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Overview 
The Sunshine Coast Animal Refuge Society Inc. (The refuge) was established in 1979 as the Sippy 
Creek Animal Refuge with the primary aim of providing temporary refuge and eventually new homes 
for abandoned, abused, stray and unwanted cats and dogs.  The refuge is an independent, non-
profit, charitable organisation. The refuge has a non-euthanasia policy. Our legal name is The Sippy 
Creek Animal Refuge Society but our trading name is Sunshine Coast Animal Refuge Society. You 
will see both names around and our website can be reached with both names. Sometimes we are 
referred to as SCARS. 

 
The refuge is run by; 

• An unpaid, annually elected Management Committee who meet monthly. 

• A small group of paid staff – Manager, Animal Co-ordinator x 2, Volunteer Coordinator, Receptionist 
x 2, Kennel and Vet Cleaners, and Vet Nurses. All are part-time except the Manager. 

• We contract three Veterinary Surgeons to run our vet rooms for three days a week. 

• A large team of volunteers. 

• We contract a Dog Trainer who helps us temperament test dogs and provides training to owners 
who adopt our dogs.  

• We have volunteers who visit schools, nursing homes and other community groups on our behalf, 
and conduct tours of the refuge. 

• We run a lot of events and fundraisers which are also run largely by volunteers. 

• We run a children’s holiday club called Talking Tails. 

• We have a large number of members who attend the annual AGM where the committee is elected 
and financial statements circulated. 
 
The refuge operates from a 1.08 hectare site at Sippy Creek Road, 
Tanawha), and can comfortably house 45 dogs and 45 cats with room 
for more in emergencies. 
 

On average the refuge re-homes approximately 500 cats and 500 dogs 
per year most of which come from the pound.  
 
We rely heavily on the support of local businesses, clubs, councils and 
the community in general. We could not survive without this assistance 

and are extremely grateful for the support.  The Sunshine Coast Regional Council provides an annual 
grant towards operational costs through the Community Partnership Programme. We apply for grants 
and funding wherever we can for specific projects. 
We also run fundraising events, some large, some small, and market the refuge whenever we can. All 
external marketing and the media must be approved by the Committee.  
Other partnerships we have and groups we support and work with are RSPCA Noosa, 4 Paws, Red 
Collar Rescue, WILVOS, Ipswich Animal Refuge, Greyhound Rescue, Silver Lining Pet Rescue and 
other Sunshine Coast animal welfare groups. We help smaller rescue groups and homeless support 
groups with pet food and linen. 
 
 

Aims and Objectives 
The Sunshine Coast Animal Refuge aims to; 

• provide refuge for as many lost, abandoned and abused animals that can be physically catered 
for, 

• ensure all animals at the refuge are given the best care and medical treatment until rehomed 

• micro-chip and desex all animals who find their way to the refuge 

• promote responsible pet ownership through an education programme and the media 

• maintain a non-euthanasia policy. 
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Operating Hours 
We are open to the public Tuesday to Sunday 10am to 5pm, (excluding Public Holidays), and there are 
staff and volunteers here every day to take care of the animals. the refuge has a resident Caretaker who 
is on site overnight. 
 

Animal Admissions 
• All lost or stray animals go to the Sunshine Coast Council Pound first so their owners can be 

traced. 
• We accept cats, dogs, kittens and puppies from the Pound only after owners cannot be traced. 
• We try & take most of the cats and dogs who are left at the Pound. Other rescue groups also 

take animals from the pound and sometimes we can foster an animal until another rescue group 
can take them. 

• People can also surrender their dog or cat to the refuge – subject to vacancy, waiting lists and 
temperament testing, and at the discretion of the Animal Co-ordinator.  

