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Moore Humane Society

Volunteer Orientation Packet

Welcome!

Volunteer Program Mission Statement

The mission of our volunteer program is to enhance the quality of life of orphaned animals, to enrich the lives of our volunteers through meaningful work with animals, and to reach out into the community to educate the public about responsible care and kindness to all animals.

Orientation Schedule

12:00 a.m. – 12:15 a.m.
Welcome 

12:15 a.m. – 1:00 p.m.
Review New Volunteer Information Packet

1:00 p.m. – 1:15 p.m.

Tour of Building

1:15 p.m. – 1:30 p.m.

Dog Walking/Socialization Procedures

1:30 p.m. – 1:45 p.m.

Cat Socialization Procedures

1:45 p.m. – 2:00 p.m.

Q&A
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Becoming a Volunteer at Moore Humane Society

Thank you for your interest in volunteering with Moore Humane Society (MHS). Like many nonprofit organizations, we cannot function effectively without a dedicated group of volunteers willing to give their personal time to assist an organization fulfill its mission and goals. We appreciate you sharing your time and talent to help make a difference in the life of a shelter animal!
Basic Steps to Becoming a Volunteer
· Complete a Volunteer Application Form. 
· Attend a New Volunteer Orientation. Orientations are held on the second Saturday of every month from 12:00 a.m. – 2:00 p.m. at the shelter. 
· Read and sign the Volunteer Agreement Form. 
· Decide which program(s) suits you best and create a schedule for volunteering. 

· Begin making a difference in the lives of shelter animals!


About Moore Humane Society

Who We Are
Humane Society is a private, nonprofit organization incorporated in 1966. We are the founders of animal welfare in the Sandhills. We operate the only privately funded, state licensed animal shelter located in Moore County and practice "no-kill" philosophies. We are not part of Moore County Government or animal control. We receive no government support of any kind or funding from any organization. Private donations are our only source of income and our ability to rescue homeless animals in need depends entirely on the compassion and generosity of our members.
Mission Statement
Our mission is to ensure that all animals are treated with compassion and respect, and to end euthanasia as a 
means of controlling pet overpopulation in our community.

Services
Moore Humane Society provides the following services to the community:

· Rescue, Rehabilitate, and Adopt homeless animals.
· Humane Education to local schools, day care facilities and other organizations.

· Helping to manage feral cat populations through the Trap, Neuter and Release (TNR) Program.

· Lost & Found assistance
· Low cost Spay/Neuter

Shelter Policies
• The Moore Humane Society is a long-term care facility that practices “no-kill” philosophies. 
• Our primary goal is to rescue and find appropriate placements for homeless animals. 
• Adoptable animals that are mentally and physically healthy, and that demonstrate no signs of aggression, will remain at our facility until the right home is found for them. 
• We accept strays into our facility. However, because of current local ordinances, we must notify Moore County Animal Control when accepting strays into our facility. 
• We cannot accept vicious, feral, or animals that have been known to bite into our facility. 
• For the welfare of our resident animals, we cannot exceed our capacity. 
• We believe in the need to educate the public so that less animals are without homes (aggressive spay/ neuter programs); and to help ensure that all animals are treated humanely. 
• Please understand that we do not receive money from any governmental or other agency. We survive solely on private donations and our financial capacity is limited. 
• Adoption applications are not necessarily approved on a first come, first served basis. Our goal is to find the right family for the right animal, and the right animal for the right family. Therefore, we reserve the right to approve applications that appear to be the best fit for both the adopter and the adoptee. 
• All animals five months or older (occasionally younger) must be neutered and vaccinated for rabies before being released into the custody of the adopter. 
• We reserve the right to deny an applicant whom we feel has falsified their application, or who is not able to properly care for an animal, based on our standards. We understand that our standards may not be in agreement with others. 
• We are not at liberty to “hold” certain animals for individuals, as we must make room as soon as possible for animals in need. 
• We will not knowingly place an animal that is unhealthy or aggressive into someone’s home.

Adoption Information

· An adoption application can be completed by anyone interested in adopting a cat or dog. All adoption applications will be reviewed by a Moore Humane Society staff member for approval purposes. 

· An application usually takes 24-48 hours to process. 

· An approved application is required prior to completing an adoption contract.
· Adoption fees are $75.00 and include spay/neuter, distemper vaccine, rabies vaccine and de-worming. 

