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Fulton County Humane Society Mission Statement:

To offer sanctuary and care to homeless, neglected & abused domestic animals, and to provide humane solutions to reduce their numbers through education, medical-care, rehabilitation and re-homing. 
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Part 1



    1 - WELCOME

Welcome to the Fulton County Humane Society – we are thrilled that you have joined us in the crusade for the humane treatment of animals. 

Telling people “I’m a Board Member of the FCHS Auxiliary” brings with it a sense of pride and accomplishment. But that recognition is also accompanied by a bit of responsibility. As an FCHS Representative, you will be asked to participate in at least one fundraiser per year, recruit new members & volunteers, and to always be mindful that you represent us to your community.

This Auxiliary Board Manual has been created to give you information about the Fulton County Humane Society as an organization including rules & regulations (Part 1), and to serve as a “Tool-Kit” to help assist you (Part 2). Its purpose is to offer support to our Auxiliary Board Members (ABM’s) by providing guidelines so you do not feel overwhelmed or unsure of your role. You should read this and keep this Auxiliary Board Manual in a place for easy reference. There is a copy available at the shelter and website for reference if needed. 

We are committed to the FCHS mission, which is, “… to offer sanctuary and care to homeless, neglected & abused domestic animals, and to provide humane solutions to reduce their numbers through education, medical-care, rehabilitation and re-homing. 

The Fulton County Humane Society was formed in 1981 by a group of concerned citizens. We are a 501(c)(3) not-for-profit, non-stock corporation. All donations made to us are tax deductible. 

Our primary duty is to give compassionate and proper care to the animals while they are at the shelter. Because of this commitment, many of our jobs are not pleasant or easy, and it can be stressful working at the shelter. In order to meet our goals of improving the quality of life for the animals in our care, we encourage our ABM’s to suggest ways to improve the quality of our services. The success of our shelter rests with its’ ABM’s. We believe in an “open door” policy. Any volunteer, employee, auxiliary member or member of the public may discuss with us, or a board member, any concerns they have concerning the shelter at any time. 

Welcome to the team! We look forward to a positive and successful relationship. 


Warmly,

Sondra L. Metts, CEO
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2 - PURPOSE OF THE AUXILIARY BOARD MANUAL 

This Auxiliary Board Manual is designed to acquaint you with the Fulton County Humane Society, and provide you with information about FCHS’s procedures, working conditions, and policies. All organizations have rules they must adhere to and it is critical that all ABM’s comply with the provisions of this Auxiliary Board Manual. The contents of this Auxiliary Board Manual are presented as information only, and are subject to change.  It is the responsibility of the ABM to stay abreast of current policies & procedures. 

You will need to sign a statement acknowledging that you have read this manual and understand the policies (located in the back and online). Any disciplinary action to an ABM will be guided by this manual. 

When this Auxiliary Board Manual refers to a manager, it means the Shelter Director, ABM Coordinator, or a Manager. When the manual refers to a supervisor, it means the person in charge for the day if a manager is not working.
If you have any questions about this manual, please feel free to consult with the ABM Coordinator or Shelter Director. 


Section-2.1. Membership
All new members must be nominated and elected by the presiding ABM’s. 
A. During a regularly scheduled business meeting a motion must be made and seconded to accept a Membership. This motion must carry the majority vote of approval by those attending the meeting.
B. Any member of “Good Standing” that brings harm to the purpose and image of the organization may have their respective membership suspended by means of a seconded motion and a 2/3 vote of the membership.
C. While this organization will recognize that not all members will be available to participate equally, it is expected that all members will maintain a relatively active Auxiliary role. 

D. ABM’s volunteer on an “at-will” basis, and therefore can resign at any time, just as Fulton County Humane Society can terminate you at any time.
Section-2.2. Business Meeting
A. The regular meeting shall be scheduled on the first Wednesday of each month. A meeting may be re-scheduled, or an emergency meeting scheduled at the discretion of the Chairperson.  ABM’s seeking a rescheduled or emergency meeting should make their request to the chairperson for consideration.
B. . Meetings shall be conducted orderly. Discussions and Business transactions of all meetings shall be deemed confidential.
C. . All members must remember that meetings will be a time to conduct organizational business in pursuit of our mission. Regular attendance, arrival before the scheduled start time, and meetings void of any distractions are vital to a productive meeting worthy of all our time.
D. . Individuals who are not members with an interest in the FCHS are welcomed. However, they may not speak unless provided the opportunity by the Chairperson or Officer conducting the meeting. These individuals may be asked to leave the meeting based upon the discretionary authority of the Chairperson or Officer conducting the meeting
E. . Members of the FCHS Auxiliary Board will hold one vote per member regarding Auxiliary Board positions, committees, activities, etc. 


Order of Business

1. Roll Call – Officer Presiding

2. Reading of minutes from previous meeting - Secretary

3. Committee Reports – Committee Representative

4. Unfinished Business – Officer Presiding/Membership

5. New Business – Officer Presiding/Membership

6. Date/Time/Location of Next Meeting – Officer Presiding/Membership

7. Members separate into committee groups to plan and organize

8. Adjournment 


Section-2.3. Election of Officers /Positions
A. To avoid political agendas, all candidates will be nominated by the ABM’s and will be appointed by FCHS Executive Officers.  For consideration, candidates are welcome to submit resumes of qualifications prior to voting day. 
B. Each term shall run for one year, with no term limitation.
C. An ABM may hold more than one position, should time availability & responsibilities be compatible. 

D. In the event of one (1) nomination for an office, the nominee shall be deemed     

     elected, following a motion and second to the motion.
E. At the meeting following the annual election, all officers shall turn over to their   

successors all books, papers, keys or any other properties of the       

      organization.
F. The following positions will be filled, as listed in descending order.


1. Chairperson



2. Secretary/Treasurer 



4. Team Leader


5. Team Treasurer



6. Team Member 

G.  All members will be entitled to one nomination for available positions.  Members may nominate themselves. 

H.  Positions will be appointed by FCHS Executive Officers.

I.  Any member interested in holding a position, but is unable to attend the  
     December election meeting, may express her/his desire for nomination to the 

     Chairperson, or Committee Leader, who will in turn submit the member’s     name as nominee.
J. Any member may be nominated for any position
K.   If elected and unable to or does not fulfill the duties of his/her respective   

     office, the position may be filled by means of another voting process.  

Section-2.4. Positions Descriptions & Duties
A. The Chairperson: 

1. Presides over all business meetings

2. May establish and appoint members to committees

3. Preserves order of all meetings

4. Provides the decisive vote in case of a tie


5. It is recommended that the Chairperson be involved in Volunteer 
recruitment and coordination of services.


6. New positions created will be agreed upon by Committee Leaders and 
the Auxiliary Board Officers, and approved by the Executive Officers.

7. The Chairperson represents the interest of the FCHS Auxiliary to the 
Fulton County community 

8. Acts as Liaison between the FCHS and other Auxiliary Members


9. Trains replacement


B. Secretary/Treasurer


This position may be dual of Executive/Auxiliary Board 
Treasurer/Secretary


1. Supports the Chairperson as needed


2. Acts as the Chairperson in the Chairperson’s absence, taking on 


Chairperson’s duties

1.  Chairs Auditing Committee with two members not holding officer positions 


2.  Maintains accurate minutes of all meetings and proceedings 


3.  Preserves all records of the organization 


4.  Conducts and records roll call of all members at business meeting 


5.  Serves as a Liaison between Team Treasurer & Executive Treasurer when transferring funds from Fundraisers to FCHS Shelter.


6.  Counts funds in the presence of Committee Leader to assure accuracy.


7.  Records fund raising events and other important dates on the FCHS website - self-explanatory
8.  Trains replacement Secretary/Treasurer?

