


























































































































































Animal Shelter Procedure and Policy Changes: 18 June 2020 

 

Page#2: Approved schedule change 

Page#3: Name of program is “Litter Program” changed from “Neuter Assistance Program” 

Page#4: We do not allow cats to be dropped off after hours. They need to be brought in during office 

hours.  

Page#4: Feral cats are not accepted at the shelter. We do not have either a Barn Buddy program or a 

Controlled Colony. We do not have housing for them. They are not safe to be handled and are 

dangerous to the staff, volunteers and customers. We offer the “Trap, Neuter, Return Program”. We do 

not euthanize feral cats. 

Page#4: Name of program is “Litter Program” 

Page#5: Current cost of a Rabies shot is $45 not $25 

Page#5: We do not offer adoption fees to be returned. We offer a 7 day “Foster to Adopt Program” for 

residences of Barry County. 

Page#5: There are 21 dog’s kennels with 18 available and 3 are set up with special fencing for 

quarantine of dangerous dogs, bite case hold, court ordered holds and law Enforcement holds.  

Page#6: continued from Page#5: Total of 27 kennels, both the front and back of the kennels can be used 

if necessary. There is only a plastic guillotine door for separation. When the new floors were poured, the 

hardware was not removed so it can not be repaired without pulling up the entire floor and pouring a 

new one. Because of this, most of the guillotine doors are not securable. I rebuilt all the kennel doors, 

when I first arrived to secure them as much as possible. 

Page#6: There are 20 cat cages not 40 

Page#6: Free Room can house 5 cats not 12. The area is 8’ by 8’ and can in no way humanely or safely 

hold 12 cats. 

Page#6: Quarantine has 3 kennels now instead of 2. 

Page#7: There is no Adoption Application. The one previously used was outdated and had no value in 

what was already being discussed during an adoption process. 

Page#9: #5 and#7 Full Scan  

Page#9: #2 Full cleaning. We always full clean 

Page#9: #5 ODO Ban 

Page#10: Cleaning solution. Bleach is not safe for animals or property 

Page#11: No Application/Survey 

Page#11: Remove Application/Survey 



Page#11: Remove processing an adoption application 

Page#11: Add in MUST bring in current dog(s) for a meet and greet 

Page#15: Remove, call potential adopters on specific animal type wait lists. (No longer have wait lists) 

Page#15: Remove converse with inmates 

Page#16: Remove cat nip toys 

Page#18: WE take lost animal reports over the phone 

Page#18: Remove last statement. Request after 5 days of letter being sent shelter be allowed to adopt 

the animal. (We have waited up to 4 months for before the owner would make a decision on the animal) 

Page#21: There “NO” euthanasia drugs kept on the property and there are no controlled drugs keep on 

property unless prescribed by Veterinarian 

Page#21: All drugs issued are recorded on the dogs chart, a medical chart and Shelter Pro  
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Barry County Animal Shelter 

HOURS OF OPERATION 

 

 

General 

The hours of operation are designed to ensure that all animals are properly and humanely 

cared for and that the public has adequate and ample opportunity to conduct business at 

the Barry County Animal Shelter. 

 

 

Shelter Hours 

Monday, Tuesday, Thursday, Friday      

8:00am – 12:30pm  

Closed 12:30pm – 1:30pm 

1:30pm – 5:00pm 

          Wednesday 1:00pm – 5:00pm 

 Saturday 8:00am – 12:00pm 

 

Kennel Hours 

 Monday. Tuesday, Thursday, Friday 

 9:00am – 12:30pm 

          Closed 12:30pm – 1:30pm 

          1:30pm – 4:30pm 

           Wednesday 1:00pm – 4:30pm          

  Saturday 9:00am - 11:30am 

Closed Sundays 
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Barry County Animal Shelter 

Admission of Animals: Policies and Procedures 

General Accurate and consistent record keeping and tracking of all animals housed 

at the Barry County Animal Shelter (BCAS) is essential for overall control and  

Evaluation.  

 

Receiving an animal. Animals enter the shelter several different ways: Owner surrender, 

citizen turn in of stray animals, animal control turn in of stray animals.  All intakes are 

recorded on the shelter software, ShelterPro which assigns a number to the animal that 

stays with the animal until the animal leaves the Shelter.  

The intake of owner-surrendered and stray domestic animals is handled by the shelter clerk 

who will complete an animal record for each animal.  The date of intake is recorded by 

ShelterPro. This intake record asks for specific information such as breed, age, sex, color 

and known behaviors. The intake form is signed by the owner or citizen turning in the 

animal.  An animal that is turned in as an owner surrender becomes immediately available 

for adoption.  A stray animal that is turned in by a citizen is held for seven days before 

being available for adoption. 

Dogs picked up by animal control will be held for seven days in an attempt to locate the 

animal’s owner. The dog will then be available for adoption.  Animals left in the over-night 

drop off pens will also be held for seven days, before becoming available for adoption. 

For those individuals surrendering litters of puppies and kittens, the shelter clerk  

will provide literature on the benefits of spaying and neutering and strongly  

encourage sterilization of the parent animal through either the person’s veterinarian 

or the Barry County Humane Society’s “Litter Program”.  

(available for both dogs and cats). 

Animal Admissions 

Admissions Mission: To secure thorough information about the animals being surrendered to 

the Barry County Animal Shelter. To provide information necessary for the public to make 

good decisions concerning the animals in their care. To provide empathetic support and 

represent the Barry County Animal Shelter in a positive, professional manner. 

Admissions are where much of the public has their first encounter with our organization. 

This encounter will reflect their perception of our entire organization. It is important that we 

project a calm, sympathetic, and cooperative manner at all times during encounters with 

the public. 

Admitting Procedures: 

Upon intake, a description of the animal is entered into ShelterPro and assigned a number 

that is the unique identifier for the animal.  The description includes breed, sex, spayed or 

neutered, color, size and age.  The dogs are then weighed and vaccinated for Kennel Cough 

and DHLPP which are common shelter diseases.  Each dog is dewormed and treated for 



Revised 3/10/2020 
 

fleas.  The dog is scanned for a microchip and checked for other identification tags.  The dog 

and corresponding paper work are assigned to a kennel. A photo is taken of each dog to 

assist with identification purposes and to put on PetFinder and Facebook. 

A description of the cat is entered into ShelterPro and assigned a number that is the unique 

identifier for the animal.  The description includes breed, sex, spayed or neutered, color, 

size, weight and age. The cats are transported to the Veterinarian for FL test, then 

vaccinated for distemper, dewormed, and treated for fleas.  The cat is scanned with a 

universal microchip scanner to determine if there is a microchip present. A photo of the cat 

is taken before placing it into a cage. 

Surrendered animals:  

Ownership is transferred from actual owner or authorized representative to the Barry 

County Animal Shelter.  The owner or authorized representative will provide a copy of their 

Michigan Drivers License and fill out an Intake Form.  The form will provide owner 

demographic information and affirm the person is the legal owner.  The form states that 

BCAS does not guarantee the placement of the animal or the length of time the animal will 

be held.  It also states that BCAS is under no obligation to return the animal to the owner 

once surrendered.   

Animal information is collected to assist BCAS in adoption efforts.  Information collected 

includes: breed, sex, spay/neuter status, color and other medical history.  The reason for 

surrendering the animal is important for further placement.  Other relevant data includes 

housebroken/litter trained, good with other animals and kids, and know commands.  

Stray animals:  

Animals found by the public are considered “stray.” Defining this status can be challenging. 

Some people will claim the animal as a stray but have had it in their possession for days or 

weeks. Some people will consider the animal as their own, but never have looked for an 

owner when they found it as a stray. A good defining question could be: “Is there somebody 

who may be looking for this animal?” If the answer could be “yes,” the animal should be 

held for seven days to give the owner a chance at reclamation.  

Stray cats: 

Stray cats are housed at the Barry County Animal Shelter. When a stray cat is brought to 

the shelter, the citizen turning in the animal fills out an intake form and provides a copy of 

their Michigan Driver’s License to provide as much information about the cat as is known.  

The current holding period for stray cats is seven days.  Stray cats not reclaimed are placed 

for adoption when they are healthy and friendly.    

Feral cats:  

Feral cats are cats that have not been socialized and fear humans. They act like wild 

animals and will react in a wild manner when threatened or handled. They will attempt to 

escape, bite, and scratch if handled. Generally, after 6 weeks of age, it is very difficult to 

tame feral kittens. Indicators that a cat is feral are silence and resistance to touch. Tame 

cats are not afraid to vocalize. The best way to tell if a cat is feral or just afraid is to leave 

them alone for a time to calm down. Then speak soothingly and try to touch with an object 

such as a pen or an empty glove. If they attack or verbalize loudly, they are probably 

socialized with an “attitude.” If they cringe away, hiss silently, and/or have large dilated 

pupils, they are probably feral.  Feral cats are not accepted at the Shelter.   

We work with the Humane Society on a program called “The Litter Program”.  If a 

dog or cat has come in with puppies/kittens as part of the The Litter Program, the female is 
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spayed and returned to the owner.  The entire cost of this program is paid for by the 

Humane Society.  The puppies/kittens remain at the shelter to be adopted.  

Stray dogs: 

Stray dogs that are brought to the shelter by citizens are held for seven days, per state 

law. Strays are often brought in to the shelter by citizens, who have found them roaming, 

or by the animal control officer.  The seven day hold period allows time for owners to come 

to the shelter, identify and reclaim their dog. The dog must have a current rabies and 

license to be returned to the owner.  If the rabies and license are not current, we 

will have the dog vaccinated and a current license will be issued.  The cost of the 

rabies ($45) and the new license ($7 if altered, $22 if unaltered), will be charged 

to the owner.  After the hold period, the dogs become available for adoption, unless they 

were brought in by animal control and are part of an on-going investigation.  

Redemptions:  

Occasionally an owner (or a member of the family) may wish to reclaim their animal.  Since 

the animal becomes the property of the Barry County Animal Shelter at the time of 

surrender, it becomes the shelter director’s decision whether to return the animal or not, 

depending on circumstances surrounding the surrender. 

Stray dogs (dogs not brought in by their owners) may only be redeemed if the dog has a 

current rabies vaccine and current license in the county of the owner, under the owner’s 

name. Stray dogs are returned without requiring the spay/neuter surgery that is required of 

our usual adoptions.  

Returned adoptions:  

Returned adoptions are animals that are brought in after failing to “fit in” to a household. If 

the animal was adopted and brought back after six months for a reason not involving the 

animal’s behavior, it would be considered a surrendered animal. Historically, returns were 

regarded as a “failure” of the organization. Often the new owner was faulted for not dealing 

with the issues. However, we place challenging animals and should not regard a return as a 

failure. Adopting an animal is a leap of faith and returns are a reasonable expectation. If the 

individual is returning the animal because of unforeseen circumstances (i.e.; allergies, 

unexpected behavior, failure to get along with current animals in home), we may consider it 

an opportunity to select an appropriate animal for the individuals and learn more about the 

returned animal in the process. The owners will be asked to complete the animal’s 

information sheet. 

 

 

Barry County Animal Shelter 

Housing Decisions After Intake: Policies and Procedures 

Housing Areas 

 

There are five distinct areas in the shelter for housing animals.  

 

Dog Kennels.  The facility was designed and constructed with twenty-one (18) available 

dog pens.  The design of the kennel has guillotine doors separating them back to back for 

cleaning purposes.  The kennels are sized adequately to allow them to be used individually, 
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allowing for a total capacity of twenty-one (21) dogs plus two large and four smaller kennels 

across the back wall of the building for a total of 27 kennels.    

 

Cattery   The cat area in the garage has twenty (20) cages available for housing cats.  

There are several different cage configurations allowing for some flexibility in the number of 

cats that can be housed. 

 

Free Roaming Cat Room   The facility has a free roaming cat room which can house up to 

five (5) cats at any time.  The purpose of the free roaming cat room is to reduce the stress 

level of the cats and allow for better interaction between the cats and potential adopters. 

 

Quarantine– The facility has three (3) kennels and a set of four (4) cat cages that are 

designated for quarantine animals such as ten (10) day hold for bite cases, evidence for 

court cases or otherwise compromised animals.  Animals in this area should not be handled 

by anyone except experienced staff.  The public is not allowed in this area (kennels) unless 

escorted by a staff member. 