 

After Admission 
• All cats and dogs admitted are vet checked, and spend a short time in isolation/quarantine to 

ensure they are medically fit. 
• They are vaccinated, wormed, de-sexed, micro-chipped and medically treated if necessary. 
• When our vets clear the cats and dogs for release, their details and photos are uploaded to our 

website and Facebook which are our main marketing avenues. 
• We adopt a lot of our cats and dogs via our website and we encourage all potential owners to 

look online first.  Animals in isolation are not advertised until they are released so their details 
must not be made available for public information or viewing until then. 

• The cats and dogs all stay at the refuge until they are successfully re-homed and this can also 
include transfer to other rescue groups, some of who specialise in particular breeds. 

• Adoption & re-homing of the cats and dogs is subject to our terms and conditions of sale which 
are quite strict, and includes suitable matching. 

 

Why Volunteer 
Volunteers are people who give their time, talent and energies 
in service to the community. They represent a significant 
human resource and extend and reinforce the work of paid 
staff.  In return volunteers can gain new experiences and 
valuable on-the-job training, meet people, become better 
acquainted with their community and gain a deep sense of 
gratification from working with the community and the animals. 
Volunteers play an important role in ensuring our animals are 
cared for and are adopted into caring and loving homes. If you 
are intending to apply to volunteer with us, we need you to 
know the reality of volunteer work at the refuge, so that you don’t feel uncomfortable once you start, 
and so that you are more likely to commit yourself on a regular basis. Providing this care is rewarding 
but will mean you can expect some unpleasant smells and get quite dirty. It can be physically 
demanding, stressful, and does not always include direct animal contact; and it will require some 
regular ongoing commitment to the team.   
 
To ensure the best outcome for volunteers at the refuge, for their safety and wellbeing, for the safety 
and wellbeing of the animals in our care, and the refuge reputation and long term sustainability, there 
are policies, procedures and codes of practice that the refuge must ensure that volunteers adhere to. 
Most of these are the same as expected of any staff employed at the refuge.  Policies are available for 
viewing online and in folders in volunteer areas. 
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Volunteer Recruitment 
Recruitment of volunteers is based on the refuge requirements at the time of applying. Volunteers 
must complete the Application Form and the Volunteer & Management Acknowledgment and Rights 
Form to be considered as a volunteer at the refuge.  We prefers applicants to apply online via the 
refuge website as this synchronises directly with our online Volunteer Database called Volgistics. 
 

Volunteer Orientation 
Volunteers must attend orientation preferably before they start or very soon afterwards. This provides 
a background of the refuge, an overview of the how the refuge is managed and run, policies and 
procedures, and the tasks volunteers are required to complete once they commence. Orientation is an 
important part of the volunteer recruitment to ensure they are fully aware of health and safety 
requirements, who they are responsible to and what it expected of them as volunteers. Volunteers are 
also asked to attend at least one fundraising event a year. 
 

Supervisors 
We have daily cat and dog supervisors who are volunteers with a lot of 
experience. All volunteers must respect and follow the directions of their 
supervisor. 
Supervisors designate tasks to volunteers, give guidance to new volunteers, 
oversee the general duties performed by volunteers, and must respond to 
incidents and hazards, and sick animals, so notify your supervisor of any 
issues in this regard. 
 

 

Code of Conduct 
Volunteers are obliged to abide by the following code of conduct and behaviour; 
 

• to abide by and work within the policies and procedures of The Sunshine Coast Animal 
Refuge 

• to agree to always represent the refuge in a positive manner 

• to agree to work with and treat other volunteers and staff in a positive manner and with 
dignity and respect 

• to treat all animals with dignity and respect 

• to treat the public with dignity and respect 

• to not discuss confidential issues of the refuge with people outside the organisation, nor 
with any form of media including social networks 

• to not take illegal drugs or consume alcohol prior to, or when working at the refuge 

• to comply with all legislative requirements in place at any given time. 
 

There is a Volunteer Disciplinary procedure in place that may need to be followed if the Code of 
Conduct is not followed, the same as is expected of staff. 
  

Dress Standards – At the refuge volunteers are expected to wear appropriate clothing. 

