
 

2019 VOLUNTEER TRAINING GUIDE 

Thank you for volunteering for the IRS VITA (Volunteer Income Tax Assistance) program. You will make a 

positive difference in the lives of many of our community’s hardworking families.  

Overview  

ALL Volunteers must register and complete a Volunteer Standards of Conduct test (10 questions). Tax 

preparation volunteers, intake coordinators, and savings specialists must also complete intake/interview 

and quality review training and pass the test (10 questions). 

Tax Preparation Volunteers must also:  

 Learn TaxSlayer software, which is used for tax preparation at tax sites.  

 Pass the Basic or Advanced Tax Certification Test (complete sample tax returns and answer 

questions).  

All tests are taken on the IRS Link & Learn certification website which requires a username and 

password. This guide provides step by step instructions on training and certification process. 

Volunteer Training Requirements  

All volunteers must independently complete the following items:  

 Volunteer Registration  

 Volunteer Standards of Conduct Training and Test (1 hour, online) 

 Intake/Interview/Quality Review Training and Test (1 hour, online) (OPTIONAL for Translators)  

New Tax Volunteers must also complete: 

 Tax Law: Part 1 (3-hour class)  

 Tax Law: Part 2 (3-hour class)  

 Tax Law: Part 3 (3-hour class) 

 Basic OR Advanced Certification Test (3-

6 hours, online) 

 Site Orientation 

Returning Tax Volunteers must complete: 

 Tax Law: Parts 1-3 (in class or online) 

 Basic OR Advanced Certification Test (2-

6 hours, online) 

 Quality Review Training (1 hour, online) 

 HSA Certification Test (online, optional) 

 Site Orientation 

Site Coordinators/Interns: 

 Site Coordinator Meeting (3 hours)  

 Tax Law: Parts 1-3 (in class or online) 

 Advanced Certification Test (2-6 hours 

online) 

 HSA Certification Test (1 hour, online) 

 Quality Review Training (1 hour, online) 

 Site Coordinator Test (1 hour, online)  

Intake Coordinators/Savings Specialists: 

 Intake and Savings Program Training (2 

hours, online or class) 

 Site Orientation – may complete 

enrollment after orientation 



 

Step by Step Training Guide 

Step 1: Registration and Basic Training  

1.1 Registration: If you have not yet completed your volunteer registration, please complete this 

registration form: https://goo.gl/forms/5aynfuAujX2rdrKy2.  

1.2 Testing Platform: Visit the IRS’ training and certification site, called “Link & Learn Taxes” at 

https://www.linklearncertification.com. Additional help on navigating Link & Learn for study and testing 

is in the Getting Started Tutorial on central panel of the page.  

Under Certification Tests, Create an Account with Login and Password if you do not already have one. If 

you volunteered last year, your account will still exist and you can use the same login.  

1.3 Volunteer Standards of Conduct Training and Test: The Volunteer Standards of Conduct (VSOC) 

Exam is a prerequisite to all other courses. This information is mandatory for all VITA volunteers, and 

you may not proceed to any other exams until you pass this one. Video training from our partners at the 

Taxpayer Opportunity Network is available here: http://prosperitynow.isebox.net/vita-training-

platform/module-01. A Volunteer Standards of Conduct Summary is attached at the end of this booklet 

for your reference. The full document is available at the VSOC Training link on the right side of the Link & 

Learn portal page.  

https://goo.gl/forms/5aynfuAujX2rdrKy2
https://www.linklearncertification.com/
http://prosperitynow.isebox.net/vita-training-platform/module-01
http://prosperitynow.isebox.net/vita-training-platform/module-01


 

To take the VSOC Test: Login to your IRS Link & Learn account to access the certification tests. In the first 

column, under the heading “Course name,” click on the link for “Volunteer Standards of Conduct – 

Exam”. This opens a description dialog box. Within this window, click Launch on the upper right to start 

the exam and complete your Volunteer Standards of Conduct (VSOC) Test. 

