
SUBMITTING VOLUNTEER HOURS FOR SCHEDULED ACTIVTIES 
 

If you have committed to any of the following Groups for the school year, your volunteer shifts are 
pre-scheduled and assigned to you.  Your Category Manager will assign your shifts and submit 
your hours. 
 
YOU DO NOT NEED TO SUBMIT HOURS FOR THESE GROUPS/ACTIVITIES: 

 Traffic and Supervision (Monday to Friday) 
 Library (Monday to Friday) 
 Hot Foods Main (Wednesdays) 
 Hot Dog/Grilled Cheese (Mondays) 
 Work Bee Main (Saturdays) 

 
 
SUBMITTING VOLUNTEER HOURS FOR ALL OTHER ACTIVITIES 
 
If you are not volunteering for a Scheduled Activity listed above, your volunteer work is considered un-
scheduled/ad-hoc and you must submit your volunteer hours for verification by following the 
steps below. Please submit your hours for verification within 15 days of completion or you risk 
your hours not being verified. 
 

1. Go to the OnVolunteers HOME page 

 
 

2. From the Home Page, hover your cursor over “Activities” and click on “Ad hoc” 

 
 

3. At the Ad Hoc page click on “+ New Ad hoc Request” 

 



 
4. An Ad-hoc Request window will pop-up.  Please select the following fields: 

 
Adhoc Type:  Un-Scheduled Task 
For Activity: Select the Activity from the drop down menu 
Description: Provide a description of the volunteer task completed 
Task Date: Enter the date this was completed 
Total Hours: Enter the number of hours 
 

5. Click on “Submit Request” 

 

 
 

6. Once you click “Submit Request,” a dialogue box will pop up.  

 
 

7. Click “Confirm and Submit.” 

You have now submitted your volunteer hours for Verification.   
Please submit your hours for verification within 15 days of completion or you risk your hours 
not being verified.  
Your Category Manager and the PEC Parent Participation Coordinator will review and verify 
hours.   
 
 



REVIEW YOUR VERIFIED HOURS 
1. To view your VERIFIED Hours for the School year, Login to the OnVolunteers Home Page. 

 
2. Under “Summary,” click on “View Details” 

 
 

3. Ensure the correct school year is selected and “Verified” is selected.   
 

4. Click “Search” 

 
 

5. A list of your verified hours is provided, with details on the activity, task, credit date, etc.  

 
 

6. Please review your hours regularly to ensure that you have not missed any hours.  You must 
submit your hours within 15 days of completion or you risk not receiving credit.  

 
 