• closed in shoes 

• sleeved shirts (no singlets) 

• shoulder length and longer hair to be tied back 

• minimal or no jewellery particularly volunteers working with dogs 

• hat and sunscreen for outdoor work 

• name tags 
 

We respect volunteers’ rights to personal expression in their appearance, but please consider the 
safety of the animals and your own safety, and particularly the appearance that the refuge wishes to 
portray to the public. Volunteers are able to purchase Refuge shirts and are expected to wear these at 
any external refuge events they attend. 
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Amenities 
 
The refuge car park at the south end is large but volunteers are asked to park away from the public 
entrance so there is plenty of room left for the public, truck deliveries and machinery.  
 
There is a staff gate available just west of the main entrance gate. This staff gate along with all 
perimeter gates are locked after hours, so there is no access between 5.30pm and 6.00am.  The 
Caretaker will monitor any after hours activities for the security of the animals onsite.  
 
Volunteers can park at the north side of the refuge but must keep the vet room and crematorium 
areas clear and the staff at Redmondis depot have first option for parking as the road on the north 
side is a private road that belongs to the depot. There are numerous trucks using this road during 
the day and this road is off limits for walking any refuge animals. (refer to walking guidelines). 
 
The volunteer kitchen has a microwave, bench oven, fridge, crockery, cutlery and tea/coffee 
facilities.  The dog and cat kitchens have areas for your bags, however no responsibility is taken for 
your valuables left onsite. There is a fridge in the dog kitchen for volunteers and the First Aid kit is 
also in this area with back up items in the office. 
 
There are toilets available for the staff, volunteers and public throughout the premises. The refuge 
water is supplied by bore water and tank water, so be conscious of water usage. The bore water 
can be dirty when low and can colour and clog up our equipment.  We also have solar power as 
well as mains power. We have septic tanks and there is a complex system of drains that are used 
to wash through the dog waste to 2 holding tanks which are emptied by the council every week. 
 
We also have designated smoking areas outside the refuge at the south end and north end as far 
away from the perimeter fence as possible. Smokers are asked to ensure smoke does not drift into 
the refuge. 
 
Pet Rest Crematorium is a private business not associated with the refuge apart from lease 
arrangements. The staff who work there do use some of our facilities. 
 

 
Communications 
• The sign in system is an ipad (or diary if the system is down). You will receive a log in once you 

commence and will have the system explained to you. Check the diary in your area for any 
important messages that you need to know.  

• Your supervisor will also advise of any messages. 

• There is a dog issue book in the people kitchen which the supervisor will complete and the dog 
diary. 

• There is a cat communication book in the cattery for the supervisor to complete. 

• There are white boards in the morning tea area for disseminating information. 

• The office is open Monday to Sunday except for Public Holidays from 9.30am to 5.00pm which 
are the times the refuge is open to the public. 

• Newsletters (or their link) and important information (policies) will be emailed to all volunteers 
on a regular basis and there are communications folders on the volunteer tea table. Keep the 
office informed of your active email address and phone number for information sent by text. 

• Morning tea time (this varies between 8.30am and 9.30am) every day is an important time 
to catch up with all staff and volunteers so your attendance is important and valued. Coffee, 
tea, milk and sugar is provided and volunteers/staff/committee often bring in food to share.  

• Volunteers are invited to join the SCARS Volunteers Facebook page which is a closed page for 
communication. Social media policy compliance is required. See Policies. 
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REFUGE PLAN 

 
 
 

DOG ZONES 
• Sippy Lodge – for dogs to be re-homed as the signs will advise. 
• Puppy Palace – for dogs to be re-homed as signed.  
• Hodel – for dogs to be re-homed as signed.  
• Lander’s Lodge and Sophie’s Pen – No Jumpers in here – used for dogs who need some 

space. Sophie’s Pen can flood in extreme downpours so not for housing overnight unless 
weather is good.  