1.4 Intake/Interview and Quality Review Training and Test: Intake/Interview and Quality Review 

training is required of all volunteers other than those serving strictly as interpreters. Video training from 

is available in Modules 1B-1D at http://prosperitynow.isebox.net/vita-training-platform/module-01. Or 

if you prefer to review informational slides, you can view an IRS presentation available in the “Quick 

Links” section of the Link & Learn portal. 

To take the test: Login to your account at www.linklearncertification.com to access the certification 

tests. In the left hand column, select the “Intake/Interview and Quality Review Exam” Launch and take 

the Intake and Quality Review test. 

For all tests, the test platform looks like this: 

 

You have completed Step One and are on your way to serving as a tax site volunteer! 

Send us an email to volunteer@arkansasassetbuilders.org to let us know! Then move 

on to step 2. 

  

http://prosperitynow.isebox.net/vita-training-platform/module-01
http://www.linklearncertification.com/
mailto:volunteer@arkansasassetbuilders.org


 

Step 2: Tax Preparation Training for New Volunteers  

If you have limited prior expertise with taxes, you should begin your tax training with tax law classes as 

described in step 2.1a. If you have volunteered before or are an accounting student or financial 

professional, you may opt to begin your VITA tax training on your own as described in step 2.1b. 

2.1a Attend Tax Law classes. These classes prepare you to understand tax law topics and the tax 

preparation process as it applies to the filers within the scope of service of VITA. The classes will be a 

mix of lecture and hands-on practice entering data into the TaxSlayer software. You will also receive 

reference books and test materials in class.  

Each of the three law class sessions is 3 hours long. Each session will each be offered two times, once on 

a weekend and once mid-week. You will sign up for your preferred dates when you complete your 

volunteer registration. If you cannot attend any of these sessions, please contact 

volunteer@arkansasassetbuilders.org to make alternate arrangements. After you attend the classes, 

proceed to step 2.2. 

2.1b OR Study VITA training materials on your own. If you have some experience with tax preparation, 

either through an accounting course, professional experience, or prior volunteer service, you may 

choose self-study to test out of the Tax Law classes. You may study either the Basic or Advanced 

curriculum available at https://apps.irs.gov/app/vita/sitemap.jsp, or I can provide you with the training 

guide (IRS Pub 4491) in hard copy. As an experienced volunteer, you are highly encouraged to complete 

the Advanced certification in order to maximize your service at the tax site. If you are able to complete 

your Basic or Advanced certification prior to the date of the tax law classes, you will not be required to 

attend. Email volunteer@arkansasassetbuilders.org for more information about this test-out option. 

2.2 Practice: Use TaxSlayer Practice Lab. The tax software practice lab is available on Link & Learn and 

https://vita.taxslayerpro.com/IRSTraining. The access code to log in is TRAINPROWEB for all users. This 

takes you to a page where you set up a username and password for the practice lab. Use this practice 

lab to familiarize yourself with the tax software and to complete tax returns for your test. There are lots 

of helpful videos and resources at this site, as well. 

 

  

mailto:volunteer@arkansasassetbuilders.org
https://apps.irs.gov/app/vita/sitemap.jsp
mailto:volunteer@arkansasassetbuilders.org
https://vita.taxslayerpro.com/IRSTraining


 

2.3 Get ready to test. Practice your tax knowledge by completing the Basic and/or Advanced Tax 

Certification test in the test booklet (Pub 6744) and the TaxSlayer practice lab. This helps you identify 

topics where you need additional training. The test scenarios are designed to test your ability to apply 

tax law; they are often more challenging than returns you’ll see a tax site.  

When you identify trouble topics:  

 Use your reference materials! The IRS Pub 4012, available online here, is your best quick 

reference. Pub 4491, available at the Tax Law classes and online, has more detailed explanations 

and knowledge checks. 