Contact Information

Visit Us
5355 NC Hwy. 22
Carthage, NC 28327

Write Us
P.O. Box 203
Southern Pines, NC 28388
Call Us: 910-947-2631
Email Us: moorehumane@em

 HYPERLINK "mailto:moorehumane@embarqmail.com" \t "_blank" barqmail.com        

Hours of Operation 
We are open everyday from 12 Noon to 6:00 p.m., except Wednesdays. We are closed to the public and volunteers on Wednesdays. 
We are closed on major holidays to members of the public as well as volunteers. 

Board Members
Gary Kunce, President
Corinne O' Connor Frye, Past President
Rich Rushforth, Secretary
Bob Wiech, Treasurer
Linda Hubbard, Board Member
Jeanne Orlando, Board Member
Teresa Engel, Board Member
Veronese Atkins, Honorary Member

Staff Members
Shelly Petersen: Assistant Manager
Heather Shields: Assistant Manager
Volunteer Policies and Procedures

General Responsibility and Commitment

· Animals are to be treated kindly, gently and professionally at all times.

· Volunteers are expected to take their commitment seriously, and agree to conduct themselves in a professional manner with the animals, coworkers and the public.

· Volunteers are expected to be familiar with MHS policies and procedures; uphold their philosophy and standards, and seek clarification from a staff member when required. 
· Volunteers must be at least sixteen years of age or accompanied by an adult. 
· Moore Humane Society reserves the right to terminate a volunteer as a result of any circumstance which would make their continued service as a volunteer contrary to the best interest of the Moore Humane Society. 
Animal Care 

Volunteers are to follow the instructions created by the staff for each and every animal. These instructions may be critical to the animals’ health and it is crucial that volunteers read and follow these instructions. This includes any signs indicating that the animal may not be taken out of the cage/kennel. If you have a question regarding any signs or instructions, please ask a staff member. 

In addition, volunteers are not to feed any animal unless a staff member asks them to do so. Treats may be given but please ask a staff person before doing so. Many of the animals are on special diets and can only be fed at certain times and/or a certain food.  And as you may know, an animal that is continually fed during the day will eventually become an overweight animal and this may lead to health problems.  Please, help us keep our animals safe and happy!!

Volunteer Schedules
As you know, shelter animals require consistent care and attention. For this reason, we ask volunteers to commit to a schedule for volunteering with us. We also require at least a one hour time commitment per shift. In addition, we ask that you show up when you are scheduled.
Volunteers may volunteer between 12 p.m.- 6 p.m. any day of the week, except Wednesdays.  At this time, volunteers are not allowed to volunteer before/after hours. 
Volunteers must sign-up for shifts using www.volunteerspot.com. Volunteers will receive sign-up instructions via email. Shifts are two hour blocks – if a volunteer is unable to stay the entire shift, that is okay, but volunteers may not arrive earlier or stay later than the shift they signed up for. In addition, volunteers must stay in the area in which they signed up for during that shift. When signing up for a shift, please note that one parent with a child(ren) is considered one person; two adults with child(ren) are considered 2 people. Volunteers must be on the schedule to volunteer and are not allowed to “drop by” to volunteer. If you are unable to make a shift, please update www.volunteerspot.com accordingly. 
New volunteers are strongly encouraged to schedule their shifts with a “Lead Volunteer.” The lead volunteer will help you get started and “show you the ropes.” Our lead volunteers are: Diane Lisevick, Nadine Epple, Dawn Pease Bryant, Abby Ganin-Toporek and Jim Hudson. They will be indicated as such on the www.volunteerspot.com website.
Civic/School groups who wish to volunteer must contact Elizabeth at savingmooreanimals@embarqmail.com to make special arrangements. 

If you need a specific number of volunteer hours for a school/group, please plan ahead so that you have plenty of time to fulfill your requirements. We may not be able to accommodate you on short notice. 

If a volunteer misses three shifts and fails to update their schedule, they will be terminated as a volunteer. 
Off-Site Events

We have put the following policies in place regarding our off-site events

· Volunteers will not use www.volunteerspot.com to sign-up for off-site events but instead sign-up via sign-up sheets that are kept at the shelter. 

· Sign up sheets are located in the volunteer room, next to the sign-in sheet. 

· Each sheet will give the following information: Event name, date, time, duties, age requirements and any additional notes. 

