Welcome, New Volunteer

 We are pleased that you have chosen to donate such a very precious commodity to us- your time and talents.

We want each volunteer to feel that he or she is a part of out team, each important to our overall success.  The shelter could not exist without the support of our volunteers who bring a diversity of interests, knowledge, expertise and caring to our organization.

 Your ideas and suggestions are important to us and we welcome them at any time.  If you have any problems, suggestions, ideas or concerns that you would like to discuss regarding the organization or your role in it, please feel free to contact the Volunteer Coordinator at the shelter.

 Thank you so much for your interest and your caring.  We appreciate it and most of all the shelter dogs appreciate it!

Please read the volunteer manual and refer to it often. Our policies are designed to protect our dogs as much as possible and must be followed precisely. If you have suggestions or questions, please contact any of the working board members listed in this manual.

We cannot do our work without you. Thanks for joining us. And we look forward to a long and productive relationship.

 Our Mission

Our purpose is to assist the dogs in the shelter by increasing the quality of life and soliciting community involvement through education.  Trained volunteers will give the dogs quality care, socialization, basic obedience and love.  Trained competent volunteers will treat each dog with human dignity.

Organizational Polices

Volunteers must abide by all of the rules of the SPCA of Westchester and always give the shelter staff appropriate respect.  We are all guests of the shelter, acting as partners for the benefit of the dogs and the community.  It is imperative that we always unequivocally honor any requests made by the staff.  If you have questions regarding the reason a specific request was made, you may contact the training coordinator.

Volunteers are expected to meet all of the responsibilities of their specific role(s), as outlined in the training programs and the job description(s).  This allows us to present a common standard of professionalism in any environment in which we work.

Volunteers must abide by all security and safety rules as outlined in all applicable training programs, job descriptions and in this handbook.  The safety of our volunteers, the shelter dogs and the public are of paramount importance.  Infractions of these rules can result in unexpected consequences to the life of a dog and to the organization as a whole.

 Volunteers should wear Identification Badges at all times while working in the shelter.  This immediately identifies our members to both the public and the shelter staff. 

 Volunteers are expected to be punctual and dependable.

Volunteers must refrain from any act of harassment to fellow volunteers, shelter staff, members of the management team and the public.  This is a key aspect of community spirit.

Volunteers should dress and groom themselves appropriately for their volunteer position.  Such an appearance contributes to the positive impression made to the public.

Volunteers must not commit any willful violation of any shelter rules or any deliberate action that is extreme in nature and detrimental to the animal shelter’s efforts to operate so as to fulfill their purpose and mission.

All of the outlined policies are critical to the integrity and success of the shelter and the goals that we set forth in order to improve the quality of life for shelter dogs.  Violation of the following policy, however, is considered to be extremely serious and may result in immediate dismissal without warning.

 Representation of the Shelter

We are ambassadors of the SPCA and should conduct ourselves accordingly.  There will be no discussions with the public about shelter views with which you happen to disagree.

To do so may result in immediate dismissal.

Shelter Policies & Procedures

The SPCA has to abide by many rules of operation.  It is imperative that we honor and support the hard work and dedication in this crucial partnership by making sure that we always represent the shelter honestly and positively.

We feel it is important that, as volunteers, you have an understanding of some of the more important policies and procedures.  However, for some of the policies, it is more appropriate for them to be communicated to the public by the shelter staff.  This is also appropriate if there is a policy that you feel at all uncomfortable discussing (such as euthanasia).

All shelter business transactions are to be handled by shelter staff.

It is our responsibility to forward questions or business regarding surrenders, animal complaints, wild animal entrapment, etc. to the shelter office.  There is to be no discussion with the public regarding any activity other than adoption, spaying & neutering and responsible pet care.

Dog Bite Quarantines

A dog that has been surrendered for a bite incident must be quarantined per rabies policy.

Dogs at the shelter that bite while there are deemed unadoptable.

Surrender Policy

This shelter provides services to area residents.  If a dog is found at large within the catchment area, it will be accepted by the shelter.  Dogs owned by residents within the catchment area will also be accepted for surrender.  Dogs found in other catchment areas must be surrendered to those responsible for that area.

Euthanasia Policy

The SPCA of Westchester fits the current definition of a no kill shelter in

that no animal deemed suitable for adoption is ever put down.  Ones which

might be considered for euthanasia are those who are old and diseased; those

who are extremely aggressive towards humans; and those who become too

stressed to adapt to shelter life.

 Adoptions are based on a “first come, first serve” basis.

