
 

FILLING OUT YOUR MONTHLY VOLUNTEER LOG 
 
 
As part of your service with Refugee Transitions, we ask that you fill out a monthly Volunteer 
Log to help us keep track of your student's progress.  The Log is required, as specified in your 
Volunteer Contract.  Volunteer Logs play a critical role in helping us track the successes of 
our students and report to funders.  They not only allow us to serve our clients better, but 
also to support volunteers like yourself.  We read each and every one! 
 
Logs provide a brief summary of the work you have accomplished with your student(s) during 
each calendar month.  They are due on the last day of every month.  (Example: Logs for No-
vember 1, 2009 – November 30, 2009 are due on November 30, 2009.) 
 
If you are matched with more than one student, please fill out a separate Log for each individ-
ual with whom you are working.  If you work with several students at the same time, just di-
vide the hours accordingly. 
 

EXAMPLE: 
 
Lauren works with Patience and Florence.  She tutors both of them at the same time 
for 2 hours per week (8 hours total per month).  Lauren will complete two separate 
Logs each month—one for Florence and one for Patience—and will divide the total 
time between the two of them.  She will say she worked with Patience for 4 hours,  
and Florence for 4 hours. 
 

If you start tutoring other members of the family (such as additional siblings), please let us 
know so we can obtain the necessary student application forms and match you formally in our 
database. 
 
When you decide to retire from your service as a Literacy Coach, please let us know so we 
do not continue to send you Log reminders.  This will also notify us to re-match your student 
with a new volunteer so that we can continue to support all individuals in need of Refugee 
Transitions' services.   
 
If you have any questions, please contact our office at (415) 989-2151.  



STEP 1:  RECEIVE EMAIL WITH YOUR STUDENT ID 
 

You will receive a unique Student ID for each student with whom you are    
working.  You will need to fill out a separate Log for each student. 
 
Please save this email or write down your Student ID.  You will need this          
information every time you submit a Log. 

HERE IS THE EMAIL ADDRESS AND STUDENT ID 
THAT YOU WILL USE WHEN LOGGING IN 

HERE IS THE LINK TO FILL OUT YOUR LOG 

 



STEP 2:  LOG ON  TO THE SYSTEM 
 
Go to the Volunteer Log link that was sent to you in your email.  Enter in your 
email address and Student ID.  You must enter in the Student ID exactly as it is 
written in the email. 

STEP 3:  CLICK ON LINK TO ENTER LOG 

CLICK HERE 

Click on “Enter” when you are done. 

You must enter your Student ID exactly as it appears in your email. 
Be sure to include “Match#...” and do not add any spaces. 



STEP 4:  FILL OUT  YOUR LOG AND SUBMIT IT 
 
Now fill out your Log.  The fields with red lines are required.  You will not be 
able to submit your Log unless you have these fields entered.  When you are 
done, click the “Save” button.  Now you have submitted your Log! 

Click on your Location.  Then click on the small arrow button 
to add your Location to the “Chosen” box on the right. 

When writing your Average Hours or Hours Logged, 
just write a number.  Do not include any text.  

Click “Save” when you are done.  
Now your Log has been submitted! 


