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Introduction

Welcome to your assessment for Managing Volunteers. Here, you will 
practise applying the theories and concepts you have learned on the 

course to the New Zealand Fire Service (NZFS) context.

For this assessment, you will need to research and identify a brigade, regional or 
national volunteer need or problem.

If you have any questions or would like further information please feel free to discuss 
your questions on the course assessment forum or contact your tutor.

Learning outcomes
This assessment will cover these course learning outcomes:

•	 Understand the culture and ethos of volunteering in New Zealand, and the NZFS 
in particular.

•	 Understand how to effectively support the leadership of volunteers by recognising 
issues and opportunities, developing solutions and communicating effectively.

You will also be expected to demonstrate that you have understood and can apply 
appropriate themes and concepts from the course materials and discussions.
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Assessment requirements

This activity is broken is broken into three tasks:

1.	 Research a need or problem.

2.	 Analyse your research results

3.	 Write recommendations.

You will develop a 1500–3000-word report to communicate your findings and 
recommendations to the brigade, region or the national service. (Not to exceed limit 
by more than 10%.)

The structure should be a business report; you should structure it in an appropriate 
way to clearly communicate your research and solutions. There is a sample report 
structure on page 6.

You might also find Planning and Writing University Assignments: an Otago Study Guide 
by Carol Hunter useful. This gives advice for creating written assignments, including 
business reports. It is available at http://media.otago.ac.nz/r73SjLdJm2/IWeFptVE/
Planning_Writing_Assign.pdf.

You will need to reference any policies, procedures and external sources. Please use 
APA referencing style. For advice about APA, see Referencing with APA: a quick guide by 
Otago University’s Robertson Library at http://www.library.otago.ac.nz/robertson/pdf/
APA%20referencing%20guide.pdf.

Note: Your report should be clearly watermarked ‘Assignment only, not for 
distribution’.

Submission of draft assessment
You may submit your draft assessment to your tutor for review and feedback related 
to the assessment criteria. To do this email the draft directly to the tutor.

http://media.otago.ac.nz/r73SjLdJm2/IWeFptVE/Planning_Writing_Assign.pdf
http://media.otago.ac.nz/r73SjLdJm2/IWeFptVE/Planning_Writing_Assign.pdf
http://www.library.otago.ac.nz/robertson/pdf/APA%20referencing%20guide.pdf
http://www.library.otago.ac.nz/robertson/pdf/APA%20referencing%20guide.pdf
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Task 1

Research a need or problem
Begin by selecting and defining a need or problem then research the topic to develop 
and clarify options for solutions and recommendations.

To start:

•	 Read the 2011 Volunteer Sustainability Report (see Appendix 1) and reflect on what 
you already know from your own experience and the key points made in the 
Report. Are there any needs or issues that particularly interest you?

•	 Collect primary data. You could, for example, interview or survey NZ Fire Brigade 
management, paid staff and volunteers. What are their needs and issues? 
What do they see as the causes? Do they see any solutions?

•	 Apply your own experience and knowledge.

•	 Use the course materials (including textbook and online resources).

•	 Use the Managing Volunteers course forum to gather and consolidate your ideas.

Note that you may need to broaden your research to include secondary sources 
(for example, books, articles, reports or publications) outside the course materials. 
Remember to keep a record of any policies, procedures and external sources 
—you will need to reference these in your report.

Include a brief summary of how you conduct your research. For example, you could 
write the answers to these questions:

•	 What is the scope of your research and analysis?

•	 What method / s did you use for your research?

•	 Were there any limitations to your research approach? How will these affect the 
results of your report?
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Task 2

Analyse the results of your research
Based on your research, your analysis should clearly identify the need or issues and 
underlying causes. Explain what the need or problem is in terms of:

•	 general volunteer theory

•	 general management theory

•	 NZFS strategy, policies, procedures and culture

•	 data you have gathered.
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Task 3

Write recommendations
Based on your research and analysis, make recommendations:

1. Propose a practical solution giving options where possible.

2. Outline the benefits and pitfalls that apply to each option.

3. Conclude with a recommendation.

Make sure it is clear from your report why your proposed solution is the best 
resolution to the need or problem.