• Main Runs x 4 for dogs. Jumper proof. Dogs for re-homing as signed. 
• Outdoor Exercise Yards for the daily off lead exercise for suitable dogs.  

We are planning upgrades and re-design of all dog areas so these are all subject to 
change. We try wherever possible not to walk dogs past other pens and we have a 
placement map which explains how the dogs are to be taken out in the morning and 
returned to their pens. Please follow these guidelines if you are ever asked to assist in this 
task. 

• OFF LIMITS - People entering these off limit areas risk spreading infectious diseases so 
you must only enter when asked to by your supervisor. 
Rasta’s Rooms / Vet Isolation Area (Vet Building) Used for dogs who have been 
admitted from the pound or surrendered and quarantined for 5 days. No public allowed, nor 
volunteers unless specifically asked by your supervisor. Only Veterinary staff are allowed in 
the vet rooms.  
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ISO (Isolation) pens for infectious dogs (eg Kennel Cough). No public or volunteers unless 
asked by your Supervisor 
 

• DOG KITCHEN For the preparation of dog meals and washing up.  
• LAUNDRY This is the main laundry area for the dog towels, and coats to be washed, and 

dried items stored. There are washing lines scattered throughout the refuge and all 
volunteers are asked to wash, hang out and fold these items throughout the day so there is 
a constant supply of bedding. Anything heavy or large like blankets are not washed and are 
thrown out after becoming unusable. We don’t use feather doonas, foam or anything the 
dogs can rip up as this gets into the drains and blocks the flow of water and waste. 
 

• FOOD SHED & COOL ROOM - All the non perishable food is stored here. 
 

CAT ZONES 
• Nursing mothers and for kittens in foster too young to 

 be in kitten run. Generally these cats are not yet for sale. 
• Kitten Run for kittens ready to be re-homed. No more than 

 10 kittens at one time. 
• Teenager Kitten Run – for re-homing 
• Single cat runs – for re-homing 
• Main Runs x 2 – for re-homing 
• Outdoor Cat Runs – accessed by the main cat and kitten 

 runs 
• Vet Isolation Area – for infectious cats – Supervisors only 

 unless asked by your Supervisor 
• Rasta’s Rooms (Vet Building) For cats surrendered or 

 from the pound 5 day isolation. Supervisors only unless 
 asked by your Supervisor 

• Cat Care Centre & ISO - For cats surrendered or from the 
 pound 5 day isolation. Supervisors only unless asked 
 by your Supervisor 

• Laundry and Kitchen – for food preparation and washing 
 and laundry tasks.  . 

• CAT SHED – All the non perishable cat food is stored here along with kitty litter, and cat 
accessories. The foster cabinet is here for our foster carers to pick up consumables. 
 
 
 
 

SIGNS 
Make sure you become familiar with the signage on the dog and cat pens. 
 
Blackboard on pens: Animal Name, Sex, Date Admitted, J = jumper (dogs only) so needs secure 
and closed in fencing so must only go into special “jumper” pens both in the pens and in the 
exercise yards. 
Dog Profiles:  information about the dog – front of pen 
• Pink/Red Sign – Vet Instructions (eg feeding) 
• Yellow:  Animal has had a vet procedure eg stitches, desexing. Will include date due for 

stitches to come out. These dogs to be lead walked only, limited exercise, and not in exercise 
yards, no baths and dog must be kept clean and dry. 

• Orange:  nil by mouth (no food). These are being prepped for desexing or other procedure.  
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Dog Walking 

We have a walking track that Dogs within the perimeter of the property that is used for walking all 
dogs who are not in Rasta’s Rooms or ISO. We always walk clockwise. There are enrichment 
items in the track, and each section is gated so dogs do not have to interact with other dogs being 
walked.  Do not walk any dogs unless asked to by your Supervisor.  Most dogs get their exercise in 
the morning and should not be over exercised.  We prefer you spend time sitting with and 
interacting with the dogs in their pens. 
 
