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BROWARD TAX PRO (VITA)
Welcome to the Broward Tax Pro BROWARD TAX PRO (VITA)Orientation!
We’re thrilled to have you join our dedicated community of volunteers. The Volunteer Income
Tax Assistance (BROWARD TAX PRO (VITA) program is an IRS-sponsored initiative that
offers free tax help to individuals and families who generally earn $75,000 or less, as well
as to persons with disabilities and those with limited English proficiency. BROWARD TAX
PRO (VITA) volunteers are trained and certified to ensure accurate, secure, and confidential
tax preparation.
As a volunteer, you’ll receive comprehensive training in both tax law and tax software,
equipping you to confidently serve clients at strategically selected sites throughout the
county during and beyond the tax season.
To support your journey, we’ve created this BROWARD TAX PRO (VITA) Volunteer
Handbook, a practical and easy-to-use guide filled with essential information for both new
and returning volunteers. Whether you're here to learn, lead, or lend a helping hand, this
resource is designed to enhance your experience and empower your service.
This initiative is a collaborative effort led by several BROWARD TAX PRO (VITA) providers,
Hispanic Unity of Florida and Community Access Center, in partnership with the IRS and
HandsOn South Florida, our volunteer management partner. Together, we are united by a
shared mission: to provide high-quality, free income tax preparation services to low- and
moderate-income families across Broward County.
We deeply appreciate your commitment to making a difference. Your time, talent, and
dedication are the heart of the BROWARD TAX PRO (VITA) program’s continued success.
With gratitude,

The Broward Tax Pro BROWARD TAX PRO (VITA) Coalition Team

ABOUT VOLUNTEERING
Definition of Volunteerism
“Volunteering is an expression of the individual’s involvement in their community. Participation,
trust, solidarity, and reciprocity—grounded in a shared understanding and a sense of common
obligations—are mutually reinforcing values at the heart of governance and good citizenship.
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Volunteering is not a nostalgic relic of the past. It is our first line of defense against social
atomization in a globalizing world. Today, more than ever before, caring and sharing are a
necessity, not a charitable act.” — UNV (2000, November)
“No act of kindness, no matter how small, is ever wasted.” — Aesop
Volunteer Protection Act (VPA)
The Volunteer Protection Act of 1997 (Public Law 105-19) protects volunteers from liability for
negligent acts committed while performing duties within the scope of their responsibilities for a
nonprofit or governmental organization. This law is not exclusive to the IRS—it applies broadly to
organizations that rely on volunteers to deliver services.
What Does the VPA Do?
The VPA promotes the interests of social service program beneficiaries and taxpayers and
sustains the availability of programs, nonprofit organizations, and governmental entities that
depend on volunteer contributions. It does this by providing certain protections from liability
concerns for volunteers serving within the scope of the program
Limitations of Protection:
The VPA does not protect volunteers whose actions involve:

· Willful or criminal misconduct
· Gross negligence or reckless misconduct
· Conscious or flagrant indifference to the rights or safety of individuals harmed

Volunteers who follow the Volunteer Standards of Conduct are generally protected, but local and
state laws still must be considered.

Who Qualifies as a Volunteer Under the VPA?
A “volunteer” is defined as an individual who:

· Performs services for a nonprofit or governmental entity (including roles such as director,
officer, trustee, or direct service volunteer), and

· Receives no more than $500 per year from the organization as:
o Compensation (excluding reasonable reimbursements or allowances for

expenses), or
o Any other item of value in lieu of compensation

Even if someone does not meet the VPA’s definition of a volunteer, that person is still considered
a volunteer under the BROWARD TAX PRO (VITA) Program. To ensure protection, those who do
not fit this VPA volunteer definition should seek advice from their sponsoring organization’s
attorneys to determine liability protection rights.
Requirements to Volunteer under Broward Tax Pro

· One must be legally authorized to work in the United States to volunteer with Broward Tax
Pro. Proof of legal work authorization may be required.
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· Must sign and submit a notarized Affidavit of Good Moral Character
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BROWARD TAX PRO (VITA) CERTIFICATIONREQUIREMENTS FOR TAX SEASON 2026
Program Vision
The mission of the Broward Tax Pro (BROWARD TAX PRO (VITA)) program is to assist eligible
taxpayers in meeting their tax obligations by offering free tax return preparation. To establish the
greatest degree of public trust, volunteers are required to maintain the highest standards of ethical
conduct and provide quality service.

Required Certifications
1. Volunteer Standards of Conduct (VSC) Training

· All volunteers must complete the Volunteer Standards of Conduct (VSC) training and pass
the certification test with a score of 80% or higher.

o The training covers six key standards and provides examples of ethical scenarios.
o Available via Link & Learn Taxes and in Publication 4961 Volunteer Standards of

Conduct Training – Ethics Training.
o Form 6744 Volunteer Assistors Test/Retest contains only the test questions.

