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4 PAWS RESCUE, INC.

P O Box 101

Ruston, LA. 71273

(318) 251-DOGS

www.4pawsrescueinc.com
A Non Profit Organization
“Until They All Have A Home”

________________________________________________________________________
VOLUNTEER ORIENTATION GUIDE

Welcome to the 4 Paws Rescue, Inc. volunteer program. Being a volunteer is extremely rewarding, educational, exciting and fun. You will have a huge impact on the lives of these homeless animals. Cleaning up a neglected animal, giving them a meal, a blanket and a pat on the head will touch your heart and bring you back for more. It is so rewarding to see how the animals respond immediately to the love they receive while they are at the shelter. In many cases this is the first time someone has really cared for them.

Because of the volunteer program dogs are walked everyday; cats are socialized; dogs learn basic obedience training; cats and dogs have their photos posted on the web site; sick, injured or abused dogs and cats recuperate in foster homes; and most importantly dogs and cats lives are saved from being put to sleep.

Our Volunteer Program was created FOR THE ANIMALS.  We would like to thank you for choosing to participate in our program. As a volunteer, you are extremely valuable to our organization, and to the many animals, which need loving homes.

This has been prepared for you as a reference guide. It contains information regarding our policies and procedures, tools for dealing with the public, and how to safely handle shelter animals. Please read it carefully so you will be well equipped to answer questions knowledgeably, and provide quality care to the animals at the shelter.

Thank you for giving your time and energy to the animals of 4 Paws Rescue, Inc.  We hope that the time you spend here will be as rewarding to you as it is to the animals you care for.

MISSION STATEMENT

4 Paws Rescue, Inc. is a not for-profit organization dedicated to the well being of stray, abandoned, and neglected dogs of Lincoln Parish. We strive to end euthanasia by requiring all adopted animals be spayed or neutered. We provide community education strongly advocating spaying and neutering, heartworm prevention and responsible pet ownership. Our mission is to make sure our rescued animals are placed in loving and caring homes. Until that time we offer these precious creatures love, shelter, and care. We are here for them “until they all have a home.”

4 PAWS RESCUE, INC.

VOLUNTEER POLICIES AND GUIDELINES

As a volunteer you may spend as little or as much time as you want with the animals.

A Full time/Active volunteer qualifies you as a 4 Paws member. You would help at least 6 hours a month with the care and feeding of the animals, attend 9 of the 12 meetings a year and come to more than half of the actives/fundraisers.  

Anyone may become a volunteer after formalizing yourself with the facility, dogs and routine. You will receive on grounds training by one of the volunteers on duty. When you are ready to volunteer on your own you will need to let someone on the Board or the Operations Director know when you will be coming to the shelter.

4 Paws Rescue, Inc. relies on its volunteers to be dependable and effective during their volunteer hours. By meeting these commitments, the program operates smoothly and the maximum benefit is derived for the animals.

Age Limit:

Volunteers must be at least 16 years old or accompanied by another adult volunteer.

Conduct

As a representative of 4 Paws Rescue, Inc. it is important that you be familiar with its policies and procedures. When dealing with people, you must always be polite, courteous, and helpful.

Smoking

Smoking is not allowed in any area of the shelter. 

Privacy

Any information pertaining to 4 Paws Rescue, Inc. records and cases which you may become privileged to (including names, addresses, phone numbers, etc.) as a result of your position is confidential and may not be discussed with others. Under some circumstances 4 Paws Rescue, Inc. staff may be prohibited discussing with you certain specific details regarding cases that are under investigation. Volunteers are specifically prohibited from discussing any aspect of 4 Paws Rescue, Inc. records and cases with any representative of the media.

Your personal information (name, address, and phone-number) may not be disclosed, and will not be provided to anyone unless specifically authorized by you.  

Volunteers may adopt out animals from the shelter after discussing the adoption with the Director of Operations and having the adoption application approved.