 Study using Link & Learn training materials for individual interactive lessons on tax topics. (You 

do not need a password for these lessons.) The lessons will refer frequently to a written 

curriculum, Publication 4491, which is available in PDF format online; in each lesson there will 

be a link on the right of the screen which links to the appropriate pages in Publication 4491.  

 Study that particular topic using the online video training library offered by the Taxpayer 

Opportunity Network (note that these videos only cover tax topics in the Basic certification).  

 Contact Arkansas Asset Builders at volunteer@arkansasassetbuilders.org; we can answer easy 

questions and/or set you up with a training buddy to work through deeper problems.  

 Attend an open practice session on Saturday, January 19.  

2.4 Complete the Basic and/or Advanced Tax Certification Re-Test (yes, both the test and re-test) in 

the test booklet. Are you ready to complete your certification? If not, repeat step 2.3.  

You have completed Step Two; you are ready to take the online Certification Test! 

Send us an email at volunteer@arkansasassetbuilders.org to let us know! Then move 

on to step 3.  

http://tinyurl.com/p4012
http://tinyurl.com/p4491
https://apps.irs.gov/app/vita/sitemap.jsp
http://prosperitynow.isebox.net/vita-training-platform
mailto:volunteer@arkansasassetbuilders.org
mailto:volunteer@arkansasassetbuilders.org


 

Step 3: Testing and Certification  

3.1. Choose the appropriate certification test. Login to your account on Link & Learn at 

https://www.linklearncertification.com to access the IRS Volunteer Certification tests.  

 Volunteers with no prior tax experience should take the Basic Test first, although you are 

welcome to also take the Advanced Test.  

 Experienced volunteers, tax professionals, CFAs and other seeking CEUs, and ambitious 

volunteer preparers should take the Advanced Test.  

Each certification test requires the volunteer to complete a tax return and answer questions based on 

the results. The test is open book and is not timed. The tests are split up by level: Basic and Advanced. 

The test scenarios are designed to test your ability to apply tax law; they are often more challenging 

than returns you’ll see a tax site.  

Test tips: Take your time and use your reference materials. This test is not about memorization but 

about your ability to research and apply information. If you have completed the test in the test booklet in 

steps 2 or 3 above, you will simply be entering the answers into the test software. NOTE: Read the 

questions carefully as they are selected from both the test and re-test published in Pub 6744. 

You can take the practice test as often as you like, but it is not an applicable test for certification.  

Additional information about moving through the test screens online is available in the “Getting Started 

Tutorial” listed in the bottom center panel of the link and learn site.  

Each test can be taken up to two times. If you fail the test the first time, look over the test summary, 

which will tell you the areas you answered incorrectly. You can study these in Link & Learn before taking 

the test again. If you fail a second time, switch from the advanced to the basic test or from basic to 

advanced.  

3.2. Take the test. Sign on to the test at the Link and Learn Testing site. Select the appropriate exam in 

the first column of the screen; a new box will open up. Then click Launch.  

Enter the answers to the test questions using the returns you have completed. Be sure to read the test 

on the screen! Sometimes question and answer order can differ from the information in the test 

booklet.  

After clicking Submit, the Certification Test Results screen will be displayed. On this screen, you can 

view:  

 Your total score for the exam (at the bottom of the screen). The passing score is 80%.  

 The result for each question.  

 Feedback for incorrect questions, along with links to the Link & Learn Taxes lesson with the 

information needed to answer the test question. This is your personalized review lesson; use 

these links to study specific content as needed.  

After you complete your tests, your certification screen will update to show that you are certified as a 

tax preparer. You can return to this screen at any time to pull up documentation on which tests you 

have taken.  

https://www.linklearncertification.com/


 

3.3 Complete the Form 13615, Volunteer Agreement. This form shows that you have passed all tests 

and agree to the rules of the program. On the right side of the certification page, click the check-box 

next to the statement, “You may sign your Volunteer Agreement electronically by checking this box.” 