 

Isolation Area- This area houses (2 kennels) sick and injured animals away from the 

general population to help prevent the spread of disease. It is very important to strictly 

follow our protocols for preventing the spread of disease because the animals housed here 

are identified as sick by the vet staff. The public is not allowed in this area unless escorted 

by a staff member. 

 

Decision Process 

 

Every sheltering organization has a maximum capacity for care. Maximum housing capacity 

is based on the number of animals that can be adequately housed within available primary 

enclosures.  Factors that determine capacity for care include the number of appropriate 

housing units, number of staff to care for the animals, average length of stay, and the total 

number of reclaims, adoptions, transfers and other outcomes.   

 

Immediately notify the shelter staff of any animal that shows any signs of illness 

so that the animal can be moved to the isolation area. We cannot house sick 

animals in the healthy sections because this puts healthy animals at risk of 

disease. 

 

Decisions about euthanasia are made by the shelter director and the veterinarian and take 

into consideration: 

 Any notes based on the behavior evaluation or the animal’s situation 

 How the animal is handling the shelter environment 

 Prognosis of the animal 

 Behavior of the animal 

 Court Orders 

 History 
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Barry County Animal Shelter 

Disposition of Animals: Policies and Procedures 

 

General 

Domestic animals housed at the Barry County Animal Shelter leave in one of following 

ways: they are adopted, returned to owner, transferred or euthanized.   

 

Adoption 

Information about animals adopted from the Shelter is recorded in Shelter Pro under each 

animal’s unique identification number.  The hard copy of each animal’s data is stored at the 

shelter. This includes the date of adoption and the name, address and telephone number of 

the adopter as well as medical records and fact sheets and kennel cards. 

 

Return to Owners 

Owners claiming a stray animal as their own must provide evidence of ownership such as a 

bill of purchase, pictures that document ownership over time (i.e. puppy thru adult 

pictures), proof of rabies or licensing, and/or medical records.  

The owner's name, address, and telephone number and the date of return should be noted 

on the computer record.   If someone claims an animal after the stray hold date or there is 

insufficient proof of ownership, BCAS can choose to adopt the animal pending an approval  

and the animal is spayed or neutered prior to adoption. 

 

Rescues 

 

Animals are released to shelter and rescue partners, if the receiving agency is approved by 

the Barry County Animal Shelter. 

 

Euthanasia 

When deemed necessary for medical or behavioral reasons, animals may be euthanized. 

Critically ill or seriously injured domestic animals may be euthanized prior to conclusion of 

the stray holding period to prevent any additional suffering (only with the recommendation 

of the veterinarian). The date of and reason for euthanasia, the dosage and type of drugs 

used, and the veterinarian’s technician's initials are recorded in the euthanization log at the 

veterinarian’s office. 

Barry County Animal Shelter 

 

Disease Management: Policies and Procedures 

 

Animals come to the shelter from many different levels of care; some known and some 

unknown, but mostly unknown. Most shelter animals have not received prior benefit of 

routine preventive health care. The stress of entering a shelter, the shelter environment 

itself, and several other factors contribute to an increased risk for developing illness.  
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When animals arrive at the shelter, they are evaluated with a physical examination, 

weighed, vaccinated, treated for internal and external parasites. 

 

We vaccinate upon entry to limit widespread disease in the population and protect each 

individual animal as much as possible, but vaccines are not a guarantee against infection. 

 

Disease can be transmitted in several ways, and we must work diligently to prevent 

transmission as much as possible. The 5 main modes of disease transmission are: 
 Direct contact  

o one animal to another, such as nose to nose, nose to stool 

 Indirect transmission  
o germ transmission on an inanimate object, such as a mop, hand, shirt) 

 Aerosol  
o in the air, such as via a fan 

 Droplet  
o sneezing, coughing 

 Via a flea, mouse, tick 

  

Common diseases seen in shelter environments include: feline upper respiratory infection 

and canine infectious upper respiratory disease (kennel cough). These are spread mainly 

through aerosol, droplet transmission and through indirect transmission, such as via the 

hands, feet, and even on clothing of staff and volunteers. 

 

For this reason, please wash your hands or use hand sanitizer between handling 

each animal and/or wear disposable gloves. Sanitizer bottles and dispensers are 

located throughout the kennel/cattery area. You do not have to sanitize your 

hands between the mother and puppies or kittens in a litter, but you must do so 

before you interact with another dog or cat.   

 

Other diseases, such as parvovirus in dogs and panleukopenia (the cat form of parvo virus), 

are spread mainly through transmission of bodily secretions, such as vomit and feces. These 

viruses are very environmentally hardy and can be difficult to eradicate from the shelter 

environment if proper sanitation procedures are not in place.  

 

Staff or volunteers who observe animals exhibiting any signs of illness (such as diarrhea, 

vomiting, sneezing, coughing, nasal discharge etc.) should immediately notify the director. 

 

Every-day Practices that Help Prevent Spread of Disease 

 

 Report any animal that appears sick to the director. 

 Wash your hands between animals. 

 Do not let animals housed apart interact or touch noses. 

 Immediately pick up all feces once a dog has defecated on the grounds. 

 Any time you disinfect, rinse or wipe the area thoroughly. 

 Wash the laundry and dishes according to the posted written protocol. 

 Don’t keep dirty dishes lying around – take them to the dish washer. 

 Change trash liners on a regular basis; don’t let the trash receptacles overflow. 

 

If we all follow the same procedures the risk of having a disease problem will be greatly 

minimized. 

 

 

 

The following cleaning practices dramatically impact disease control. 
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DOG KENNEL CLEANING 

 

1.  Remove the water and food dishes, blankets, beds and toys. 

 

2.  Pick up all dog feces. 

 

3.  Power-Hose out pen and scrub with brush to get the excess feces off. 

 

Spray the pen with Full Scan solution and let set 10 minutes.  Directions for 

proper dilution are posted in treatment room on Full Scan container. 

 

4.           Repeat for each pen. 

 

5.  Spray down the pens with hose to rinse off the Full Scan solution, squeegee     

and dry each pen.  

 

6.            Put water back in for each dog. 

 

7.            Spray, scrub down and dry the isles with Full Scan.   

 

8.            Squeegee the floors. 

 

9.            All food and water dishes are sanitized in dish washer. 

 

10.            Wash down doors to remove finger-prints. 

 

11.            Use ¼ cup of CONSUME in all drains first Monday of each month. 

 

12.             Put in fresh food and water at 4:30pm for the dogs. 

 

13.             Throughout the day keep the pens and isles clean of feces and urine. 

 

 REMINDER:   THE KENNEL MUST BE KEPT CLEAN AT ALL TIMES. 

 

 

CAT ROOM CLEANING 

 

At the beginning of cleaning, staff will check each cat and its environment, including 

inside and outside of the animal’s cage, to assure proper cleaning. 

 

1. Always wear disposable gloves and disinfect after each cat. 

 

2. Full cage cleaning is done daily. 

 

3. Remove the food dishes and water dishes, blankets, bedding and toys. 

 

4. All water and food bowls must be sanitized in the dishwasher. 

 

5. Kennel walls can be wiped down with a paper towel and ODO Ban detergent to 

remove any organic material. 

 

6. Litter box should either be disposed of or soiled litter should be disposed of and 

fresh litter replaced. 

 

7. Provide fresh food based on kitten or adult. Empty water bowls and refill with 

fresh water. 

 

8. Sweep and mop the floors moving cages and cleaning behind and underneath.  
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9. Keep the tops of the cages and the top of the cabinets clean and neat. 

 

10. Put ¼ cup of CONSUME in the drain the first Monday of each month.  

 

EVERYTHING MUST BE KEPT CLEAN AND STRAIGHTENED AT ALL TIMES.  LITTER PANS 

NEED TO BE RE-CLEANED THROUGHOUT THE DAY.   IF CATS OR KITTENS SPILL FOOD OR 

WATER IT MUST BE CLEANED UP AND REFILLED IMMEDIATELY. 

 

 

 

Empty Cage Disinfecting (after animal leaves) 

 

1. Empty the entire cage, and take dishes, any blanket or toy to the washing area. 

 

2. Scoop out any organic material 

 

3. Spray Full Scan (dogs) ODO Ban (cats) on every surface of the run. 

 

4. Scrub with a stiff brush all the areas, removing the organic material. 

 

5. Rinse run/cage. 

 

6. Apply cleaning solution to all surfaces of cage/run including the top, sides and 

gate.  

 

7. Let it sit for 10 minutes, rinse, and wipe or let dry. 

 

Barry County Animal Shelter 

Spay/Neuter Surgery: Policies and Procedures 

All animals must be spayed or neutered before being adopted from the shelter.  The 

exceptions are kittens and puppies that a veterinarian deems too small for surgery and 

vaccinations.  Kittens and puppies are charged a reduced adoption rate and a spay/neuter 

deposit of $75.00 will be held until proof of the spay/neuter has been completed. Once proof 

has been brought to the Shelter the $75.00 deposit will be returned. 

 

Adult animals scheduled for surgery are fasted from the night before.  Water should not be 

withheld. 

 

After returning from surgery, animals are returned to their cage/run.  

 

The animal’s Shelter Pro record is updated to indicate the animal is now spayed or neutered. 
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Barry County Animal Shelter 

Adoption: Policies and Procedures 

Guidelines for adoption procedures and the handling of adoption’s ensure that potential adopters are 
given an equal opportunity to adopt. The director and clerk are responsible for adhering to adoption 
procedures, for reviewing and approving or declining adoption and for handling adoption contracts and 
fees. 

 
Adoption procedures. The following procedures are designed to help place an animal in a suitable home. 
 

 
Family/household members. Because the decision to adopt a lifelong companion is a big step in 

one's life, it is recommended that family and household members participate in the selection of a 
pet.  

 
Medical Update. Once an animal is selected, the medical record is reviewed for information about 

that animal’s condition or medical issues. 

 
Spay/Neuter. Most of the animals available for adoption have been spayed or neutered, tested and 

vaccinated. This should be verified by the staff.  Any animal that has not been sterilized, tested 
and vaccinated must be before it will be allowed to be adopted or leave the shelter.  

 
Potential adopters must bring any currently owned dogs, to the shelter to “meet and greet” new animals.   

 

 
Finalizing an adoption. 

 
The final adoption process includes witnessing the adoption contract, payment of adoption fees, issuance 
of medical information, and completion of in-house forms.  

o Review the contract completely, including all the medical information at the bottom; get 
client’s initials where required and signature at the end. 

o Collect payment.  
o Ring amount of adoption fee into register  

 
Adoption contract. Adopters are required to carefully read the adoption contract and affix their 

signatures to this document indicating agreement to its terms, conditions, and spay/neuter and 
health exam requirements. A staff member will witness and date the contract.  

Be sure to explain where the medical information is and remind them to take their copy of the 
contract to their veterinarian on the first visit. The pet adopter will receive his or her copy of the 
contract.  

 
Medical information. All medical information is kept current in the animal’s record. This information is 

to be given to the adopter so their veterinarian knows what we have done for the animal. 

 
o    When the animal's previous medical history is released to the adopter, staff will 

eliminate any reference to the previous owner's name and address. 

 
Documentation. The animal’s record is updated to record the date of adoption and the name, 

address, and telephone number of the adopter. Pet behavior evaluations can be given to the new 
owner.  
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Barry County Animal Shelter 

Foster Care: Policies and Procedures 

We want every animal brought to us to have a chance for a long and happy life. Because of 

our limited resources and personnel, we are not able to care for the many sick, injured and 

very young but otherwise adoptable animals as we would like to. Foster care will allow some 

of the young ones to grow and the sick and injured to heal. 

 

The Foster Care Program brings caring individuals and needy animals together, providing 

special care in a home setting until the animals are ready for adoption. 

  

Animals eligible for foster care: 
 

Very young kittens that are approved by the director. 
 

Animals with a treatable injury, with reasonable time and treatment 
 

Single raised kittens and puppies, when they can be added to an existing group of 

siblings with a mother to learn cat/dog behavior. 
 

Others as approved by the veterinarian AND director. 
 

Animals usually not eligible for foster care: 
 

Animals with serious medical problems and a poor prognosis for recovery or 

rehabilitation 
 

Animals with serious behavior problems, such as serious aggression issues that put 

humans or other animals at risk of harm. 
 