Dogs from Rasta’s Rooms and dogs with stitches or kennel cough can be walked out the 
north gate and to the west gravel track behind the refuge to the Caretaker’s cottage and return. 

Please don’t smoke when walking dogs outside the 
refuge and do not take dogs up the sealed road. 
Dogs from ISO can be walked out through the car park 
area and around the outdoor yard area BUT NOT onto 
Sippy Creek Road. This road is dangerous for dogs to 
be walked on. All grassed areas are tick and snake 
areas so be careful. Do not allow the dogs to walk 
through long grass or through the bush areas. Check for 
ticks after walking the dogs. Always shut gates after you 
wherever you are in the refuge. 

 
 

Events and Fundraising 
We run many fundraisers and major and minor events. These range from a BBQ at Bunnings or a 
major gala event. Volunteers are asked to help out at these events and the Committee members 
also get very involved. We like the work to be shared around so put your hand up if you are keen to 
help in this regard. They are usually fun days and our marketing is very important for our profile, 
and income. Our income comes from grants, fundraising, bequests, adoption fees, merchandise 
sales, donations. We invest money when we can so we can plan for the future and manage risk for 
unexpected events and emergencies. 
 
 

How We Manage Adoptions 
We are a charity and a refuge for cats and dogs, but we do not give away or sell animals to anyone 
who comes in wanting a cat or dog. The public complete a Cat or Dog form which gives us 
pertinent information on their circumstances so we can help make a suitable animal match up. We 
do not adopt out an animal unless we are confident they will be going to the right person, family 
and environment. Only supervisors and re-homers who have been trained, can talk to the public 
about re-homing animals. Please take direction from your supervisor and ask to be trained up if you 
are interested in this once you have settled in and learnt how the refuge operates day to day. We 
have strict terms and conditions of sale so do not promise anyone a cat or dog at any time, whether 
it be family, friends, colleagues etc. Animals in Rastas and ISO are not for sale and their details 
must not be given to anyone. As those areas are off limits, you should not have even seen the 
animal before they are released for adoption. The public must bring in other dogs they have for 
match up with dogs for adoption, and if they have cats at home, we need to be sure our cats and 
dogs will get on with them. We also require children to come in and meet up with dogs before we 
agree to adopt. The Animal Coordinator has the authority to agree or not agree to an adoption and 
the Manager has the final authority if necessary. 
Sometimes animals come back to us if the adoption doesn’t work out, that’s why we try and re-
home correctly in the first place. 
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Policies 
Policies and Procedures are online and a link will be emailed to you so you can peruse these at any 
time.  You will also be asked to sign some of these important policies on commencement. There are 
also hard copies of all our policies in the refuge office.  
They include, Health & Safety, many Cat & Dog Procedures, Issue Resolution, Complaints, Social Media 
& Dealing with the Media, Smoke Free, Privacy & Confidentiality, Bullying & Harassment, Privacy & 
Confidentiality. 
We are bound by all relevant Federal and State legislation the same as any workplace & this applies to 
volunteers as well as staff.  

 
Health & Safety 
The refuge is registered under the Workplace Health and Safety Act 1995 and is committed to providing 
a healthy and safe environment for its volunteers. 
 
Injury - If a volunteer is injured you must report this to Supervisor. You will need to complete an 
Incident/Accident form and you may need to seek medical advice.  A fully equipped first aid kit is stored 
in the dog kitchen and office. 
 
Sickness - If a volunteer is unwell please stay at home and recover rather than come in and risk 
infecting other staff. It would be appreciated if you would give as much notice to the Volunteer 
Coordinator as you can give so that you can be replaced if necessary. 
 
UV Protection - In summer volunteers who are working outside are expected to wear a hat and use 
sunscreen.  
 
Vaccination – Volunteers must maintain their own tetanus immunization. 
 
Abusive Public – Volunteers are not expected to put up with abusive or aggressive behaviour from the 
public. Withdraw from the person(s) and notify your Supervisor if you ever find yourself in this situation. 
Staff and volunteers are also expected to provide good customer service and always be mindful of how 
you behave around the public and colleagues. 
  
