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Carroll County Retired and Senior Volunteer Program
Policies & Procedures
Article I
Name of Organization
The name of this organization shall be the Carroll County Retired & Senior Volunteer
Program (RSVP) Advisory Council herein referred to as “Council”.

Article II
Sponsoring Agency
The North Conway Community Center, North Conway, NH is the Sponsoring Agency for
CCRSVP and shall function according to federal guidelines for this program.

Article III
RSVP Mission Statement
Carroll County Retired & Senior Volunteer Program (RSVP) enhances our communities
by engaging volunteers age 55 and older, matching their experiences, talents and
interests to meaningful service.

Membership
Section I:

Membership of the Council shall consist of persons in the towns of the
county, preferably with a representation from each town.

Section II:

Regular members of the Council should be age 55 or over, if possible, and
should include some RSVP volunteers.

Section III:

There shall be four ex-officio members: the project director, project
coordinator, the bookkeeper for the sponsoring agency, and director of the
sponsoring agency.

Section IV:

A maximum number of members of the Council shall be twenty-one (21).
Six (6) members shall constitute a quorum of the Council.
Council members are expected to attend and participate in the nine
monthly meetings each year. A Council member unable to attend a
meeting is expected to notify the office of the project director. Any
member missing (3) consecutive meetings without adequate reason and

Section V:

1.

proper notification may be asked to resign. Should the Council member
decline to submit his/her resignation, termination of membership shall be
effected by a majority vote of the Council in attendance and subsequent
notification in writing by the secretary.
The Council recognizes there may be extenuating circumstances for
continued non-attendance by a member. If that member continually
provides input to the Council through its Council Chairman and provide
support and assistance to the program, he/she may be allowed to maintain
honorary membership upon approval of the Council by a majority votes of
attendees.
Section VI:

Proposal for new membership in the Council may be made by any current
Council member or by a person interested in serving who states that
interest in writing to the Program Director.

Section VII:

Approval of membership in the Council shall be by majority vote of the
Council members in attendance.

Article V
Officers
There shall be a Chairman, a Vice-Chairman, and a Secretary. Treasurer is an optional
officer position.
Section I: Chairman
The Chairman shall preside at all meetings of the Council, shall appoint the Chairman of
each standing committee and shall be an ex-officio member of all committees, except the
nominating committee.
Section II: Vice-Chairman
The Vice-Chairman shall preside at all meetings in the absence of the Chairman and shall
perform all the duties of the Chairman in the absence of that officer.
Section III: Secretary
The Secretary shall record the minutes of the meetings of the Council.

Article VI
Committees
On an as-needed basis, there may be a public relations committee, a finance committee,
fundraising committee, an evaluation committee, and a nominating committee. These
committees shall make reports and recommendations to the Advisory Council for review
and approval.
Section I:

Public Relations Committee - This committee shall promote and increase
the general awareness of the public about the good will of RSVP through
2.

an organized media effort. Emphasis shall be placed on public speaking,
promoting fundraising efforts and thank- you’s.
Section II:

Finance Committee - This committee shall be responsible for overseeing
the budget. The committee shall include the project director, member of
the sponsoring agency board, the chairman of the fundraising committee,
and appointed fundraising savings account manager (can be the Program
Coordinator).

Section III:

Fundraising Committee - The Fundraising Committee shall work under
the direction of the RSVP Director to plan and organize fundraising
activities. The focus of the committee will be on raising the amount of
funds needed to meet budget requirements. The committee with work with
the RSVP Director to report on proposed fundraising activities at board
and association meetings.

Section IV:

Evaluation Committee - This committee shall assess the needs and
requests of the community and determine the effectiveness of the RSVP
program in meeting their needs.

Section V:

Nominating Committee - This committee shall recommend to the board
individuals to fill board vacancies and new positions. Members of the
nominating committee review backgrounds of potential board candidates
and approach and interview them for board candidacy. The nominating
committee solicits recommendations for candidates from other board
members, the sponsor board of director officers, as well as from other
sources.