 

Fostering: 
 

Volunteers requesting to foster must get the approval of the director.  
 

Anyone fostering the animals need to understand that ongoing decisions about care will 

remain in the hands of the shelter and are dependent on financial resources and 

prognosis for recovery. 
 

Any animal that leaves the shelter in foster care must be recorded as such.  The name 

and contact person who is the foster provider and a note in the record about where 

the animal is and the date the animal went into foster. 

 
When the animal is returned to the shelter, the record is updated showing the animal 

has been returned.  Any information about the animal from the foster person is 

incorporated into the record. 
 

Volunteers also need to be aware that the shelter makes all medical/surgical decisions 

about foster animals. The director must be informed of any medical emergencies; 

Volunteers will not be reimbursed if they take an animal to another veterinarian for 

exam, diagnostic testing, treatment, etc.. 
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Barry County Animal Shelter 

Dog Walking: Policies and Procedures 

 

The Barry County Animal Shelter relies on volunteer dog walkers to provide exercise, 

socialization and to obtain behavior information for adoptions.  Volunteers walk the dogs 

each morning.  There are usually four or more volunteers each day. A list of dogs and their 

“personalities” (jumper, shy, pulls on lease) is passed on to each volunteer by the staff 

daily.  This ensures that each dog is walked and allows the dog walker to find a dog suitable 

to their experience and comfort level.  Volunteers sign in, gather leashes and treats and 

systematically walk each dog. 

 

When removing a dog from the cage or run, always use a thick slip lead. Never use the clip 

end of a leash on the collar. Frightened animals may pull back when being walked, and they 

can easily slip out of the clip collar and run away.  As you walk outside, keep the dog on a 

short leash and do not allow the dog to interact, sniff, touch noses, etc. with any other dog 

or person. 

Only trained volunteers and staff are allowed to walk animals from the quarantine area and 

the isolation area.  Dogs are walked in the designated, fully fenced in area.  The designated 

walking area will be cleaned everyday. 

 

If a dog gets away from a staff person or volunteer, never chase the dog. Instead, alert the 

staff and encourage the dog to come back to you with soft voices and treats.  Never 

attempt to break up a fight between two dogs.  Alert the staff and they will assist in 

returning the dog to their pen.   

We encourage potential adopters to put the dog on a leash and spend some time walking 

and getting to know the dog.  A staff person will assist in getting the dog out and returning 

to the pen. 

People are reminded to keep their dog away from other dogs  
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Barry County Animal Shelter 

Volunteers: Policies and Procedures 

 

The Barry County Animal Shelter strives to provide a rewarding volunteer experience.  BCAS 

has established policies to ensure efficient operations, a safe work environment and the 

highest quality of care for the animals.  You must be 18 years of age or older to volunteer. 

 

Training:  All volunteers must attend the required training prior to any actual volunteering 

at BCAS. 

 

Release Form:  All volunteers are required to sign a liability release form prior to 

volunteering at BCAS. 

 

Background Check:  All volunteers who will be working in the shelter will have a background 

check performed prior to volunteering at BCAS. 

 

Attendance:  We ask that you sign in and out on the recording sheet located on the front 

desk.  If you sign up for a task that requires you to be present at a certain time, it is 

important that you show up at the scheduled time.  If you find that you can not be present 

for a particular scheduled task, please notify a staff member/volunteer coordinator as soon 

as possible. 

 

Dress Code:  We suggest jeans or casual pants, long sleeved shirt, and close-toed shoes.  

No jewelry should be worn.   

 

Conduct:  Volunteers are expected to always be polite, courteous and helpful. 

 

 

Mistreatment of Animals:  If a volunteer is found mistreating an animal, that person will lose 

volunteer privileges.  If you witness someone mistreating an animal, you are required to 

report it immediately to a staff member.  Mistreatment may include yelling, hitting, 

yanking or teasing. 

 

Off-Limit Areas:  The shelter areas off-limits to volunteers are the quarantine area,  

aggressive dog area, and main office (unless requested by staff or specific volunteer task is 

in main office).  Exceptions may be approved by the staff or director. 

 

Privacy:  Any information you may become privileged to as a result of your position that 

pertains to BCAS records or cases are strictly confidential.  Volunteers are specifically 

prohibited from divulging any aspect of BCAS records or cases with the media or any other 

individual.  Your personal information is also confidential and will not be disclosed without 

authorization from you. 

 

Knowledge:  It is important to be familiar with shelter rules, policies, and procedures.   
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WHAT DO VOLUNTEERS DO? 

We offer many volunteering opportunities, each with their own duties.   

 

 Socialize with animals 

 Walk or exercise dogs (see Dog Walking Rules) 

 Groom animals 

 Train dogs on basic commands 

 Transport animals to/from veterinary clinics 

 Provide water and toys (please check with kennel staff before providing any food 

 Organize cabinets and supply shelves 

 Copying, computer data entry work, or other clerical work 

 Customer Service Assistant 

 Mobile Adoption and Special Events Assistant 

 Lobby Assistant: assist customers; put donated items away, run errands for staff 

 Socialize the cats 

 Photograph animals for Pet Finders site 

 

If you notice a medical or other concern with any animal at the shelter, please notify a staff 

member.  If the animal needs immediate attention, please notify a staff member or the 

director immediately. 

 

If you notice a task that needs to be completed, please feel free to take the initiative when 

performing duties and follow the shelter rules and guidelines. 

 

While volunteering, please do not: 

 Interfere with staff while they are assisting customers. 

 Access off-limits areas. 

 Linger in clerk’s space (do not enter the office unless requested to do so). 

 Access adoption/pet files (unless requested by staff). 

 Use cell phone, unless absolutely necessary. 

 

Knowing these policies is helpful because as a volunteer you will often be asked for help by 

visitors who will assume you work here.  Never provide information you are not familiar with 

– always refer the visitor to a staff member if unsure of the answer. 

 

HEALTH AND SAFETY 

Zoonotic diseases are diseases that can be transmitted from animals to humans.  The most 

effective method of preventing zoonosis is to: 

1. Volunteers should stay current on appropriate vaccinations (tetanus). 

2. Pets of volunteers should be current on all vaccinations.  

3. We suggest volunteers change clothes and shoes before interacting with their pets at 

home. 

4. Wash hands frequently with antibacterial soap or use hand sanitizer, especially after 

handling an animal. 

5. Wear long pants, sleeved shirts and closed-toed shoes or boots. 

6. Use gloves when washing food/water dishes and when cleaning up feces, urine or 

vomit. 

7. Disinfect scratches and bite wounds thoroughly and REPORT ANY INJURIES 

(BITES OR SCRATCHES) TO STAFF OR DIRECTOR IMMEDIATELY. 
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Barry County Animal Shelter 

Medical Protocols: Policies and Procedures 

 

MEDICAL PROTOCOL FOR INCOMING ANIMALS  

Enter all medical treatments, including injections, topical treatments, and oral treatments 

into the animal’s computer record when they are administered. 

 

 

Healthy and Potentially Adoptable Dogs 

-Take the dog into the office area. 

-Check for spay scar or for neuter. If observed, note in computer or intake form. 

-Scan for microchip, and check for tattoo or other ID. 

-Apply external parasite treatments.  

-Administer vaccines.  

-Administer internal parasite treatments. 

 

 

Healthy and Potentially Adoptable Cats 

-Take the cat into the office area. 

-Note if ear is notched, which indicates that the cat belongs to a feral cat colony  

           Note if declawed or polydactyl. 

-Check for spay scar or for neuter. If observed, note in computer or intake form. 

-Scan for microchip, and check for tattoo or other ID. 

-Apply external parasite treatments.  

-Administer vaccines.  

-Administer internal parasite treatments. 

 

TREATMENT PROTOCOL FOR SICK/INJURED ANIMALS  

 

Medical treatment decisions for sick animals are based upon a number of factors.  

The ability to safety and humanely provide relief, prognosis for recovery, duration of 

treatment, expected expense and resources available are all considered when 

treating sick animals. 

 

Injured animals will be evaluated by the shelter veterinarian.  After medical 

evaluation, a determination will be made by the veterinarian and the director 

regarding the course of action to be taken. Consideration will be given to type of 

injury or disease, prognosis, available treatment options, cost and rehabilitation 

period. 

 

 

 PARASITE CONTROL 

 

Many animals entering the shelter are infected with internal and external parasites.  

Though not always clinically apparent, parasites can be easily transmitted and cause 

significant disease related problems.  An effective parasite regime, such as stated 

above, upon entry into the shelter can greatly reduce the parasite population.  

Treatment and prevention cycles for parasites common to the region are given 

regularly throughout the shelter stay to prevent environmental contamination. 
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ANIMALS BREAKING WITH VIRUS/DISEASE 

 

During an outbreak, physical separation must be established between exposed,  

at-risk and unexposed animals.  Animal handling and foot traffic in the isolated  

areas should be minimal. In response to an potential outbreak, protocols to  

define and manage common Illnesses are in place.  They were developed in 

consultation with the shelter veterinarian  and detail the expected course of  

disease and response to treatment.   

 

Barry County Animal Shelter 

FELINE ENVIRONMENTAL ENRICHMENT:  Policy and Procedure 

 

Benefits of Enrichment for Cats and Kittens: 

While kenneled cats and kittens have limited handling contact, they interact with volunteers, 

staff and patrons walk through the area and usually respond to the animals by talking to 

them. Many of these animals are high-energy and need outlets for mental and physical 

energy. Cats and kittens are usually more inclined than dogs and puppies to invent play 

with “found toys,” even without a playmate. 

 

Examples of Toys:  

   

 Small rolling balls (with or without bells inside) to move around the cage floor and to 

hide under a towel  

 Feather wands 

 Climbing toys 

 Scratching posts 

 Small lunch sacks or boxes for hiding 

 

Here are some basic health and safety requirements for cat toys: 

 Toys must be easily and thoroughly able to be disinfected, or be disposable after 

single use. Disinfect toys before giving to another animal using the procedure used 

to disinfect dishes.  

 Rolling toys must be too large to fit between cage bars. 

 Any toys for kittens or cats must be safe; that is, of sturdy construction and 

appropriate materials so that cats cannot ingest toy parts or injure themselves with 

the toy or its components. 

Director must approve all toys before distribution to animals. 

 

 

Providing a Secure Area:  

Provide as needed a hiding area for cats, specifically for cats or kittens who appear 

frightened. Consider hanging a towel over the front of the cage or add small box in the cage 

to allow the cat a space to relax. 

CANINE ENVIRONMENTAL ENRICHMENT: Policy and Procedure 

 

 

Benefits of Canine Enrichment: 

 

Enrichment helps dogs and puppies maintain their mental, physical, and emotional health so 

that they remain good adoption candidates and don’t become behaviorally at risk.  

 

Examples of Enrichment for Dogs and Puppies:  
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 Very hard rubber chewable toys. Kong toys, if the appropriate size is given to each 

dog, are too rigid to be chewed into pieces.  

 In addition, volunteers should be encouraged to use “dog walk time” to its greatest 

advantage and as much more than simply the chance to eliminate.  

 Individual exercise opportunities should average 10-15 minutes, including leash 

time, talking, petting, and interactive play. Active “people time” allows an outlet for 

mental AND physical energy through focused, interactive play.  

 By focusing on a specific task (repeatedly returning a ball, Kong, or Frisbee; playing 

“hide-and-seek” with treats or toys, etc.), dogs are able to expel much more pent-up 

mental and physical energy in a limited amount of time and space. Therefore, they 

greatly reduce stress due to confinement, isolation, and boredom. 

 

Here are some basic health and safety requirements for dog and puppy toys: 

 Toys must be easily and thoroughly able to be disinfected, or be disposable after 

single use. Disinfect toys before giving to another animal using the procedure used 

to disinfect dishes.  

 Toys must be of sturdy construction and appropriate materials so that they pose no 

danger if ingested or damaged. 

 

 

Barry County Animal Shelter 

LOST ANIMALS:  Policy and Procedures 

 

It is the goal of the Barry County Animal Shelter to return all strays entering the Shelter to 

their owners and to provide assistance to those who have lost pets or to individuals who 

have found animals. The Barry County Animal Shelter defines reasonable attempts to 

contact the owner as:  

 

 checking lost reports;  

 checking found reports;   

 listing the animal on Facebook.  

 scanning for microchip 

 Listing animal on Petfinder.com 

 

If the owner is known, reasonable attempts include phone calls, email (if address is 

available), and a certified return receipt letter to the last known address.  Shelter fees of 

$10.00 per day will be assessed when the owner claims the animal. 