Working With Animals – When dealing with any difficult animal situations, always ensure another 
volunteer or staff member is in the immediate area to allow for assistance if required. 
 
Smoking – The refuge provides a smoke free environment and that applies to the whole of the refuge. 
Volunteers who wish to smoke must do so outside the premises in the designated area and must not 
smoke if handling or walking refuge animals outside the premises. 
 
Hazards – Any hazards identified by volunteers must be reported to their 
Supervisor.  Chemicals must be stored and labelled appropriately. 
 
Fire Evacuation -  Fire evacuation procedures are posted throughout the 
refuge. The cat and dog supervisor on the day is the fire warden if the 
Manager, Volunteer or Animal Coordinator or Caretaker is not on site. The 
Emergency evacuation assembly point is through the side gate to the car 
park. Volunteers may be called on to assist in the case of a disaster 
evacuation due to flooding or bushfire. See separate Emergency and 
Evacuation Policy. 
 
Volunteer Age – Volunteers working at the refuge must be over the age of 18.  
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Children on Site – Due to Insurance Cover and the Workplace Health and Safety Act, volunteers are 
not allowed to have children accompany them when undertaking voluntary work for or at the refuge.  

 
Dealing with the Media & Social Media Policy – Volunteers must not speak to the media, email, 
write or publish letters, or comment on social media on behalf of the refuge. Volunteers must read and 
sign the Social Media Policy which explains how volunteers and staff must manage their social media 
involvement with regard to the refuge.  
 

Issue Resolution 
Any problems a volunteer has with another volunteer or staff member will be dealt with appropriately 
according to the refuge complaints and grievance resolution procedures.  The first step is for the 
volunteer to try and resolve the issue with the individual directly; the second step is to contact the 
Supervisor, the Volunteer Coordinator and Manager for advice and assistance.   
 

Confidentiality 
All information regarding the refuge that a staff member or volunteer hears, reads, or sees whilst 
volunteering at the refuge is confidential.  Passing on any of this information to any person, social 
network or media, could constitute a breach of the National Privacy Principles, and the Code of 
Conduct of the refuge.  

 

Privacy 
Information gathered about volunteers, owners or staff will not be used for any marketing purpose or 
disclosed to other parties without consent. This includes information regarding details of new or 
potential owners of animals from the refuge, and of people surrendering animals. These details are 
subject to the National Privacy Principles. Only authorised refuge staff are able to make pre and post 
sale contact with animal owners. 
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THE REFUGE MANAGEMENT ACKNOWLEDGMENT & RIGHTS 

 
(The refuge refers to The Sunshine Coast Animal Refuge) 

 

• No employment contract or employment relationship exists between the refuge and the 
Volunteer 

• Volunteers receive no salary, wages or remuneration for services at the refuge. 

• The refuge may determine, and alter the rostered hours of volunteers at any time 

• The refuge may terminate the services of a volunteer at any time and cancel any part of a 
programme being undertaken by volunteers at any time 

• The refuge can refuse entry to its premises by a volunteer at any time 

• Volunteers must abide by the supervision of the refuge Supervisors and Management at all 
times 

• Volunteers must abide by the refuge policies and procedures at all times 

• Volunteers must not disclose any information relating to the refuge to any person, media or 
social network without consent from Management 

• Volunteers must not remove any property whatsoever from the refuge without Management 
consent 

• Volunteers must not allow children to accompany them whilst engaging in voluntary work for 
the refuge. 

• Volunteers must abide by the Dress Standards of the refuge 

• Volunteers must abide by the Code of Conduct of the refuge 

 
VOLUNTEERS ACKNOWLEDGMENT & RIGHTS 

 

Unlike paid staff, volunteers are not covered by award or work place agreements, however do have 
rights, some of which are enshrined in legislation, and some which could be considered the moral 
obligations of an organisation involving volunteers. 
 