Section VI:

Recognition Committee – this committee shall work with the Program
Director and staff to recognize and thank volunteers for their
contributions, dedication and commitment to the Carroll County Retired &
Senior Volunteer Program. CCRSVP hosts a Volunteer Appreciation
Luncheon for all volunteer in June of each year, however, the committee is
encouraged to acknowledge and recognize volunteer on a regular basis
throughout the year.

Article VII
Nominations and Elections
Section I:

A nominating committee of three shall be established in the May meeting
as follows: The chairman shall have been appointed by the Chairman of
the Council, and two members shall be appointed from the nominations by
the Council at this meeting.
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Section II:

The nominating committee shall present its report at the annual meeting in
June.

Section III:

If there is only one nominee for an office, election may be by voice.

Article VIII
Meetings
Section I:

The full Council shall meet once a month, except July, August and
December with sub-committees meeting as necessary. Dates for Council
meetings shall be selected by the Council.

Section II:

The annual meeting shall be the June meeting, and shall be for the purpose
of electing officers, receiving reports and transacting any other business
that may arise.

Section III:

Special meetings may be called by the Chairman or shall be called upon in
written request of three (3) members of the Council. The purpose of the
meetings shall be stated in the call, and no other business shall be
transacted at this meeting. Except in cases of emergency, at least five (5)
business day notice shall be given.

Section IV:

Six (6) members shall constitute a quorum of the Council.

Article IX
Roles and Responsibilities of Advisory Council
The primary purpose of the Advisory Council is to monitor and review program
development and assessment. The Council is made up of key individuals from Carroll
County who have a passion for volunteering and a commitment to the mission of RSVP.
The Council meets monthly in Carroll County (except for July, August, and December).
The Advisory Council’s role is to:
Assist in assessing community needs;
Assist in fund raising and resource development;
Support the development of a service ethic in the community;
Advise on volunteer recruitment, retention, and recognition strategies;
Suggest candidates for project staff positions;
Link the project with other community service resources, including faith-based
organizations;
7. Advise on data collection and performance measurement;
8. Assess project accomplishments and impact, including progress toward meeting
performance measures;
9. Assess satisfaction of volunteers and volunteer stations;
1.
2.
3.
4.
5.
6.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

Conduct annual assessment of safety of volunteers and volunteer stations;
Suggest ways the project can gain increased visibility and recognition in the
community;
Advise program director on how trends in the community are affecting seniors;
Visit one volunteer site annually;
Assist program director with an annual program evaluation that is submitted to
CNCS;
Include a reasonable number of members who provide or solicit financial support
for the program;
Attract new members to the council;
Promote constructive relationships with key individuals and agencies in Carroll
County;
Plan, implement and, participate in volunteer appreciation event;
Help publicize the volunteer program and assist in recruiting volunteers in
Carroll County.

Article X
Operation of the Advisory Council
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

A set of expectations and job descriptions.
Operates under a clear and up-to-date set of bylaws with which all members are
familiar.
Members are elected for specific terms and may serve consecutive terms.
The council communicates effectively with the project director.
Members build relationships and work together as a team to accomplish goals.
Members conduct reflects leadership effectiveness (e.g., attendance,
participation).
The council decision-making process is clear and widely known at the committee
and council levels.
Each member of the council is active and serves on at least one standing
committee.
Council meetings occur on the first Thursday of the Month, with the exception of
July, August, and December.
Meeting agendas are effectively designed, and members receive them with
related background materials in a timely manner in advance of council meetings.
Financial and standing committee reports are given regularly.
The council follows through and completes "old" business.
5.

Article XI
Duties of Chairperson
Responsibilities of chairperson include:
1. Organizes and conducts committee meetings, including the following:


Determine the agenda:









Work with Program Director to develop the agenda: Select the most
important things to discuss, make sure they can be handled in the time
available, and sequence issues logically
Watch the clock: Start on time, move through the agenda efficiently and
without rushing, leave time to review decisions made and tasks assigned,
end on time
Facilitate the discussion: Ensure everyone has a chance to speak, limit
those who tend to monopolize discussions, maintain an open and
welcoming tone, monitor disagreements - chairperson should act as a good
listener, restate important points, synthesize different comments, clarify
differences of opinion
Ensure that decisions are reached: Sense when enough discussion has
occurred, call for a vote
Recognize the contribution of members: Thank members for reports and
efforts, acknowledge special accomplishments

Contacts absentee members to foster participation and keeps informed on their
progress on assigned tasks.
2.

