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   Welcome  

      Letter 

 

 

Dear Life Saver, 

We are grateful you chose to make a difference by volunteering to join our team at 

the Prince William Humane Society. We are a small non-profit 501c3 that heavily re-

lies on donations and the hard work of our volunteers to find permanent and loving 

homes for shelter animals. We primarily partner with the Prince William County Ani-

mal Shelter, our local municipal open-access shelter, to get animals adopted into 

homes and therefore decrease the need to euthanize animals for lack of space and 

resources in Prince William County. 

Our volunteers are very important donors—time is valuable. While we could hire staff 

to meet all the basic needs of cleaning and care, the animals would miss the oppor-

tunity to receive important socialization skills that they can only get if handled and 

cared for by a diverse, ever changing, and large number of people. It takes a village 

to make a difference in our community and we hope you will enjoy being a part of this 

amazing team saving lives right here in Prince William County. 

Thank you so much for choosing Prince William Humane Society and we look forward 

to working with you. 

Lori Leary 

President 
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1. Eligibility to Volunteer 

Recruitment and Equal Opportunity  

 

The Prince William Humane Society (PWHS) promotes volunteer practices that ensure fair and 

equal treatment of all volunteers, including equal opportunity. The PWHS will not tolerate discrimi-

nation because of race, creed, color, religion, national origin, gender, marital status, sexual orienta-

tion, or any other legally protected classification. Volunteers are recruited based upon their interests 

and capabilities suitable to perform the requirements of a volunteer position.  

 

Age Requirements 

Independent individuals for the Volunteer Program must be 16 years of age or older. Anyone under 

the age of 18 years old must have a parent or legal guardian co-sign their documents.   

We encourage youth to learn about volunteering in a safe manner. We will accept new applicants 

10 – 16 years of age who wish to apply to volunteer with a parent, legal guardian, or family member 

who is 18 years of age or older. Those under 10 years of age may be accepted with a parent or     

guardian on a case by case basis. Tasks in animal care such as dog walking may be limited to 

those 16 years of age or older depending on the strength of the dog being handled. Animals who 

are receiving behavioral modification for issues like scratching, biting, etc., will not be handled by       

anyone under 16 years old without assistance and permission from the Adopt Shop Manager. 

Background checks 

Background checks are required for all prospective volunteers 18 years of age or older. Anyone with 

a criminal history involving any crime against animals at any time will automatically not be accepted 

into the program. Applicants with a criminal history involving other major or violent crimes may be 

considered on a ‘case by case’ basis depending on the severity and  nature of the crime. 

Those who wish to assist with taking animals to veterinary appointments must have a safe driving 

record with a current license and no serious traffic offenses (such as reckless driving) in the last 5 

years.  

Membership Fees 

We ask that volunteers provide initial funds to cover the costs of their own background checks,         

t-shirts, and nametags. This ensures that PWHS does not need to take funds away from animal 

care to provide items for a program meant to support the animals. Volunteer appreciation items are 

usually provided by staff and board members from their own funds and from the PWHS budget. 

  Individual $25 

  Family $50 (must live in same home) 

  Military $20 (active, retired, and reserves) 

  Seniors $20 ( 60 years and older) 
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2. Volunteer Levels 

All of our volunteer positions are an integral part of the PWHS team and require some amount of on 

the job training. Our volunteer program uses a tiered system that consists of four volunteer levels: 

Basic, Intermediate, Advanced, and Mentor/Supervisor. In order to move to the next level, volun-

teers must receive permission from the Adopt Shop Manager, complete the appropriate training, 

and demonstrate their knowledge and skill proficiency level for the desired position. 

Volunteers trained to handle animals are responsible for the safety of not only themselves but the 

public, staff, and Adopt Shop animals. Therefore, animal handling positions require more training 

than many other volunteer positions. Volunteers are encouraged to self-educate with approved 

webinars and attend training as it becomes available or in the event that a change of assignment is 

desired or necessary.  