· Obtaining VSC certification is required before any other certification or site work.
2. Intake/Interview and Quality Review Training

· Publication 5101 outlines the correct process and use of Form 13614-C.
· The training course is available on Link & Learn Taxes and irs.gov.
· A printable certificate is available upon completion.
· Obtaining this certification is required before attempting to obtain tax law certifications.

3. Tax Law Training
All volunteers answering tax law questions, teaching tax law, preparing or correcting tax returns,
and/or conducting quality reviews of completed tax returns must be IRS certified in tax law.

· A passing score of 80% or higher is required for each certification module.
· Volunteers are allowed two attempts per course.

Certification Levels Include:
· Basic or Advanced Tax Law
· Circular 230 Federal Tax Law Update (for attorneys, CPAs, EAs)

Additional Resources
There are several excellent TaxSlayer® videos and webinars available to help volunteers become
familiar with the return preparation software.
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2026 VOLUNTEER CERTIFICATION TESTS

Please refer to the Form 6744 (2025 Tax Returns) for changes to any of the certificationrequirements. The current chart is based on IRS Form 6744 (2024 Tax Returns).

Volunteer Standards of ConductAll volunteers including volunteers who do not preparereturns.Estimated Completion Time: 1 hourMinimum Proficiency Required: 8 out 10 correct

Intake/Interview and Quality ReviewAll Tax Law Certified volunteers, site coordinators,quality reviewers and Instructors.Estimated Completion Time: 20 minutesMinimum Proficiency Required: 8 out 10 correct

BasicRecommended for, but not limited to, volunteers with 0-1years of experience.Estimated Completion Time: 4 hoursMinimum Proficiency Required: 24 out 30 correct

AdvancedRecommended for, but not limited to, volunteers with twoor more years of experience.Estimated Completion Time: 4 hoursMinimum Proficiency Required: 28 out 35 correct

Site CoordinatorEstimated Completion Time: 1 hourMinimum Proficiency Required:12 out 15 correct

Federal Tax Law Updatefor Circular 230ProfessionalsLimited to Volunteers who areauthorized under Circular 230 topractice before the IRS. Thesevolunteers have a professionaldesignation of attorney, CertifiedPublic Accountant and/or EnrolledAgent. Volunteers who completethis certification level can prepareany tax returns that fall within thescope of service of the BROWARDTAX PRO (VITA)/TCE ProgramsEstimated Completion Time:1 hourMinimum Proficiency Required:12 out 15 correct
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Form 13615
Before beginning your service at a Broward Tax Pro (BROWARD TAX PRO (VITA)) site, you
must submit a signed Volunteer Agreement Form 13615 as proof of certification. This form
should be downloaded from your Link & Learn account once you pass the certification test(s)
and must also be emailed for recordkeeping to: Elizabeth Chery, Broward Tax Pro Program
Assistant at echery@hispanicunity.org.

Affidavit of Good Moral Character
A signed and notarized Affidavit of Good Moral Character is required and should be completed
during the in-person Open House(s). If you are unable to attend an In-person Open House, please
coordinate with the individuals below to complete and sign your affidavit and have it notarized prior
to attending any training or signing out any training resources.
· Elizabeth Jacques Chery (VITA Program Assistant) at echery@hispanicunity.org or
· Cindy Ariza (Chief Technical Officer) at cariza@handsonsouthflorida.org

Samples of the forms referenced above are available on pages 9 – 14 of this handbook foryour review.

BROWARD TAX PRO (VITA) Volunteer Agreement (2 pages)

mailto:echery@hispanicunity.org
mailto:echery@hispanicunity.org
mailto:cariza@handsonsouthflorida.org
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BROWARD TAX PRO (VITA)VOLUNTEERINGONBOARDING PROCESS
Welcome to the Broward Tax Pro (BROWARD TAX PRO (VITA)) program! We’re excited to have
you join us to make a meaningful impact within local communities. Please follow the steps below
to begin your journey as a BROWARD TAX PRO (VITA)volunteer:
Step 1: Create or Update Your HandsOn Account
Before registering for orientation, please create or update your volunteer account on the
HandsOn South Florida website. www.handsonbroward.org
This ensures your information is current and allows you to access all required onboarding
activities.