4 PAWS RESCUE, INC.

VOLUNTEER OPPORTUNITIES

Below is a list of the committees and volunteer opportunities available with 4 Paws Rescue, Inc.  Please list which areas you are interested in.
Adoption Committee:

Before a potential adopter obtains a pet, they may be visited by a member of 4 Paws Rescue, Inc. to assess the suitability of a pet to the household. The home visits should be done by two people, and the pet to be adopted should accompany you.  This allows you to see the family’s reaction around the pet. You might also check the premises to ensure suitability and safety for the animal (fence, locks, screens, yard, etc.) Or you might follow up with potential adopters by phone, and conduct an interview to ensure a successful match. Make sure they understand the responsibilities and long term commitment necessary.

You will assist adopters with the adoption of animals and complete all necessary paperwork. You will try to match the pet to the adopter’s lifestyle, such as a senior cat to a senior citizen, or a young dog to people who know how to handle youngsters.

There are so many animals needing great homes and so few homes out there, that it is very important we are very careful and exacting when we meet and talk with somebody looking for their perfect friend.  Many people are looking for a specific type of pet. A good volunteer will not only try to find loving homes for the poor neglected and abandoned animals, but will try and find the perfect fit between pet and person. 

The volunteers get to know the animals and all their wonderful personalities to better find the most suitable home.  As a volunteer you will show pets to potential adopters and may include coordinating any subsequent meetings between the potential adopters and the animals. This includes making the final assessment as to the quality and appropriateness of the animal match and finalizing and approving the adoption paperwork.
Adoption follow-up:

Here you will follow-up on recent adopters to check on the progress their new pet is making and if their new pets are adjusting well to their new homes and to offer support for any adjustment problems. You would also get to share the heartwarming stories you hear with the rest of our volunteers.

Animal Feedings:

You'd be surprised how much work it takes to feed and refresh the water for all of the pets in the shelter each morning.  Then there are animals that need feedings in the afternoons as well.  If there are any early risers who would like to feed or any late risers who would feed in the evenings, let us know.

Computer Updating:

Working on the web-site. Updating animals for adoption on the Pet Finders web site.

Correspondence/Newsletter:

* You can assist with our monthly newsletter by writing or researching articles.  Getting articles from other volunteers and members and help to take care of the distribution of the newsletter to pet shops, vet offices, etc.

* Mailing thank-you's after every fundraiser to the organization/store that helped.

* Mailing thank-you's for donations

* All this and more help to get us more positive recognition.

Donation Boxes:

Rustle up pocket change for your organization by taking responsibility for placing and collecting money from donation cans placed around town. Permission is sought from business owners and arrangements are then made regarding how money will be collected. Spare change can go a long way. 

Fundraising/Special Events/ Yard Sales:

Plan events, come up with ideas with others and then make things happen. Sell event tickets, distributing flyers and brochures, and setting up informational booths are some of the ways you can help. Set up times and places for a fundraiser.

Set up, work at, and clean up during fundraising events.

Assist with projects and special events throughout the year. Including telephone calls, press releases, photo sessions, events coordinator, local errands, contacting merchants, whatever needs to be done.

Help our animals find new and loving homes by helping set up an adoption day. 

General Cleaning:

Volunteer with our animal care staff, and help us maintain a clean, disease-free environment for our animals. Your efforts will help keep them healthy and looking good for prospective adopters.  You will assists kennel staff in a variety of tasks as needed, including: Cleaning and setting up kennels, washing bowls, stocking supplies maintaining facility cleanliness, hosing down pens and generally making our pet orphans comfortable. Pooper-Scooping may sound like a dirty job, O.K. it is, but it can be fun too. You are always greeted enthusiastically by all the dogs, and if you throw a ball and play with them, you'll have a friend for life. 

Grants:

There are grants and programs to help programs like ours. Each grant proposal takes quite a bit of time to write and then there are all the copies to be made prior to sending out. What we really want to do is try to get some operational expense grants. You would need to research to find what foundations we might qualify for and you would need to take the time to get the grant applications and find out what the guidelines are. There would also be proposals to write, copies to be made and you would do the actual mailings.