C. All Officers


1. All Auxiliary Board Officers are expected to attend all business meetings. 


2. All Auxiliary Board Officers are expected to set the example for active membership 
D. Fundraiser Coordinator 


1.  Fundraiser Coordinator’s will act as a Committee Leader running 
respective departments.

2. The Fundraiser Coordinator is a subcontracted position, and will be appointed and by the FCHS Executive Officers.

3. Complaints, disputes and disciplinary action will be first addressed with the Auxiliary Chairperson, and then through the CEO

4.  The Fundraiser Coordinator is responsible for coordinating fundraiser events and activities.

5.  The Fundraiser Coordinator will recruit and schedule volunteers to work events and activities. 

6.  Detailed job description, restrictions and compensation is as outlined in the FCHS Employee/Volunteer Handbook.

7.  Compensation will be provided through and agreed upon commission as outlined in the FCHS Employee/Volunteer Handbook.

8.  Fundraiser Coordinator may not solicit corporate sponsorship of an event within Fulton County without prior agreement from the Corporations Manager.

9.  However, Fundraiser Coordinator may solicit raffle items from Fulton County corporations and businesses, providing they have given Corporations Manager notice and opportunity for one week to make the initial contact and request.  Via email, Fundraiser Coordinator will inform Corporations Manager of any solicited raffles within one day of obtainment. 

10. Compensatory agreements between the Fundraiser Coordinator and Corporations Managers for raffle items and business sponsorship are outlined in the FCHS Employee/Volunteer Handbook.

E. Corporations Manager
1. The Corporations Manager is a subcontracted position, and will be appointed by the FCHS Executive Officers and the Auxiliary Chairperson.

2.   Compensation will be provided through and agreed upon commission as outlined in the FCHS Employee/Volunteer Handbook.

3.  The Corporations Manager is responsible for soliciting donations from Fulton County Businesses.

4.  The Corporations Manager will also solicit non-monetary items to further the cause of the FCHS. This may include, but is not limited to pet supplies, etc. 

5. The Corporations Manager is responsible for obtaining raffle items for fundraiser events. This provides a “foot in the door” for the Corporations Manager and benefits fundraiser efforts.

6.  Should Fundraiser Coordinators desire a raffle item from a local business, they will give Corporations Manager one week’s notice via email to make the initial contact and request. If no action is taken within one week, Fundraiser Coordinator may solicit raffle items from Fulton County corporations and businesses. Fundraiser Coordinator will inform Corporations Manager of any solicited raffles within one day of obtainment. 

7. Compensatory agreements between the Fundraiser Coordinator and Corporations Managers for raffle items and business sponsorship are outlined in the FCHS Employee/Volunteer Handbook

F.  Membership Coordinator
1. Work with the Management Team, offering strategic leadership and planning to develop and implement procedures that will successfully seek and increase individual membership for The Fulton County Humane Society through direct contact solicitations

2. Research, develop, and maintain strategies implementing direct mail to obtain new memberships and renewals; upgrade donors; maintain new members; and email marketing.

3. Coordinate and action task in the membership development and marketing plans. Respond promptly to inquiries from prospective members, the general public and other industry bodies by phone, e-mail, or in writing and followed up with an agreed timeframe.

4. To assist in the creation and update of membership and marketing material ex.) letters, new member welcome packs, newsletters, e-bulletins, press releases, fact sheets, member listings, member questionnaires and brochures.

5. To promote and sell the Fulton County Humane Society’s memberships and suggest or invite members to consider using or upgrading to higher memberships.

6. To maintain and update membership records on FCHS database.

7. To manage the membership booth at fundraising events.

8. To co-coordinate with the CEO to attend speaking engagements to various groups throughout the community including but not limited to: special interest groups, work groups, and educational groups.

9. Compensation will be provided through and agreed upon commission as outlined in the FCHS Employee/Volunteer Handbook.
 

Section-2.5. Committees 

A. Appointed committee members shall hold at least one meeting within thirty days after their appointment or election. 

B. All committees must attend at least two substantial fundraising event per year. 
C. Committees may give themselves an unofficial name for the purpose of identification, (i.e., after their town) 
D. The organization may establish subcommittees, as deemed necessary. Each subcommittee shall have a Committee Chairperson who represents and executes the subcommittees’ purpose. The following are possible sub-committees - however, the organization shall not be limited to this list. 

1. Auditing Committee: Examine and audits fundraising accounts and reports in writing the results of its examination at the first regularly scheduled business meeting of the year.
2. By-Laws Committee: Formulate and present proposed changes of the By-Laws to the members.
3. Awards Committee: Receipt of the nominations and selection of the recipients of annual awards, or special recognition. 
4. Recreation and Entertainment Committee: Determine events to be held for the benefit of the members’ recreation, subject to approval by the membership. Any events approved shall be the responsibility of this committee to execute, with any expenditure approved by a vote of the membership.
5. Fund Raising Committee: Assess and record annual fund raising events.
6. Membership Committee: Pursues new ideas that will provide a full roster of active members. 
Section-2.6 By-Laws

The By-Laws of this organization may be amended only at a regular meeting and only upon the affirmative vote of two-thirds of the members present. The proposed amendments having been presented in writing, signed by the members of the By-Laws Committee, (Organization Officers) and read at two previous meetings. 

Section-2.7. Membership Conduct
A.  Willful violation of By-Laws or duties of this organization, loose talk, improper behavior could be just cause for termination of membership.
B. All members are expected to conduct themselves in an ethical and legal  manner.

C. No member will obligate the Organization for payment or provision of goods or services which may assume the authority of the Organization has been given, without approval motioned by the Auxiliary Board.
D. At no time shall any member attend meetings, or any FCHS Auxiliary activity under the influence of intoxicants.
E. This organization prohibits discrimination in membership or other activities based on race, religion, sex, national origin, or physical handicap. 
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3 - INTRODUCTORY POLICIES 


Confidentiality - You agree not to disclose or use any of the shelter’s confidential information. This may include information concerning the shelter’s customers, financial records, business practices, euthanasia information, health information, ABM records, vendor records and more. All requests for information shall be referred to the Shelter Director. No one is permitted to remove or make copies of any shelter records, reports or documents without prior management approval. Disclosure of confidential information could lead to termination as well as other possible legal action. 

Word of Mouth - Most publicity regarding any place of business is passed by word of mouth. Satisfied customers speak to some, but dissatisfied customers speak to all. Our reputation is based on all Board Members of The Fulton County Humane Society treating everyone equally and respectfully. 

Media Requests - ABM’s are not authorized to discuss situations involving the shelter with the media, unless given specific permission from an FCHS officer. Media requests should be forwarded to the Shelter Director who will handle all requests on behalf of the shelter. 



              4 - COMPLAINT PROCEDURE 

It is The Fulton County Humane Society’s policy to communicate openly and candidly with you.  If you have a problem, please discuss it with the ABM Chairperson, Shelter Director, or Executive Officer. 

[image: image5.emf]

5 - PERFORMANCE, DISCIPLINE and TERMINATION

Corrective Action- The shelter’s corrective action program is designed to encourage individuals to become satisfactory ABM’s. Based on the severity of the incident, a warning will be issued or the ABM dismissed at the discretion of the Auxiliary Board Officers and at least one Executive Officer, as determined by majority vote.  
 
Work Rule Violations Resulting in Corrective Action:
• Unlawful harassment of fellow ABM’s, customers, employees or anyone else. 
• Assault of fellow ABM’s, customers, or anyone else affiliated with the shelter. 

