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Dear Volunteers and Interns, 

Welcome! Thank you for your interest in volunteering or interning at Chicago Methodist 
Senior Services. CMSS started 120+ years ago with one woman’s single act of kindness; Mrs. 
E. E. Hartwell opened her home to six older women in need of care and support.  That 
tradition of improving and enhancing the quality of life for seniors continues today at 
CMSS, and we could not do it without our volunteers and interns!   

CMSS strives to be known and respected for excellence in volunteerism where volunteers 
work as partners at all levels and where your contributions are embraced, valued and 
recognized.  CMSS welcomes the diversity that volunteers bring to our organization, and we 
are committed to providing training, growth, and development for those who choose to 
contribute their resources.  We believe volunteers and interns provide a level of service to 
the residents of CMSS that would otherwise be impossible. 

This handbook will help you have the best possible experience as a volunteer or intern.  It 
answers frequently-asked questions and gives information about the organization, our 
clients, and your role.  Your site supervisor will provide ongoing support and guidance, but 
please feel free to contact the Volunteer & Intern Services Department any time you need 
assistance or additional information. 

Sincerely,       

 
Ann Brennan | Corporate Director of Volunteer & Intern Services                      
P: 773.596.2234 | E: ann.brennan@cmsschicago.org 
 
Alex Scharf, MSW | Volunteer & Intern Services Coordinator 
P: 773.596.2255 | E: ascharf@cmsschicago.org 
 
Maura Rogan | Director of Senior Connections 
P: 847.869.0682 | E: mrogan@cmsschicago.org 
 
Maggie Dodd | Director of Bellwood Senior Center 
P: 708.547.5600 | E: maggie.dodd@cmsschicago.org 

mailto:ann.brennan@cmsschicago.org
mailto:ascharf@cmsschicago.org
mailto:mrogan@cmsschicago.org
mailto:maggie.dodd@cmsschicago.org
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From One Act of Kindness 
The History of CMSS 

The roots of Chicago Methodist Senior Services can be traced back to 1896, when Mrs. E.E. 
Hartwell rented a six-room flat in Chicago to provide housing for older women in need. 
Over the years, we’ve expanded our community and residential services to better serve the 
changing needs of older adults and the people in their lives. The history of CMSS is the story 
of growth and vision, the kind that begins with compassionate acts of kindness by 
dedicated staff and volunteers alike. Take a look at our evolution: 

1896 Mrs. E.E. Hartwell establishes what was then called a “home for the elderly”. 

1898 The Methodist Home is established. 

1899 The Methodist Homes moves to Edgewater. 

1951 Miller Hall is added to The Methodist Home. 

1974 Bush Hall, a new medical center and skilled nursing wing, opens at 1415 W. Foster. 
1990 Winwood Apartments opens, providing affordable housing to older adults. 

1997 Methodist Senior Home Care is established. 

1997 White Crane Wellness Center opens on CMSS’s campus. 

2000 Hartwell Place is established. 

2005 United Methodist Healthcare Recruitment, specializing in staffing and placement for aging 
services providers, is established. 

2006 CMSS begins managing Covenant Home of Chicago, a Covenant Retirement Community 

2012 The Methodist Home changes its name to Wesley Place. 

2015 CMSS aligns its Home Care services with Evanston based nonprofit, Services for Adults 
Staying in Their Homes (SASI). 

2016 Wesley Place adds a Cardiac Rehabilitation program to its therapy services. 

2019 CMSS adds West Suburban Senior Services into our continuum of care. 

2019 CMSS adds SASI Home Care services and Senior Connections’ volunteer friendly 
visitor/friendly caller programs. 

2021 CMSS transitions management of Covenant Home of Chicago back to Covenant Living 
Communities.
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CMSS Campus & Services 
 

 
 

 

West Suburban Senior Services (WSSS) 
439 Bohland Avenue 
Bellwood, IL 60104 
 
Serving Adults. Supporting Independence. (SASI)  
& Senior Connections 
1123 Emerson Street, Suite 200 
Evanston, IL 60201 
  



 
 

5 
Last Revised: 1.24.22 

Mission & Values Statement 
Our Mission 
Chicago Methodist Senior Services (CMSS) is a nonprofit organization providing a 
continuum of care and residences committed to empowering each person we serve to live 
their best life, while embracing the needs of a diverse and evolving community. 

 

Our Values 
We fulfill CMSS’s mission by following our core values. 
 We meet the needs of the individual – With the belief that life is precious at every 

stage, we respect and appreciate everyone we serve in fulfillment of our mission, 
offering a variety of services and person-centered programming to meet the holistic 
needs of those we support. 

 We meet the needs of the broader community – For over a century, we have 
served the aging community, providing services to individuals from every income 
level. We believe that in a rapidly changing world, we must continuously endeavor 
to be agile to meet the evolving needs of our community by expanding and adapting 
our services. 