SUBMITTING YOUR ASSESSMENT

>> The due date and email address for assessment submission will be 
communicated to you by your tutor in Week 1 of the course.

>> Before the due date you may submit a draft assessment to your tutor for 
feedback on your progress in relation to the Assessment Requirements. 
Clearly mark that version of your assessment ‘Draft’ in the header or footer of 
the document and email it directly to your tutor. 
Remember to leave yourself time to take in any suggested changes so you can 
resubmit the document as a final assessment before the due date.

>> Completed assignments are to be emailed to your tutor before 5pm on the 
due date.



Managing Volunteers Course Assessment — Sample report structure	 6

© 2012 New Zealand Fire Service	 6

Sample report structure

This is an example structure for your report. Note that it is best to organise 
your report (and allocate your word count) to suit your information and 

message—you may need to adapt this structure.

TITLE AND DATE
Give your organisation name, your name, and your position.

TABLE OF CONTENTS

Include sections, tables, reference list and Appendices.

INTRODUCTION

Introduce the report. Write about the reason for the report, and what you want 
the report to achieve. Briefly give an outline of the contents of the report. This 
should be around 5–10% of your word count.

METHODS OF INVESTIGATION

Briefly explain how you researched the need or problem. Discuss the limitations 
of this approach. This should be around 5% of your word count.

NEEDS OR PROBLEMS INVESTIGATED

Define the need or problem and give underlying causes. State the effects and 
implications. Explain what needs to change. This should be around 40% of your 
word count.

RECOMMENDATIONS

Give a practical solution or solutions, giving options where possible. Outline the 
advantages and disadvantages of each option. Justify your recommendations 
using relevant research, theory and principles where possible. This should be 
around 45% of your word count.

REFERENCE LIST

Use APA referencing style.

APPENDICES

Provide information (for example, data, tables, figures, interview notes, and 
so on) that is too large to fit into your report. Your appendices do not count 
toward your word count. Note: each Appendix should be directly related to your 
report, and should be referred to in the body of your report and in your 
Table of Contents.
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Marking guide

Your assessor(s) will be looking for evidence in your report that you have 
met the requirements of the task. You will be graded either:

Does not meet requirements (Not yet competent)

Meets requirements (Competent)

or

Exceeds requirements.

What you will be 
assessed on

Assessment indicators

Does not meet 
requirements 
(Not yet competent)

Meets requirements 
(Competent)

Exceeds requirements

Demonstrating 
mastery of learning 
outcomes (see page 1 
of this document)

Neither learning 
outcome is adequately 
addressed.

The report 
shows consistent 
understanding of:

•	 the culture and 
ethos of volunteering 
in New Zealand, 
and in the NZFS in 
particular

•	 how to effectively 
support the 
leadership of 
volunteers by 
recognising issues 
and opportunities, 
developing solutions 
and communicating 
effectively.

The report shows 
insightful and deep 
understanding of:

•	 the culture and 
ethos of volunteering 
in New Zealand, 
and in the NZFS in 
particular

•	 how to effectively 
support the 
leadership of 
volunteers by 
recognising issues 
and opportunities, 
developing solutions 
and communicating 
effectively.

Strategic awareness The report shows 
limited or no 
knowledge of NZFS 
strategic directions. 
Alternatively, the 
report may show 
knowledge of NZFS 
strategic directions, 
but this has not been 
applied effectively.

The report shows 
thorough knowledge 
of and NZFS strategic 
directions. Clear and 
logical links are made 
between the analysis 
and recommendations 
and NZFS strategic 
directions.

The report shows 
exceptional 
understanding of NZFS 
strategic directions 
and takes account of 
these in both analysis 
and recommendations.
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Research skills Makes insufficient or 
inappropriate use of 
sources and data. 