  Brawling or fighting on shelter property. 
• Coercion, intimidation, or threatening any person on shelter property. 
• Discourteous treatment to or the use of inappropriate language toward a shelter 

  employee, customer, ABM or anyone else. 
• Physical abuse to animals or any intentional act to harm an animal. 
• Horseplay - such as running, shoving, pushing, throwing objects and/or any 

  type of conduct which could jeopardize the safety of others, interfere with the  

  work efforts of others or encroach upon the rights of others. 
• Possession of weapons or firearms on shelter premises or in shelter vehicles. 
• Conduct undermining to the shelter and its objectives. 
• Making slanderous or libelous statement(s) concerning fellow ABM’s, 

  customers, the organization, or the animals it shelters. 
• Immoral conduct or indecency on shelter property. 
• Posting or removal of notices, signs or writing in any form on bulletin boards 

  without specific approval by a supervisor or manager. 
• Excessive tardiness or absenteeism. 
• Failure to follow policies of shelter vehicle use. 
• Unsatisfactory job performance. 
• Improper use of confidential information about The Fulton County Humane 

  Society. 
• Conducting personal business on shelter time or engaging in excessive, 

  unnecessary or unauthorized use of shelter equipment, supplies or resources 

  (including personal use of shelter vehicle and property without proper 

  authorization). 
• Violating the shelter’s policy with regard to Communication Systems Usage. 
• Any form of dishonesty. 
• Violation of the shelter’s Alcohol and Drug Policy. 
• Theft or unauthorized removal of property belonging to others or to The Fulton 

  County Humane Society. Theft includes the “pirating” of software. 
• Malicious damaging of shelter property or that of fellow ABM’s, customers, 

  employees, or anyone else. 
• Failure to report an accident or personal injury immediately. 
• Refusing to give information to a supervisor or manager. 
• Violation of any safety procedure, program, or rule; causing unsafe conditions 

  or carelessness with regard to your own safety or the safety of others. 
• Failure to properly use safety devices, tampering with safety equipment and/or   

  attempting to bypass or defeat a machine’s safety feature(s). 
• Smoking in areas where it is prohibited. 
• Littering or causing unsanitary or unsightly conditions. 
• Gambling on any property owned by The Fulton County Humane Society. 
• Unauthorized solicitations or distributions. 
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• Any other conduct which The Fulton County Humane Society deems to be    

  grounds for disciplinary action or discharge. 



6 - ALCOHOL and DRUG POLICY

The Fulton County Humane Society has a strict policy prohibiting the possession, use, sale, or distribution of illegal drugs or alcohol in The Fulton County Humane Society’s buildings, vehicles, or property. Accordingly, the consumption or possession of alcoholic beverages, illegal drugs or other controlled substances on The Fulton County Humane Society’s property or storage locations, except for officially sanctioned functions is prohibited. Inappropriate use of prescription drugs is also considered a violation of this policy. Please remember that you represent the FCHS, and your image is our image. 
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7 - EUTHANASIA POLICY

We often face difficult decisions involving the animals at The Fulton County Humane Society and, although the decisions to euthanize animals must be made, they are not made lightly.  We are all here for the love of animals. We understand that our ABM’s become attached to the animals they work with and we realize that euthanizing a favorite animal of an ABM will cause stress and distress to our ABM’s. It is not our intention to upset our ABM’s, but our ABM’s must understand that euthanizing animals is a part of this shelter.
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8 – WHILE YOU ARE AT THE SHELTER

Many of our ABM’s enjoy helping with the animals. We can always use assistance in training and socializing our tenants and encourage your participation. The following our a few things to remember: 

8.1. Safety – 


The Fulton County Humane Society is committed to providing the best possible working conditions. To accomplish this goal, the shelter shall not only comply with all current occupational health and safety laws; it shall develop policies and procedures to meet this objective. 
The shelter bases all safety practices on the principle of least acceptable risk as defined by all relevant federal, state, and local laws and regulations. To this end, the shelter will control and reduce ABM exposure to known or clearly suspected occupational health and safety risks and attempt to lower risks as quickly as is legally and economically possible. 

All ABM’s are expected to be safety conscious and to assist the shelter in finding conditions on the premises that might cause an accident. Please bring it to the manager’s attention if you witness unsafe conditions or receive injuries received while at the shelter.
8.2. Injuries - 
• All work-related injuries and illnesses must be reported to a supervisor or manager immediately, regardless of the severity. We want to ensure you receive immediate and appropriate care. 
• An Accident Report must be completed immediately whenever conditions permit (not later than 24 hours after the incident). 
• The facility has a central First Aid cabinet. Minor injuries can be attended to using these resources. 
• If more extensive medical attention is needed immediately, advise a manager and call 911. 

8.3. Smoking -
• Smoking is prohibited at all times inside the facility. 
• Smoking is permitted outside the building and you are requested to discard cigarette butts and other tobacco products in proper containers. 

8.4 Emergency Evacuation and Fire Safety -
• Learn the location of all fire exits, extinguishers and first aid equipment in your area. 
• In the event of a fire, your supervisor will direct you to evacuate the premises through marked exit doors. At no time should anyone block fire equipment or exit doors. 
• After evacuating the premises, ABM’s must not scatter or leave for home, they must gather in the parking lot well away from the building so that we can account that everyone was able to safely evacuate and no one remains in the building. 

8.5 Emergency Tornado Warning Procedures - The following procedures should be followed if The Fulton County Humane Society is threatened by a tornado: 

A. An announcement shall be immediately made to inform all staff and visitors that we have a tornado warning. All staff, employees, and visitors will proceed immediately to the designated area. Under no circumstances is a person allowed to leave the premises. To do so may put other people in danger if they search for you. 

B. Any loose animals must be returned to their cages or placed in a pet carrier. 

C. When the tornado has passed, assess all persons present for injuries. If an ambulance or paramedics are needed, a call to 911 should be placed immediately. 

D. Uninjured persons can be released to leave if all threat of danger has passed. If any threat remains from weather or debris, continue to take steps to protect all persons from the existing threat(s). 

E. After all people have been attended to, employees will check all of the animals and then check the shelter grounds and buildings. It will be determined at that time if the shelter should close for business. 

F. The Fulton County Humane Society will listen to the National Weather Service and/or local radio station to monitor changing weather conditions when there is a potential for severe storms and tornado formations.

8.6 Training – All ABM’s who want to work with the animals will be required to watch the Fulton County Humane Society Training video; which will be followed by a short quiz to assure ABM comprehension. Any incorrect answers will be revisited orally with the Department Supervisor/Manager and ABM. 

8.7. Dress Code - The purpose of The Fulton County Humane Society  dress code is to maintain an atmosphere of professionalism, safety, and good customer service. ABM’s must be neat and clean at all times. Offensive body odor or excessive use of perfumes, colognes, or other scents that may affect others is not acceptable. 

Any jewelry worn should not pose a danger or hazard in working with animals. Earrings worn on the earlobes are permitted, but ABM’s working with animals may not wear hoop earrings or pendulous earrings because of the possibility of injury or entanglement. Tattoos are permitted, but any tattoo that is deemed offensive by anyone, that being an ABM, customer, board member, etc. must be covered. 

ABM’s must wear closed tennis shoes or rubber boots, slacks, scrubs, or T-shirts while cleaning and working with animals. No tank tops, sleeveless shirts, shorts, or Capri pants are allowed, due to skin exposure. ABM’s are encouraged to wear shirts promoting the shelter. For safety reasons, shorts, sandals, or slip-ons are not permitted at any time in the shelter. 

8.9. Emergency Contact Information – ABM’s must provide a current working phone number for an emergency contact person that can be reached by management. This could be a cell or home telephone. 

8.10. Shelter Property - A ABM is expected to exercise care in their use of shelter property and equipment and to use such property only for authorized purposes. Negligence in the care and use of shelter property may be considered cause for dismissal. Unauthorized removal of shelter property from the premises will be considered cause for dismissal and possible prosecution. 

