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POLICY
NAME:



COMMUNITY INCOME TAX VOLUNTEER
DEPARTMENT:


JOB DESCRIPTIONS
EFFECTIVE DATE:

MAY 21, 2014
PURPOSE:


To assist low-income individuals with simple tax situations, complete their income tax returns, free of charge.

PROGRAM TIME:

Approximately 1-2 hours per tax return, depending on the amount of detail involved to complete the client(s) tax return.

FUNCTIONS:

· Accepts assignments from the program Co-ordinator

· Prepares client's tax return.

· Respects client(s) privacy and confidentiality.

· Be able to work in various locations in the community.

· Records time spent and number of returns completed.  Informs program Co-ordinator of statistics following tax season, i.e.: during the first week of May.

QUALIFICATIONS:
· Basic math skills and an understanding of income tax.

· Interest in helping others.

SCREENING MEASURES:
· New volunteers will provide the agency with a completed application form including a list of references, be interviewed by the Co-ordinator and submit to a criminal records check, plus sign an oath of confidentiality, prior to acceptance as a volunteer.  

TRAINING PROVIDED:
· Brief training sessions are conducted by Revenue Canada, usually in January or February.  Volunteers learn how to complete straightforward tax returns and are provided with a kit of handy reference material.
· On-going support from IT Coordinator.
BENEFITS:
· Annual Volunteer Appreciation Event.
· FCSS/RCHHS Income Tax Appreciation Tea.

EVALUATION:

· The FCSS/RCHHS Volunteer Income Tax Coordinator may randomly contact clients to ascertain the degree of satisfaction clients have experienced with the Community Volunteer Income Tax Program.
· Debrief as a group of volunteers with the IT Coordinator.
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