3. Volunteer Jobs 

Level 1 - Dog care, cat care, foster, administrative assistants, medical transporters, and events     

assistants 

Level 2 - Dog enrichment, cat enrichment, adoption ambassadors, adoption matchmakers, and         

marketing assistants 

Level 3 - Dog behavior modification, cat behavior modification, events supervisor, and development   

assistants 

Level 4 - Professional Dog Trainers, volunteer mentor, and volunteer assistant manager 

4. Expectations and Commitment 

Volunteers are expected to commit to at least 8 hours per month for a minimum of 6 months.   

Shorter time commitments for community service or court ordered service hours are at the           

discretion of the Adopt Shop Manager based on the needs at the time of application. 

Volunteers serve at the discretion of the PWHS. Volunteers are expected to provide their services in 

a manner consistent with the highest standards of integrity. We ask that volunteers make every ef-

fort to adhere to their shifts, duties, and training provided by the PWHS.  

PWHS reserves the right to dismiss volunteers from the Volunteer Program at any time. Volunteers 

may cease participation in the program at any time by notifying the Adopt Shop Manager or Director 

of Operations. We greatly appreciate feedback on the volunteer experience.  

5. Inactive Volunteer Policy 

We understand that unexpected things can happen and you may be unable to finish your           

commitment to PWHS. If you have not volunteered with us for 3 months and have not contacted the 

Adopt Shop Manager or Director of Operations with an estimated return date, we will change your 

status to inactive. Out of respect for whatever may be going on, we will not reach out to contact you 

other than to email an optional survey for feedback on the volunteer program. You will be able to 

return to the program by reaching out to the Adopt Shop Manager before being inactive for 6 

months. Once you have been inactive for 6 months if you wish to rejoin the Volunteer Program you 

must reapply and pay a new membership fee. 
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6. PWHS Code of Conduct 

All members of Prince William Humane Society, to include our volunteers, agree to: 

1. Be a team player, keep an open mind and value the input and suggestions of my fellow volun-

teers, hosts, staff, and colleagues.  

2. Treat all people and animals with a sense of dignity, respect, and worth. “I will” make a personal 

commitment to be nonjudgmental about cultural differences, living conditions, and the lifestyle of 

each person with whom I work. “I will” be courteous and polite in all of my actions. 

3. Avoid using profane or abusive language at people or animals. 

4. Avoid disruptive behavior that is dangerous to myself and others. 

5. Respect all confidential information. “I understand” I am responsible for maintaining the confi-

dentiality of all proprietary or privileged information to which I am exposed while serving as a vol-

unteer, whether this information involves a person or animal. 

6. Be dependable, recognize the commitment and responsibility to my volunteer assignment. 

7. Accept assignment consistent with my interests, abilities, and available time. 

8. Accept assignment with an open mind and a willingness to learn. 

9. Not use, possess, or be under the influence of alcohol or mental or physical impairing drugs 

while working or volunteering an assigned shift. 

10. Wear appropriate clothing. “I understand” items of clothing must be in good repair, suitable for 

the work environment and should not contain offensive or objectionable material. Closed toe 

shoes are required when working directly with animals. 

11. Follow safe workplace practices, including participation in applicable education sessions,  using 

appropriate personal safety equipment and reporting all accidents, injuries, and unsafe situa-

tions. 

12. Report suspicious activities to the appropriate director or legal authorities in a timely manner. 

13. Be patient when working on group projects and react with grace when my idea is not the one 

chosen. “I will” support the project to the best of my ability. 

14. Seek to resolve conflict in the best possible way instead of avoiding it or making things worse 

before attempting resolution. 
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7. Volunteer Program Requirements 

 

Email 

We communicate with our volunteers primarily by email. In the event that might 

not be feasible, we will make attempts to reach you by phone. Please keep your 

contact information current with the Adopt Shop Manager or Director of           

Operations at all times.  