8.11. Office Equipment – As you know since we are funded strictly by donations, it is important that we keep our costs down. ABM’s are prohibited from using the shelter’s equipment (i.e. Copy machines, etc.) and communication systems unless permission has been received from a manager. 
Violations of this policy should be reported immediately to a manager. Any ABM who violates this policy or uses shelter equipment or a communication system for improper purposes may be dismissed. 

8.12. Telephones - Our phone lines must be open at all times for customers’ needs. Personal calls, both incoming and outgoing, are not allowed unless permission has been received from a manger. Such calls must be held to a minimum.

8.13. Parking - It is recommended that ABM’s keep their cars locked while in the parking lot. The shelter assumes no responsibility for damage or theft of any automobile or personal property left in any automobile in the shelter parking lot. ABM’s are encouraged to park as far away from the front entrance as possible. 

8.14. Vehicles – There may be times when an animal needs to be transported and an ABM will offer their services. The purpose of this policy is to set minimum qualifications for drivers of The Fulton County Humane Society vehicles and standards for vehicle operation. An ABM can operate a Fulton County Humane Society owned vehicle only if he/she is: 
• Acting under the direction, and with the explicit permission of The Fulton County Humane Society. 
• Aged 18 or older and a holder of a valid Ohio license for the class of vehicle in question 
• Otherwise qualified under federal and state regulations to drive the vehicle in question. ABM’s responsible for operating The Fulton County Humane Society’s owned vehicles will be required to show they have an acceptable driving record. The following driving violations are unacceptable: 
• Driving a motor vehicle under the influence of alcohol, a controlled substance, or any drug that impairs driving ability 
• Refusing to submit to a test to determine alcohol concentration while driving a motor vehicle 
• Using a motor vehicle in the commission of any felony 
• Leaving the scene of an accident unlawfully 
• Committing more than one major traffic offense over a 12 month period including reckless driving, careless driving, or a major moving traffic infraction 
• Receiving a felony revocation of driving privileges or felony or misdemeanor driver license suspension within the last 12 months 
• Transporting a controlled substance unlawfully while operating a personal or shelter-owned vehicle while on Fulton County Humane Society business. ABM’s must: 

1. Observe applicable speed limits at all times 

2. Obey all traffic rules and regulations 

3. Wear seat belts at all times. The driver of the vehicle is responsible for ensuring compliance of seat belt use by all vehicle occupants. Any Fulton County Humane Society owned vehicle in which a seat belt is inoperable cannot be used until the seatbelt is repaired. ABM’s who discover an inoperable restraint system must report the defect to a supervisor or manager. 

4. Report any accidents in which they are involved to the police and Shelter Director A printed card titled “In Case of Accident” must be kept in the glove compartment of each Fulton County Humane Society owned vehicle. The card is intended to provide ABM’s with easy access to guidance on what to do when an accident occurs. In general, the following requirements apply: 
• ABM’s must report an accident to the local police and then a manager. 
• ABM’s must complete an incident report for each accident. This applies even if the ABM backs into an object which causes a dent but will not require repair. 
• ABM’s are prohibited from signing or making any statements regarding their responsibility or fault for a traffic accident that occurs while they are driving a Fulton County Humane Society owned vehicle. ABM’s should avoid explaining or describing the accident to anyone except public safety personnel, a manager, or the claims adjuster or attorney for the Fulton County Humane Society’s insurance company. 
• ABM’s must obtain names, addresses, phone numbers, and license numbers of the other drivers involved. ABM’s also must collect insurance company contact information from the other driver(s) and the addresses and phone number of the police department where the accident report will be prepared. Any person using the company vehicle shall abide by the rules stated above and below: 

1. Shelter vehicles shall not be used for personal use by ABM’s. 

2. Shelter vehicle are to be used by authorized personnel only. Authorized personnel are ABM’s that meet the above criteria and ABM’s that have been given previous authorization from management. 

3. No unauthorized passengers are allowed in the vehicle. 

4. No person under the age of 18; unless employed by The Fulton County Humane Society, may ride in the vehicle unless previously authorized. 

5. No person shall ride in the middle front or in the rear. 

6. All animals are to ride in the rear and must be in a crate or leashed to the front screen so as not to be able to move about freely. 

7. Keep the vehicle clean, both inside and out. 

8. Smoking is not allowed in the company vehicle. 

9. Make sure the vehicle has at least one half (½) of a tank of gas at all times. If gas is needed, notify a manager. 

10. If an ABM notes any type of mechanical problem, he/she must notify a manager or a supervisor immediately. 

11. Vehicles are supplied with certain items necessary to perform shelter duties. These are to be replaced immediately by any staff that removes them. Catch poles and bite gloves are not to be removed. ABM’s who drive negligently or who fail to comply with this policy will be dismissed. 
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9 – COMMUNITY SERVICE 

Community Service hours may be satisfied at the Fulton County Humane Society. There are specific rules that apply when working with Court Appointed Volunteers (CAV). CAV’s are treated in the same manner as any other employee, but with a few exceptions. No CAV is allowed to use the telephone, internet, handle any medications or needles, leave the shelter grounds, or have family/friends visit them while at work. ABM’s may not offer CAV any food item that is not offered to everyone present at the time of offering. CAV may not accept food items from any ABM unless it is offered to everyone present. 
No ABM may offer CAV’s any item including personal items, money, cigarettes or gift certificates at any time. CAV’s may not accept stated items. No personal information of anyone, be it yours or someone else, shall be given to a CAV. All personal information will be kept confidential from CAV employees. Family discussions, personal circumstances, activities outside of work should not be discussed with CAV’s. Any ABM that helps a CAV participate in use of the phone, internet, or acceptance of gifts or has knowledge of use or acceptance will be immediately dismissed. Any ABM violating these rules is subject to criminal charges by the state per statute 53.095.

[image: image10.emf]


10- MISCELLANEOUS
10.1. Animal Adoption Policy for the Fulton County Humane Society - ABM’s interested in adopting an animal will follow normal adoption procedures. ABM’s must complete a pre-adoption form. The application will then be given to a manager for review and approval/denial. Review may include: calls to prove home ownership/landlord approval, veterinarian care and approval or denial. 

10.2.Gift Policy - ABM’s are not allowed to accept any gift, gratuity, favor, entertainment, reward, or any other item of monetary value, supplies or personal gifts from customers or vendors unless approved by the Shelter Director. 

10.3. Conflicts of Interest – An ABM should be willing and able to act for the benefit of the shelter and be loyal to the shelter’s interests. ABM’s who engage in a conflict of interest can undermine public confidence in our function as a humane agency. The consequences of such behavior have the potential to do great harm to the reputation and credibility of The Fulton County Humane Society. The shelter will not condone conflicts of interest, even though certain acts may be prevalent throughout the county including, but not limited to: not licensing your pets, allowing your animals to be a public nuisance, not providing basic essentials for your pets, proper veterinary care etc. 

10.4. Political Activities of ABM’s - The Fulton County Humane Society’s ABM’s have a responsibility to recognize the distinction between personal views and organizational views and needs. No ABM shall present themselves as representing The Fulton County Humane Society, except as authorized by a manager and/or board of directors. No Fulton County Humane Society ABM shall use Fulton County Humane Society endorsement or identification in connection with any political campaign or candidate. 

10.5. Use of Personal Cars - The owner assumes responsibility for insurance and any parking or driving violations while using their vehicle for shelter business. 

10.6. Personal Property - The Fulton County Humane Society is not responsible for the loss or damage of any personal items that you have at the Shelter. 

