
  

 
 
TO:  Foothill-De Anza CCD Faculty and Staff 
FROM:  Marsha Kelly, Director, Risk Management 
DATE:  March 17, 2016 
SUBJECT:    Directions for the Volunteer of Record Process 
  
 
Volunteers serve important functions throughout the District.  There is a need to 
keep record of these helpful individuals for several reasons.  The District checks 
the background of volunteers to protect our community.  Also Risk Management 
purchases a Workers’ Compensation policy specifically for individuals on record.  
There is a need to record what services are provided, as well as the time and 
location of the work being done. Volunteer services assist, but may not take the 
place of a faculty, staff or union position, or duties. 
 
The Volunteer of Record form requires information about the volunteer and the 
duties to be provided as well as information regarding the supervisor and the 
name of the dean or department head. The signature of the dean or department 
head is required at the bottom of the form, which is sent to Risk Management 
once completed.   
 
The rectangular space in the middle of the form asks for driving information 
ONLY if the volunteer is to be driving in the course of duties. 
This information is very infrequently needed.  When it is, Risk Management must  
check the driver’s record prior to the volunteer driving for the District.  
Authorization to do so is legally required and is given by completing the Release 
of Driver Information form and returning it to Risk Management.   
 
The final step for the prospective volunteer is to go to the Police Department at 
either Foothill or De Anza College and be fingerprinted. The completed 
Volunteer of Record form must accompany the individual’s request to be finger 
printed.  Once the individual’s fingerprint record has been cleared, notice is sent 
to Risk Management.  At that point the Volunteer of Record form is signed by 
Risk Management and a photocopy is sent, usually to the appropriate dean.  The 
original forms are maintained by Risk Management and are valid for one year. 
Fingerprinting need only be done once since the individual remains on file, until 
deletion is requested.  Any information of note regarding an individual would 
automatically be sent to the District. 
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