 

Holding Period for Lost Animals 

Office staff record the date of each animal intake and determines the end date of the “seven 

day hold” period.  Any animal that has no identification (tags, microchip or paperwork) will, 

by law, be held for seven days to allow the owner a reasonable amount of time to locate the 

animal.  After a seven day period the animal becomes County property and is available to 

be adopted from the shelter. 

 

Sick or Injured Stray Animals  

The veterinarian and the director will determine the correct treatment for the pet.  

 If the pet is severely injured or ill, the veterinarian or director will determine if 

euthanasia is appropriate. 

 Pets that, in the opinion of the veterinarian, are experiencing extreme pain or 

suffering, may be euthanized after the staff has exhausted reasonable efforts to 

contact the owner.  
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 If the pet is wearing identification, the veterinarian will determine appropriate 

treatment to make the pet comfortable while reasonable attempts are made to 

contact the owner.  

 

Matching Animals 

The description of the animal, date lost or found, location where animal was lost or found, 

and any forms of identification are important factors used for matching animals. Our goal is 

to assist the person who is looking for their lost pet! 

 

Taking a Lost Pet Report 

 All reports must be reviewed by the clerk to ensure the information is clear, the 

description is clear and the contact information is complete. 

 Explain to the patron they should visit the shelter every 3-4 days to check. We do 

check daily but there are many animals and sometimes descriptions do not match. 

 Explain the stray hold period. 

 

Calls From Citizens Reporting Lost Animals Any time an individual calls to report a lost 

animal, the staff will complete a lost animal report. The report is kept at the front desk for 

easy reference.  

 

Barry County Animal Shelter 

FOUND ANIMALS:  Policy and Procedures 

 

Animals with Traceable Identification 

 

 The staff person who intakes the animal will first scan the animal for a microchip and 

then check for a current rabies vaccination tag or license. 

 

 That same person will start tracing the identification information to locate the owner 

(call the vet hospital to trace the tag even if it is long distance, call the owner listed 

on the ID tag, call the microchip company and find out the owner’s information if it is 

available). 

 

 Notes will be made in the animal’s record that the attempts have been made and the 

result. i.e. contacted owner – current contact information, what the status is of being 

picked up, your name and date. 

 

 If able to contact the owner, explain that the dog must be current on rabies 

vaccination and have a license in order for the animal to leave the shelter.  Also 

explain the shelter fees that have been incurred. 

 

 If there is no response from the phone call or from an agreement by the owner to 

come in to reclaim the animals within 3 days of the initial contact, then a certified, 

return receipt letter must be sent mailed to the owner. 

 

 A copy of the letter is kept in the office and a note is made in the animals’ record 

when the letter was mailed and when the return receipt is received. 

 

 Only after the return of the receipt of letter or five (5) days have passed since the 

letter was sent can the animal be adopted. 

 

Stray Animals  

 

The animal computer record should reflect the date and time the animal was found, the 

initials of the employee, and the date lost reports were first checked. 
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Matching 

 

The description of stray animals that have been brought to the Shelter by citizens or 

through the animal control department should be immediately cross-checked with lost 

animal reports.  

If a match is made, owners should be promptly called and notified of the process involved 

for the release of the animal.  

 

Calls from Citizens Reporting Found Animals.  

When individuals call or visit the Shelter to report a found animal, office staff will complete 

the appropriate form and obtain as much detailed information as possible.  

 

 

Lost animal reports should be promptly checked.  

 If a match is made, the person should be referred to the owner of the animal. 

 If no match is made, office staff should encourage the person to bring the animal to 

the Shelter, as the Shelter is often the first place people look for lost animals. 

. 

 

Return to Owners: Proof of Ownership 

Our mission is to GET THE ANIMAL HOME. Therefore the following guidelines have been put 

into place. Proof of ownership can be determined in many ways: 

 

 ID tag, rabies tags or license tags 

 Veterinary records 

 Pictures 

 Bill of sale 

 Registration papers 

 

If the above are lacking, take into consideration: 

 

 Where the animal was lost compared to where found 

 Zip code 

 Description 

 Coordinating dates 

 How the animal reacts to the person 

 Neighbors identification 

 

 

Animals are personal property and cannot be withheld from an owner without due 

cause. 

Persons claiming a stray animal as their own must provide proof of ownership (see above). 

Pictures will be accepted only if they can show time, i.e. several pictures taken over time. 

Furthermore, pet owners may have to pay certain fees to reclaim the animal.  

 

Rabies and License 

An animal must have a current rabies vaccination and license to leave the Shelter.  Should 

animal have to be vaccinated, there is a $45.00 charge in addition to the cost of the license.  

 

Boarding Fees 

For each night a stray animal is housed at the Shelter, a boarding fee of $10.00 per animal 

will be charged to the owner. 
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Barry County Animal Shelter 

Euthanasia Decisions: Policies and Procedures 

We sincerely wish that every animal that comes to us could be adopted to a caring, 

responsible home. We evaluate the health and temperament of each animal on an individual 

basis. We use our experience and protocol to evaluate an animal’s needs and balance those 

needs with the greater good of the animal population in our care.  Euthanasia is not a 

decision we take lightly, but one we must make nonetheless.  Humane euthanasia of 

animals - a practice acknowledged by most animal protection organizations as an acceptable 

means for alleviating or preventing suffering is still necessary at times.  Since euthanasia is 

the final act of kindness that can be shown to an animal, it is the policy of the Barry County 

Animal Shelter that animals be handled with respect and sensitivity and protected from 

stress, fear, discomfort, and pain.  

 

Each animal who comes to us is evaluated in entirety; taking into account both behavior 

and medical conditions. Euthanasia must be considered: 

 When an animal is felt to be suffering mentally, emotionally or physically with a poor 

prognosis, protracted painful recovery, or incurable illness 

 When an animal is deemed to pose an unacceptable danger to other animals, itself, 

or the public 

 

 We also recognize the adoptability of animals in shelters may be impacted by: 

 temperament 

 previous history, age, breed, health 

 requirements ordered by the courts or Animal Control 

 

Our evaluation process assesses an animal’s behavior, temperament and health. The 

evaluation process is a tool to help the director and the veterinarian determine an animal’s 

behavior and health.  This information is used to determine if an animal is healthy/treatable, 

or unhealthy/untreatable:  

 Animals that rate high in the evaluation are healthy and adoptable.  

 Treatable animals may be borderline but could respond with treatment. 

 Unhealthy animals are clearly sick or are unsafe for the community.   

 

THE DECISION MAKERS 

 

Daily Walk-Through Process 

The shelter director or clerk walk through the shelter daily to assess animals taking into 

account the animal’s health, behavior assessment, “holds”, and adoptability.  

 

During this walk through the shelter each morning animals are evaluated.   

 If an animal is sick or it is showing signs of an oncoming illness, the animal is moved 

to the isolation area for that species.    

 If the animal is treatable with medication, therapy will be offered and documented.   

 If an animal’s illness is contagious (i.e. it may infect the entire kennel or human 

health) or if the animal is suffering, the veterinarian may authorize euthanasia and 

note accordingly.  

 Animals with clinical signs and a positive Parvo snap test are immediately 

euthanized. 
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Barry County Animal Shelter 

Security of Controlled Substances: Policies and Procedures 

 

Controlled substances  

 All controlled substances, needles and syringes are to be kept secure and should 

never be accessible to the public or any unauthorized persons.  

 Only staff members who have been adequately trained to use such supplies will have 

access to them.  

 Drugs are kept in a safety lock box in the Director’s office and only authorized 

employees should have access code.  

 No controlled substance is to be removed from the Shelter.  

 

Recordkeeping  

 Each time any amount of a controlled substance is used it must be completely and 

accurately documented on Animal Medication Chart. 

 All drugs issued will be recorded on the Animals record.  

 

 

Inventory.  

 All controlled drugs must be carefully inventoried.  

 The general supply of drugs are locked in safety lock box in the Director’s office., and 

only authorized employees have access to the safety lock box.  

 

 

Barry County Animal Shelter 

Safety Rules: Policies and Procedures 

 

PERSONAL SAFETY  

 

Following these common sense rules will help prevent many accidents. 

 

 Report all injuries, no matter how slight, to the Director.  A written report will be 

completed. 

 

 All volunteers and administrative persons working with animals are required to 

purchase and wear skid- or slip- resistant shoes. 

 

 Do not attempt to lift/push objects or animals that are too heavy--ask for help.  

 

 Identify and remember the location of fire extinguishers, fire alarm pull boxes, and 

emergency exits. NEVER block these areas with materials or equipment. Keep floors 

and aisles free of debris at all times. 

 

 Use personal protective equipment as described below:  

 Ear protection is provided and should be worn when working in Dog 

Holding, Kennels, or any other high noise area. 

 Gloves should be worn at all times. 

 

 Horseplay is prohibited. 

 

 Seat belts are to be worn at all times when driving on business, whether in agency 

vehicles or personal automobiles. 
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 ALWAYS wash your hands in between handling animals to minimize the transmission 

of disease. 

 

 Non-hazardous spills are to be cleaned up promptly, and a “Wet Floor/Caution” 

sign placed in the area until the floor is dry. Aisles should be kept clear at all times. 

 

 Be familiar with the Fire Plan at the Barry County Animal Shelter. 

 

 

Barry County Animal Shelter 

Animal Handling Safety: Policies and Procedures 

This information is a general overview of safe animal handling practices. When handling 

animals, be sure to: 
 take your time,  

 don’t over stimulate the animal, and  

 remember that the animal may perceive a threat, even though you do not intend to threaten.  

 

If you do not feel comfortable handling an animal, DON’T!! Get a supervisor to help 

you--don’t risk getting dragged, scratched, or bitten! 

 

CATS 

 When removing a cat from a cage, be sure to get the cat’s attention before opening 

the gate. 

 

 Allow the cat to check out your fingers before you pick it up. The cat should come to 

you, not the other way around. Talk to the cat calmly and softly to avoid over-

stimulating the cat. 

 

 When handling a cat, control the head and neck at all times. Hold the cat firmly—left 

hand controlling the head and neck, right elbow supporting/gripping the 

hindquarters, right hand controlling the front paws. Take a moment to readjust your 

grip if you need to. Always use a carrier to transport the cat more than a few feet. 

 

 Watch for signs of stress/fear--enlarged pupils, thrashing tail, growling, hissing, and 

attempting to hide or escape. 

 

 If a cat is fearful, do not make direct eye contact. Approach the cat at his or her 

level. Do not reach over the cat’s head. Move slowly because rushing the cat only 

adds more stress, leading to unpredictable behavior and increasing the likelihood of 

injury. 

 

DOGS 

 When removing a dog from a kennel, distract the dog, and enter the kennel with 

your leash ready. 

 

 Attempting to “noose” a dog through the gap in the gate can lead to an escape by 

the dog. 

 

 Approach the dog from the side. Do not attempt to “noose” it over the top of its 

head, as this will only intimidate the dog. Talk calmly to the dog to avoid over-

stimulating him or her. 

 



Revised 3/10/2020 
 

 When moving the dog, keep the dog away from other kennels, and break his or her 

line of vision. Use proper leash techniques, looping the handle of the leash over your 

thumb and across your palm (like a joystick). Keep the leash short, bend your arms 

and knees and use both hands for better control.  

 

 Only small dogs and puppies should be carried, and then only as you carry a cat. 

Carrying a dog like a baby is not permitted. If the dog won’t move on the leash, coax 

the dog by moving in front and down low. Dragging a dog is never permitted. 

 

 Watch for signs of stress/fear: 

o ears back  

o hackles raised, tail down,  

o dilated pupils,  

o lifted lip,  

o submissive posture,  

o growling, snarling, barking, or lunging.  

 

 If a dog is fearful, do not make direct eye contact. Approach the dog at his or her 

level. Do not reach over the dog’s head. Move slowly because rushing the dog only 

adds more stress, leading to unpredictable behavior and increasing the likelihood of 

injury. 

