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VITA TAX SEASON 2026

Clinic Walkthrough

January 31st, 2026
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Today's Agenda:

1. Setting Expectations 

2. Clinic Logistics 

3. Volunteer & Client Responsibilities

4. Microsoft Shifts

5. Mock Intake 

6. VITA Website Demo

7. Clinic Tour

8. Q&A
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Setting Expectations: Volunteers (General)

Student volunteers are the face of our program

• Be friendly, act with kindness

• Decline all donations / gifts

• Dress professionally

o Dress code is smart casual

▪ Tops: Polos, sweaters, blouses, VITA gear

▪ Bottoms: Pants, clean pair of jeans

****no sweatpants/athletic wear****
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Setting Expectations: Volunteers (During Prep)

Student volunteers are the face of our program

• Act professionally

o Have confidence- believe in yourself!

o Make conversation

o Do not share the following with client:

▪ It is your first time preparing a tax return

▪ you have only prepared XXX amount of returns so far

▪ THE REFUND/OWED AMOUNT (Advanced Preparers are only allowed 

to share once the return is finalized)
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Setting Expectations: Volunteers (During Prep)

The VITA program requires volunteers to strictly comply with 
confidentiality standards

• Delete all client workpapers off your laptop once they are scanned 

and uploaded into TaxSlayer

• If you have to leave workstation:

o LOCK your desktop

• Do not share any client information with anyone

Please raise any client concerns to the leadership team
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Setting Expectations: Clients

Clients are expected to bring all necessary workpapers needed 
for a successful return

• Clients are briefed on what they must bring prior to appointment

• Admin personnel are the 1st check

• Basic preparer must double-check all documents needed are present

• If client's return is not finished by end of appointment please:

o Make a note in the return (ex: client needs 1099 form, forgot dependent's SS card)

o Inform an admin or a site director
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Clinic Logistics

The VITA 2026 season begins 02/03 through 04/11

• Tuesdays & Thursdays: 5:30/5:45 – 9:00 pm

• Saturdays: 8:45am – 3:00 pm

• Transportation provided: Motorpool drivers

o Pickup / Dropoff locations: 5104 York Road (Campus Police Lot across 

from Rahner), and Newman Towers

o Cars begin pickups 5:20 (T/TH) and 8:20 (Sat) **BE THERE EARLY**

• Week(s) Off:

o Spring Break (02/28-03/08)

o Easter Break (04/01-04/06)

o Snow Closing Policy
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Clinic Logistics - Saturdays

In an effort to get all volunteers to 5 shifts, we are extending our 
Saturday shifts to end at 3pm, instead of 1pm (starting 02/14)

• Transportation will provided

o Leave at 8:20AM from designated areas

o Head back to campus at 3pm

• Will be counted as 2 shifts

• Breakfast & lunch provided

• Any questions?
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Clinic Logistics – Opening/Closing Tasks

• Opening Tasks:

 Clock in using Microsoft Shifts

 Nametags

 Set up workstations

 Check in with admin

• Closing Tasks:

o Neatly clean up workstations

o Make sure printers are paired with its correct laptop & cord

o Prep for the next session (make sure printer has enough paper)

o Check out with admin & leave with a buddy
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Microsoft Shifts

• Download on phone

• Login with Loyola Credentials

• Join channel with code: 8lwjhcf
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Microsoft Shifts

• Clock in/out

• Shift swap

• Volunteer channel chat

What is my role? Whose shifts can I pick up?

Basic Preparer Basic Preparers only

Advanced Preparer Advanced Preparers only

Reminder: You can always volunteer outside of your initially 

scheduled shifts, meaning that you can come in more than five times 

if you'd like to!
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MOCK INTAKE
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Quick Tips

• If in doubt, ask!

• Always scan & upload all documents (and delete once uploaded)

• Pub 4012 is your friend

• Watch out for decimals

• You will always need:

o a SS Card & ID to start a return

o A signed EL-101 (MD State)& 8879 (Federal) e-file authorization form to 

finish a return

• Double check banking information

• Say NO to "Global Carry Forward"
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Website Walkthrough

• LoyolaVITA is very excited to share our own 
website

• Who can use it?

o Clients

o Volunteers (Student and Professionals)

https://www.loyola.edu/join-us/volunteer-income-
tax-assistance/
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CLINIC TOUR
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