 We create greater impact through partnerships – We utilize strategic 
relationships to develop innovative partnerships that enable us to amplify our 
voices, further our impact, and create opportunities for those we serve. 

 We believe individual differences make us stronger – By embracing our 
diversity, we foster creative ideas and opportunities for us to better serve our 
community every day. 

 We invest in our people – Our employees are our most valuable resource and we 
invest in building an environment where each person can use their skills and 
expertise to make an impact in the lives of those we serve. 
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Volunteer Opportunities 
Wesley Place 
Located in Andersonville, Wesley Place is the larger of CMSS’s two residential communities. 
With four resident floors, Wesley Place offers a wide variety of services: long-term care, 
skilled nursing, and short-term rehabilitation, with dedicated programming for residents 
experiencing advanced memory loss. Volunteers are involved in many aspects of residents’ 
daily life at Wesley Place, as well as special events such as musical performances, 
educational presentations for family and community members, and holiday celebrations. 

Volunteer opportunities include: Visiting with residents one on one, participating in group 
activities, art and music programming, pet visits, and caring for the sensory garden. 

Hartwell Place 
Hartwell Place, also located in Andersonville, is a small residential community providing 
memory care assisted living. Much like Wesley Place, programming at Hartwell is designed 
for older adults living with dementia. Hartwell hosts similar programming to Wesley Place 
on a smaller scale. 

Volunteer opportunities include: Accompanying residents and staff on bus outings, joining 
residents for a meal, and facilitating small group activities. 

Senior Connections 
Senior Connections is a volunteer program that has been combatting social isolation 
amongst older adults in and around Evanston since 1991. The program pairs an older adult 
living independently with a friendly volunteer with whom they can have regular phone 
calls and visits. 

West Suburban Senior Services (WSSS) 
WSSS offers multiple services from its location in Bellwood, IL. The Bellwood Senior Center 
hosts weekday drop-in activities for older adults living in the community. In addition, the 
Center’s SAGE (Services and Advocacy for LGBT Elders) program provides advocacy and 
other services to LGBTQ+ older adults, including a regular support group. 

Volunteer opportunities include: Giving presentations, sharing talents, leading projects 
with day program participants, and participating in advocacy for LGBTQ+ older adults. 

CMSS Campus 
In addition to resident engagement, CMSS looks to volunteers and interns to share their 
experience in other facets of nonprofit and organizational growth. 
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Volunteer opportunities include: Fundraising, marketing, photography, graphic design, 
administrative support, research, data analysis, human resources. 

Remote Projects 
Individuals who do not wish to participate in in-person programming are still able to 
contribute to CMSS’s mission through off-site projects.  

Volunteer opportunities include: Designing cards for special holidays, drawing coloring 
sheets or creating word searches, or putting together craft kits or reminiscence kits for 
residents. 

Groups or Community Partners 
CMSS welcomes groups of coworkers, families, and friends, as well as community 
organizations to join our efforts. The Volunteer & Intern Services Department is happy to 
identify a one-time or ongoing service project for a group or partner with an organization 
to bring a specific service or experience to residents or participants.
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Volunteer Rights & Responsibilities 
What Volunteers & Interns Can Expect from CMSS: 
 The provision of sufficient information, training, and support to succeed as a 

volunteer or intern 
 A suitable assignment based upon each volunteer or intern’s interests, skills and 

availability, and CMSS needs 
 The opportunity to work as part of a team, to contribute to the welfare of the 

community and the organization, and to be recognized for their contribution 
 The support needed to complete a given assignment, including necessary 

equipment, supplies, workspace, and helpful supervision 
 The opportunity to give ongoing feedback about the CMSS volunteer or intern 

experience to the Volunteer & Intern Services team 
 The chance to grow and develop as a volunteer or intern through participation in 

other CMSS activities, special training events, and meetings 

What CMSS Expects from All Volunteers & Interns: 
 Act as an ambassador for CMSS and as an advocate for older adults and people with 

memory loss. 
 Convey respect and appreciation for older adults, promoting autonomy, self-

determination, and person-centered care to the greatest extent possible. 
 Embrace difference and contribute to a culture of acceptance through inclusive 

language and actions. 
 Be dependable and reliable, communicating unexpected and upcoming absences 

promptly. 
 Practice principles of good health and hygiene, with specific attention to best 

practices for COVID-19 prevention including proper handwashing and mask-
wearing. 

 If any signs of abuse or neglect of a resident are witnessed, suspected, or disclosed, 
information is to be shared with the Volunteer & Intern Services Department 
immediately. 

 Respect the privacy of residents, particularly as it relates to personal health 
information. Adhere to all HIPAA regulations. 