Greeter:

Assist the public during a public event.  Provide general information about our organization to visitors.

Grooming:

There are always animals that need grooming, bathing, nail trimming, and teeth brushing. Some of our animals are longhaired and require regular grooming, others are shorthaired and seem to get matted easily or just enjoy a good grooming. We always welcome volunteers who are willing to take the time to sit and groom the animals.  Be prepared for lots of kisses and loving, though!

New animals especially need extra grooming as they often come to the shelter in poor condition. Grooming improves the confidence of the animals and makes them more presentable to the public, thereby increasing their chances for adoption.

Grounds Maintenance:

Help us keep our facility looking clean and neat for the public.  Taking away trash, mowing, and mild construction/handyman type jobs.  For those of you who are more the landscaping kind of gardeners, it sure would be nice to have some flowers and things to spruce up the place, but we need someone willing to keep it up on a regular basis. 

If you are a "handy" person who just loves to tinker we have the perfect volunteer experience for you. We have an endless list of things to be fixed. There is fencing to be fixed or rebuilt, tarps to be checked and fastened. There is everything from pen gates to doghouse platforms. Some of the jobs don't take talent, just a little brawn, such as filling in holes dug by dogs. 

Incoming Calls:

Answer basic pet care questions.  Returning messages. Routing calls to the person the call pertains to.

Lost and Found:

Evaluates each animal coming into the shelter.  This may involve an interview with the person(s) giving up the pet. Checking to see if the animals coming in the shelter match the description of those listed as lost.  Notify owners when we think we have found their lost animal

Medical:

Provide assistance to the clinic team. Help with puppy shots.  Checking stools, and administering medicine. Handling animals for evaluation, taking temperatures, drawing blood, caring for isolated animals and maintaining a clean and orderly environment. 

Photographer:

Keep and maintain current photos of the shelter animals for up-to-date website information, fliers, and photos for our members.  A team of two works best, one person to pose the animal and one to take the picture. 

Public Awareness:

Set up humane education programs for local schools, clubs and organizations. Talk about spay/neuter programs, general animal topics, responsible pet ownership, picking the right pet, etc.

Socializing:

Spend quality time with our shelter animals. This special one-on-one time allows for playtime, treats. Socialization may be done anytime during shelter hours. Helps keep Pet Orphans content by providing necessary attention, playtime.  You can give special attention to our shy animals to improve their chances of adoption. 

Sit with dogs and give "quiet" time to help relieve them from the stress of kennel life.  

Regular exercise is important. Our pens are spacious, but dogs still enjoy walks so they can explore. Walk the dogs for exercise, socialization, and a bit of training. Take them to the park; just provide them with love and companionship. Pets love the comfort, companionship and play that humans can provide.

Through these acts, shelter animals are calmer and more content, thus enhancing their chance of adoption. 

Training:

Training of the dogs is important. When they are adopted they can settle into their new homes with knowledge of some of the basic commands their new adoptive family will want.  Sit, Stay, Lay etc.  

Transportation:

This involves providing safe transport for the animals.  Use of your own vehicle is required.  You need to live close by and can give spur of the moment transportation.  This may involve a little fur in your car.

Hands on guidelines for volunteering at the kennel
Feeding bowls must be kept clean. There is dish soap and bleach by the water hose. Remember dirty bowls will give the dogs worms and soapy bowls will make them sick. Feed all the dogs. You can approximate what to feed the big dogs by the weight on the back of the dog food bag. To feed the young dogs just put a lot of food in the containers and if they eat it all, put in some more.  Make sure there is a little food left when you leave, as the dogs will eat more once the people are gone and it gets cooler in the evening.  The puppies should have food at all times. If the puppies are too small to reach the big buckets be sure and put some small bowls of food and fresh water for them.

Make sure there is enough food so all animals will get to eat.  Some dogs are more aggressive and the timid dogs will stay back and don’t eat.

Check to make sure there is sufficient water for the day; they will need more water on the hot summer days. Dump all water buckets and fill with clean water.

