[image: image1.jpg]




RSPCA East Berkshire

Volunteering Guidelines
	About Our Branch


Who we are?
We are a group of volunteers with a shared love of animals and the desire to make a difference to a dog or cat looking for a loving new home. 
 

What do we do?
Lots of things!  Some tasks are great fun whilst others are more mundane.   We have people who take the dogs out for a walk & some human company and others who cuddle the cats.  We take the cats and dogs to the vet prior to re-homing to be checked, vaccinated, neutered and micro-chipped.   As we receive no Government funding & rely entirely on donations our volunteers also spend a lot of time coming up with exciting new ways to raise funds to pay for the animals' keep whilst in our care.

Where are our animals?
As a small branch we don’t have our own permanent facilities so we make use of private kennelling. 
Why do we need volunteers?
Our branch is completely volunteer run so we need people to help get involved to keep the charity running. We often have particular areas that need more volunteer support than others (e.g. fundraising), but in general we can always use support from individuals who are willing to commit their time and energy to best support the animals that come into our care.

	How can you help?


There are many different activities you can get involved in with our branch depending on your availability and interests.

Fundraising

Fundraising is a key part of our branch activities to ensure we can keep looking after the animals. There are lots of different ways to get involved:

Collections & fairs
This involves standing for 1-2 hours in a High Street, outside a Supermarket or on a stall at a fair. It may just be standing with a collecting tin (and a dog to keep you company where possible!) or manning a stall with others, selling items and running tombola’s. 

Sponsored events
Take on a challenge and ask your friends and family to sponsor you
Quiz Nights
We try and run a couple of Quiz Nights a year where volunteers can either come along to help run the event by manning the drinks stall, sell raffle tickets or help in the kitchen. Or most importantly, just come along and give the quiz a go with lots of friends!

Events
You could either host an event like a BBQ, or help support one of the other volunteers to arrange one. Man a stall, sell raffle tickets, or just bring friends along! 

New ideas

We also need help coming up with new and creative ideas both to encourage regular income to the branch, but also to raise our branch profile and keep it interesting and entertaining for us all!

Cat cuddling & dog walking

The animals in out care are looked after on a day-to-day basis by the kennel staff and they do an amazing job. Our volunteers supplement this care by cuddling the cats in their pens or walking the dogs to help give them as much love and attention during their stay as possible. This helps with the socialization process of some animals and to keep them used to human contact and ‘correct’ behaviour (help and advice on basic dog training techniques is available). This also helps us learn more about their personalities and behaviour to more accurately adopt them into the right home.
All dog walkers and cat cuddlers must ensure they have agreed visit times with one of the branch trustee ahead of visiting the kennels; this is to respect the private property of the boarding kennels where we keep our animals, and to ensure the safety of our volunteers given the unknown temperament and background of some animals. There are some specific Dog Walking and Cat Cuddling guidelines that all volunteers must adhere to (see information copied at the bottom of this document, which may be updated and reissued from time to time).
The kennels we use aren’t always easily accessible unless volunteers can drive and have access to a car and the right level of insurance/MOT/tax for the vehicle at all times.

Vet visits

We need people to help transfer animals to and from the vets at different times during their stay with us. When they first arrive they have a health check with the vet and sometimes this can result in specific treatment or medical care required. They are then neutered and microchipped too.

In order to help with vet visits volunteers often need to be available to take the animals to the vets first thing in the morning (between 8.30am and 8.45am) and then collect them at the end of the day (usually from 3pm onwards). 

Most of the time there may be short notice of a requirement, so this role suits volunteers that have frequent free time. 
This role requires volunteers to have their own transport that is suitable for the animals and the right level of insurance/MOT/tax for your vehicle at all times.

Administration

There is a lot of administrative support that is needed to keep our branch running such as writing letters and creating posters. This can be ideal for those volunteers who work full time and can help do bits of admin in spare time.
Home Checks

For every adoption we complete a Home Check to make sure that the potential new owners have a suitable home and experience to look after an animal. This is to ensure as much as possible that the adoption will be successful and won’t need to be re-homed again in the future.

Volunteers interested in helping this team will shadow other home checkers first to learn more about the process and requirements, and will then attend RSPCA training at the Millbrook Centre in Chobham. 

Some home checkers cover both dog and cat home checks, however others tend to focus on just one or the other as their preference.