· If you are not able to attend the event, please call the shelter and notify them (please leave a message if needed). 

· All other volunteers will wear generic “Volunteer” nametags at off-site events (these are kept in off-site box and should be returned at the end of their shift). They will wear their “regular” nametags at the shelter. 

Sign-In/Sign-Out Procedures
All volunteers should sign-in at the beginning of their shift and sign-out at the end. This is not only important for safety reasons, but also to recognize the time and commitment of our volunteers. 
The sign-in sheets are located in volunteer room. Volunteers should also check the bulletin board/dry erase board every time for animal news, policy changes, upcoming events, and other important information. The bulletin board/dry erase board is also located in the volunteer break room.

Work Attire
We ask that volunteers wear a name badge at all times in order to be easily identifiable to the staff and members of the public. Badges are located in the volunteer room and must be returned at the end of each shift. In addition, we encourage volunteers to wear only closed toe shoes (no sandals, flip flops, etc). 

Personal Belongings
Due to limited space, we cannot provide a place for volunteers to store their coats and other personal belongings. We strongly suggest that volunteers leave personal belongings at home or locked in their vehicles. MHS cannot be responsible for lost or stolen items. 

Breaks
Volunteers are welcome to take breaks, we just ask that you inform a staff person before doing so. We also ask that volunteers eat or drink in the volunteer break room only. Smoking is allowed outside only.

During their shift, whether on break or not, volunteers are asked not to congregate in the front lobby, talking with staff members or other volunteers. This interferes with the staff member’s ability to do their job and also looks unprofessional to the public. Designated areas to sit and relax are the volunteer break room and the picnic table outside. 
Health & Safety

We recommend that all volunteers have an up-to-date tetanus shot prior to volunteering. 
According to www.kidshealth.org: “Animal bites and scratches, even minor ones, can become infected and spread bacteria to other parts of the body. Whether the animal is a family pet or a creature from the "wild," scratches and bites can carry disease. For example, cat scratch disease, a bacterial infection, can be transmitted by a cat scratch (usually from a kitten) even if the site of the scratch doesn't look infected. Animal bites can also lead to tetanus if a person has not been immunized…Phone your doctor if the bite broke or punctured the skin. A child who is bitten by an animal may need antibiotics, a tetanus booster, or a rabies vaccination. A bite or scratch on a child's hand or face is particularly prone to infection and should be evaluated by your doctor.”
Interactions with the Staff/Public
While volunteering at the shelter is a very rewarding experience, we know that it can sometimes be an emotional one as well. With this in mind, we ask that volunteers allow the staff to do their jobs and not interfere when they are handling an adoption, animal intake or other situation. Although you may not agree with the staff’s decision or handling of the situation, they have been trained to follow certain policies and procedures that have been put in place by the Board of Directors and with the animals’ best interest in mind. 
Volunteers interested in adopting an animal must wait 90 days before they will be allowed to adopt. This is in an effort to prevent impulse adoptions. In addition, volunteers are expected to respect and comply with Moore Humane Society's procedures and guidelines when wishing to adopt or surrender an animal at our facility.  While we greatly appreciate the services our volunteers provide, we cannot make exceptions to our policies and procedures in order to accommodate volunteers.
Volunteer Groups
We welcome groups who want to volunteer, however, for the safety of the animals and the group, we have set the following policies in place:

· Groups of children must be accompanied by an adult(s) at all times. Adult/child ratios may not exceed 1 to 3 (no more than 3 children per 1 one adult). 

· When walking dogs, there is no to be no more than one dog per adult.

· For large groups, we may need to split up the group (different days/times). 
Volunteer Job Descriptions

	Program
	Description
	Requirements
	Typical Time Commitment

	Dog Walker
	Walking and spending time with shelter dogs; providing basic care, including providing clean water, brushing and grooming; noticing and reporting any “irregularities” in dog health. This program gives dogs needed exercise, human contact and mental stimulation. 
	Completed volunteer application, volunteer agreement and waiver forms

New volunteer orientation

Previous experience with dogs preferred
	1-2 hrs/week

	Cat Companion
	Spending time with our shelter cats; providing basic care, including scooping litter boxes, providing clean water, brushing and grooming; noticing and reporting any “irregularities” in cat health.
	Completed volunteer application, volunteer agreement and waiver forms