The Sunshine Coast Animal Refuge recognises the following volunteer rights which are the basic 
rights of a volunteer as promoted by Volunteering Australia. 
 

• to work in a healthy and safe environment in accordance with the Occupational Health and 
Safety Act 

• to be engaged in accordance with equal opportunity and anti-discrimination legislation 

• to be covered by insurance while on refuge premises if between the ages of 18 and 75 

• to be given accurate and truthful information which is relevant to them about the refuge 

• to be reimbursed, when pre-arranged, for out-of-pocket expenses incurred whilst volunteering 
for The refuge 

• to have access to the refuge policies that affect them as a volunteer 

• to have access to a grievance procedure 

• to be provided with access to orientation to the refuge and relevant induction handbooks 

• to be provided with sufficient supervision 

• to withdraw their services as a volunteer at any time  

• to ensure private information of volunteers is managed as per the National Privacy Principles  
 

You will be asked to sign a separate declaration confirming that you have read and understand 
these terms and conditions of your voluntary services at the refuge. 
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Volunteer work begins at the refuge at 6.00am. Morning tea is at 8.30am. 
The refuge opens at 10am to the public. 

 

CATS 
Task Description 

General Your Supervisor will advise you what needs to be done, and how, and you must refer to 
your Supervisor at all times. The refuge needs to be in good order by 9am for the public.  

Litter Trays Litter trays to be emptied, cleaned and restocked. 

Feeding Cat food to be prepared and cats fed. 

Runs All runs to be washed and disinfected daily, and clean linen provided. 

Kitchen Kitchen to be cleaned, dishes washed, stock put away, Rasta’s Rooms toilet to be cleaned. 

Laundry Towels to be washed and hung. Bring in dry towels and bedding. Restock shelves. General 
cleaning of laundry. 

Bathing Cats to be bathed on vet’s instructions, groomed and Capstar’d if necessary for fleas. 

Moving Cats Help move cats around pens if necessary at the instructions of your Supervisor. 

ISO Isolation Pen to be prepared if asked to by your Supervisor. 

Maintenance Report any maintenance issues to your Supervisor or the Administrator or office staff. 

Notices Always look for special notices on pens alerting you to information about the cat. 
ORANGE NOTICES are for cats to be desexed that day so they will read NO FOOD OR 
WATER. Do not feed the cat. 
YELLOW notices are for cats who have been desexed so the notice will read STITCHES.  
GREEN to BLUE notices have dates relating to the sale, desexing and release of new cats. 
No cat is for sale prior to the sale date. 

Medics Only responsible and experienced volunteers will assist with medications for the cats 
between 7am and 8am, and again as late as possible in the day. 

Public Sales Please do not approach the public to sell a cat unless asked to do so by your Supervisor. 
All sales have to be approved by your daily Supervisor. 

Cat Problems Report any cat issues (behavioural, injuries) to Supervisor. If matter is urgent and your 
Supervisor is not available, report any problems to the office staff. 

 
 
 
 
 

DOGS 
Task Description 

General Your Supervisor will advise you what needs to be done and you must refer to your 
Supervisor at all times. 

Releasing Experienced volunteers can assist to place dogs in appropriate exercise yards. Your 
Supervisor will advise who is to go where. 

Walking Dogs 
ONLY FOR 
EXPERIENCED 
VOLUNTEERS 

When walking dogs through the refuge, keep on a short lead and well away from other 
pens and other dogs. Do not follow too closely behind other people walking dogs. Dogs 
walked outside the refuge must be walked in the designated areas appropriate for your dog 
(see Yellow Notice below).Do not smoke when walking dogs. Safety vests are available. 

Secure Gates Make sure gates on all pens/runs are closed before letting your dog off the lead. 

Availability If you put your dog out for exercise in the bigger exercise runs, make sure you are 
available to bring it back to its pen. 