 

WITH ANY ANIMAL 

 Inform a supervisor immediately if an animal is displaying signs of aggression and/or 

may be a threat to other animals or people. 

 

 Wear protective gloves, long-sleeved shirts, and shoes with closed toes (no sandals) 

to reduce the degree of injury from bites and scratches. 

 

 If you have questions, ask a supervisor. If you feel uncomfortable handling 

an animal,…….DON’T! 

 

A written “bite report” and/or “incidence report” must be completed for any event 

at the shelter that warrants investigation or further action. 
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Barry County Animal Shelter 

HOURS OF OPERATION 

 

 

General 

The hours of operation are designed to ensure that all animals are properly and humanely 

cared for and that the public has adequate and ample opportunity to conduct business at 

the Barry County Animal Shelter. 

 

 

Shelter Hours 

Monday – Friday     8:30am – 5:00pm 

  Closed 11:30am – 12:30pm for lunch 

Saturday  9:00am – 12:00pm 

 

 

Kennel Hours 

 Monday – Friday 9:00am – 4:30pm 

  Closed 11:30am – 12:30pm for lunch 

Saturday  9:00am - 12:00pm 

 

 

Closed Sundays 
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Barry County Animal Shelter 

Admission of Animals: Policies and Procedures 

General Accurate and consistent record keeping and tracking of all animals housed 

at the Barry County Animal Shelter (BCAS) is essential for overall control and  

Evaluation.  

 

Receiving an animal. Animals enter the shelter several different ways: Owner surrender, 

citizen turn in of stray animals, animal control turn in of stray animals and drop-off pens.  

All intakes are recorded on the shelter software, ShelterPro which assigns a number to the 

animal that stays with the animal until the animal leaves the Shelter.  

The intake of owner-surrendered and stray domestic animals is handled by the shelter clerk 

who will complete an animal record for each animal.  The date of intake is recorded by 

ShelterPro. This intake record asks for specific information such as breed, age, sex, color 

and known behaviors. The intake form is signed by the owner or citizen turning in the 

animal.  An animal that is turned in as an owner surrender becomes immediately available 

for adoption.  A stray animal that is turned in by a citizen is held for seven days before 

being available for adoption. 

Dogs picked up by animal control will be held for seven days in an attempt to locate the 

animal’s owner. The dog will then be available for adoption.  Animals left in the over-night 

drop off pens will also be held for seven days, before becoming available for adoption. 

For those individuals surrendering litters of puppies and kittens, the shelter clerk  

will provide literature on the benefits of spaying and neutering and strongly  

encourage sterilization of the parent animal through either the person’s veterinarian 

or the Barry County Humane Society’s Spay and Neuter Assistance Program  

(available for cats). 

Animal Admissions 

Admissions Mission: To secure thorough information about the animals being surrendered to 

the Barry County Animal Shelter. To provide information necessary for the public to make 

good decisions concerning the animals in their care. To provide empathetic support and 

represent the Barry County Animal Shelter in a positive, professional manner. 

Admissions are where much of the public has their first encounter with our       organization. 

This encounter will reflect their perception of our entire organization. It is important that we 

project a calm, sympathetic, and cooperative manner at all times during encounters with 

the public. 

Admitting Procedures: 

Upon intake, a description of the animal is entered into ShelterPro and assigned a number 

that is the unique identifier for the animal.  The description includes breed, sex, spayed or 

neutered, color, size and age.  The dogs are then weighed and vaccinated for kennel cough 

and distemper which are common shelter diseases.  Each dog is dewormed and treated for 

fleas, if needed.  The dog is scanned for a microchip and checked for other identification 

tags.  The dog and corresponding paper work are assigned to a kennel. A photo is taken of 

each dog to assist with identification purposes and to put on PetFinder. 

A description of the cat is entered into ShelterPro and assigned a number that is the unique 

identifier for the animal.  The description includes breed, sex, spayed or neutered, color, 
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size and age. The cats are vaccinated for distemper, dewormed, and checked for fleas.  The 

cat is scanned with a universal microchip scanner to determine if there is a microchip 

present. A photo of the cat is taken before placing it into a cage. 

Surrendered animals:  

Ownership is transferred from actual owner or authorized representative to the Barry 

County Animal Shelter.  The owner or authorized representative will fill out an Intake Form.  

The form will provide owner demographic information and affirm the person is the legal 

owner.  The form states that BCAS does not guarantee the placement of the animal or the 

length of time the animal will be held.  It also states that BCAS is under no obligation to 

return the animal to the owner once surrendered.   

Animal information is collected to assist BCAS in adoption efforts.  Information collected 

includes: breed, sex, spay/neuter status, color and other medical history.  The reason for 

surrendering the animal is important for further placement.  Other relevant data includes 

housebroken/litter trained, good with other animals and kids, and knows commands.  

Stray animals:  

Animals found by the public are considered “stray.” Defining this status can be challenging. 

Some people will claim the animal as a stray but have had it in their possession for days or 

weeks. Some people will consider the animal as their own, but never have looked for an 

owner when they found it a stray. A good defining question could be: “Is there somebody 

who may be looking for this animal?” If the answer could be “yes,” the animal should be 

held for seven days to give the owner a chance at reclamation.  

Stray cats: 

Stray cats are housed at the Barry County Animal Shelter. When a stray cat is brought to 

the shelter, the citizen turning in the animal fills out an intake form to provide as much 

information about the cat as is known.  The current holding period for stray cats is seven 

days.  Stray cats not reclaimed are placed for adoption when they are healthy and friendly.  

When space allows, BCAS also receives stray cats during off hours in the drop off pens.  

Feral cats:  

Feral cats are cats that have not been socialized and fear humans. They act like wild 

animals and will react in a wild manner when threatened or handled. They will attempt to 

escape, bite, and scratch if handled. Generally, after 6 weeks of age, it is very difficult to 

tame feral kittens. Indicators that a cat is feral are silence and resistance to touch. Tame 

cats are not afraid to vocalize. The best way to tell if a cat is feral or just afraid is to leave 

them alone for a time to calm down. Then speak soothingly and try to touch with an object 

such as a pen or an empty glove. If they attack or verbalize loudly, they are probably 

socialized with an “attitude.” If they cringe away, hiss silently, and/or have large dilated 

pupils, they are probably feral.  Feral cats are entered into ShelterPro database and then 

evaluated over the seven day hold period.  A disposition is determined after that period.   

We work with the Humane Society on a program called Spay/Neuter/Return.  If a 

“feral” cat has come in with kittens as part of the Shelter/Neuter/Return program (SNR), 

mama cat is spayed and returned to the owner.  The entire cost of this program is paid for 

by the Humane Society.  The kittens remain at the shelter to be adopted.  If the “feral” cat 

has settled down but is still not deemed adoptable, an alternative placement such as barn 

buddies or a controlled colony is sought.  Feral cats that are not placed will be euthanized. 
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Stray dogs: 

Stray dogs that are brought to the shelter by citizens are held for seven days, per state 

law. Strays are often brought in to the shelter by citizens, who have found them roaming, 

or by the animal control officer.  The seven day hold period allows time for owners to come 

to the shelter, identify and reclaim their dog. The dog must have a current rabies and 

license to be returned to the owner.  If the rabies and license are not current, we 

will have the dog vaccinated and a current license will be issues.  The cost of the 

rabies ($25) and the new license ($7 if altered, $22 if unaltered), will be charged 

to the owner.  After the hold period, the dogs become available for adoption, unless they 

were brought in by animal control and are part of an on-going investigation.  

Redemptions:  

Occasionally an owner (or a member of the family) may wish to reclaim their animal.  Since 

the animal becomes the property of the Barry County Animal Shelter at the time of 

surrender, it becomes the shelter director’s decision whether to return the animal or not, 

depending on circumstances surrounding the surrender. 

Stray dogs (dogs not brought in by their owners) may only be redeemed if the dog has a 

current rabies vaccine and current license in the county of the owner, under the owner’s 

name. Stray dogs are returned without requiring the spay/neuter surgery that is required of 

our usual adoptions.  

Returned adoptions:  

Returned adoptions are animals that are brought in after failing to “fit in” to a household. If 

the animal was adopted and brought back after six months for a reason not involving the 

animal’s behavior, it would be considered a surrendered animal. Historically, returns were 

regarded as a “failure” of the organization. Often the new owner was faulted for not dealing 

with the issues. However, we place challenging animals and should not regard a return as a 

failure. Adopting an animal is a leap of faith and returns are a reasonable expectation. If the 

individual is returning the animal because of unforeseen circumstances (i.e.; allergies, 

unexpected behavior, failure to get along with current animals in home), we may consider it 

an opportunity to select an appropriate animal for the individuals and learn more about the 

returned animal in the process. The owners may be asked to complete the animal’s 

information sheet. A refund for the adoption fee will be processed. 

 

 

Barry County Animal Shelter 

Housing Decisions After Intake: Policies and Procedures 

Housing Areas 

 

There are five distinct areas in the shelter for housing animals.  

 

Dog Kennels.  The facility was designed and constructed with twenty-one (21) available 

dog pens.  The design of the kennel has guillotine doors separating them back to back for 

cleaning purposes.  The kennels are sized adequately to allow them to be used individually, 

allowing for a total capacity of forty-two (42) dogs plus two large and four smaller kennels 

across the back wall of the building for a total of forty-eight kennels.    
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Cat Area in Garage   The cat area in the garage has forty (40) cages available for housing 

cats.  There are several different cage configurations allowing for some flexibility in the 

number of cats that can be housed. 

 

Free Roaming Cat Room   The facility has a free roaming cat room which can house up to 

twelve (12) cats at any time.  The purpose of the free roaming cat room is to reduce the 

stress level of the cats and allow for better interaction between the cats and potential 

adopters. 

 

Quarantine– The facility has two (2) kennels and a set of four (4) cat cages that are 

designated for quarantine animals such as ten (10) day hold for bite cases, evidence for 

court cases or otherwise compromised animals that should not be in the main kennel.  

Animals in this area should not be handled by anyone except experienced staff.  The public 

is not allowed in this area unless escorted by a staff member. 

 

Isolation Area- This area houses sick and injured animals away from the general 

population to help prevent the spread of disease. It is very important to strictly follow our 

protocols for preventing the spread of disease because the animals housed here are 

identified as sick by the vet staff. The public is not allowed in this area unless escorted by a 

staff member. 

 

Decision Process 

 

Every sheltering organization has a maximum capacity for care.    Maximum housing 

capacity is based on the number of animals that can be adequately housed within available 

primary enclosures.  Factors that determine capacity for care include the number of 

appropriate housing units, number of staff to care for the animals, average length of stay, 

and the total number of reclaims, adoptions, transfers and other outcomes.   

 

Immediately notify the shelter staff of any animal that shows any signs of illness 

so that the animal can be moved to the isolation area. We cannot house sick 

animals in the healthy sections because this puts healthy animals at risk of 

disease. 

 

Decisions about euthanasia are made by the shelter director and the veterinarian and take 

into consideration: 

 Any notes based on the behavior evaluation or the animal’s situation 

 How the animal is handling the shelter environment 

 Prognosis of the animal 

 Behavior of the animal 
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Barry County Animal Shelter 

Disposition of Animals: Policies and Procedures 

 

General 

Domestic animals housed at the Barry County Animal Shelter leave in one of following 

ways: they are adopted, returned to owner, rescued or euthanized.   

 

Adoption 

Information about animals adopted from the Shelter is recorded in Shelter Pro under each 

animal’s unique identification number.  The hard copy of each animal’s data is stored at the 

shelter. This includes the date of adoption and the name, address and telephone number of 

the adopter as well as medical records and face sheets and kennel cards. 

 

Return to Owners 

Owners claiming a stray animal as their own must provide evidence of ownership such as a 

bill of purchase, pictures that document ownership over time (i.e. puppy thru adult 

pictures), proof of rabies or licensing, and/or medical records.  

The owner's name, address, and telephone number and the date of return should be noted 

on the computer record.   If someone claims an animal after the stray hold date or there is 

insufficient proof of ownership, BCAS can choose to adopt the animal pending an approved 

application and the animal is spayed or neutered prior to adoption. 

 

Rescues 

 

Animals are released to shelter and rescue partners, if the receiving agency is approved by 

the Barry County Animal Shelter. 