New volunteer orientation

Previous experience with cats preferred
	1-2 hrs/week

	Foster Parent
	Provide a loving and nurturing home for a shelter animal until they are ready to be adopted and/or brought into the shelter. 
	Completed volunteer application, volunteer agreement and waiver forms

New volunteer orientation

Completed and approved foster application

Home visit

Previous experience with cats/dogs preferred
	2-6 weeks

	Special Events Volunteer
	Help represent MHS at various off-site events; may also include proving basic care for animals during event
	Completed volunteer application, volunteer agreement and waiver forms

New volunteer orientation

Ability to work with members of the public
	varies

	PetSmart Volunteer
	Help represent MHS at PetSmart, assist with adoptions, and provide basic animal care.
	Completed volunteer application, volunteer agreement and waiver forms
New volunteer orientation

Ability to work with members of the public

Must be 18 years or older
	varies

	Office Volunteer
	Assist with various office duties, which may include answering phones, assisting the public and helping with mailings/acknowledgments
	Completed volunteer application, volunteer agreement and waiver forms

New volunteer orientation

Ability to work with members of the public
	1-4 hours per shift


**If you have a special skill or talent that you think might be of assistance to us, please don’t hesitate to talk to the Program Director. We have other opportunities than those listed above. 

Dog Handling Procedures 

Basic policies and procedures:

· Do not feed treats to any dogs unless you ask a staff person first.
·  Do not enter a dog kennel unless you ask a staff person first.
·  When walking a dog through the kennel area, please make sure dogs stays right next to your leg and does not go up to any other kennels. (Have full control of your animal at all times)
· Please make sure collars are on the dog securely. Only 2 fingers should fit between the collar and neck.
· Please make sure the clasp or buckle is not broken on the collar.
· Please make sure you wash your hands in between handling of different animals.
· If you are bitten, notify a staff member immediately.
· Do not let any dogs out into the play yard without staff permission and do not enter the play yard without staff permission.
· Adults may not walk more than one dog at a time. Children under 16 cannot walk a dog by themselves; they must be accompanied by an adult. This is for the safety of the volunteer as well as the safety of the dog. 
· Parent(s) with children and groups of volunteers must follow the one adult/one dog rule. Children may not walk their own dog (for example: Mom and two kids may only walk one dog; Mom, Dad and two kids may walk two dogs; Girl Scout leader and 3 Girls Scouts may walk one dog). Again, this is for the safety of the volunteer as well as the safety of the dog. 
· If two dogs begin fighting with each other, do not attempt to break it up yourself. Drop the leash and immediately notify a staff person.
· Volunteers usually walk the dogs around the park next door. Please note that dogs are not allowed in any fenced-in areas. And please be sure to pick up after the dog. A lead volunteer can show you the best route for walking. 
Color-Coding

All of our shelter dogs have been “color coded” based on how well they walk on a leash and behave outside of their kennel.  Volunteers will also be “color coded” based on their level of experience with dogs and may only walk dogs within their color code or easier. 

Green color-coded volunteers may walk Green color-coded dogs.
Yellow color-coded volunteers may walk Green and Yellow color-coded dogs.
Red color-coded volunteers may walk Green, Yellow and Red color-coded dogs.

A colored paw print on the kennel will tell you what color the dog has been coded. If you have any questions, please ask a staff member. New volunteers will start at Green and may work their way up once they gain more experience and feel more comfortable with dogs that are more difficult to walk. If you feel that you are ready to move up, please see a staff member. 
We understand that volunteers may feel ready to move up before the staff feels ready but please understand the staff has a responsibility to ensure your safety as well as the dog’s safety. We ask for your patience as we and the dogs get to know you. 

Notes_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Cat Handling Procedures

Basic policies and procedures:
· Do not open cat cages unless you ask a staff person first.
· Do not feed kittens or cats any treats or food!
· Be careful when opening kittens cages, because the kittens may fall out.
· Be careful when closing kitten cages, because you might close the gate on their toes or tails.
· Please wash hands in between handling of different cages of animals.
· When using cat scoopers make sure you wash the scooper in between each litter pan.
· When brushing kittens make sure you do not use the same brush on different cats or kittens.
If you are bitten or scratched, please notify a staff member immediately. 
· When you leave the kitten room, please put all the kittens/cats back in their cages unless a staff member says it’s okay to leave them out. 

Notes___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
8
1