The home checks run across our whole branch area, not just for those animals in our care but also for animals from other branches who are being adopted by someone living in our catchment area.
This role requires volunteers to have their own transport to travel to different addresses across our branch area, and have the right level of insurance/MOT/tax for the vehicle at all times.
Fostering

When we place an animal into foster care, that animal still belongs to the RSPCA until an adoption is made. Therefore foster carers do not have to pay for food, vet treatment, bedding, toys, cat litter and so on. All decisions about the animals care are made by the RSPCA but the day-to-day love and care is provided by the foster carer.

Where people have other pets, it is important that they are kept separate from the RSPCA animals in care. This is to ensure that cats don't share litter trays or food bowls where they can pick up infections. 
To become a fosterer we would do a home check and would ask the volunteer to sign a fostering agreement. We would also visit the animal during the fostering period to monitor their progress, administer any medical treatment and arrange any trips to our vets.
There are different types of fostering:
Medical recovery

Animals that have had medical treatment sometimes need that extra little bit of TLC or a quiet environment to recover.  For example cats that go in for their normal neutering operation are kept in a home overnight just to be able to restrict their movement so they don’t overstretch themselves with their stitches. Length of time to foster is very much depended on the operation they have had.

Break from kennels

Occasionally we have animals who have been in the kennels for a long time, or who are stressful from the environment, so we endeavour to place these animals in foster care to give them a nice home environment until they are adopted, or for just a short holiday. 
Quality of life

We have some long term fostering cases for animals that are healthy but elderly, or have illnesses and may not have long left to live, and have therefore not been attractive to potential adopters. As a branch we will not put these animals to sleep, but will pay for them to be fostered out so they can live in a home for the rest of their time.
Court case support

We sometimes use fostering for animals that may be in our care for a long time due to a court case. An Inspectors’ court case can take quite a few months; therefore we feel it is not fair to keep an animal in kennels/cattery for that length of time, so again it’s to give them a break from kennel life.  Once the court case has been heard and obviously dependent on the result the animal should then be ready for adoption, and we also have the added bonus that we know a lot more abut the character of the animal.

This role requires volunteers to have their own transport that is suitable for the animals and the right level of insurance/MOT/tax for the vehicle at all times.

General support 

You can help just by telling your friends and family who we are! Encourage people to come along to our events, visit our website or put posters up in your offices.

	Terms & Conditions


Please note the following processes and rules of volunteering with our branch of the RSPCA:

Over 18

All volunteers must be over the age of 18

Documentation
All new volunteers are required to complete an application form and other key documents in order to join the branch. When a volunteer has completed this process and all required documentation, they will be matched to an existing trustee/volunteer to support them through their first few months.

Documentation required:

· Application form and two references

· Code of Conduct form

· Driver form

3 month probation

All volunteers will complete a 3 month ‘probation’ period with our branch, meaning their ID card will have a 3 month limit on before being confirmed as extended for longer periods. This is to ensure that the volunteer is definitely happy and committed to working with the branch

Adherence to the guidelines given

All volunteers must adhere to any guidelines provided and requests of the trustees or RSPCA staff

Support for volunteers
All volunteers will have a ‘buddy’ allocated to them which is a branch trustee that is most connected to the activities they are interested in. This is to help offer help, support and guidance and answer any questions, in addition to support from the Volunteer Coordinator. Most ‘training’ for the roles we have is on-the-job, apart from the Home Checker position which requires a course. There are other e-learning courses and face-to-face courses also available from occasion from RSPCA Head Office.
	Driving for our branch


We recognise that our volunteer drivers play a vital role in our work to improve animal welfare, whether moving animals between our animal centres, vets, private boarding and fosterers, or collecting and transporting donated goods. We have a duty of care to ensure that our volunteer drivers are safe in their role and meet certain legal requirements and insurance terms and conditions. 
If you are using your own car to make journeys on behalf of the Branch, you will be asked to complete an Annual drivers declaration form including the registration number and make of any vehicle you might use for your volunteering. Our Volunteer Coordinator will provide you with this form. 

We also ask that you inform your insurers that you are using your car for volunteering to ensure that you are covered (there should be no increase in your premium as a result as volunteering is seen as “social, domestic and pleasure” use, if your insurers suggest an increase always question this). 