10.7. Smoking - Smoking is permitted in designated areas only for those ABM’s over the age of 18. Smoking is not permitted inside the shelter, in the kennel yard, or in shelter vehicles. Use a cigarette receptacle - do not throw cigarette butts in the driveway, parking lot or on the lawn. 

10.8. Visitors - For insurance purposes and safety of all individuals, all visitors including former ABM’s of The Fulton County Humane Society, must enter by the main office entrance only. Any visitors to the shelter will be asked to sign in and will be treated with the utmost respect and courtesy. 

10.9. ABM Hours/Entrance Hours of operation for FCHS - ABM’s are required to enter through the front door and sign in at the reception counter, during regular business hours unless otherwise notified.
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11 - SUMMARY

These guidelines have been compiled to inform you of The Fulton County Humane Society practices, and policies. Because these policies may change with time, consult a manager as well as your manual if you have any questions. 
**Because we cannot replace the pages of every Manual already distributed, a Master copy will be kept at the shelter. You are encouraged periodically review it. 
Please sign and date the Acknowledgement and Confidentiality Pledge form at the end of this manual and turn it into a manager. This is our guarantee that you have been properly informed of your ABM responsibilities. 

REMINDER: It is the responsibility of the ABM to read this manual. If there are any questions, or you do not understand some portion of this document, please contact the ABM Coordinator or Shelter Director. Adherence to this manual will insure a safe environment and promote a good working relationship. 
Being an Auxiliary Board Member at your Humane Society can be very rewarding and fill your life with deep meaning. We sincerely hope you enjoy working with us toward improving the care of all our domestic animals. 












Part 2
As an ABM, you now represent the FCHS. When you meet people, you will want to be prepared to answer questions regarding our organization. The following are some answers to FAQ’s you may encounter. If you come across other pertinent questions, let us know and we will add it to the list: 


 What is our mission? 

The Fulton County Humane Society is here to offer sanctuary and care to homeless, neglected and abused domestic animals, and to provide humane solutions to reduce their numbers through education, medical-care, rehabilitation and re-homing. 


 What is our purpose? 

Our purpose is the prevention of cruelty and relief of suffering among domestic animals, to seek new homes for unwanted pets, provide spay and neutering of pets adopted from the society, return lost pets to owners, and provide humane education for the public. 


How did the Humane Society come into existence? 

We were originally formed back in 1981 by a group of concerned citizens. The shelter was small and served only cats. Do to lack of funding the original shelter’s doors closed about 8 years ago. We have since reorganized, expanded our services to include dogs, and have involved the entire community using a grassroots approach for sustainability. 

 Why Donate to the FCHS? 

All donations are tax deductible as we are an established charity holding a 501.C.3 status. We are not affiliated with any other animal organization including other humane societies. We do not receive any government funding and we exist solely from donations. There are estimated annually almost 3000 domestic animals in our county that are in need of shelter, vet care, rehabilitation and re-homing. Without your help, providing for these animals may not be possible. 


If I make a monetary donation – how is it spent? 

At FCHS, we believe in transparency regarding our budget and funding. All funds go directly to the operating expenses of the shelter, including but not limited to: Veterinary & medical expenses, pet grooming & supplies, utilities, maintenance, staffing, etc. If you would like your donation to go to a specific purpose, i.e. spay/neuter programs, just let us know and it will be applied accordingly. 


Do you accept donations other than money? 

Absolutely – our shelter is always in need of grooming supplies, cat litter, pet toys, blankets, etc. And remember – the most precious donation of all is time. We can always use volunteers to help socialize our pets to make them more adoptable. 


Is our FCHS a No-Kill Shelter? 

No, our shelter is what is called a “limited admission” shelter. What this means is that every reasonable attempt is used to salvage an animal. However, there are circumstances when the condition of a rescued or surrendered animal (due to health, age or disposition) prevents him/her from being adoptable. For example, if an animal is deemed vicious because it attacks people, or it is too old or has a terminal illness – The animal will be humanely euthanized. We do not discriminate based on species or gender. 



12 - Recruitment of Volunteers 


As an ABM one of your responsibilities is to recruit new volunteers and auxiliary board members. This is vital to the sustainability of FCHS. If everyone recruits just one or two people per year, our shelter will remain fresh and vibrant. Following are some ideas for recruitment: 


12.1. Warm body recruitment: 

When you need a large number of volunteers for a short time period and the qualifications of the task are minimal (like a fundraiser), you might engage in “warm body recruitment”, this involves a broad distribution of information, including: 



Brochures 



Posters 



Speaking to groups 



Notices in appropriate media 



Word of mouth 


12.2. Targeted recruitment: 

The targeted campaign requires a carefully planned approach to a small audience. Use this method when you are trying to recruit volunteers that need to have specific skills or not commonly found characteristics (i.e. spay/neuter day). 

A targeted campaign requires that you answer several questions at the outset: 



What do we need? 



Who could provide this need? 



How can we communicate with them? 



How can we motivate them? 

Working through such questions will help you identify and locate the volunteers that you need. Once you locate a source of such volunteers, simply take your recruitment message directly to them. 


12.3. Concentric circles recruitment: 

This type of recruitment requires you to identify populations who are already in direct or indirect contact with your organization and then to contact them with your recruiting message. Such populations include: 


Your clients, their families and relatives. 


Alumni of your program. 


Friends of your current volunteers and your staff. 


People on your organizations neighborhood. 


People who have been affected by the problem you’re trying to solve. 

Concentric circles recruitment involves people who are already familiar with your agency or the problem you address, or who are connected through friends or staff members. 

It is more likely that you will persuade them to volunteers than complete strangers. In sales terms there is a big difference between a “cold” call to strangers than a “warm” call to an acquaintance or a friend. 


12.4. The recruitment message: 

No matter what recruitment method you use, you must have a compelling message. Your message explains why our Humane Society is worthy of a potential volunteer’s time. Make your message short, simple and direct, communicating the need for the volunteers service and the good he/she can do. Stress the need of the community for the service, but also delineate the benefit’s the volunteer will receive. These include: community recognition, a sense of purpose and doing good, valuable experience and skills that can be used on a resume, and truly making a difference in the lives of those who cannot survive without our help. 

12.5. Asking:
Finally be sure to directly ask people to volunteer. The most effective way to do this is to have your staff or volunteers to ask their friends or acquaintances to volunteers. Be sure to provide them with the information they need to make an effective “ask”. 


12.6. Recruiting volunteers online: 

While finding volunteers the old fashioned way through referrals and local contacts still work best, the use of volunteer matching sites is growing, and is at least a way of doing a first quick cut of possible volunteers.
Listed are some of the most widely used volunteer’s sites:
Idealist
Network for good
Volunteer solutions
Volunteers of America
Volunteer match
Points of light 

Be sure to check sites that are particular to your locale.
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JOB CLASSIFICATIONS

If you have an interested person who has showed interest in becoming volunteer – they may ask what types of volunteer work is available. Below are just a few ideas, if you can think of others, let us know so we can add them to the list. 


Dog Walker - Dog Walkers will not only exercise dogs, they will also teach basic manners and how to walk nicely on leash. Minimal knowledge of canine behavior required. Ability to walk 2 miles required. 

Dog Handler – This job goes one step further when working with dogs. If dogs need specialized attention, such as overcoming shyness, these ABM’s will work one on one with the dog. Knowledge of canine behavior and positive training techniques required. Dog Handler will work under the direction of the Shelter Director. 

Cat Socializer - Cat socializers will help cats adapt to being held by humans, how to live in a home, and how to have a good time. A lot of our cats arrive as strays. They have had minimal human interaction and don’t know how to act indoors. Knowledge of feline behavior and handling required. 

Topper - Toppers help us in the afternoons by providing fresh water and “topping” off the animal’s food. Toppers will also pick up the dog yards and scoop litter boxes. Ability to bend and lift 25 pounds required. 