Feeding Dogs Dog food to be prepared.  Always tie up two or more dogs living together before feeding.  

Volunteer Daily Task List 
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ONLY FOR 
EXPERIENCED 
VOLUNTEERS 

Make sure the dog’s water buckets are cleaned and scrubbed out and replaced with fresh 
water.  Use big buckets for large dogs and small bowls for smaller dogs. A second feeding 
takes place at the end of the day. Your Supervisor may ask you to assist. 

Water  
Troughs 

 
All exercise runs water troughs and dog pen water containers to be filled. 

Poo  When walking dogs outside the refuge (eg YELLOW sign dogs below), take a pick-up bag 
with you and always clean up after your dog. Poo must be picked up daily in the exercise 
yards and anywhere you come across any in the refuge or pens and runs. 

Notices Always look for special notices on pens alerting you to information about the dog. 
ORANGE NOTICES are for dogs to be desexed that day so they will read NO FOOD OR 
WATER. Do not feed the dog and do not take the dog out for a walk. 
YELLOW notices are for dogs who have been desexed so the notice will read STITCHES 
LEAD WALK ONLY. These dogs are not to be put out in the bigger exercise runs. These 
dogs are not to be bathed. Only walk these dogs on a lead, and walk them in the 
designated area. Always check dogs for ticks after walking them outside. 
GREEN to BLUE notices have dates relating to the sale, desexing and release of new 
dogs. No dog is for sale prior to the sale date. 
 
Some dog’s name boards will have a “J” on them. This means the dogs are jumpers or 
climbers so these dogs must be put ONLY in one of the four exercise pens Numbered 5/6/7 
& 8 at the far left end of the exercise runs close to the pound. These pens are specifically 
built for jumpers.  

Kitchen  Wash dishes. Put away stock. Clean kitchen and people’s toilet.  Make sure you and 
everyone else takes a turn at these tasks. 

Laundry Wash towels and hang out. Bring in dried towels and bedding. Stack shelves. General 
cleaning of laundry. 

Bathing Dogs are bathed by a roster system. If asked by your Supervisor, use Capstar for fleas 
especially on pound and surrended animals. All pound dogs to be washed on arrival from 
pound.  Dogs are bathed weekly in summer in the hydrobath (or sink for puppies). Use this 
time to check for ticks and injuries. 

Dog Beds Make sure every dog has a bed that is suitable for its size. 

Dog Moves Your Supervisor may ask you to move dogs to different pens. Do not move a dog unless 
asked to do so. 

Vet Room Do not go to the Vet Room which is out of bounds at all times. 

Food Stock The dog food cupboard and dry food bins are to be restocked each day.  

ISO Prep Assist the Supervisor if asked, to prepare the ISO wards for surgery the next day. 

ISO Disinfectant If you are asked to assist in the two ISO (isolation) wards, use the provided disinfectant 
spray before and after cleaning. 

Medics Only responsible and experienced volunteers will assist with medications between 7am and 
8am, and again as late as possible in the day. 

Maintenance Report any maintenance issues to your Supervisor or to the Administrator or office staff 

Dog Problem If you notice a problem with a dog be it health or injury, please advise your Supervisor as 
soon as possible. 

Spare Time If you have any spare time, please spend time patting or brushing the dogs. This helps to 
keep the dogs comfortable, socialised and feel safe. 

Public Sales Please do not approach the public to sell a dog. Dog selling is very specialised and a huge 
responsibility. All sales have to be dealt with by your daily Supervisor. 

 

Communication If you have any problems or concerns, please talk to your Supervisor and do not let issues 
get out of hand. Consult with your Supervisor, Animal Co-ordinator, Administrator or 
President and follow the Complaints and Grievance Resolution Procedures. 

Work Together We are here for the animals, so please work co-operatively together so that the animals 
and volunteers feel safe and comfortable. Please refer always to your Supervisor who will 
sort out your duties for the day, and do not over-ride your Supervisor. 

 


