  [image: image1.jpg]



Moore Humane Society

Volunteer Orientation Manual

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.

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.

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!

About Moore Humane Society

Who We Are
Moore 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 do not receive 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.

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 programs

· Emergency Placement Partner (EEP) For HSUS (Humane Society of the United States)

· Courtesy Listings of adoptable animals outside of the shelter through our website

Contact Information

· Visit Us:      5355 NC Highway 22, Carthage, NC 28327

· Write Us:    PO Box 203, Southern Pines, NC 28388

· Call Us:       910-947-2631

· Email Us:    moorehumane@gmail.com
· We are on Facebook and Instagram!  Please “like” our page: Moore Humane Society

Board Members:
Corinne Kern
Rich Rushforth

Lynn Stickel

Kim Brenner-Delp

Jocelyn Servick

Trish Parker

Staff:


Shelter Manager:  Shelly

Asst. Manager:  Wallys
Hours of Operation 
We are open to the public every day from 12:00pm to 6:00pm except Wednesdays. We are closed to the public and to volunteers on Wednesdays and major holidays.


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 stray and homeless animals. 

· For the welfare of our resident animals, we cannot exceed our capacity.

· We cannot accept vicious, feral animals, or animals that have been known to bite.

· Adoptable animals that are mentally and physically healthy, and do not demonstrate signs of aggression, will remain at our facility until the right home is found for them.

· We believe in the need to educate the public so that fewer animals are without homes.  We promote aggressive spay/neuter programs; and to help ensure that all animals are treated humanely. 

· All animals four months or older must be neutered and rabies vaccinated prior to adoption.

· Females in good health are spayed at eight weeks of age or two pounds body weight. 

· We are not at liberty to “hold” certain animals for individuals, as we must make room as soon as possible for animals in need. 

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 Manager for approval.

· Applications are processed as quickly as possible. If an applicant has not heard back from a manager within two business days, he/she should contact the shelter.

· 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. 

· We reserve the right to deny an applicant who we feel has falsified the application, or who is not able to properly care for an animal, based on our standards. 

· An approved application is required prior to completing an adoption contract.

· Adoption fees are $95.00 for dogs and $50 for cats and include spay/neuter, rabies vaccine, and de-worming. Dogs also receive DHLLP vaccine (distemper), bordatella, and are heartworm tested. Cats receive FVRCP vaccine and are combo tested for Felv/FIV. 
Volunteer Pet Adoption Information

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. While we greatly appreciate the services our volunteers provide, we cannot make exceptions to our policies and procedures in order to accommodate volunteers.

Community Service Hours/ Court Mandated Hours

If you require service hours for a school/civic activity or court, please make the Orientation Lead Volunteer aware of this need with at least 30 days advance notice so that you can be scheduled for an orientation. Plan ahead to ensure enough time to fulfill your requirements. Community service volunteers are responsible for all documentation of their hours and will bring their time sheet to be signed by the shelter manager after every shift. If a verification letter is needed at the end of the required service hours, the volunteer will bring the completed documentation for the manager to sign, along with copies of their daily sign in sheets showing hours volunteered. If the community service volunteer does not arrive for scheduled hours without prior notification, the service will be discontinued.

Volunteer Policies and Procedures

· New volunteers must attend an orientation held at the shelter prior to volunteering. 
· New volunteers under age 16 must attend the orientation with an adult (over 18) and must be supervised by an adult while volunteering at the shelter and all off-site events.

· Volunteers need to be familiar with MHS policies and procedures, uphold our philosophy and standards, and seek clarification from the Volunteer Coordinator or shelter manager when required. 

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

· Do not feed the animals any food or treats.  Many of the animals are on special diets and can only be fed at certain times and/or fed a certain food.

· Volunteers must wear a name tag at all times while at shelter or off-site events. We recommend that you keep your name tag in your vehicle so that it is readily available.  
· Due to limited space, we cannot provide a place for volunteers to store their personal belongings; therefore, they should be locked in your vehicle. MHS cannot be responsible for lost or stolen items.
· Cell phones should only be used in the event of an emergency during your volunteer shift. Please keep your phone on silent/vibrate while volunteering.  Cell phone use is not permitted while inside the shelter. If you must use your cell phone while at the shelter, please step outside the shelter to do so. 
· Volunteers and the public are asked not to take, use, or distribute pictures of the animals unless they have prior permission from a manager.  