For assistance, contact: Cindy Ariza (Chief Technical Officer) at cariza@handsonsouthflorida.org
Step 2: Register for the Online Orientation
Once your account is set up, view the mandatory online orientation session via the HandsOn
South Florida website.
Step 3: Orientation Completion & Background Check Initiation
After completing orientation:

· HandsOn South Florida will share your information with the BROWARD TAX PRO (VITA)
team

· Your instructions for ordering the background check using a GOOD DEED code will be
provided after you complete the on-line Orientation. Volunteers having trouble using the
code may receive an e-Vite that expires within 72 hours of its receipt.

· Background check fee: up to $25
Step 4: Background Check Confirmation
The Broward Broward Tax Pro (VITA) Coalition is committed to ensuring the safety and security
of the clients, employees, volunteers and others, and safeguarding the interests of the BROWARD
TAX PRO (VITA) program. To protect the integrity of the program, all volunteers must undergo a
background screening, which includes:

· Employment history
· Statewide criminal history (FDLE)
· National Sex Offender Registry
· Local law enforcement records (if applicable)Turnaround time: 24–48 hours

https://www.handsonbroward.org/VITA
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Level 2 background screening
· Required for volunteers with 5+ years in the program
· Includes fingerprints and photos
· Background check fee: covered by Broward Tax Pro. You will receive instructions prior

to ordering the background check.Turnaround time: Varies per volunteer.
Upon completion of the background check, you will receive confirmation of your eligibility to
continue the next steps in the volunteer enrollment process from the BROWARD TAX PRO (VITA)
Team.
For assistance, contact Elizabeth Jacques Chery (VITA Program Assistant) at
echery@hispanicunity.org
Step 5: Register and attend an Open House
Once you register, join a virtual or in-person Open House led by HandsOn South Florida.
The session includes:

· Overview of the BROWARD TAX PRO (VITA) program
· Introduction to key partners and supports
· Volunteer roles and responsibilities
· Completion of a notarized Affidavit of Good Moral Character
· Registration for volunteer training courses

Step 6: Complete Training & Certification
· Complete all required training sessions you’ve registered for.
· Pass the Advanced Level certification
· Submit your signed IRS Form 13615 (Volunteer Agreement) to:

Elizabeth Jacques Chery (VITA Program Assistant ):echery@hispanicunity.org
Step 7: Site Selection Shift & Availability Survey
After submitting your signed Volunteer Agreement (IRS Form 13615), you’ll receive a survey to
indicate your site preferences and schedule of availability. Once matched with a tax preparation
center, you may be contacted by a member of the BROWARD TAX PRO (VITA) staff to confirm
your shift schedules before you begin providing services to taxpayers on site.
Prior to the start of the tax filing season and the opening of the BROWARD TAX PRO (VITA) sites,
we will invite all volunteers and staff to attend a volunteer mixer where volunteers can meet
BROWARD TAX PRO (VITA) staff members, learn the ins and outs of volunteering at a site,
confirm shift schedules, and share contact information for further communication and scheduling.

mailto:echery@hispanicunity.org
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Step 8: Maintain Updated Contact, Certifications, and Volunteer hours
Keep your email, phone number, certification status, and recording of volunteer hours current.
This ensures accurate reports to the IRS of volunteer status, volunteer hours, qualification for
continuing education credits, and much more.
Need Help?
📧 Elizabeth Jacques Chery – echery@hispanicunity.org
📧Cindy Ariza – cariza@handsonsouthflorida.org
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Volunteering Across Cultures: Building Bridges inBroward
South Florida’s multicultural community is one of its greatest strengths, and will be reflected in the
clients and fellow volunteers you meet at the BROWARD TAX PRO (VITA) sites. Culture shapes
people’s traditions, languages, values, and perspectives, and it is essential that we honor and
respect these differences in every interaction.

As a BROWARD TAX PRO (VITA) volunteer, you are expected to treat every client with dignity,
patience, and respect, regardless of race or cultural background or personal circumstances. This
means listening carefully, avoiding assumptions, using clear and inclusive language, and always
maintaining professionalism. By upholding these standards of conduct, you help ensure that every
taxpayer feels welcomed, valued, and supported throughout the process.

Benefits of Volunteering
✔ Serve your community✔ Personal fulfillment✔ Build social networks✔ Gain work experience✔ Boost self-confidence✔ Learn new skills✔ Meet new challenges✔ Pathway to employment✔ Enhance your resume