Cat Groomer - Cat Groomers also handle cats, but they also clean ears, clip nails, give baths, etc. Some cats are not too fond of these grooming tasks, so cat groomers will receive additional training. Knowledge of feline behavior and handling required. 

Office Helper – Office Help with filing, putting together adoption packets, writing thank-you letters, and mailings. Previous office experience is helpful, but not necessary. 

Greeter - Our building is quite large and we need people to greet people as they enter and direct them. Greeters must be people orientated and people friendly. Smiles are required. 

SNAPs (Spay Neuter Assisting Persons) - SNAPs assist at our spay/neuter clinics where. Duties include assisting with exams, spay and neuter surgeries, and recovery. Cat and dog handling skills required. 

Handy Person - Handy men and women will perform repairs to building and equipment and help maintain the buildings, equipment and outside grounds. Duties include, but not limited to painting, minor construction, lawn mowing, and cleaning. Ability to lift 50 pounds preferred; ability to lift 25 pounds required. 

Foster Home Foster homes temporarily house animals that aren’t doing well in the shelter, need medical attention, or special attention. Fostering is a great experience, but not for everyone. Foster parents must submit a separate application and meet with the Animal Care Manager or Shelter Director before fostering their first pet. 
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13 - Fundraiser Activities

We just can’t say it enough times: Thank you so very much for supporting our animals through your fundraising efforts. You will reap many benefits from participating in a Fundraising event for you FCHS, to name a few: 
· Fundraising is a great way to connect with your neighbors and community, and helps you make new friends. 

· It gives you life meaning to know that you are making a contribution to a worthy cause. 

· Being part of the FCHS adds to great conversation and gives you an interesting edge. 

· Most of all, you are helping unwanted animals who, without you, would have no chance to a quality life. 


Fundraising is fun! Pick activities that you find enjoyable. Make sure you take lots of pictures. You will have such a great sense of accomplishment when the fundraising event is over and you reflect back. You’ll create wonderful memories and have amusing stories to share. Plus, a strong camaraderie is developed when you pull together with others for a united purpose. 

In the back of this manual is a form that has been developed to help make your Fundraiser run as smoothly as possible. It is recommended that each task be initialed by the person responsible for its completion. (All forms are downloadable from our website: fultonhumanesociety.com) For other fundraising ideas, please refer to your Auxiliary Board Manual. Should you have any questions, please contact the Auxiliary Board Chairperson. We hope you enjoy your chosen fundraising activity and wish you abundant success. 

To help make your project as easy as possible, we’ve compiled a list of fundraising activities for you to choose from, along with some websites that have great ideas. Feel free to create your own fundraiser, and make sure you let us know about it so we can add it to the list.
For fundraiser tips check out:
http://www.fundraiserinsight.org/ideas/  http://www.profitquests.com/FundraisingIdeas.html 

Details on the fundraising ideas below can be found at: 

http://www.fundraiserhelp.com/fundraising-ideas.htm. 

Art Raffle 
Auction 
Bake Sale 
Band 
Bingo 
Bowling 
Bracelets 
Brick 
Candle 
Candy Bar 
Capital Campaign 
Car Donation 
Car Raffle 
Car Wash 
Cash Calendar 
Casino Night 
Cell Phone 
Chair-ity Event 
Charity 
Charity Poker 
Cheesecake Calendar 
Chinese Auction 
Christian 
Christian Event Ideas 
Christmas Carols 
Christmas Trees 
College 
Cookbook 
Cookie Dough 
Corporate Grants 
Cow Chip 
Credit Card 
Dance 
Dance Team 
Discount Cards 
Donation Request 
Donor Recognition 
Earth Friendly 
Easy 
eBay 
Event Tips 
Events 
Events - Part 1 
Events - Part 2 
Events - Part 3 
Flower Bulbs 
Flowers 
Food Sales 
Free 
Fruit
Fun 
Fundraising Sample 
Gift Wrap 
Golf Ball Drop Raffle 
Golf Fundraiser 
Golf Tournament 
Grant Requests 
Halloween 
Home & Garden 
Holiday Carnival 
Individual 
Inkjet Recycling 
Internet 
Jingle Bell Run 
Jingle Bell Walk 
Karaoke 
Location 
Lollipop 
Magazine 
Mardi Gras 
Merchant Plan 
Mini Golf Tournament 
Non-Profit 
Pancake Breakfast 
Photography 
Pink Flamingo 
Pizza 
Popcorn 
Product Ideas 
Promo 
Publicity 
Raffle 
Raffle Prizes 
Raffle Tickets 
Rubber Duck 
Sales Tips 
Sample Thank You 
Scratch Card 
Scrip 
Silent Auction Tips 
Spaghetti Dinner 
101 Tips 
Top Five 
Tried & True 
Tupperware 
Valentines Day 
Whiskey Tasting 
Wine Tasting 
Worlds Finest 



Below is a sample of how your “Fundraising Event Form” should be completed. A special thanks to Lise Peebles for providing this sample. (Blank forms can be found at the back of this manual and are downloadable from our website: fultonhumanesociety.com).


We hope you enjoy your fundraising events, and want to again give you the most sincere THANK YOU for helping your Fulton County Humane Society. 


Fundraising event
Name of fundraising event (i.e. Fur ball, doggie idol, etc): garage sale 

What is our fundraiser product (i.e. Dance, talent show, etc): garage sale (possibly community-wide).

Who will be organizing our fundraising event (ABM committee, outside organization etc.): ABM committee 

Where the fundraising event will be held (location): Lyons, oh 

Who will we contact for coordinating the event (facility management, etc): possibly Lyons Historical Society, Lyons VFW, or one of the churches 

Do we need to get a permit? If so, from whom? Doubtful
How will we promote our fundraiser? (media, radio, brochures, speaker, word of mouth, etc.) Word of mouth, fliers, possibly newspaper ads 

What is the initial budget for the set up of our fundraiser (consider promotional costs, 

location rental and supplies)? Under $50 

what materials and supplies will be needed for our fundraiser? Tables (hopefully borrowed), sign-making supplies, tags, pens, money box 

What is the time duration of our fundraiser activity (how many hours/days)? 3-4 days (th-sun) 
What is the time duration on the set up of our fundraiser activity? 1-2 days 

What is the time duration on the teardown of our fundraiser activity? 1 day 

How much will we charge for our fundraiser activities? No charge 

How many volunteers/coordinators will be needed for our fundraiser? 2-3 

What are their names/contact info? Lise peebles, peggy circle, contact info on file 



(note: it is recommended that each task above be initialed by the person 


responsible for its completion).
Additional notes:  It’s possible we can get both businesses and individuals to donate goods to sell; we might want to try to raffle off some “prizes” donated by the few businesses in town; could have a “count the marbles” jar and also a donation jar with maybe some photos of animals (I have plenty of photogenic cats); we could also sell pop and maybe some pet-size bandanas (I sew pretty well) 
Total donations from our fundraiser: $ _______________________ 

Less cost: $ _______________________ 

Total proceeds from our fundraiser: $ _______________________ 
14 - Corporate & Private Donations


Corporate & private fundraising can be a great venue for those who would rather work one on one instead of partaking in fundraising activities. Corporate & private donations typically take a little while to establish and are usually the result of developing relationships. This venue is for you if you are a person who enjoys working with people one on one versus a large crowd (as would be found at most fundraising activities.) and who enjoys nurturing long-term relationships.
To be successful at corporate & private fundraising, you need to possess well developed organizational skills and be diligent with follow-up work. You won’t always get your donation during the first meeting, so it is important to keep track of who you met and when. 

Remember – people donate to people more than they do causes. Think about a cause that a famous person is representing – celebrity spokespersons make a huge impact because of their familiarity. The more you get to know a potential donor – the better your chances are at a successful donation. 