· 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 managers to do their jobs and not interfere when they are handling an adoption, animal intake, or other situations.  The staff has been trained to follow policies and procedures and have the animals’ best interests in mind. 

· While volunteering at the shelter or participating at off-site events, we ask that volunteers not promote or recommend other organizations as alternatives to the public.  Our managers are trained to evaluate animals, to discuss options, and to make appropriate recommendations.

· Volunteers are asked to refrain from congregating or sitting in the front lobby. Feel free to sit and relax at the picnic table outside. 

· Please dress appropriately while volunteering and wear only closed toe shoes (no sandals, flip flops, etc).

· For health and safety reasons, we recommend that all volunteers have an up-to-date tetanus shot prior to volunteering. 
Volunteer Scheduling for MHS
· Have a working e-mail that you check frequently, since most MHS communication is carried out through e-mail.

· Volunteer shifts at the shelter for dog walking/socialization are between 10am-5 pm every day of the week, except Wednesdays when we are closed to the public. Shifts for the cat rooms are between 12 pm–5:00pm. 
· Volunteers should sign-up for shifts at the shelter using  www.signup.com. They will receive an invitation to SignUp via email after orientation and will receive a weekly e-mail, reminding them to schedule their sessions on SignUp.
· Volunteers must sign up by 10:00am the previous day of their chosen shift in order to be included on the daily schedule. i.e. if a volunteer wishes to come to the shelter on Monday, they need to sign up by Sunday at 10:00am. If a volunteer’s name is not on the schedule, he/she will not be able to work with the animals.
· For parents with children, signing up on SignUp, please note that one parent with a child(ren) is considered one person; and two adults with child(ren) are considered 2 people. This applies to children under 16 years.  The maximum is 2 children per one adult.
· 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 the schedule at www.signup.com .  
· All volunteers should sign in at the beginning of their shift.  The sign-in sheet is located at the manager's office window.
· We understand an occasional need to leave early; however, volunteers may not arrive earlier or stay later than their designated shift.  

· If a volunteer misses three shifts and fails to update the schedule, he/she will be dismissed.

Volunteer Scheduling for Off-site Events

Volunteers will use www.signup.com to sign-up for most off-site events.   Checking e-mail often is recommended since e-mail communication during event scheduling can be frequent. You will receive e-mails from the volunteer coordinator with directions and procedures regarding the event.  The event coordinator's phone number and e-mail address is always part of the communication.  Off-site procedures are critical to the success of the event; so please be sure to read them each time you receive them prior to an event (such as Pet Smart or Spring Fest) to make sure you are aware of any changes in time or procedure. Always wear your name tag as well.
Volunteer Opportunities

Many opportunities exist for Volunteers…  If you have a special skill, talent or strength that you think might be of assistance to us (web design or IT, social media, fundraising, carpentry, etc. please talk to your Orientation Leader.

· Foster Parenting - One of the volunteer opportunities you might like to participate in is becoming a foster parent to one of our animals. We need people who are willing to provide a loving and nurturing home for a shelter animal until they are ready to be adopted and/or brought into the shelter. If this role interests you, let your Orientation Leader know and she can provide you with a Foster Parent Application and direct you to a manager.
· Dog Walker - Volunteers are usually found walking the dogs in Hillcrest Park, throwing a ball in the yard, or just spending time in the kennels with the shelter dogs. You will also have the opportunity to provide basic care, including providing clean water, brushing and grooming, and noticing and reporting any “irregularities” in dog health. This program gives dogs needed exercise, human contact and mental stimulation. 

· Cat Companion - Volunteers spend time with our shelter cats; providing basic care, including scooping litter boxes, providing clean water, brushing and grooming; and noticing and reporting any “irregularities” in cat health.  We currently have two cat rooms and usually bring cats to off-site events as well.  Every six months our cats are in residence at The Pet Smart Cat Room.

· Events Volunteer - Every month volunteers are given the opportunity to represent MHS at various off-site events. You will be providing basic care for animals during the event while interacting with the public on behalf of Moore Humane Society.

· Group Visits Assistant -  On occasion, school and civic groups visit the shelter to learn more about The Moore Humane Society or to perform Community Service.  On these occasions, we will request assistance from Moore Humane Society volunteers.
Dog Handling Procedures 

· Do not feed food or treats to any dogs.