 

Performance Feedback  

Volunteer performance and conduct is evaluated on an ongoing basis, with  

feedback provided when necessary. These discussions will focus on clarifying 

expectations, providing appropriate training and development or coaching.  

 

Confidentiality  

Confidentiality regarding personal information about people and the outcome of individual animal 

situations must be maintained at all times. 

 

Visitors 

Volunteers are not permitted to have personal visitors join them on their shifts. 

 

Grievance Procedures 

Volunteers are expected to bring concerns regarding violations of policy and/or code of conduct im-

mediately to the attention of the Adopt Shop Manager. We value your feedback.  

 

8.Volunteer Coaching and Dismissal 

 

The PWHS is an organization built on teamwork, integrity, kindness, and positive attitudes.  We 

strive to provide a safe and enjoyable experience for all our volunteers. The policies and procedures 

in place serve as guidelines for appropriate behavior. Volunteers serve at the discretion of the 

PWHS and we reserve the right to dismiss volunteers from the Volunteer Program at any time.  Vol-

unteers who commit minor violations of policies and procedures will be verbally counseled in an ef-

fort to achieve acceptable corrective behavior leading to compliance. Continued violations could re-

sult in additional counseling or dismissal. Serious violations will result in immediate termination. 

 

We have a zero tolerance policy for: 

• Abusive behavior towards animals 

• Physical or verbal abuse of any person or animal 

• Sexual Harassment 

• Blatant disregard for rules and guidelines 
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9. Communications Policy 

Prince William Humane Society recognizes that staff, volunteers, and board members may  
communicate via social media, while on and off duty as appropriate, to perform their duties and/or 
advance the PWHS mission. These guidelines apply to social media content – written, verbal and 
image – on PWHS social media as well as information you post on personal sites. 
 
We rely upon strong community support and good will. Our reputation within the community is criti-
cally important. Please consider prior to commenting or posting on social media whether you may 
inadvertently damage our reputation or impede our mission, especially if/when you identify yourself 
as an employee, board member, or volunteer of PWHS. Comments must be professional, free of 
emotion, and positive without disclosing any information not normally given out to the public.  Avoid 
confrontation by showing respect for others’ opinions even if they differ greatly from the accepted 
norm.  Always avoid comments that degrade, belittle, or insult a person or group. 
 
To reduce the likelihood that blogging or posting will have an adverse effect on PWHS and the 
animals under our care, we observe and require the following terms of use: 
 
1. Staff and volunteers may share, like, or repost anything from PWHS social media, however; only 
authorized staff or volunteers should make comments on the PWHS social media sites. 
 
2. We avoid discrediting, disparaging, challenging or defaming the mission, services, public policy 
positions, operational or animal status decisions of PWHS. This includes avoiding criticisms of or 
disagreements with individual staff, board members, or volunteers.  
 
3. We avoid discussing the behavior, medical condition, behavioral status, adoption or euthanasia 
status of animals in our care which could negatively impact the adoptability of that animal or of other 
animals in our care. We also refrain from posting information that reinforces negative breed-specific 
stereotypes. 
 
4. Obtain permission from the Director of Operations or Adopt Shop Manager  prior to posting the 
PWHS logo, trademark, or proprietary graphics. 
 
5. When commenting on policy issues for which there is no official PWHS position statement, make 
it clear that you are speaking for yourself and not on behalf of the organization.  
 
6. Obtain permission from the Director of Operations or Adopt Shop Manager prior to representing 
the organization as a spokesperson in the traditional media or on-line media. 
 
7. Comments or posts that violate the terms of this communications policy shall be deleted immedi-
ately. Contact the Director of Operations if comments or posts may potentially damage our reputa-
tion.  
 
We regularly monitor the content of all PWHS social media sites. Authorized staff, board 
members, and volunteers may, at their sole discretion, restrict, block, suspend, terminate, delete or 
discontinue any person’s access to PWHS sponsored social media sites at any time, without notices 
and delete posts. 
 