Cold calling can be a bit awkward if you are not prepared. A great first is question is “Do you have a dog?” Sometimes with a smile – I’ll add “Do you want one”?  That usually gets a chuckle and warms up conversation. Try to engage potential donors by letting them talk as long as they’d like about whatever pet experience they may have had. You might ask if they’ve ever been involved with rescued animals or do they know someone who has. 

Getting potential donors to feel our cause at a personal level is the best way to get them to support our Humane Society. You’ll want to document what happened during your meeting and any personal comments that the potential donor may have offered. Then six months or so later, you can approach him/her again and remind them of our mission. S/he will be impressed if you throw in something they had mentioned during the first meeting. 

Being well rehearsed with a script will help you answer some fundamental questions potential donors may ask. Below is a “Donation Script” that offers what you might say: 


Hello, my name is _____________ and I am with the Fulton County Humane Society.  We are contacting corporations to see if they would like to join other corporate sponsors (i.e. Tractor Supply, Pamida, J&B Feed), to help with our cause.


We are a 501c(3) non-profit organization and we currently do not receive any county, state or federal funding. We are independently financed by the donations we receive and services we provide. Of course we could always use monetary donations to help with operating expenses, but we are also in need of items such as: cleaning supplies, office supplies, medical equipment, and volunteered hours. 


Our mission at the Fulton Co Humane Society is to offer sanctuary and care to homeless, neglected and abused domestic animals, and to provide human solutions to reduce their numbers through education, rehabilitation and re-homing. We are here to help animals find new lives.  We would love to include your company in our special public recognition as a contributor to our Humane Society – can you help?
IF YES: Thank you so much for helping out the Fulton Co Humane Society. On behalf of myself, other board members, our staff and the animals, thank you for your willingness to help us out. Do you have a specific purpose where you’d like your donation applied? (if monetary, i.e., meds, operating expense, etc.) You will be receiving a letter of receipt that will include our 501.C(3) number for tax purposes. Thank you again so much for helping us out and have a great day! 

IF NO: Thank you for your taking time out of your schedule today and I hope we can be in contact in the near future. Thanks again and have a great day! 


You may be rejected several times before a potential donor feels comfortable enough with you to contribute to our cause. Just tell yourself that you are that much closer to winning them over or to finding the right donor. Corporate and individual fundraising is a numbers game. It’s critical that you keep that in mind or you will feel rejected. Never take it personally – it’s not about you! It has to do with what is going on with the potential donor at that particular time. Unless you come across someone who truly flat-out could care less about animals, you can almost always win them over eventually. 

14.2. Corporate Donations – A Step by Step Plan:


As stated earlier, organization is the key to success. By following the simple guidelines below, you will be well prepared and easily reach the goals you’ve set 


Step 1 

Begin by making a list of specific items that FCHS needs such as monetary donations, grooming supplies, medical supplies, office equipment and supplies, etc. When making this list, make sure to include items that will be needed in the next six months to a year. (List can be found at end of corporate donation section in this manual) 


Step 2 

To find corporations who will donate - you may start with your community Chamber of Commerce or using the internet. You may want to search for companies who provide donations to non-profit organizations through a online databases such as www.foundationcenter.com, www.developmentdirector.com, www.philanthropy.com, www.networkforgood.org, or go to www.google.com and in the search tab write out “corporations that donate to non-profit organizations.” If you know of corporations locally, you may just call them personally. 


Step 3

Compose a list of matches for the FCHS based on our specific needs (you may want to refer to Step 1 above). If we are eligible for many different corporations, you may narrow down the list by the corporation’s interests. (I.e.: location, amount of donation, who they donated to in the past) 


Step 4 

After this list is complied, search for a website of the corporation using www.google.com for the application process. Some corporations may ask for a detailed letter about the donation, grant proposal, or they may have their own application that is needed to be filled out. (Make sure to get all the information that the corporation wants from a potential donation recipient) 


Step 5 

Call the company and ask the receptionist who the donation letter should be addressed to in the company (I.e.: the community outreach manager, if no manager ask for person who deals with donations.) By getting a name of this person, this will advance your efforts. (Be polite on the phone when talking to the receptionist, as this is be the initial perspective donor contact and may enhance our efforts.) *See Donation Script above* 


Step 6 


In the back of this manual is a formal letter detailing the critical information potential donors may want to know: A copy of this letter may be downloaded from our website: FultonHumaneSociety.com.  You will also find a form for you to bring with you to have the corporation complete.  Please do not hesitate to ask if anything is not clear.  


Step 7

If you rewrite the letter instead of downloading, remember to proof read to ensure that it is free of any errors including grammatical and spelling of words and a person’s name. Also check to make sure that the letter has a professional appearance and that it is formatted properly. (This will make our organization very professional in the eyes of the reader.) It might help to have another proof read, as sometimes we overlook our own typos. 


Step 8

Deliver the letter to the corporation in person if possible. Make sure to be very professional,  including your attire – “Dress to impress”! By being professional looking you will stand out in the donator’s eyes. Men should wear a suit and tie or nice slacks and a button up shirt with a tie. Ladies should wear a dress suit, or black pants with a nice button shirt, or khakis with a nice button shirt.  Also, you’ll want to be knowledgeable about FCHS. Study, study, study!! Know the ins and outs, i.e., what we do, our mission, goals, what we want to do in the future, etc.) 


Try to set up an appointment with the community outreach manager in one to two weeks and make sure to leave brochures and other information about the organization to be reviewed by personal. (The best time to ask for donations from a corporation is in the beginning of the year. The corporations will handle this as a first-come, first-serve basis and they need time go over the requests, applications and/or paperwork that has been submitted.) 


Step 9

By giving the corporation time to review the donation request they will better understand the needs of the organization. If an appointment was made to meet the community outreach manager, make sure to send a thank you note after you finished your meeting. (Again make sure to dress professionally, be knowledgeable of the organization).  Always thank the corporation/person for their donation and time they allowed you to have talking about your organization. Even if a company does not donate, follow this advice anyway. (Being polite will leave a very good impression and, in the future,  the company may choose to donate to our organization).


Step 10

If a donation is received, contact an officer at the FCHS so a receipt letter can be sent. This letter includes a warm thank you along with the amount, the FCHS EIN for 501.3C tax deductions and how their donation is being used at the facility. It is very important to make sure the donation is getting used how the corporation wanted it to be used. If it is getting used improperly, it could be taken back or the corporation could report you to the IRS. (Invite the donors out to the building so they can see first hand how their donation is being used in the facility.) 


Things you will need: 



Phone 



Computer 



Internet 



Professional attire 



FCHS’s projected budget 



Information on the organization 



Any other documents that the corporation requires for a donation request 



Thank You/501c3 Receipt letter 

14.3 - How to ask for donations from Individuals 


Step 1:

Kindly introduce yourself to the potential donor and state your relationship with the Fulton County Humane Society. If the donor seems to be busy at the moment, not interested at this time or is occupied with other tasks, do not continue the solicitation. Only continue with the conversation if he/she is willing to listen to what you have to say.


Step 2:

Discuss the mission and the purpose of FCHS briefly to the potential donor. This will reassure the donor of your cause and it will give you a chance to express your personal commitment to it as well.


Step 3: 

Answer all questions the potential donor has about the humane society, including how the donation will be used in our facility. Be sure to sound professional and knowledgeable about the FCHS. Make sure to be thorough, yet concise, without sounding rehearsed. Offer brochures with other information so he/she may contact the shelter if any other questions arise.


Step 4: 

If a potential donor declines, thank him/her for her time and wish them well. This will leave a good impression on the donor and they may be willing to donate in the future. 


