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How-To:  Volunteer Signature 
1. Introduction 

Volunteers need to digitally sign the Volunteer Request form to verify their information and agree to the 
terms of volunteering. 

2. Email Notification for the Volunteer 

1. You will receive an email with a link to the Volunteer form.  Click the Volunteer Form Link to open the 

Volunteer Agreement. 

 

2. If you need a background check based on the volunteer work, you will also receive a CalVECHS Waiver 

Agreement for Release of Criminal Offender Record Information attachment.  Please open it with 

Adobe Acrobat, sign it and email it to hrbackground@humboldt.edu  
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3. Volunteer Agreement Form  How-To: Volunteer Request - 2 

3. If you haven’t logged in to the MyHumboldt portal within the past hour, you will be prompted to log in.  

Use your Humboldt username and passwords to log in. 

 

4. The Volunteer Agreement Form will open.  

 

3. Volunteer Agreement Form 

1. Read the form carefully as you will have to sign that you agree to the terms. 



   
 

 
 

3. Volunteer Agreement Form  How-To: Volunteer Request - 3 

2. In the Personal Data section, click the Yes button to use your Cal Poly Humboldt personal data. All the 

fields below will disappear. Skip to step 3.4. 

 

3. If you want to use a different set of information, leave the No button selected and fill out the required 

fields. 

 

4. If a background check is needed for the type of volunteer work you will be doing, a Background Check 

Authorization Form will be included.  Read it carefully; if you don’t pass the background check you won’t 

be able to perform the volunteer duties. 

 

5. Click the Approve button to authorize Human Resources to process the background check and to sign 

that you approve the volunteer agreement. 

 

6. If you Decline to authorize the background check and the volunteer agreement, click the Decline button. 

The request will automatically close. 

7. The form will move to the next stage of the workflow. 
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