The Director of Operations and Adopt Shop Manager are responsible for administering and 
interpreting the guidelines and provisions of this policy. Refer any questions to them regarding the 
appropriate use of PWHS sponsored social media sites or your personal social media. 
 
Compliance is a condition of employment and eligibility to volunteer. Violations will result in 
disciplinary action up to and including termination. 
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10. Infectious Diseases 

Zoonotic diseases are transmissible from animals to humans.  Most diseases are transmitted by  

feces, urine, or fluid transfer (like saliva) - be proactive with prevention by washing your hands   

thoroughly after handling animals. Due to the number of bacteria that can be in the mouth of a dog 

or cat, we recommend any animal bites that break the skin be seen by a medical professional even 

if they appear superficial. You are responsible for your own medical treatment and costs. 

Limiting transmission of disease 

• Report any animal that appears sick to the Adopt Shop Manag-

er immediately  

• Wash your hands after handling animals and before you eat 

• Do not let animals housed apart interact or touch noses unless 

specified by appropriate Staff 

• Immediately pick up feces once a dog has defecated on the 

grounds 

• Sanitize equipment such as poopers scoopers between uses  

 
Can I transmit diseases to my own pets from volunteering at the Adopt Shop? 

The most effective means of preventing the spread of illness to your pets (or spreading illness from 

your pets to our Adopt Shop animals) are to: 

• Make sure that your own animals are up‐to‐date on all their vaccinations 

• Change your volunteer clothes before socializing with your animals at home, and vice‐versa 

• Check the soles of your shoes before leaving the Adopt Shop to ensure you are not tracking fe-

ces into your car and home (even better, designate a pair of shoes to be your “volunteer shoes” 

and take them off before entering your home) 

11. Training Resources 

Websites 

Site to sign up for shifts and track hours:            

http://www.volunteerprincewilliam.org/ 

 

Webinars on Animal Welfare 

https://www.aspcapro.org/        Maintained by the ASPCA 

http://www.maddiesfund.org/index.htm#     Maintained by Maddie’s Fund 

 

Resources for health, behavior, care, training, and socialization 

https://bestfriends.org/resources 
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12. Contact Information 

Board President 

Lori Leary  lleary@pwhumane.org 

 

Director of Operations 

Kathleen Cornell kcornell@pwhumane.org  703-684-0880 ext. 101 

 

Adopt Shop Manager 

Jill Gregory   jgregory@pwhumane.org   703-634-0880 ext. 103 

 

13. Release of Liability and Acknowledgment 

In consideration of my desire to serve as a foster/volunteer in relief efforts to be conducted by the 

Prince William Humane Society, I hereby assume all responsibility for any and all risk of property 

damage or bodily injury that I may sustain while participating in any voluntary effort to include but 

not limited to, handling of animals at the facility, transportation of said animals, if needed, adminis-

trative/office tasks, fund raising and event functions, and associated use of equipment and facilities 

of the Prince William Humane Society, on a routine or as needed basis. 

 

Further, I, for myself and my heir, executors, administrators and assigns, hereby release, waive and 

discharge the Prince William Humane Society and its officers, directors, employees, agents and  

volunteers of and from any and all claims which I or my heirs, administrators and assigns ever may 

have against any of the above for, on account of, by reason of or arising in connection with such 

volunteer relief efforts or my participation therein, and hereby waive all such claims, demands and 

causes of action.  

 

Further, I expressly agree that this release, waiver and indemnity agreement is intended to be as 

broad and inclusive as permitted by the State of Virginia and that if any portion thereof is held      

invalid, it is agreed that the balance shall, notwithstanding, continue in full legal force and effect.  

 

I currently have no known mental or physical condition that would impair my capability for full      

participation as intended or expected of me.  

 

Further, I have carefully read the contents of this welcome packet, as well as the foregoing release 

and indemnification, and fully understand the  contents thereof and sign this release and acknowl-

edgement as my own, free act.    

 

 

__________________________   ___________________________ ________ 

Print Full Name     Signature     Date 