A dog may NOT be reserved.  On the day of availability, adoptions will be transacted to the first prospective owner to arrive.

Dogs are not temperament tested at this shelter.

The shelter can be held liable for any mis-information, regardless of the intention.  We cannot state or claim that a dog is house-trained, trained, and good with children (of any age) or travels well.  We can only provide information “based upon our experience”, “to the best of our knowledge” or “according to information provided by the previous owner”.

 Dogs are not guaranteed.

Dogs are not guaranteed for health or temperament.  The shelter will do its best to provide all available information and assistance to adopting families.  In the event that an adoption does not work out, the shelter will take the dog back from the owner.

 Dogs must be taken out of kennels and “shown” by authorized shelter staff only.

Volunteers may NOT direct prospective adopters to any dog outside of its kennel that is being worked in any way by staff or (volunteers) or that is being shown to another group of prospective adopters. 

It is very important to us that you always have a voice in our organization.  We are open to any suggestions or comments that you feel would benefit the organization.  If for any reason, you are unhappy or concerned with your role, the policies and procedures of the organization or with the way you feel that you are being treated by either a member of the management team or a fellow volunteer we encourage you to discuss it with us.

Your first resource is the volunteer dog trainer.  How ever if unavailable, the SPCA President can be reached.  We are all happy to be of assistance in making your time and efforts working with us as harmonious as possible.

Corrective Action Process

All volunteers will be held accountable for upholding the policies of the organization and the shelter, as well as all applicable safety protocols.

Please note:  At any time and for what ever reason, the president of LTW or the president of the SPCA reserves the right to ask a volunteer to leave the program.

Volunteer Opportunities

 We hope to expand the opportunities to help the shelter when our numbers increase.  At present, we offer dog walking, socialization and reinforcement of training.  We would ask that you commit to two hours per week.

Walkers: Giving the shelter dogs an opportunity for much needed exercise. (Happy dogs are more adoptable dogs.)

Socialization: Giving shelter dogs the opportunity to interact with people.  Petting,

talking to and stroking.

 Risks

 As in any organization working with animals, there are always risks involved.  It is important that each volunteer be aware of the potential risks prior to engaging in any volunteer activity.  Some of these potential risks can be medical (such as animal diseases communicated to humans), physical (such as falling, scrapes and possibly dog bites) and emotional (such as depression, anger and grief).

While these risks are real, following the safety protocols as outlined by the organization and the shelter can significantly minimize the actualities.  Chances are these things may never happen, but it is our obligation to ensure that each volunteer is aware that these possibilities do exist.

 Safety Rules

  1. Never pet a dog that is eating or drinking. 

 2. Never attempt to take something out of a dogs mouth e.g. food or toys.

 3. Never put your face directly in the face of a dog.

4. Never stare hard into the eyes of a dog.

5. Never force a dog to do your bidding.

 6. Never stand over a dog trying to be formidable.

 7. Never make sudden movements or loud noises near a dog.

8. No nose to nose with dogs, keep a safe distance from other dogs while walking. Approximately 6 – 8 feet apart.

 D0

1. Stand sideways when approaching kennels to interact with dogs.

 2. Crouch down and speak in a soft voice.

3. Watch for signs of arousal… hackles up, ears perked, and mouth open.

 4. Watch for signs of fearfulness…cowering, tail tucked, ears back.

5. Watch for signs of stress; panting, pacing, whining.

 6. If above signs are noted offer some calming signals…yawning, lip licking, turning

   head away, sideway glances. If you are unsure of the situation calmly call for

   trainer to help you with the dog. 

Training

Participation in the program requires various training sessions.  All volunteers will be required to fully understand the following:

            *responsibilities of the position

            *shelter policies and procedures

Walkers-

-must prove an understanding of any required additional safety protocols.

-must prove an understanding and application of basic dog handling and walking

        techniques and skills, as determined by the volunteer dog trainer.

As the program expands certification in other areas will be required for all volunteers.

No volunteer will be allowed to participate in any program until requirements are met and the volunteer has signed a formal document regarding acknowledgment of all policies, procedures and safety protocols.

Periodic review will be mandatory and volunteers will be required to participate in various safety update and education programs.

Accountability

All volunteers will be held accountable for upholding the policies of the organization and the shelter, as well as all applicable safety protocols.  Infractions will result in disciplinary actions.

Each volunteer will receive a copy of the Volunteer Policy Manual, in which the dismissal policy will be specifically outlined.  Each volunteer will be required to sign a document indicating that they have received and have a full understanding of the information they have received.