 Participate in all required trainings and be open to additional development 
opportunities. 

 Ask questions and maintain an open line of communication with one’s supervisor, 
and the Volunteer & Intern Services Department. 

 Provide feedback in a constructive way. Be open to feedback and adjustments to the 
volunteer or internship experience. 
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 Abide by safety rules and exercise caution in all work activities. 
 Understand and follow all additional CMSS policies and procedures. 

Commitment to Diversity, Equity, and Inclusion:  
 Our Volunteer & Intern Services program is non-sectarian and welcomes all 

religious beliefs, cultural diversities, sexual orientations, and all ages and abilities. 
 Our team approaches our work from a place of humility, with a willingness to learn 

from the experiences of others and work in partnership with volunteers and interns 
to create a more welcoming and mindful program.
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Policies & Procedures 
Community Orientation  
In addition to receiving general orientation and training materials from the Volunteer & 
Intern Services Department, all volunteers and interns participate in a community 
orientation introducing them to the specific CMSS program or community where they have 
been placed, hosted by their designated supervisor and/or the Volunteer & Intern Services 
Coordinator. The Community Orientation includes a tour of the community or background 
of the program, introduction to key people, safety and emergency protocols, and additional 
relevant details. Goals and expectations of volunteer or intern, staff, and resident(s) or 
participant(s) will also be discussed. 

Assignments & Supervisor 
CMSS matches volunteers and interns to opportunities that recognize their talents, 
interests, and availability for serving.   

Once a mutually agreed upon assignment has been identified, each volunteer and intern is 
matched with a staff member who will act as their direct supervisor. Supervisors act as 
mentors for volunteers and interns. 

If at any time a volunteer or intern wishes to change positions or take on an additional 
project or role, they are encouraged to discuss their interest with their supervisor and the 
Volunteer & Intern Services Coordinator. 

Dress Code & Personal Items 
Volunteers and interns are expected to dress appropriately for the conditions and 
performance of their duties, including closed-toe shoes and modest dress. Refrain from 
wearing articles of clothing or accessories that may be perceived as political or polarizing. 

Please note that while volunteers and interns will be provided an area in which to store 
personal belongings when onsite, CMSS is not responsible for volunteers’ or interns’ 
personal items that are lost or stolen.  

Identification Badge 
All volunteers and interns must wear a CMSS nametag while onsite at any community or 
program. Nametags must be kept clean and visible at all times. 
 
Tracking Service 
All volunteers and interns are responsible for tracking their hours of service. With the 
exception of Senior Connections volunteers who use a separate form to report their visits, 
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volunteers and interns use the Volunteer Timeclock at their specific site to sign in and out 
for each shift. A unique PIN is provided to each volunteer and intern. 

Volunteer Portal 
All volunteers and interns have a designated profile through the CMSS Volunteer Portal. 
The Volunteer Portal is used to log hours of service, update personal information, explore 
new and existing assignment opportunities, schedule shifts, and receive updates and 
announcements from the Volunteer & Intern Services Department. Volunteers and interns 
receive an email during the onboarding process detailing the use of the Volunteer Portal. 

Emergency Contact Information 
It is the responsibility of each volunteer or intern to regularly update their personal contact 
information and emergency contact information in the Volunteer Portal.  

Cell Phone Use 
The Volunteer & Intern Services Department requests that volunteers and interns limit cell 
phone use when interacting with residents and participants. If a volunteer or intern needs 
to make a call, it is appropriate to step away from the activity or interaction to do so. 

Gifts & Gratuities 
The Volunteer & Intern Services department recognizes the value in expressing gratitude 
through tokens of appreciation; however, please note that volunteers are prohibited from 
giving or accepting monetary gifts or gifts with any material value to or from residents or 
participants, family members, or other visitors. 

Observing & Reporting Incidents 
Volunteers and interns should feel free to report, without fear of retaliation, any condition 
which they believe poses a safety, health, or security risk in the workplace to their 
supervisor or the Volunteer & Intern Services Coordinator. CMSS will investigate such 
reports promptly and thoroughly and take appropriate corrective action. Further, any 
comments or jokes regarding threats of violence will be taken seriously and dealt with 
promptly and appropriately. 

Even under the best circumstances, an accident may occur.  If a volunteer or intern is 
injured, regardless of how insignificant the injury may appear, the volunteer or intern is 
expected to immediately stop the activity that caused the injury and seek first aid or 
medical attention if necessary.  The volunteer or intern must inform their supervisor 
and/or the Volunteer & Intern Services Coordinator about the incident and complete an 
Incident Debrief Report provided by the Volunteer & Intern Services Department. The 
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volunteer or intern should not resume the activity until treatment has been provided 
and/or they have been given the approval from a supervisor to continue the activity. 
Follow-up support will be provided as needed/requested. 