In the event that your situation changes between declarations (for instance: additional convictions (including penalty points), periods of disqualification, or the occurrence of a medical condition that might prevent you from driving) then you should notify the Volunteer Coordinator or another trustee immediately.

	FAQs


1. How do animals come into the care of the branch?

There are a number of reasons why animals end up in our care, such as:

· Personal choice to re-home an animal as a result of a marriage break-up, moving house, change of financial circumstances, new children in the home, new allergies etc
· RSPCA Inspectors from receiving calls into our National RSPCA Centre from concerned people

· Stray animals that have been picked up by the dog wardens in our area

· Animals found by vets or the public, for example after being in an accident, found in their garden etc.

2. Who runs the branch, and how are the RSPCA central offices involved?

We are an independent charity (registered charity no. 251481) but run and are overseen by the National RSPCA group. Our local branch is managed by a number of Trustees, all of which are volunteers and unpaid. We have regular committee meetings and have an RSPCA member of staff helping and guiding us and other branches in the area.

3. I can only commit a small amount of time per week, would this be a problem?

Absolutely not, we need regular and committed help so not any one individual is over-burdened. Volunteering should be fun and worthwhile, not a chore! However we do need people to commit regularly even if for just a small amount of time. 
4. There seems to be a lot of rules, why is this?

Although we want people to help out as much as possible, and in a way that they enjoy, we have to respect the regulations and legislation that impact us. We have to adhere to National RSPCA regulations, legal Health & Safety requirements, and be respectful of the rules of the private kennel facilities we work with. 

Most of all, the safety and care of the animals is paramount, the rules and regulations exist to ensure this is the case.

5. What if I don’t like the idea of fundraising and asking people for money?

We don’t force anyone to do anything they don’t want to do; we must all be able to enjoy volunteering! However fundraising is critical to our branch being able to keep running and we ask that all volunteers try and help out where they can.
6. I need work experience for my college course, how can the branch help?

We can help offer some volunteering opportunities, however as we are restricted by the opening hours of the kennels and because we’re a small branch, opportunities for work experience are limited. We would recommend contacting kennels directly, or vets practices associated to colleges. They can often provide more structured experience and more direct involvement with the animals.

7. I don’t drive or have a car, will this limit my ability to volunteer?

Unfortunately, this may limit the types of activities you can help with. For example, cat cuddling or dog walking will be difficult as the kennels we use are not easily accessible by public transport.
8. Can I reclaim expenses for volunteering?

Yes we have the facility to reimburse expenses for volunteers, however where possible we try and minimise these costs so we can put as much of our funds towards the animals as possible.
	Contact Details


Adoptions and fostering external helpline: 07852 481079
Dog queries: dogs@rspca-eastberkshire.org.uk
Cat queries: cats@rspca-eastberkshire.org.uk 
Home Checks: Homecheck@

 HYPERLINK "mailto:volunteer@rspca-eastberkshire.org.uk" rspca-eastberkshire.org.uk  
Fundraising: fundraising@rspca-eastberkshire.org.uk
Volunteering: volunteer@rspca-eastberkshire.org.uk
Branch Secretary: secretary@rspca-eastberkshire.org.uk
RSPCA Websites: www.rspca.org.uk and http://www.rspca-eastberkshire.org.uk/ 
RSPCA Millbrook Animal Centre: Guildford Road, Chobham, GU24 8EH (0300 123 0740)
	Cat Cuddler Guidelines


While working at the RSPCA, volunteers need to observe the following:

· Have a current tetanus vaccination

· Carry your RSPCA I.D card with you

· Sign in and sign out at the reception desk

· Advise the RSPCA Coordinator (Andrea Germaney) if you are unable to attend

· Close every door or gate every time you enter or leave

· No persons under the age of 18 are permitted

· Please use antibacterial hand wash provided on entry and exit and between handling each cat. The hand wash is kept in the RSPCA box.

· Never feed the cats without prior permission from the staff. Treats are acceptable unless there is a notice on the door to say otherwise. Please record in RSPCA book if you give treats.