 

Euthanasia 

When deemed necessary for medical or behavioral reasons, animals may be euthanized. 

Critically ill or seriously injured domestic animals may be euthanized prior to conclusion of 

the stray holding period to prevent any additional suffering (only with the recommendation 

of the veterinarian).  The date of and reason for euthanasia, the dosage and type of drugs 

used, and the veterinarian’s technician's initials are recorded in the euthanization log. 

 

 

 

 

 

Barry County Animal Shelter 
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Disease Management: Policies and Procedures 

 

Animals come to the shelter from many different levels of care; some known and some 

unknown, but mostly unknown. Most shelter animals have not received prior benefit of 

routine preventive health care. The stress of entering a shelter, the shelter environment 

itself, and several other factors contribute to an increased risk for developing illness.  

 

When animals arrive at the shelter, they are evaluated with a physical examination, 

vaccinated, treated for internal and external parasites. 

 

We vaccinate upon entry to limit widespread disease in the population and protect each 

individual animal as much as possible, but vaccines are not a guarantee against infection. 

 

Disease can be transmitted in several ways, and we must work diligently to prevent 

transmission as much as possible. The 5 main modes of disease transmission are: 
 Direct contact  

o one animal to another, such as nose to nose 

 Indirect transmission  
o germ transmission on an inanimate object, such as a mop, hand, shirt) 

 Aerosol  
o in the air, such as via a fan 

 Droplet  
o sneezing, coughing 

 Via a flea, mouse, tick 

  

Common diseases seen in shelter environments include: feline upper respiratory infection 

and canine infectious upper respiratory disease (kennel cough). These are spread mainly 

through aerosol, droplet transmission and through indirect transmission, such as via the 

hands, feet, and even on clothing of staff and volunteers. 

 

For this reason, please wash your hands or use hand sanitizer between handling 

each animal and/or wear disposable gloves. Sanitizer bottles and dispensers are 

located throughout the kennel area. You do not have to sanitize your hands 

between the mother and puppies or kittens in a litter, but you must do so before 

you interact with another dog or cat.   

 

Other diseases, such as parvovirus in dogs and panleukopenia (the cat form of parvo virus), 

are spread mainly through transmission of bodily secretions, such as vomit and feces. These 

viruses are very environmentally hardy and can be difficult to eradicate from the shelter 

environment if proper sanitation procedures are not in place.  

 

Staff or volunteers who observe animals exhibiting any signs of illness (such as diarrhea, 

vomiting, sneezing, coughing, nasal discharge etc.) should immediately notify the director. 

 

Every-day Practices that Help Prevent Spread of Disease 

 

 Report any animal that appears sick to the director. 

 Wash your hands between animals. 

 Do not let animals housed apart interact or touch noses. 

 Immediately pick up all feces once a dog has defecated on the grounds. 

. 

 Any time you disinfect, rinse or wipe the area thoroughly. 

 Wash the laundry and dishes according to the posted written protocol. 

 Don’t keep dirty dishes lying around – take them to the dish washer. 

 Change trash liners on a regular basis; don’t let the trash receptacles overflow. 
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If we all follow the same procedures the risk of having a disease problem will be greatly 

minimized. 

 

The following cleaning practices dramatically impact disease control. 

 

 

 

DOG KENNEL CLEANING 

 

1.  Remove the water and food dishes. 

 

2.  Pick up all dog feces. 

 

3.  Power-Hose out pen and scrub with brush to get the excess feces off. 

 

Spray the pen with ProVet Logic solution and let set 10 minutes.  Directions 

for proper dilution are posted in treatment room. 

 

4.           Repeat for each pen. 

 

5.  Spray down the pens with hose to rinse off the ProVet Logic solution 

 

6.            Put water back in for each dog. 

 

7.            Spray and scrub down the isles with ProVet Logic.   

 

8.            Squeegee the floors. 

 

9.            All food and water dishes are sanitized in dish washer. 

 

10.            Wash down doors to remove finger-prints. 

 

11.            Use ¼ cup of CONSUME in all drains first Monday of each month. 

 

12.             Put in fresh food and water at 4:30pm for the dogs. 

 

13.             Throughout the day keep the pens and isles clean of feces and urine. 

 

 REMINDER:   THE KENNEL MUST BE KEPT CLEAN AT ALL TIMES. 

 

 

CAT ROOM CLEANING 

 

At the beginning of cleaning, staff will check each cat and its environment, including 

inside and outside of the animal’s cage, to determine if it needs immediate attention or if 

spot cleaning is inappropriate. 

 

1. Always wear disposable gloves and disinfect after each cat. 

 

2. Depending on cat, spot cleaning or full cage cleaning may be done. 

 

3. Remove the food dishes and water dishes. 

 

4. All water and food bowls must be sanitized in the dishwasher. 

 

5. Kennel walls can be wiped down with a paper towel and ProVet Logic or mild 

detergent to remove any organic material. 
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6. Litter box should either be disposed of or soiled litter should be disposed of and 

fresh litter replaced. 

 

7. Provide fresh food based on kitten or adult. Empty water bowls and refill with 

fresh water. 

 

8. Sweep and mop the floors moving cages and cleaning behind and underneath.  

 

9. Keep the tops of the cages and the top of the cabinets clean and neat. 

 

10. Put ¼ cup of CONSUME in the drain the first Monday of each month.  

 

EVERYTHING MUST BE KEPT CLEAN AND STRAIGHTENED AT ALL TIMES.  LITTER PANS 

NEED TO BE RE-CLEANED THROUGHOUT THE DAY.   IF CATS OR KITTENS SPILL FOOD OR 

WATER IT MUST BE CLEANED UP AND REFILLED IMMEDIATELY. 

 

 

 

Empty Cage Disinfecting (after animal leaves) 

 

1. Empty the entire cage, and take dishes, any blanket or toy to the washing area. 

 

2. Scoop out any organic material 

 

3. Spray ProVet Logic on every surface of the run. 

 

4. Scrub with a stiff brush all the areas, removing the organic material. 

 

5. Rinse run/cage. 

 

6. Apply bleach solution to all surfaces of cage/run including the top, sides and gate.  

 

7. Let it sit for 10 minutes, rinse, and wipe or let dry. 

 

 

 

 

 

Barry County Animal Shelter 

Spay/Neuter Surgery: Policies and Procedures 

All animals must be spayed or neutered before being adopted from the shelter.  The 

exceptions are kittens and puppies that a veterinarian deems too small for surgery and 

vaccinations.  Kittens and puppies are charged a reduced adoption rate and a sterilization 

fee (required by the State) which is refunded when animal is altered.  (See Appendix D, 

Adoption Fees) 
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Adult animals scheduled for surgery are fasted from the night before.  Water should not be 

withheld. 

 

After returning from surgery, animals are returned to their cage/run.  

 

The animal’s Shelter Pro record is updated to indicate the animal is now spayed or neutered. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Barry County Animal Shelter 

Adoption: Policies and Procedures 

Guidelines for adoption procedures and the handling of adoption applications/surveys ensure that 
potential adopters are given an equal opportunity to adopt. The director and clerk are responsible for 
adhering to adoption procedures, for reviewing and approving or declining adoption applications and for 
handling adoption contracts and fees. 

 
Adoption procedures. The following procedures are designed to help place an animal in a suitable home. 
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Application/Survey. Potential pet adopters must complete an adoption application. This information 
provides staff with a better understanding of the pet adopter's past animal history, their 
expectations for a pet, lifestyle, and the environment in which a new animal would be placed. 

 
Family/household members. Because the decision to adopt a lifelong companion is a big step in 

one's life, it is recommended that family and household members participate in the selection of a 
pet.  

 
Medical Update. Once an animal is selected, the medical record is reviewed for information about 

that animal’s condition or medical issues. 

 
Spay/Neuter. Most of the animals available for adoption have been spayed or neutered, tested and 

vaccinated. This should be verified by the staff.  Any animal that has not been sterilized, tested 
and vaccinated must be before it will be allowed to be adopted or leave the shelter.  

 
Processing an adoption application. The adoption process is designed to give Shelter staff more 
information about the adopter's household, expectations, and experience with animals and generally 
assist in making a good match between animal and home.  Potential adopters are encouraged to bring 
any currently owned animals, particularly dogs, to the shelter to “meet and greet” new animals.  (See 
Appendix A and B for Cat Adoption Form and Dog Adoption Form) 

 

 
Finalizing an adoption. 

 
The final adoption process includes witnessing the adoption contract, payment of adoption fees, issuance 
of medical information, and completion of in-house forms.  

o Review the contract completely, including all the medical information at the bottom; get 
client’s initials where required and signature at the end. 

o Collect payment.  
o Ring amount of adoption fee into register  

 
Adoption contract. Adopters are required to carefully read the adoption contract and affix their 

signatures to this document indicating agreement to its terms, conditions, and spay/neuter and 
health exam requirements. A staff member will witness and date the contract.  

Be sure to explain where the medical information is and remind them to take their copy of the 
contract to their veterinarian on the first visit. The pet adopter will receive his or her copy of the 
contract.  

 
Medical information. All medical information is kept current in the animal’s record. This information is 

to be given to the adopter so their veterinarian knows what we have done for the animal. 

 
o    When the animal's previous medical history is released to the adopter, staff will 

eliminate any reference to the previous owner's name and address. 

 
Documentation. The animal’s record is updated to record the date of adoption and the name, 

address, and telephone number of the adopter. Pet behavior evaluations can be given to the new 
owner.  

 
Refunds. No matter how careful the Shelter is in attempting to match the right pet with the right 

family, there will be occasions where animals will be returned to the Shelter. Adoption fees may 
be refundable.  

 
 
See Appendix A  Cat Adoption Form 
 
See Appendix B  Dog Adoption Form 
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See Appendix C  Adoption Contract 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Barry County Animal Shelter 

Foster Care: Policies and Procedures 

We want every animal brought to us to have a chance for a long and happy life. Because of 

our limited resources and personnel, we are not able to care for the many sick, injured and 

very young but otherwise adoptable animals as we would like to. Foster care will allow some 

of the young ones to grow and the sick and injured to heal. 

 

The Foster Care Program brings caring individuals and needy animals together, providing 

special care in a home setting until the animals are ready for adoption. 

  

Animals eligible for foster care: 
 

Very young kittens and puppies that are approved by the director. 
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Animals with a treatable injury, with reasonable time and treatment 
 

Single raised kittens and puppies, when they can be added to an existing group of 

siblings with a mother to learn cat/dog behavior. 
 

Others as approved by the veterinarian AND director. 
 

Animals usually not eligible for foster care: 
 

Animals with serious medical problems and a poor prognosis for recovery or 

rehabilitation 
 

Animals with serious behavior problems, such as serious aggression issues that put 

humans or other animals at risk of harm. 
 
 

Fostering: 
 

Staff/volunteers requesting to foster must get the approval of the director.  
 

Anyone fostering the animals need to understand that ongoing decisions about care will 

remain in the hands of the shelter and are dependent on financial resources and 

prognosis for recovery. 
 

Any animal that leaves the shelter in foster care must be recorded as such.  The name 

and contact person who is the foster provider and a note in the record about where 

the animal is and the date the animal went into foster. 

 
When the animal is returned to the shelter, the record is updated showing the animal 

has been returned.  Any information about the animal from the foster person is 

incorporated into the record. 
 

Volunteers also need to be aware that the shelter makes all medical/surgical decisions 

about foster animals. The director must be informed of any medical emergencies; 

Volunteers will not be reimbursed if they take an animal to another veterinarian for 

exam, diagnostic testing, treatment, etc.. 

 

Barry County Animal Shelter 

Dog Walking: Policies and Procedures 

 

The Barry County Animal Shelter relies on volunteer dog walkers to provide exercise, 

socialization and to obtain behavior information for adoptions.  Volunteers walk the dogs 

each morning.  There are usually four or more volunteers each day. A list of dogs and their 

“personalities” (jumper, shy, pulls on lease) is posted each morning.  This ensures that each 

dog is walked and allows the dog walker to find a dog suitable to their experience and 

comfort level.  Volunteers sign in, gather leashes and treats and systematically walk each 

dog. 
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When removing a dog from the cage or run, always use a thick slip lead. Never use the clip 

end of a leash on the collar. Frightened animals may pull back when being walked, and they 

can easily slip out of the clip collar and run away.  As you walk outside, keep the dog on a 

short leash and do not allow the dog to interact, sniff, touch noses, etc. with any other dog 

or person. 