Tips for Positive Experiences
✔ Choose the right volunteer role✔ Set personal priorities✔ Avoid overcommitting✔ Be realistic about goals✔ Change roles if needed✔ Ask for help when necessary✔ Take breaks when needed✔ Keep perspective✔ Have fun and laugh!
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BROWARD TAX PRO (VITA) VOLUNTEER RIGHTS
As a BROWARD TAX PRO (VITA) volunteer, you have the right to:
· Receive orientation, training, and support to carry out your role
· Work in a safe and healthy environment
· Be informed about the organization
· Understand and fulfill your responsibilities (read the below list of duties and

responsibilities)
 Assist with daily BROWARD TAX PRO (VITA) site set up and breakdown (whereapplicable).
 Review all taxpayer documents to ensure preparedness before starting the returnpreparation process.
 Distribute demographic and satisfaction surveys with instructions to all taxpayers.
 Interview taxpayers by using IRS Form 13614-C 100% of the time and confirmtaxpayer’s scenario is within scope of the BROWARD TAX PRO (VITA) program.
 Regularly use IRS publications 4012 and 17 throughout the intake/interview and taxpreparation process.
 Review all Quality Tax Alerts and Quality Site Requirement Alerts distributed at allBROWARD TAX PRO (VITA) sites per the Site Coordinator’s instructions.
 Answer all taxpayers’ questions throughout the tax preparation process.
 Collect 100% of demographic surveys, ensure completion, and deposit in file folder asinstructed by the Site Coordinator
 Inform taxpayers of refunds and options to receive refunds or tax debts, methods ofpayment and payment deadline.
 Alert Site Coordinator of special accommodation requested by taxpayers.
 All other duties as assigned.
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BROWARD TAX PRO (VITA) VOLUNTEERRESPONSIBILITIES
As a BROWARD TAX PRO (VITA) volunteer, you are expected to:
• Carry out the specified duties and responsibilities• Be accountable for your actions• Complete the required training (in class and on-site)• Complete the training course you signed up for• Ask for support when needed and support other team members• Fulfill at least 50 hours of service throughout the tax season• Be courteous to taxpayers, staff and other volunteers• Share any concerns or accolades directly to BROWARD TAX PRO (VITA) program staff• Refrain from making negative remarks about others vs. providing constructive feedback• Provide at least 24-hour notice before canceling a shift or leaving the BROWARD TAXPRO (VITA) program.• Notify the BROWARD TAX PRO (VITA) Site Coordinator when unable to performvolunteer duties
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BROWARD TAX PRO (VITA) COALITION RIGHTS &RESPONSIBILITIES
Rights
• Review volunteer performance
• Expect task completion
• Expunge and report volunteers who are not compliant with the rules and standards of conduct
• Define volunteer roles and expectations

Responsibilities
• Provide clear role outlines
• Offer orientation and training
• Establish communication and conflict resolution procedures
• Ensure safe working conditions
• Provide supervision and emergency protocols
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DRESS CODE: BUSINESS CASUAL
Volunteers are expected to adhere to business casual attire while serving at BROWARD TAX
PRO (VITA) sites. Clothing should be neat, clean, and professional, reflecting the respect we show
to the clients and communities we serve.
Examples of appropriate attire include:

· Collared shirts, blouses, or sweaters
· Slacks, khakis, or modest skirts/dresses
· Closed-toe shoes

SEXUAL HARASSMENT POLICY
Harassment, including sexual harassment and bullying, has no place in the workplace and will not
be tolerated. Any form of harassment and/or bullying where a volunteer feels offended, humiliated,
or intimidated by that conduct must cease immediately. If you raise a concern or report an incident,
it will be treated seriously, carefully, quickly and confidentially.
For further information, contact your Site Coordinator or partner manager.



Page 22 of 25

BROWARD TAX PRO (VITA) Program

EQUAL OPPORTUNITY POLICY
What is Discrimination?
Discrimination is treating someone unfairly because they belong to a particular group of people.
It is against the law to discriminate on the following basis:✔ Race✔ Color✔ Religion✔ Gender✔ Sexual Orientation✔ National Origin✔ Age✔ Disability✔ Political Affiliation or Belief

BROWARD TAX PRO (VITA) COALITION CONTACT INFORMATION
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HandsOn BrowardCindy ArizaChief Solutions Officer5815B N Andrews WayFort Lauderdale, FL 33309Phone: 954.233.1291Email: cariza@handsonsouthflorida.orgwww.handsonbroward.org

Hispanic Unity of FloridaAlpha BaldeVITA Program Manager5840 Johnson StreetHollywood, Florida 33021Phone: 954.964.8884 Ext 460Email: abalde@hispanicunity.orgwww.hispanicunity.org

Community Access CenterMagaly Prezeau, MPHCEO/Executive Director8910 Miramar Pkwy, Suite 208Miramar, FL 33025Direct: 786.488.5407Email:mprezeau@cacfl.orgwww.cacfl.org

http://www.handsonbroward.org
mailto:abalde@hispanicunity.org
file:///C:\Documents%20and%20Settings\aceballos\ipolanco\Application%20Data\Microsoft\Signatures\www.hispanicunity.org
http://www.cacfl.org
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