3. Represents the committee to the sponsoring agency by reporting the work of
members to the larger organization, and in turn, keeps the committee informed about
the organization's decisions, resources, and activities.

6.

Article XII
Programmatic Concerns






Developing new volunteer stations/assignments
Recruiting
Recognizing volunteers
Planning and evaluating project impacts and outcomes
Developing resources

Article XIII
Community Relationships






Interpreting program to community, serving as spokesperson for the project
Bringing community feedback to the project
Developing publicity for the project
Helping assess community needs
Developing resources

Article XIII
Financial Issues




Serving as fiduciary representative of the project
Ensuring the financial solvency of the project
Giving personally and fundraising for the project

Article XIV
Amendments
These Policies & Procedures may be amended by a two-thirds vote of members present
and voting at any regular meeting of the Council, providing the proposed amendment has
been presented at the previous regular meeting or a copy sent to each member at least ten
(10) days before the meeting.
These Policies & Procedures or any amendments to the Policies & Procedures shall go
into effect upon acceptance by the sponsoring agency.
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2021 - 2022 Carroll County RSVP Advisory Council Members
Marshall Allan – Vice President
P.O. Box 768
48 Crawford Hollow, North Conway 03860
Tel: 603-356-2033
Email: mallan@myfairpoint.net

Curtis Reynolds
P.O. Box 884, Conway, NH 03818
Home: 603-447-8823
Cell: 603-733-6847
Email: conpro2@yahoo.com

John Colbath - President
835 Stark Road, Center Conway, NH 03813
Cell: 603-387-8623
Email: goforitnow49@netscape.net

Joan “Pony” Rice
P.O. Box 502, Glen, NH 03838
Home: 603-383-9944
Email: poners.2001@roadrunner.com

Juanita Costello
P.O. Box 499, Intervale, NH 03845
Cell: 603-356-2839
Email: jabvc70@gmail.com

June Vendrillo – Treasurer
403 Bryant Hill Road
Tamworth, NH 03886
Home: 603-323-8802
Email: jvendrillo@roadrunner.com

Patricia Fleck – Secretary
P.O. Box 1035, Intervale, NH 03845
Home: 603-356-9649
Cell: 603-733-6715
Email: mtcranmore@roadrunner.com

Mary Walden
PO. Box 148, Center Conway, NH 03813
Home: 603-447-6498
Cell: 603-733-8787

Dr. Michael Glick
100 Marble Road
Center Ossipee, NH 03814
Home: 603-941-8312
Email: marblefarm@gmail.com

June Waltz
P.O. Box 512
North Conway, NH 03860
Home: 603-356-5727
Cell: 603-348-5727
Email: juneiebug115@myfairpoint.net

Carol Manley
P.O. Box 543
40 Western Way
Center Conway, NH 03813
Home: 603-447-2470
Email: manleyc39@yahoo.com
Terry McCarthy
P.O. Box 876, Conway, NH 03818
Home: 603-356-9160
Cell: 603-986-2535
Email: t.mack.92@hotmail.com
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Ex-officio Members
Mary Carey Seavey, Program Director
Office: 603-356-9331
Home: 603-447-2424
Cell: 978-314-3456
Email: mary.ccrsvp@gmail.com

Carrie Burkett
2628 White Mountain Highway
PO Box 487
North Conway, NH 03860
Office: 603-356-2096
Email: carrie@nccomminitycenter.org

Doris Dreyer, Office Manager / Program
Coordinator
Office: 603-356-9331
Home: 207-935-3162
Email: doris.ccrsvp@gmail.com

Angelica Kitsis, Medical Transportation/
Marketing Coordinator
Office: 603-356-9331
Cell: 603-860-9018
Email: angelica.ccrsvp@gmail.com
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North Conway Community Center Board of Directors 2020 - 2023
Craig Bartolomei
56 Ellis Ridge Rd.
Eaton, NH 03838
Cell: 603-730-2412
Email: craig@bartolomeilaw.com

