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Guide to Use of Volunteers
 Registration Procedure
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

STEP 1 – VOLUNTEER REGISTRATION FORM
A Volunteer Registration Form is required for each new volunteer at Shoreline Community College. If the volunteer will have an assignment that continues through the academic year, enter that as the start and end dates.  A new registration form should be completed if the tasks or budget information is changed within the academic year.
PLEASE NOTE:  Completion of Guide to Use of Volunteers – Questionnaire is required for any new volunteer position under consideration in a department before registering the volunteer(s).  Submit completed Questionnaire to Human Resources Manager for review/approval.  The Questionnaire is available from the Human Resources Office (x4769) or online at http://intranet.shore.ctc.edu/forms/default.htm.

1. Complete the Volunteer Registration Form 

a. This form is available from the Human Resources Office (x4769) or online at http://intranet.shore.ctc.edu/forms/default.htm
b. Both the Volunteer AND Supervisor signature are required. The Supervisor signature should be the signature of the person responsible for directing the volunteer


2. Submit completed form to Human Resources Manager for final approval 


STEP 2 - TIMESHEET of VOLUNTEER HOURS

For state reporting purposes and insurance for medical liability coverage, the volunteer must submit information regarding the hours they have worked for each quarter.  Volunteer hours are covered by the Department of Labor & Industries and the premiums are charged to your budget.  


1. Complete the Volunteer Timesheet in pen only

a. This form is available from the Human Resources office (x4769) or      online at
http://intranet.shore.ctc.edu/forms/default.htm 
Turn to Back Page►►


b. Volunteer AND Supervisor signatures are required           



c. Timesheets must include the following information: 




1. Year and Quarter worked

2. Volunteer’s Social Security Number (SSN); or birth date, if SSN is not available



3. Volunteer’s name




4. Budget number




5. Department




6. Month

7. Volunteer’s days and times worked

2.  Submit the completed form to the Human Resources Office no later than five (5) days after the end of each calendar quarter 

Please feel free to contact Human Resources at 206-546-4769 at any time for questions on the volunteer worker registration process. Thank you! 

Return Completed Form to Human Resources

ADMINISTRATION BUILDING 1000, Room 1012

