applicants may have about the 

program. This interview may also serve as an orientation session. 
 

Driver -DMV Checks 
 

Drivers must provide copies of their License, Vehicle Registration & Auto Insurance. We ask your 

permission to run a DMV check through our insurance company. We will ask for updated license 

and insurance information at your license/insurance expiration date.  

 

Orientation Sessions 
 

All volunteers are required to attend an orientation session (either group or individual). These 

orientations are designed to give volunteers an opportunity to meet one another, learn about the 

program, and ask questions. One-on-one orientations can also be arranged, or may occur as part of 

the initial interview. Volunteers receive a copy of this handbook at volunteer orientations or during 

initial interviews. 
 

Assignment 
 

Volunteers will be asked to fulfill member services and assignments that match their particular 

interests and abilities. Volunteers are free to discuss a change in assignment at any time. 
 

Volunteer Drivers 
 

Volunteer drivers use their own insurance coverage when driving their own automobiles. A copy 

of the driver’s license and auto insurance card must be on file in the office. Gas and mileage are 

deductible charitable contributions for income tax purposes.  Please inform Gramatan Village if 



10 

 

you wish us to keep track of your mileage.  Any parking fees that may be incurred during a 

transportation service should be paid by the member. 

 

Resignation 
 

We understand that volunteer assignments are not permanent. A volunteer may decide to stop 

volunteering at any time. We ask that you give as much notice as possible if you decide to resign 

or take a leave of absence from the program. To help the organization grow and learn from its 

experiences, volunteers are asked to participate in an informal exit interview when leaving the 

volunteer program. 
 

Termination 
 

Gramatan Village may dismiss a volunteer for failing to fulfill the duties of their position and/or 

meet the basic standards set by the organization. Grounds for dismissal may include, but are not 

limited to, misconduct or insubordination; being under the influence of alcohol or drugs while 

volunteering; theft of property or misuse of the organization’s property; verbal or physical abuse 

of members; failure to fulfill volunteer obligations; and breach of confidentiality. 

 

 

 

 
 

 

 

 

Thank you! 
 

 

 

 