· Please be aware if a cat is convalescing from an operation and should be kept quiet

· Do not cuddle the private boarding cats

· Only allow cats from one pen at a time into the main cat walk

· If more than one cat cuddler is present, please ensure individual pens are locked from the outside if another cat is in main cat walk area

· Leave any “Cat in Isolation” until last to prevent any risk of spreading infection.  Please use and dispose of gloves provided

· Adhere to the requests of the Cattery staff

· Information relating to any animal in our care must remain totally confidential including details of the Cattery.  Some of the cats may be under a protection order or prosecution case and it is our responsibility to protect them

· No photographs or details of cats should be shared with family, friends or social media until they are ready for rehoming. Please send any photos taken to Rehoming Coordinator by separate email (admin@rspca-eastberkshire.org.uk) rather than the group email.  Once the cats are on the website, sharing their information will be a great help with rehoming 

· Any serious concerns over an animal's health must be communicated to staff and Rehoming Coordinator (mobile) or Cat Cuddling Coordinator (mobile) by call or text immediately.

· To help us build a better picture of each cat’s character, and ultimately help with re‑homing, please let Andrea know any observations about the individual cats, such as:

· loves cuddles and are sociable or not

· lets you know when they have had enough 

· when cuddling you felt a lump 

· cat was sneezing/ any diarrhoea/ not eating/ fleas etc.

· loves climbing/ playing with toys

· shows aggression to other cats, etc.

Joe’s Folly RSPCA Co-ordinator Andrea 07789 648218

Centre opening times are Mon – Sat, 2pm-4pm 

	Dog Walker Guidelines


While at the kennels volunteers must observe the following:
· You MUST have a current tetanus vaccination

· If you are unable to attend as planned advise the dog walking coordinator
· You MUST close every door or gate every time you enter or leave kennels
· Anyone under the age of 18 must be accompanied and supervised by an Adult who has completed an induction
· You MUST adhere to the requests of the kennel staff

***

· No cuddling of dogs in kennels, please take them out to the paddocks.

· Always Open kennel doors inwards, make sure you have a firm hold of the dog - and do not let it loose.

· All dogs must have a lead on – BEFORE leaving their kennel.

· If using the paddock area, please check with staff that it is available.

· All walkers must carry poop bags and clean up after the dogs; poop bags are available in the kennel area.

· When walking dogs, make sure you have good lead control, this is part of the dog’s training, if you are unsure how to, then please check with either the dog walking coordinator or the kennel staff.

· Be in charge of your dog - not the other way round!
· Please check with staff which dogs can be walked together - or which dogs should not be walked.

· If you notice any dog in any discomfort please inform staff immediately
***

To help us build a better picture of each dog’s character and training which will ultimately help with re-homing, please let the dog walking coordinator know any observations about individual dogs such as:
· Good/not good on lead

· Reaction to other dogs when out walking (need to know large or small male or female and what reaction) 

· Likes / dislikes cuddles/attention

· Social/not social

· How they play with toys

· How they interact with people (male/female/children)
· Any signs of vomit or diarrhoea in their pens

	Volunteer Skills


	Fundraising events
	· Ability to manage money with respect and responsibility

· Organisation skills

· Fundraising/campaign experience desirable

· Able to deal with members of the public in a professional and polite way, representing the branch and charity as a whole

· Customer service attitude

	Collections & fairs
	· Ability to manage money with respect and responsibility

· Able to deal with members of the public in a professional and polite way, representing the branch and charity as a whole

· Customer service attitude

	Home Checks
	· Respect and consideration for other peoples’ homes, property and views

· Organisation skills

· Able to deal with members of the public in a professional and polite way, representing the branch and charity as a whole

· Customer service approach

	Vet trips
	· Good time keeping

· Patience and care

· Ability to follow onsite regulations and guidelines

· Hands on experience with animals desirable
· Clean driving license

	Administration
	· Administration experience essential

· Attention to detail

· Organisation skills

· Commitment to follow through on agreed tasks

	PR/media
	· Creativity

· Media awareness

· Brand awareness

· Marketing experience desirable

· Able to deal with members of the public in a professional and polite way, representing the branch and charity as a whole

	Dog walking & Cat cuddling
	· Patience and care

· Ability to follow onsite regulations and guidelines

· Hands on experience with animals 

	Fostering
	· Patience and care

· Hands on experience with animals desirable

· Ability to follow branch regulations and guidelines

	Committee work
	· Organisation skills

· Regular commitment
· Confidentiality
· Able to deal with members of the public in a professional and polite way, representing the branch and charity as a whole


Registered charity no. 251481                                                    http://www.rspca-eastberkshire.org.uk/ 