Step 5: 

If he/she is willing to donate, thank them with a smile, no matter how much he is able to give. Patiently ask if he/she would like to come out to the shelter and drop the donation off or if they would like you to take it there for them. Make sure to have the donor give their contact information (if he/she is willing) so the shelter can send them a personalized thank-you note.


You must be comfortable with whichever fundraising method you choose - whether it’s working with a group in a fundraiser activity or working one to one with corporate or individual donators. If it’s not enjoyable, others will feel your lack of enthusiasm and you will not be as successful. 

If you need help in any aspect with your fundraiser – contact your Committee Leader. If the two of you not be able to solve the issue, contact your Auxiliary Board Chairperson for additional support. Should you need additional help, you may then call the FCHS Director or CEO. The point is we want you to know that you are not in this alone and you have an entire network behind you who want you to succeed. 

Being an Auxiliary Board Member brings with it a bit of responsibility, but also a great sense of pride and accomplishment. If it weren’t for people like you – many animals in our community would not have the opportunity to find a safe and happy life. On behalf of all of them – thank you so very much for adding our mission to your own life’s purpose. 







Fundraising Event

Name of Fundraising Event: ______________________________________________________________________
What is our fundraiser product (i.e. dance, talent show, etc.): ______________________________________________________________________
Who will be organizing our Fundraising event (ABM Committee, outside organization etc.):
______________________________________________________________________
Where the Fundraising event will be held (location): ______________________________________________________________________
Who will we contact for coordinating the event (facility management, etc):
______________________________________________________________________
Do we need to get a permit - If so, from whom? ______________________________________________________________________
How will we promote our fundraiser? (media, radio, brochures, speaker, word of mouth, etc.): 

______________________________________________________________________
What is the initial budget for the set up of our fundraiser (consider promotional costs, location rental and supplies)? ______________________________________________________________________
What materials and supplies will be needed for our fundraiser? 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
What is the time duration of our fundraiser activity (how many hours/days)? 
______________________________________________________________________
What is the time duration on the set up of our fundraiser activity? 
______________________________________________________________________
What is the time duration on the teardown of our fundraiser activity? 
______________________________________________________________________




Fundraising Event – page 2

How much will we charge for our fundraiser activity? ______________________________________________________________________
How many Volunteer/Coordinators will be needed for our fundraiser? ______________________________________________________________________
What are their names/contact info? (Note: It is recommended that each task above be initialed by the person responsible for its completion).
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Additional Notes:________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Total Donations from our fundraiser: $ _______________________
Less Cost: $ _______________________
Total proceeds from our fundraiser: $ _______________________ 
Funds counted by: ____________________ and______________________



(always have two people present when counting money) 


Fulton County Humane Society, “To be human is to be humane.”                               
P.O. Box 532, Archbold, Ohio, 43502, 888-335-3916                            
FultonHumaneSociety.com, FultonHumaneSociety@gmail.com

<date>

<name of business contact person>

<business name>

<street address>

<city>, <state> <ZIP code> 

Dear <name of business contact person—each letter should be personalized if possible>: 

Hi.  Please consider if you’d like to join other community organizations that support the Fulton County Humane Society.  We are a 501.C(3) not-for-profit organization.  We are dedicated to the prevention of cruelty and relief of suffering among domestic pets.  This is accomplished by offering abused & neglected animals temporary sanctuary and permanent re-homing.  Our mission is to reduce their numbers by providing humane solutions such as: spay/neuter programs, medical care, rehabilitation, and offering humane education for the public.

As you can imagine providing adequate shelter and care for these animals can become quite costly.  Some of our expenses include: facility operating expenses including maintenance & utilities, pet food, veterinarian expenses, medication, staffing, cleaning & grooming supplies, etc.


Each animal that enters our facility has paperwork completed that provides information regarding their breed, age, temperament, etc. At FCHS our main goal is adoption, but before they can be re-homed they must be tested for: heartworm/feline leukemia and vaccinated, spayed/neutered, cured of parasites such as fleas and worms, and we must research the home they will be living in to be sure it is a good match. As you can see, ours is a quality operation that our community can be proud of.

100% of any contribution you can find in your heart to offer will be used to care for our pets.  If you would like your donation designated toward a specific purpose, i.e. pet meds, etc. we will always accommodate. In return for your donation, you will receive a photo and information of an animal that you have helped, along with public recognition. 

We would also like to invite you and your corporation out to our facility so you may see first hand how your donation is helping us. Thank you in advance for your consideration and support of the Fulton County Humane Society. 

Regards,

<signature>

<title>, <your name>


Fulton County Humane Society, “To be human is to be humane.”                               
P.O. Box 532, Archbold, Ohio, 43502, 888-335-3916                            
FultonHumaneSociety.com, FultonHumaneSociety@gmail.com
Donated Goods/Services Tracking Form

Date:  ______________________________________________________________

Donator’s Name:  _____________________________________________________

Donator’s Address:  ___________________________________________________

____________________________________________________________________

Donator’s Phone: ______________________________________________________

Note:  Since the Fulton County Humane Society is registered as a 501.3(C) charitable organization, all donations are fully tax deductible.  What email address would you like to use for your Tax Deduction Receipt?  

_____________________________________________________________________

____________Check here if you would rather it delivered via postal service.

Description of contribution (i.e. money, supplies, etc.) __________________________

_____________________________________________________________________

Value amount of contribution: _____________________________________________






(As determined by Donator)

_____________________________________________________________________

Signature of Donator






Date

______________________________________________________________________

Signature of Recipient






Date


ACKNOWLEDGEMENT AND CONFIDENTIALITY PLEDGE 


I have received and read a copy of The Fulton County Humane Society’s Auxiliary Board Manual. I acknowledge that it is my responsibility to ask questions about anything that I do not understand regarding the information presented in this manual. If I have not asked any questions, it is because I understand the contents of this manual. I understand that the contents of this manual are presented to me for guidance and orientation only. 

I understand that as an ABM at-will, I am free to resign at any time, just as The Fulton County Humane Society is free to release me of my services at any time. I understand that it is my responsibility to abide by all of Fulton County Humane Society’s policies set forth in this manual. I further understand that the procedures, working conditions, and policies described in the manual are subject to change at any time by The Fulton County Humane Society. 

I agree that I will hold in strict confidence, and not use, divulge, disclose, or communicate to any person or entity any information relating to the identity of Fulton County Humane Society’s customers, donators, financial records, euthanasia, health information or inventories, (collectively referred to as confidential information), as long as such information is not generally known to others outside The Fulton County Humane Society. I will maintain this confidentiality for the term of my service and for a period of one (1) year following separation from the Fulton County Humane Society. I understand that this confidentiality pledge will remain in effect after separation and that I will deliver to the Fulton County Humane Society any originals and all copies of confidential information described above immediately upon the cancellation of my membership, and that I will not take any confidential information without the written consent of the Shelter Director of The Fulton County Humane Society. 


_______________________________________________________________ 
ABM Signature Date 
______________________________________________________________
Name (please print) 

_______________________________________________________________ 
FCHS Officer Date 
Fulton County Humane Society 







About Me 


Name: ______________________________________________________ 

Address: ____________________________________________________ 

____________________________________________________________ 

Email Address: _______________________________________________ 

Phone Number(s): ____________________________________________ 

Best way to contact me: ________________________________________ 

How I am interested in helping the FCHS (i.e., Volunteer at shelter, help w/fundraisers, etc.): 

___________________________________________________________
___________________________________________________________ 

___________________________________________________________ 

Special skills/experience I have that will benefit the FCHS: 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

Weekly hours available: ________________________________________
Is there anything else that you want us to know? _____________________

Thank you so very much for joining the FCHS Team![image: image14.emf]
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