Now open and print the volunteer agreement form. This form documents each test that you have 

passed. You must email a copy of this form to volunteer@arkansasassetbuilders.org prior to your first 

volunteer shift. Alternately, you may print a copy and bring it to your site orientation session. 

 

You are a certified tax preparer! Celebrate, tell your friends, post it on Facebook, and 

send an email to volunteer@arkansasassetbuilders.org to let us know!  

mailto:volunteer@arkansasassetbuilders.org
mailto:volunteer@arkansasassetbuilders.org


 

Step 4: Schedule  

Use SignUp.com (page TBD) to schedule yourself for site orientation, volunteer shifts and to view your 

current schedule. If you need to adjust your schedule, you can also use SignUp.com to swap shifts with 

other volunteers. 

Bring the following to the site orientation or the first day you volunteer:  

 Photo ID; 

 Form 13615 (volunteer agreement and certification), if you have not yet turned this in.  

You may not volunteer until you have completed the required certification(s), signed Form 13615, and 

verified your identity to the site coordinator with a Photo ID. 

Bad weather: If winter storms are expected, the tax site will follow Conway Public Schools closures. For 

closures on a Saturday, the site manager will contact volunteers directly, via email and/or text message. 

Cancellation: If you are scheduled and must cancel, please contact the site coordinator.  



 

VITA/TCE Volunteer Standards of Conduct – SUMMARY  

For detailed information and examples, please see IRS Pub 4961.  

As a volunteer in the Volunteer Income Tax Assistance (VITA) Program, you must:  

1. Follow the 10 Quality Site Requirements (QSR).  

QSR #1. Certification All VITA volunteers must pass the Volunteer Standards of Conduct test. 

Volunteers who answer tax law questions, prepare or correct tax returns, conduct quality 

reviews and/or instruct tax law classes, must pass Intake/Interview & Quality Review test and 

Basic Certification or Advanced Certification or equivalent Circular 230 test.  

QSR #2. Intake and Interview/Quality Review Process Sites must use the Form 13614-C, 

Intake/Interview & Quality Review Sheet and must complete an interview with the taxpayer for 

every return prepared. All returns must be quality reviewed and discussed with the taxpayer by 

a designated reviewer or by peer-to-peer review.  

QSR #3. Confirm Photo Identification and Taxpayer Identification Numbers. Validate identities 

using photo identification for primary and secondary taxpayers and social security numbers or 

individual taxpayer identification numbers for everyone listed on the tax return. Married filing 

jointly taxpayers must both be present at the site unless there is a valid power of attorney.  

QSR #4. Reference Materials Sites must have reference materials Pub 4012 and Pub 17 available 

online or in print.  

QSR #5. Volunteer Agreement: All volunteers must agree to Volunteer Standards of Conduct, 

certified annually by signing and dating Form 13615 prior to working at a site.  

QSR #6. Timely Filing: Sites must ensure that returns are electronically filed or delivered to the 

taxpayer in a timely manner.  

QSR #7. Civil Rights: Civil Rights Act of 1964 Title VI information must be displayed or provided 

to taxpayers. Treat all taxpayers with equal respect and care without discrimination on the basis 

of race, color, national origin, limited English proficiency, disability, sex, age, etc.  

QSR #8. Site Identification Number (SIDN) and  

QSR #9. Electronic Filing Identification Number (EFIN): The correct SIDN and EFIN must be 

reported on all returns prepared at your site.  

QSR #10. Security: Protect the physical and electronic data. Keep all taxpayer and tax return 

information confidential. You may discuss information with other volunteers at the site, but only 

for purposes of preparing the return, and not within hearing of other taxpayers. Protect client 

identification numbers, user names, and passwords used at the site. See Publication 4299, 

“Privacy, Confidentiality and Civil Rights: A public trust” for additional details.  