· Read the clipboard before entering the kennel.  The information on the clipboard may determine whether you walk a dog, just socialize with the dog, or not go in at all.

· Do not enter an 'unmarked' dog kennel unless you ask a manager first. 

· The appropriate collar/harness and leash for each dog are located on hooks in the corridor past the double door.  Make sure collars/harnesses are secure and unbroken. Only 2 fingers should fit between the collar and the dog’s neck. 

· When walking a dog through the kennel area, make sure the dog stays right next to your leg and does not go up to any of the other kennels. Ensure full control of your animal at all times.
· After walking each dog, please record the walking time on the clipboard at each kennel.

· The next page on the clipboard may indicate the dog needs a bath.  Inquire with the manager if you want to complete this task.

· Wash your hands after handling different animals.

· If you are bitten or scratched, notify a manager immediately.  We have a first aid kit in the “Red Room”, which is located in the cat room across from the office.

· Do not let any dogs out into the play yard without obtaining permission from a manager.
· Volunteers are not to enter the kennel Quarantine Section.  

· 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. Young children may only hold a dog’s leash if a shelter manager approves.  Otherwise, the side yard must be used by a child walking a dog.  

· If two dogs begin fighting with each other, do not attempt to break it up yourself. Immediately notify a staff person.  

· Volunteers usually walk the dogs around Hillcrest Park. Please be sure to pick up after the dog.  Supplies are in the shelter for you to bring along with you.
· When walking a dog, please focus your full attention on the animal. Refrain from smoking and cell phone use unless there is an emergency. 
· If you are uncertain about something pertaining to the dog handling procedures, ask one of managers.
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.  Each dog’s info sheet has a colored smiley face to indicate level of experience needed to walk him or her. New volunteers will start at Green (labeled on your ID badge) until you gain more experience. Volunteers may only walk dogs up to their color code.  If you feel that you are ready to move up and demonstrate confidence and competence in handling the dogs, please see a manager or contact the Orientation Lead Coordinator. We ask for your patience as we, and the dogs, get to know you. 

Green = easiest dogs


Yellow = intermediate


Red = advanced

Dog Harness Instructions

We strive to use the same type of safe, sturdy harness for every dog. When putting on a harness, make sure you can only fit 2 fingers through the front and the back of the harness. If you can fit more, please tighten and vice versa to loosen. If the harness is too tight it will not only be uncomfortable for the dog, but may also abrade their skin. If the harness is too loose there is a high possibility they will be able to pull out of the harness, which can be dangerous inside the shelter or in the park.  


Cat Handling Procedures

· Do not feed kittens or cats any treats!

· Just as some people do not get along, the same can be said for cats; so, do not put cats together to play on the floor unless first asking the manager or staff.

· Limit socialization to two cats/kittens at a time. This makes it easier to remember which cat belongs in which kennel.  

· Be careful when opening kitten cages, because the kittens may fall out.

· Be careful when closing kitten cages, you might close the gate on their toes or tails.

· Wash hands in between handling animals from different cages.

· When using cleaning litter pans, make sure you wash the litter scooper in disinfectant cleaning solution in between scooping 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 manager immediately. 

· Brooms to sweep the floors can be found in the “Red Room”.

· The kennels are on wheels and can be moved to sweep behind and under them. 
· When you leave the kitten room, please put all the kittens/cats back in their cages unless a manager says it’s okay to leave them out. 
MHS cats are in residence at The Pet Smart Cat Room every six months.  If you are 18+, you will have the opportunity to volunteer in the PS Cat Room during that time.  Watch your e-mail for details.

While at the shelter, if you have questions regarding any signs or instructions, please ask the manager.
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                          COMPLETION OF EXTRA TASKS ARE ALWAYS NEEDED AND APPRECIATED!


While at the shelter, you will see a list of duties on the door.  These tasks can be done anytime you are free.  Locations of supplies vary, so refer to lists for more information.


Sweep the foyer and the walkway.  


Sweep the cat rooms and the dog kennel hallway.


Put fresh water in the outside bowls and containers in the yard. 


Help with poop clean up in the yard.  Take a pooch with you for 15 minutes in one of the side yards with a poop scooper, so that two tasks are rolled into one. 


Sit under a tree with brush in hand and give one of our dogs a good brushing.


Water the flowers in the front of the shelter.