Lynn Lyman (Treasurer)
PO Box 931
North Conway, NH 03860
Home: 603-356-2996
Email: mlynnlyman@excite.com

Monica Belkin (Secretary)
PO Box 1722
North Conway, NH 03860
Home: 603- 356-7317
Cell: 603-387-9937
Email: OMoniMoni@aol.com

Andrew Narducci
48 Oak St.
North Conway, NH 03860
Cell:603-986-9229
Email: anarducci@yahoo.com

Ben Colbath (Vice President)
355 Allard Farm Circuit
North Conway, NH 03860
Cell: 603-986-7062
Email: colbath2@gmail.com

Ex-Officio Member
Carrie Burkett
2628 White Mountain Highway
PO Box 487
North Conway, NH 03860
Office: 603-356-2096
Email: carrie@northconwaycomminitycenter.org

Sheryl Kovalik (President)
PO Box 37
North Conway, NH 03860
Cell: 603-662-7455
Email: skovalik@roadrunner.com
Bernadine Jesseman
262 Mountain Vale Drive
Center Conway, NH 03813
Home: 603-356-9180
Email: bjesseman1@roadrunner.com
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Carroll County RSVP Office Staff
Program Director - Mary Carey Seavey
Roles & Responsibilities:
 Job Recruit, train, place, support and recognize senior volunteers.
 Recruit, train and support excellent volunteer opportunities for diverse seniors.
 Responsible for the day-to-day operations of the RSVP project.
 Work cooperatively with RSVP Advisory Council, RSVP volunteers and
volunteer stations, other RSVP Directors and officials of the Corporation for
National Service & Community Service in program planning and implementation.
 Directs major fundraising events, including Annual Auction and Penny Sale
 Program funding proposals, public speaking, communication with
volunteers/stations, program evaluation and maintenance of program records.

Office Manager / Program Coordinator - Doris Dreyer
Roles & Responsibilities:
 Attend meetings of Advisory Council and other related groups; makes
presentations to varied community gatherings of older adults, retirement
communities, etc.; organizes and facilitates information sessions.
 Work with non-profits to identify and develop volunteer opportunities that match
volunteers’ interest, skills and abilities; develops new and renewal memorandums
of understanding with agencies; provides orientation with new agencies.
 Meets with potential volunteers and screens to determine interests, skills and
abilities; discusses and coordinates placements with agencies; ensures placement
is a good match; works with volunteer on changing placements as needed.
 Meets with volunteers and agency contacts as needed to resolve problems;
provides technical assistance.
 Orients volunteers prior to starting placements and through monthly information
sessions.
 Performs program administrative duties; reviews timesheets listings from
agencies showing dates and times volunteer works; collects in-kind donations;
compile statistical, and assist with program reports.
 Assist with program narrative update every three years for grant development
cycle.
 Assist with budget review.
 Supervision of volunteers for RSVP Volunteer Sites.
 Ensure all Federal Grant requirements are followed: Annual Safety and
Accessibility Assessments; Memorandum of Understandings; Annual Volunteer
Surveys; In-Kind.
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Transportation / Marketing Coordinator – Angelica Kitsis
DUTIES AND RESPONSIBILITIES – TRANSPORTATION COORDINATOR
 Scheduling of non-emergency medical transportation (NEMT) for ambulatory
clients to and from doctor's appointments, dialysis treatments, medical and outpatient appointments, physical and occupational therapy, etc.
 Management of clients' records, maintaining volunteer drivers' records, and
compiling statistics for grant reporting.
DUTIES AND RESPONSIBILITIES – MARKETING COORDINATOR





Assists Director in strategizing the overall marketing plan of RSVP including:
website creation, event marketing, direct marketing, and media management.
Provide creative materials during content development or help with data
verification and advertising placement.
Planning marketing, promotional strategies for developing interests in and
recruiting volunteers.
Communicate through the local newspapers, radio, television, community service
ads, email, social media, profit and non- profit organizations, posters, shop
windows, Town Officials, local business that do regular mail outs, etc. to promote
RSVP, events, and solicit volunteers for the program.
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