 

https://www.irs.gov/pub/irs-pdf/p4961.pdf


 

2. Do not accept payment, tips, gifts, solicit donations, or accept refund payments for tax return 

preparation. We do not accept compensation for our services. VITA sites should only request 

direct deposit of a taxpayer’s refund into accounts bearing the taxpayer’s name.  

 

3. Do not use taxpayer information for your personal or business use. Do not solicit business from 

taxpayers you assist. Do not use the knowledge you learn about them for any direct or indirect 

personal benefit for you or any other individual.  

 

4. Do not knowingly prepare false returns. Ask yourself if information is unusual or questionable. 

Correctly apply tax law to the taxpayer’s situation. While you may feel uncomfortable 

questioning the taxpayer, or may be tempted to bend the law to help a taxpayer, 

underreporting income or claiming ineligible expenses, dependents or credits will cause serious 

problems for the taxpayer and for VITA. Be cautious to protect against identity theft by 

confirming identities and securing data.  

 

5. Do not engage in criminal, dishonest, notoriously disgraceful conduct, or conduct deemed to 

have a negative effect on the VITA program.  

 

6. Treat all taxpayers in a professional, courteous, and respectful manner. Volunteers take pride in 

assisting the people who come to us for return preparation. Taxpayers are often under stress 

and may wait extended periods for assistance. Volunteers also experience stress due to the 

volume of taxpayers needing service. It is important to remain calm and create a peaceful and 

friendly atmosphere. Provide accommodation for disabilities and language so that everyone can 

take advantage of the program.  

Exercise Due Diligence. When preparing or reviewing a tax return, do your part to ensure the 

information on the return is correct and complete. Exercise reasonable care to confirm a taxpayer’s 

identity. Provide top-quality service by helping taxpayers understand and meet their tax responsibilities. 

Generally, IRS volunteers may rely in good faith on information from a taxpayer without requiring 

additional documentation as verification. However, due diligence requires that you ask yourself whether 

the information is unusual or questionable, and ask a taxpayer to clarify information that appears to be 

inconsistent or incomplete.  

Volunteers must remind taxpayers that when they sign the return or authorize e-file, they are 

stating under penalty of perjury that the return is accurate to the best of their knowledge.  

Make an effort to find the answer. When in doubt, don’t guess:  

 Check your reference publications (i.e. Publication 17, Publication 4012, Publication 596, etc.)  

 Research www.irs.gov for the answer  

 Research the Interactive Tax Assistance (ITA) to address tax law qualifications  

 Seek assistance from a tax preparer with more experience  

 Seek assistance from the Site Coordinator  

 Contact the VITA Hotline at 1-800-829-8482  

 Reschedule/suggest the taxpayer come back when a more experienced tax preparer is available  

 Advise the taxpayer to seek assistance from a professional tax preparer.  



 

If at any time you become uncomfortable with the information and/or documentation 

provided by a taxpayer, whether because you suspect the information is untrue or because it 

is beyond your knowledge and training, you should not prepare the tax return. This is your 

right and your responsibility.  

Non-Compliance  

A volunteer who violates these standards will be placed on a registry that bars the person from 

participation in VITA/TCE programs. A person who willfully aids or assists in, procures, counsels or 

advises the preparation or presentation of a materially false or fraudulent return can be subject to 

criminal punishment.  

What if I suspect an unethical situation at a tax site?  

Report any violations that raise substantial questions about the site or a volunteer’s honesty, 

trustworthiness, or fitness as a tax preparer. Start with the Site Coordinator. If you feel they are a part of 

the problem, report to the regional IRS SPEC office or by email to the external referral process 

WI.VolTax@irs.gov.  

Volunteer Protection Act  

The Volunteer Protection Act of 1997 which protects volunteers from liability for acts they perform 

within the scope of their responsibilities. If you are working within your training and certification and 

adhering to these Volunteer Standards of Conduct, you are acting under the Volunteer Protection Act.  

THANK YOU FOR VOLUNTEERING! 

mailto:WI.VolTax@irs.gov