You need to make sure all the dogs have no injuries, no one is acting strangely and everyone is accounted for. If you see anything that doesn’t seem right please let the director of operations know.

Pick up anything that may cause a problem or injury to the dogs.

Check all the dog houses to make sure they are clean. If they smell, clean out the house and wash it if necessary. In the winter make sure the houses have clean blankets 

Do not let the dogs out of the kennels unless you have them on a leash.  The dogs love to go for walks so please take them out as often as you can.  If there are small puppies you can allow them to run free with supervision. The more social we are with the dogs the more behaved they will be. Treat them as your own. Praise for good behavior is a much better tool than discipline for bad behavior. Be consistent and diligent at positive reinforcement. Be the alpha leader, calm and cool. NEVER hit, throw things, poke or any other negative act toward the dogs.

As volunteers our time is limited, our schedules are busy and we have other obligations, but remember we are the highlight of the animal’s day. Please show them that you are just as happy to see them as they are to see you. Spend some time just talking to and petting them. It will make a big difference in their personalities.

Handling puppies is very good for helping them to adjust. Please try to make time to do this. Give them toys and chews to keep them content.

Feel free to bring treats with you for your visits. They are fun for them and are good for some training rewards at the same time. If everyone in a pen does not get the same treat a fight will happen, especially when giving out bones.

Do the best you can to “scoop poop”! It is challenging in the winter when it is dark. Please let the director of operations know if you see anything unusual about the stools (worms, blood, loose, etc.)  There are white plastic bags to put the poop in. It is easier if you put the bag in a bucket first. Tie off the bag when you are done and use as many bags as it takes so there is no leakage. Then put the bags in the blue bucket up under the trailer tongue.

All dogs must be in their kennels before you leave.  Make sure all kennels are latched well and the gate is latched.
Disease and Prevention

If a shelter animal shows any of the following symptoms, immediately notify the Director of Operations, Shannon.

1. Diarrhea

2. Vomiting

3. Ocular (eye) discharge

4. Nasal discharge

5. Sneezing or coughing

6. Anorexia (loss of appetite)

7. Lethargy (lack of energy)

8. Dehydration

9. Abnormal gait or muscle control

10. Excessive salivation
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             VOLUNTEER RELEASE FORM

Liability Release and Waiver:  I, the undersigned, understand that my participation with 4 Paws Rescue Inc. is strictly on a volunteer basis.  I understand that there are inherent risks associated with my volunteering activities, including the risk of personal injury resulting from animal bites and other animal behavior.

In exchange for 4 Paws Rescue Inc. agreement allowing me to participate in its volunteering program, I hereby release 4 Paws Rescue Inc., including its officers, agents and employees, from any and all claims of liability of any kind whatsoever, including but not limited to claims of negligence and/or injury to me arising out of my participation in the 4 Paws Rescue Inc. volunteering program.  I understand that by signing below, I am waiving any and all claims against 4 Paws Rescue Inc., its officers, agents and employees of any kind whatsoever arising from the handling of the animals by 4 Paws Rescue Inc., including but not limited to claims of negligence, veterinary malpractice, conversion, breach of contract and/or personal injury.

I also expressly warrant and represent that no other person, including my spouse, boyfriend, girlfriend or domestic partner, has any ownership rights or interests of any kind in any of the animals; and that I have no right or exclusive authority to place the animals of 4 Paws Rescue Inc. under the terms of this Agreement.  As further consideration for 4 Paws Rescue Inc., I agree to defend indemnify, and hold harmless 4 Paws Rescue Inc., including its officers, agents, and employees, including veterinary staff, from any claims or demands by anyone who may assert ownership rights or an interest in the animal.
Volunteer Contact Information (please print):

Name:________________________________________________________________  

Phone:____________________

Address:_______________________________________________________________

Street



City


State

Zip

E-Mail:______________________________________________

In Case of Emergency Please Contact: ______________________________________







Name



Phone

Signature:_______________________________    

Date:_______________

What areas of interest do you have:____________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________
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