Appropriate and 
sufficient sources and 
methodologies have 
been used. These have 
been used to develop 
ideas and support 
arguments.

Sources have been 
acknowledged 
and referenced 
appropriately.

Exceptional research 
and use of sources. 
Information and data 
has been collected 
and recorded 
using appropriate 
methodologies and 
referencing. 

Analysis Demonstrates little 
or no understanding 
or review of relevant 
concepts. Provides 
little or no connection 
with relevant theories, 
policies and / or the 
writer’s own context 
and experience.

Clear and appropriate 
reflection on and 
interpretation of 
data. Key issues and 
implications are 
highlighted. Makes 
connections to general 
management theory, 
volunteer theory, 
NZFS policies, strategy 
and culture, and the 
writers’ context, 
knowledge and 
experience.

Analysis is exceptional 
and innovative. 
Analysis and 
arguments are placed 
in context and are 
insightfully linked 
to relevant theories, 
policies and the 
writer’s own context 
and experience.

Evaluation and 
discussion

Findings are limited 
and / or discussion is 
superficial. Provides 
little or no original 
insight, analysis 
or justification for 
views expressed. 
Alternatively, findings 
may be inconsistent 
with evidence 
supplied.

Makes well-supported, 
researched and 
sound arguments and 
judgments based on 
interpretation of the 
research. Resolves 
both concrete and 
abstract problems. 
Critically examines 
all key aspects of the 
need or problem and 
solution / s. Critically 
evaluates research and 
recommendations.

The report, if it was 
submitted to NZFS 
management, would 
be of value.

Evidence of deep or 
exceptional knowledge 
of key concepts 
and problems or 
issues. Arguments 
and judgments are 
practical, innovative 
and exceptionally well 
supported.

Shows exceptional 
awareness of 
implications of both 
the need or problem 
and the recommended 
solution / s.

Demonstrates 
an anticipation 
of alternative 
perspectives and 
counter-arguments.

Critical analysis of 
the research and 
recommendations is 
insightful.

If it was submitted to 
NZFS management, 
the report would be 
of excellent, practical 
value. 
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Presentation The report is lacking 
in any or all of these 
attributes:

•	 appropriate word 
count

•	 communicates well

•	 clear organisation 
and structure

•	 appropriate 
referencing of 
sources.

The report 
demonstrates:

•	 appropriate word 
count

•	 communicates well

•	 consistently clear 
organisation and 
structure

•	 appropriate 
referencing of 
sources.

The report 
demonstrates:

•	 appropriate word 
count

•	 communicates 
exceptionally well 
—is very fluent, clear 
and persuasive

•	 clear and 
professional 
formatting, 
organisation and 
structure

•	 appropriate 
referencing of 
sources

•	 appropriate 
terminology.
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New Zealand Fire Service 2011 
Volunteer Sustainability Report



Managing Volunteers Course Assessment — Appendix 1	 12

© 2012 New Zealand Fire Service	 12



Managing Volunteers Course Assessment — Appendix 1	 13

© 2012 New Zealand Fire Service	 13



Managing Volunteers Course Assessment — Appendix 1	 14

© 2012 New Zealand Fire Service	 14



Managing Volunteers Course Assessment — Appendix 1	 15

© 2012 New Zealand Fire Service	 15



Managing Volunteers Course Assessment — Appendix 1	 16

© 2012 New Zealand Fire Service	 16



Managing Volunteers Course Assessment — Appendix 1	 17

© 2012 New Zealand Fire Service	 17



Managing Volunteers Course Assessment — Appendix 1	 18

© 2012 New Zealand Fire Service	 18



Managing Volunteers Course Assessment — Appendix 1	 19

© 2012 New Zealand Fire Service	 19



Managing Volunteers Course Assessment — Appendix 1	 20

© 2012 New Zealand Fire Service	 20



Managing Volunteers Course Assessment — Appendix 1	 21

© 2012 New Zealand Fire Service	 21


