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UV21257
Preparing for, reflecting on and 
being a volunteer

The aim of this unit is to develop the knowledge, 
understanding and practical skills needed to prepare for, 
and reflect upon a volunteer position.
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On completion of this unit you will:

Learning outcomes Evidence requirements

Preparing for, reflecting on and 
being a volunteer

1. Be able to maintain acceptable standards of 
personal presentation and behaviours whilst 
volunteering

2. Understand recruitment interviewee skills

3. Understand own volunteer role in the 
organisation

4. Be able to reflect on own work as a 
volunteer

1. Environment                                     
Evidence for this unit must be gathered in a 
real or realistic working environment. 

2. Simulation                                             
Simulation is not allowed in this unit. 

3. Observation outcomes                     
Competent performance of ‘Observation’ 
outcomes must be demonstrated to your 
assessor on at least one occasion. 

4. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding 
listed in the ‘Knowledge’ section of this 
unit. This evidence may include projects, 
assignments, case studies, reflective 
accounts, oral/written questioning and/or 
other forms of evidence.

5. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

6. External paper                                          
There is no external paper requirement for 
this unit.
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Achieving observation outcomes Achieving range

Achieving observations  
and range

UV21257

Your assessor will observe your performance 
of practical tasks. The minimum number 
of observations required is indicated in the 
evidence requirements section of this unit.

Criteria may not always naturally occur during 
a practical observation. In such instances 
you will be required to produce other forms of 
evidence or asked questions to demonstrate 
your competence in this area. Your assessor will 
document the criteria that have been achieved 
through oral questioning. 

Your assessor will sign off an outcome when all 
criteria have been competently achieved.

There are no range statements that apply to this 
unit.
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Outcome 1

Observations

You can:

Observation 1 Optional Optional
Date achieved

Criteria questioned orally

Portfolio reference

Assessor initials

Learner signature

*May be assessed through oral questioning.

Be able to maintain acceptable standards of personal 
presentation and behaviours whilst volunteering

a. Maintain punctuality whilst volunteering

b. Demonstrate behaviour within agreed 
standards whilst volunteering
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Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below: 

• Observed work performance
• Witness testimony/statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion
• Employer-provided question papers and 

tests
• E-assessment.

Where possible your assessor will integrate 
knowledge outcomes into practical observations 
through oral questioning.
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Knowledge

Outcome 1 

Be able to maintain acceptable standards of personal 
presentation and behaviours whilst volunteering

You can: Portfolio reference /
Assessor initials*

c. List three reasons for an organisation’s set standard of personal 
presentation and behaviour

*Assessor initials to be inserted if orally questioned.
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Outcome 2 

Understand recruitment interviewee skills

You can: Portfolio reference /
Assessor initials*

a. Identify the positives and negatives of own interview technique

b. Suggest two ways in which own interview technique could be 
improved

*Assessor initials to be inserted if orally questioned.
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Outcome 3 

Understand own volunteer role in the organisation

You can: Portfolio reference /
Assessor initials*

a. State own volunteer role in the organisation

b. List own tasks and responsibilities in the volunteer role

*Assessor initials to be inserted if orally questioned.
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Outcome 4 

Be able to reflect on own work as a volunteer

You can: Portfolio reference /
Assessor initials*

a. Describe the voluntary role carried out on a day-to-day basis

b. Describe own feelings about the voluntary role undertaken

c. Identify some of own strengths and weaknesses whilst in the 
voluntary role

*Assessor initials to be inserted if orally questioned.
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Outcome 1: Be able to maintain acceptable standards of personal 
presentation and behaviours whilst volunteering

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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Reasons for set standards:  

Presentation – appearance, dress 
code, (identity, feel part of a team, 
professionalism, reputation, image), 
morale, reputation, expected standards.    

Behaviour – employees/volunteers know 
what is expected of them, set boundaries 
to work within, to ensure understanding of 
ethical expectations, protect employees/
volunteers, reduce risk of liability, creates a 
safer environment.   

Benefits – improved reputation, increased 
effectiveness, improved finances. 

Outcome 2: Understand recruitment interviewee skills

Interview preparation: Research the 
organisation/employer (e.g. what do they 
do? who are their customers? what will the 
job involve? how do your personal skills 
match the job?), plan your journey, create 
the right image (e.g. clothing, appearance), 
gather all information required (e.g. CV, 
references, etc.), prepare for questions you 
might be asked, produce questions you 
would like to ask.

Interview technique: Enter the interview 
confidently shaking hands and smiling, 
polite and friendly, maintain eye contact, 
listen, look interested and enthusiastic, 
answer questions fully, avoid ‘yes’/‘no’ 
answers, provide examples to support 
your skills, tell the truth, ask if you do not 

understand a question, speak clearly. 

Own technique: Identify positives and 
negatives, identify ways to improve own 
technique. 



Outcome 4: Be able to reflect on own work as a volunteer

Placement reflections: Work carried out, 
range of tasks, time taken to complete 
tasks, reflective diary/account maintained, 
interacting with other members of staff, 
interacting with members of the public, 
personal feelings towards all aspects of 
work, personal strengths and weaknesses, 
what went well, what didn’t go so well, 
setting goals for personal development, 
what you enjoyed/didn’t enjoy.

Outcome 3: Understand own volunteer role in the organisation
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Role in the organisation: Roles and 
responsibilities within an organisation, role 
as an individual, role within a team.

Tasks and duties: Tasks, duties and 
responsibilities (as agreed/specified).    