In order to provide a secure, safe, and healthy work environment for volunteers and 
interns, CMSS periodically provides information to volunteers and interns about workplace 
safety, health, and security issues through regular internal communication means such as 
meetings, memos, or other written communications.  

Problem-Solving Procedure  
When a group of people work and volunteer together, problems may naturally arise. In 
some cases, it may be necessary to look into certain problems in greater detail.  This 
problem-solving procedure provides the opportunity to review any problem, dispute, or 
misunderstanding that may arise.  
 In situations where differences arise between volunteers or volunteers and staff, 

first try to resolve these differences amongst the parties involved. 
 If a third party is needed, inform the Volunteer & Intern Services Coordinator. 

Please refrain from making differences public or involving other members of CMSS. 
 If the grievance is in regard to the Volunteer & Intern Services Coordinator, contact 

the Director of Volunteer & Intern Services. 

Ending of Volunteer or Intern Service 
Volunteers and interns may resign from their role with the organization at any time.  We 
request that the volunteer or intern notifies the Volunteer & Intern Services Coordinator 
two weeks prior to their departure and completes the feedback form available on the 
Volunteer Portal. 

Dismissal  
CMSS accepts volunteers and interns with the understanding that such service is at the sole 
discretion of CMSS.  Volunteers and interns agree that the organization may at any time, for 
any reason, decide to terminate the volunteer or intern’s relationship with CMSS. 

Dismissal of a volunteer is a serious consideration.  Before a volunteer or intern is 
dismissed, an attempt to reconcile the situation will be made, including a meeting between 
staff and the volunteer or intern involved.  Dismissal may take place if a volunteer or intern 
is unreliable, irresponsible, disruptive, demonstrates inappropriate behavior, or fails to 
adhere to the policies and procedures of CMSS. Volunteers and interns who violate safety 
standards, cause hazardous or dangerous situations, fail to report where appropriate, or 
fail to remedy such situations, may be subject to dismissal. 
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Non-Discrimination Policy 

It is the policy of this organization to provide equal opportunities without regard to race, 
color, religion, national origin, gender, sexual preference, age, or ability status. 

CMSS Code of Conduct 
The Volunteer & Intern Services Department adheres to additional, organization-wide 
policies found in the CMSS Employee Handbook. A full list of CMSS policies, including those 
on harassment, sexual harassment, smoking, substance use, and solicitation, will be made 
available to volunteers and interns upon request. 

Acknowledgement of Handbook 
All volunteers and interns must read, sign, and return the Volunteer & Intern Services 
Handbook Acknowledgement to the Volunteer & Intern Services Coordinator before 
beginning any volunteer or intern activity. 
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Acknowledgement of Handbook 
Volunteer & Intern Services Department 

 
 
I, _______________________________________________ (please print), have received a copy of the CMSS 
Volunteer & Intern Services Handbook and have had the opportunity to ask any questions I 
have regarding the contents. I agree to follow the policies and procedures as listed in the 
handbook. 
 
 
_________________________________________________________                                           
Volunteer or Intern [Print Name]                                                                             
 
_________________________________________________________                                                    _________________ 
Volunteer or Intern Signature                                                                                          Date 
[if completing electronically, please type full name] 
 
_________________________________________________________                                                    _________________ 
Volunteer & Intern Services Coordinator/                                                                   Date 
Director of Volunteer & Intern Services Signature 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Please complete and return this page to the Volunteer Services Department.) 


	1896 Mrs. E.E. Hartwell establishes what was then called a “home for the elderly”.
	1898 The Methodist Home is established.
	1899 The Methodist Homes moves to Edgewater.
	1951 Miller Hall is added to The Methodist Home.
	1974 Bush Hall, a new medical center and skilled nursing wing, opens at 1415 W. Foster.
	1990 Winwood Apartments opens, providing affordable housing to older adults.
	1997 Methodist Senior Home Care is established.
	1997 White Crane Wellness Center opens on CMSS’s campus.
	2000 Hartwell Place is established.
	2005 United Methodist Healthcare Recruitment, specializing in staffing and placement for aging services providers, is established.
	2006 CMSS begins managing Covenant Home of Chicago, a Covenant Retirement Community
	2012 The Methodist Home changes its name to Wesley Place.
	2015 CMSS aligns its Home Care services with Evanston based nonprofit, Services for Adults Staying in Their Homes (SASI).
	2016 Wesley Place adds a Cardiac Rehabilitation program to its therapy services.
	2019 CMSS adds West Suburban Senior Services into our continuum of care.
	2019 CMSS adds SASI Home Care services and Senior Connections’ volunteer friendly visitor/friendly caller programs.
	2021 CMSS transitions management of Covenant Home of Chicago back to Covenant Living Communities.