Only trained volunteers and staff are allowed to walk animals from the quarantine area and 

the isolation area.  Dogs are walked in the designated, fully fenced in area.  The designated 

walking area will be cleaned everyday. 

 

If a dog gets away from a staff person or volunteer, never chase the dog. Instead, alert the 

staff and encourage the dog to come back to you with soft voices and treats.  Never 

attempt to break up a fight between two dogs.  Alert the staff and they will assist in 

returning the dog to their pen.   

We encourage potential adopters to put the dog on and leash and spend some time walking 

and getting to know the dog.  A staff person will assist in getting the dog out and returning 

to the pen. 

People are reminded to keep their dog away from each other dogs  

 

 

 

 

 

 

 

 

 

 

 

Barry County Animal Shelter 

Volunteers: Policies and Procedures 

 

The Barry County Animal Shelter strives to provide a rewarding volunteer experience.  BCAS 

has established policies to ensure efficient operations, a safe work environment and the 

highest quality of care for the animals.  You must be 18 years of age or older to volunteer. 

 

Training:  All volunteers must attend the required training prior to any actual volunteering 

at BCAS. 

 

Release Form:  All volunteers are required to sign a liability release form prior to 

volunteering at BCAS. 

 

Background Check:  All volunteers who will be working in the shelter will have a background 

check performed prior to volunteering at BCAS. 
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Attendance:  We ask that you sign in and out on the recording sheet located in the 

volunteer room.  If you sign up for a task that requires you to be present at a certain time, 

it is important that you show up at the scheduled time.  If you find that you can not be 

present for a particular scheduled task, please notify a staff member/volunteer coordinator 

as soon as possible. 

 

Dress Code:  We suggest jeans or casual pants, long sleeved shirt, and close-toed shoes.  

No jewelry should be worn.   

 

Conduct:  Volunteers are expected to always be polite, courteous and helpful. 

 

Working Alongside Inmates:  Inmates are supervised by staff.  Volunteers are not allowed 

to instruct or otherwise give orders to inmates.  Do not provide food, money, cigarettes, 

cell-phone use, etc. to inmates. Refer any questions or concerns to the director. 

 

Mistreatment of Animals:  If a volunteer is found mistreating an animal, that person will lose 

volunteer privileges.  If you witness someone mistreating an animal, you are required to 

report it immediately to a staff member.  Mistreatment may include yelling, hitting, 

yanking or teasing. 

 

Off-Limit Areas:  The shelter areas off-limits to volunteers are the quarantine room, 

euthanasia room, crematorium room, aggressive dog area, and main office (unless 

requested by staff or specific volunteer task is in main office).  Exceptions may be approved 

by the staff or director. 

 

Privacy:  Any information you may become privileged to as a result of your position that 

pertains to BCAS records or cases are strictly confidential.  Volunteers are specifically 

prohibited from divulging any aspect of BCAS records or cases with the media or any other 

individual.  Your personal information is also confidential and will not be disclosed without 

authorization from you. 

 

Knowledge:  It is important to be familiar with shelter rules, policies, and procedures.   

 

 

 

 

WHAT DO VOLUNTEERS DO? 

We offer many volunteering opportunities, each with their own duties.   

 

 Socialize with animals 

 Walk or exercise dogs (see Dog Walking Rules) 

 Groom animals 

 Train dogs on basic commands 

 Transport animals to/from veterinary clinics 

 Provide water and toys (please check with kennel staff before providing any food 

 Organize cabinets and supply shelves 

 Copying, computer data entry work, or other clerical work 

 Customer Service Assistant 

 Mobile Adoption and Special Events Assistant 

 Lobby Assistant: assist customers; put donated items away, run errands for staff. 

 Call potential adopters on specific animal types wait lists. 

 Photograph animals for Pet Finders site 

 

If you notice a medical or other concern with any animal at the shelter, please complete a 

medical slip and present to a staff member.  If the animal needs immediate attention, 

please notify a staff member or the director immediately. 



Approved 2-25-14 Page 17 
 

 

If you notice a task that needs to be completed, please feel free to take the initiative when 

performing duties and follow the shelter rules and guidelines. 

 

While volunteering, please do not: 

 Interfere with staff while they are assisting customers. 

 Converse with inmates. 

 Access off-limits areas. 

 Linger in clerk’s space (do not enter the office unless requested to do so). 

 Access adoption/pet files (unless requested by staff). 

 Use cell phone, unless absolutely necessary. 

 

Knowing these policies is helpful because as a volunteer you will often be asked for help by 

visitors who will assume you work here.  Never provide information you are not familiar with 

– always refer the visitor to a staff member if unsure of the answer. 

 

HEALTH AND SAFETY 

Zoonotic diseases are diseases that can be transmitted from animals to humans.  The most 

effective method of preventing zoonosis is to: 

1. Volunteers should stay current on appropriate vaccinations (tetanus). 

2. Pets of volunteers should be current on all vaccinations.  

3. We suggest volunteers change clothes and shoes before interacting with their pets at 

home. 

4. Wash hands frequently with antibacterial soap or use hand sanitizer, especially after 

handling an animal. 

5. Wear long pants, sleeved shirts and closed-toed shoes or boots. 

6. Use gloves when washing food/water dishes and when cleaning up feces, urine or 

vomit. 

7. Disinfect scratches and bite wounds thoroughly and REPORT ANY INJURIES 

(BITES OR SCRATCHES) TO STAFF OR DIRECTOR IMMEDIATELY. 

 

 

Barry County Animal Shelter 

Medical Protocols: Policies and Procedures 

 

MEDICAL PROTOCOL FOR INCOMING ANIMALS  

Enter all medical treatments, including injections, topical treatments, and oral treatments 

into the animal’s computer record when they are administered. 

 

 

Healthy and Potentially Adoptable Dogs 

-Take the dog into the office area. 

-Check for spay scar or for neuter. If observed, note in computer or intake form. 

-Scan for microchip, and check for tattoo or other ID. 

-Apply external parasite treatments.  

-Administer vaccines.  

-Administer internal parasite treatments. 
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Healthy and Potentially Adoptable Cats 

-Take the cat into the office area. 

-Note if ear is notched, which indicates that the cat belongs to a feral cat colony  

(Flag this animal so we can call caregivers in the area to see if this is their 

cat. ---Note if declawed or polydactyl. 

-Check for spay scar or for neuter. If observed, note in computer or intake form. 

-Scan for microchip, and check for tattoo or other ID. 

-Apply external parasite treatments.  

-Administer vaccines.  

-Administer internal parasite treatments. 

 

TREATMENT PROTOCOL FOR SICK/INJURED ANIMALS  

 

Medical treatment decisions for sick animals are based upon a number of factors.  

The ability to safety and humanely provide relief, prognosis for recovery, duration of 

treatment, expected expense and resources available are all considered when 

treating sick animals. 

 

Injured animals will be evaluated by the shelter veterinarian.  After medical 

evaluation, a determination will be made by the veterinarian and the director 

regarding the course of action to be taken.  Consideration will be given to type of 

injury or disease, prognosis, available treatment options, cost and rehabilitation 

period. 

 

 

 PARASITE CONTROL 

 

Many animals entering the shelter are infected with internal and external parasites.  

Though not always clinically apparent, parasites can be easily transmitted and cause 

significant disease related problems.  An effective parasite regime, such as stated 

above, upon entry into the shelter can greatly reduce the parasite population.  

Treatment and prevention cycles for parasites common to the region are given 

regularly throughout the shelter stay to prevent environmental contamination. 

ANIMALS BREAKING WITH VIRUS/DISEASE 

 

During an outbreak, physical separation must be established between exposed,  

at-risk and unexposed animals.  Animal handling and foot traffic in the isolated  

areas should be minimal. In response to an potential outbreak, protocols to  

define and manage common Illnesses are in place.  They were developed in 

consultation with the shelter veterinarian  and detail the expected course of  

disease and response to treatment.   
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Barry County Animal Shelter 

FELINE ENVIRONMENTAL ENRICHMENT:  Policy and Procedure 

 

Benefits of Enrichment for Cats and Kittens: 

While kenneled cats and kittens have limited handling contact, they have some interaction 

with people as staff and patrons walk through the area and usually respond to the animals 

by talking to them. Many of these animals are high-energy and need outlets for mental and 

physical energy. Cats and kittens are usually more inclined than dogs and puppies to invent 

play with “found toys,” even without a playmate. 

 

Examples of Toys:  

 

 Cat nip toys   

 Small rolling balls (with or without bells inside) to move around the cage floor and to 

hide under a towel  

 Cardboard rolls from toilet paper 

 Small lunch sacks or boxes for hiding 

 

Here are some basic health and safety requirements for cat toys: 
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 Toys must be easily and thoroughly able to be disinfected, or be disposable after 

single use. Disinfect toys before giving to another animal using the procedure used 

to disinfect dishes.  

 Rolling toys must be too large to fit between cage bars. 

 Any toys for kittens or cats must be safe; that is, of sturdy construction and 

appropriate materials so that cats cannot ingest toy parts or injure themselves with 

the toy or its components. 

Director must approve all toys before distribution to animals. 

 

 

Providing a Secure Area:  

Provide as needed a hiding area for cats, specifically for cats or kittens who appear 

frightened. Consider hanging a towel over the front of the cage or add small box in the cage 

to allow the cat a space to relax. 

 

 

 

 

CANINE ENVIRONMENTAL ENRICHMENT: Policy and Procedure 

 

 

Benefits of Canine Enrichment: 

 

Enrichment helps dogs and puppies maintain their mental, physical, and emotional health so 

that they remain good adoption candidates and don’t become behaviorally at risk.  

 

Examples of Enrichment for Dogs and Puppies:  

 

 Very hard rubber chewable toys. Kong toys, if the appropriate size is given to each 

dog, are too rigid to be chewed into pieces.  

 In addition, volunteers should be encouraged to use “dog walk time” to its greatest 

advantage and as much more than simply the chance to eliminate.  

 Individual exercise opportunities should average 10-15 minutes, including leash 

time, talking, petting, and interactive play. Active “people time” allows an outlet for 

mental AND physical energy through focused, interactive play.  

 By focusing on a specific task (repeatedly returning a ball, Kong, or Frisbee; playing 

“hide-and-seek” with treats or toys, etc.), dogs are able to expel much more pent-up 

mental and physical energy in a limited amount of time and space. Therefore, they 

greatly reduce stress due to confinement, isolation, and boredom. 

 

Here are some basic health and safety requirements for dog and puppy toys: 

 Toys must be easily and thoroughly able to be disinfected, or be disposable after 

single use. Disinfect toys before giving to another animal using the procedure used 

to disinfect dishes.  

 Toys must be of sturdy construction and appropriate materials so that they pose no 

danger if ingested or damaged. 
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Barry County Animal Shelter 

LOST ANIMALS:  Policy and Procedures 

 

It is the goal of the Barry County Animal Shelter to return all strays entering the Shelter to 

their owners and to provide assistance to those who have lost pets or to individuals who 

have found animals. The Barry County Animal Shelter defines reasonable attempts to 

contact the owner as:  

 

 checking lost reports;  

 checking found reports;   

 listing the animal on Facebook.  

 scanning for microchip 

 

If the owner is known, reasonable attempts include phone calls, email (if address is 

available), and a certified return receipt letter to the last known address.  Shelter fees of 

$10.00 per day will be assessed when the owner claims the animal. 

 

Holding Period for Lost Animals 

Office staff record the date of each animal intake and determines the end date of the “seven 

day hold” period.  Any animal that has no identification (tags, microchip or paperwork) will, 

by law, be held for seven days to allow the owner a reasonable amount of time to locate the 

animal.  After a seven day period the animal becomes County property and is available to 

be adopted from the shelter. 

 

Sick or Injured Stray Animals  

The veterinarian and the director will determine the correct treatment for the pet.  

 If the pet is severely injured or ill, the veterinarian or director will determine if 

euthanasia is appropriate. 

 Pets that, in the opinion of the veterinarian, are experiencing extreme pain or 

suffering, may be euthanized after the staff has exhausted reasonable efforts to 

contact the owner.  

 If the pet is wearing identification, the veterinarian will determine appropriate 

treatment to make the pet comfortable while reasonable attempts are made to 

contact the owner.  

 

Matching Animals 

The description of the animal, date lost or found, location where animal was lost or found, 

and any forms of identification are important factors used for matching animals. Our goal is 

to assist the person who is looking for their lost pet! 

 

Taking a Lost Pet Report 

 All reports must be reviewed by the clerk to ensure the information is clear, the 

description is clear and the contact information is complete. 

 Explain to the patron they should visit the shelter every 3-4 days to check. We do 

check daily but there are many animals and sometimes descriptions do not match. 

 Explain the stray hold period. 
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Calls From Citizens Reporting Lost Animals Any time an individual calls to report a lost 

animal, ask them to come to the shelter to complete a lost report. The shelter does not 

accept lost reports over the phone unless the person is handicapped or elderly and unable 

to come to the shelter.  

 

 

 

Barry County Animal Shelter 

FOUND ANIMALS:  Policy and Procedures 

 

Animals with Traceable Identification 

 

 The staff person who intakes the animal will first scan the animal for a microchip and 

then check for a current rabies vaccination tag or license. 

 

 That same person will start tracing the identification information to locate the owner 

(call the vet hospital to trace the tag even if it is long distance, call the owner listed 

on the ID tag, call the microchip company and find out the owner’s information if it is 

available). 

 

 Notes will be made in the animal’s record that the attempts have been made and the 

result. i.e. contacted owner – current contact information, what the status is of being 

picked up, your name and date. 

 

 If able to contact the owner, explain that the dog must be current on rabies 

vaccination and have a license in order for the animal to leave the shelter.  Also 

explain the shelter fees that have been incurred. 

 

 If there is no response from the phone call or from an agreement by the owner to 

come in to reclaim the animals within 3 days of the initial contact, then a certified, 

return receipt letter must be sent mailed to the owner. 

 

 A copy of the letter is kept in the office and a note is made in the animals’ record 

when the letter was mailed and when the return receipt is received. 

 

 Only after the return of the receipt of letter has occurred can the animal be adopted 

or transferred. 

 

Stray Animals  

 

The animal computer record should reflect the date and time the animal was found, the 

initials of the employee, and the date lost reports were first checked. 

 

Matching 

 

The description of stray animals that have been brought to the Shelter by citizens or 

through the animal control department should be immediately cross-checked with lost 

animal reports.  

If a match is made, owners should be promptly called and notified of the process involved 

for the release of the animal.  

 

Calls from Citizens Reporting Found Animals.  
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When individuals call or visit the Shelter to report a found animal, office staff will complete 

the appropriate form and obtain as much detailed information as possible.  

 

 

Lost animal reports should be promptly checked.  

 If a match is made, the person should be referred to the owner of the animal. 

 If no match is made, office staff should encourage the person to bring the animal to 

the Shelter, as the Shelter is often the first place people look for lost animals. 

. 

 

Return to Owners: Proof of Ownership 

Our mission is to GET THE ANIMAL HOME. Therefore the following guidelines have been put 

into place. Proof of ownership can be determined in many ways: 

 

 ID tag, rabies tags or license tags 

 Veterinary records 

 Pictures 

 Bill of sale 

 Registration papers 

 

If the above are lacking, take into consideration: 

 

 Where the animal was lost compared to where found 

 Zip code 

 Description 

 Coordinating dates 

 How the animal reacts to the person 

 Neighbors identification 

 

 

Animals are personal property and cannot be withheld from an owner without due 

cause. 

Persons claiming a stray animal as their own must provide proof of ownership (see above). 

Pictures will be accepted only if they can show time, i.e. several pictures taken over time. 

Furthermore, pet owners may have to pay certain fees to reclaim the animal.  

 

Rabies and License 

An animal must have a current rabies vaccination and license to leave the Shelter.  Should 

animal have to be vaccinated, there is a $25.00 charge in addition to the cost of the license.  

 

Boarding Fees 

For each night a stray animal is housed at the Shelter, a boarding fee of $10.00 per animal 

will be charged to the owner. 
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Barry County Animal Shelter 

Euthanasia Decisions: Policies and Procedures 

We sincerely wish that every animal that comes to us could be adopted to a caring, 

responsible home. We evaluate the health and temperament of each animal on an individual 

basis. We use our experience and protocol to evaluate an animal’s needs and balance those 

needs with the greater good of the animal population in our care.  Euthanasia is not a 

decision we take lightly, but one we must make nonetheless.  Humane euthanasia of 

animals - a practice acknowledged by most animal protection organizations as an acceptable 

means for alleviating or preventing suffering is still necessary at times.  Since euthanasia is 

the final act of kindness that can be shown to an animal, it is the policy of the Barry County 

Animal Shelter that animals be handled with respect and sensitivity and protected from 

stress, fear, discomfort, and pain.  

 

Each animal who comes to us is evaluated in entirety; taking into account both behavior 

and medical conditions. Euthanasia must be considered: 

 When an animal is felt to be suffering mentally, emotionally or physically with a poor 

prognosis, protracted painful recovery, or incurable illness 

 When an animal is deemed to pose an unacceptable danger to other animals, itself, 

or the public 

 

 We also recognize the adoptability of animals in shelters may be impacted by: 

 temperament 

 previous history, age, breed, health 

 requirements ordered by the courts or Animal Control 

 

Our evaluation process assesses an animal’s behavior, temperament and health. The 

evaluation process is a tool to help the director and the veterinarian determine an animal’s 

behavior and health.  This information is used to determine if an animal is healthy/treatable, 

or unhealthy/untreatable:  

 Animals that rate high in the evaluation are healthy and adoptable.  

 Treatable animals may be borderline but could respond with treatment. 

 Unhealthy animals are clearly sick or are unsafe for the community.   

 

THE DECISION MAKERS 

 

Daily Walk-Through Process 

The shelter director and clerk walk through the shelter daily to assess animals taking into 

account the animal’s health, behavior assessment, “holds”, and adoptability.  

 

During this walk through the shelter each morning animals are evaluated.   

 If an animal is sick or it is showing signs of an oncoming illness, the animal is moved 

to the isolation area for that species.    

 If the animal is treatable with medication, therapy will be offered and documented.   

 If an animal’s illness is contagious (i.e. it may infect the entire kennel or human 

health) or if the animal is suffering, the veterinarian may authorize euthanasia and 

note accordingly.  

 Animals with clinical signs and a positive Parvo snap test are immediately 

euthanized. 
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Barry County Animal Shelter 

Security of Controlled Substances: Policies and Procedures 

 

Controlled substances  

 All controlled substances, needles and syringes are to be kept secure and should 

never be accessible to the public or any unauthorized persons.  

 Only staff members who have been adequately trained to use such supplies will have 

access to them.  

 Drugs are kept in a safe in the medical treatment room and only trained employees 

should have access code.  

 No controlled substance is to be removed from the Shelter.  

 

Recordkeeping  

 Each time any amount of a controlled substance is used it must be completely and 

accurately documented on Drug Log.  

 The following information must be documented according to the Drug Enforcement 

Agency: date, animal's intake number, and description of animal, weight, amount 

used, balance remaining, technician, assistant and (if appropriate) reason for 

euthanasia (e.g., health, age, behavior). The animal's record should be updated to 

record the date of and reason for euthanasia, weight of animal, the type and amount 

of controlled substance used, and the technician's initials.  

 

Inventory.  

 All controlled drugs must be carefully inventoried.  An audit will be preformed on a 

monthly basis by a staff member who does not administer the drugs.  

 The general supply of drugs are locked in the main supply drug safe, and only 

managerial employees have the combination to the safe.  

 Each time a shipment of a controlled drug is received, it should be immediately 

placed in the safe and the appropriate paperwork completed, to include matching the 

invoice with the order slip.  

 Each bottle should be numbered in sequential order to allow for extra accounting 

oversight. 
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Barry County Animal Shelter 

Safety Rules: Policies and Procedures 

 

PERSONAL SAFETY  

 

Following these common sense rules will help prevent many accidents. 

 

 Report all injuries, no matter how slight, to the Director.  A written report will be 

completed. 

 

 All volunteers and administrative persons working with animals are required to 

purchase and wear skid- or slip- resistant shoes. 

 

 Do not attempt to lift/push objects or animals that are too heavy--ask for help.  

 

 Identify and remember the location of fire extinguishers, fire alarm pull boxes, and 

emergency exits. NEVER block these areas with materials or equipment. Keep floors 

and aisles free of debris at all times. 

 

 Use personal protective equipment as described below:  

 Ear protection is provided and should be worn when working in Dog 

Holding, Kennels, or any other high noise area. 

 Gloves should be worn at all times. 

 

 Horseplay is prohibited. 

 

 Seat belts are to be worn at all times when driving on business, whether in agency 

vehicles or personal automobiles. 

 

 ALWAYS wash your hands in between handling animals to minimize the transmission 

of disease. 

 

 Non-hazardous spills are to be cleaned up promptly, and a “Wet Floor/Caution” 

sign placed in the area until the floor is dry. Aisles should be kept clear at all times. 

 

 Be familiar with the Fire Plan at the Barry County Animal Shelter. 
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Barry County Animal Shelter 

Animal Handling Safety: Policies and Procedures 

This information is a general overview of safe animal handling practices. When handling 

animals, be sure to: 
 take your time,  

 don’t over stimulate the animal, and  

 remember that the animal may perceive a threat, even though you do not intend to threaten.  

 

If you do not feel comfortable handling an animal, DON’T!! Get a supervisor to help 

you--don’t risk getting dragged, scratched, or bitten! 

 

CATS 

 When removing a cat from a cage, be sure to get the cat’s attention before opening 

the gate. 

 

 Allow the cat to check out your fingers before you pick it up. The cat should come to 

you, not the other way around. Talk to the cat calmly and softly to avoid over-

stimulating the cat. 

 

 When handling a cat, control the head and neck at all times. Hold the cat firmly—left 

hand controlling the head and neck, right elbow supporting/gripping the 

hindquarters, right hand controlling the front paws. Take a moment to readjust your 

grip if you need to. Always use a carrier to transport the cat more than a few feet. 

 

 Watch for signs of stress/fear--enlarged pupils, thrashing tail, growling, hissing, and 

attempting to hide or escape. 

 

 If a cat is fearful, do not make direct eye contact. Approach the cat at his or her 

level. Do not reach over the cat’s head. Move slowly because rushing the cat only 

adds more stress, leading to unpredictable behavior and increasing the likelihood of 

injury. 

 

DOGS 

 When removing a dog from a kennel, distract the dog, and enter the kennel with 

your leash ready. 

 

 Attempting to “noose” a dog through the gap in the gate can lead to an escape by 

the dog. 

 

 Approach the dog from the side. Do not attempt to “noose” it over the top of its 

head, as this will only intimidate the dog. Talk calmly to the dog to avoid over-

stimulating him or her. 

 

 When moving the dog, keep the dog away from other kennels, and break his or her 

line of vision. Use proper leash techniques, looping the handle of the leash over your 

thumb and across your palm (like a joystick). Keep the leash short, bend your arms 

and knees and use both hands for better control.  

 

 Only small dogs and puppies should be carried, and then only as you carry a cat. 

Carrying a dog like a baby is not permitted. If the dog won’t move on the leash, coax 

the dog by moving in front and down low. Dragging a dog is never permitted. 

 

 Watch for signs of stress/fear: 

o ears back,  
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o hackles raised, tail down,  

o dilated pupils,  

o lifted lip,  

o submissive posture,  

o growling, snarling, barking, or lunging.  

 

 If a dog is fearful, do not make direct eye contact. Approach the dog at his or her 

level. Do not reach over the dog’s head. Move slowly because rushing the dog only 

adds more stress, leading to unpredictable behavior and increasing the likelihood of 

injury. 

 

WITH ANY ANIMAL 

 Inform a supervisor immediately if an animal is displaying signs of aggression and/or 

may be a threat to other animals or people. 

 

 Wear protective gloves, long-sleeved shirts, and shoes with closed toes (no sandals) 

to reduce the degree of injury from bites and scratches. 

 

 If you have questions, ask a supervisor. If you feel uncomfortable handling 

an animal,…….DON’T! 

 

A written “bite report” and/or “incidence report” must be completed for any event 

at the shelter that warrants investigation or further action. 
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