
 
  

PRAIRIE PAWS ANIMAL SHELTER VOLUNTEER ORIENTATION  
3173 K-68 HWY OTTAWA, KS.   (785) 242-2967  info@prairiepaws.org  
         
 

Visit Prairie Paws Animal Shelter on Facebook  Website:  www.prairiepaws.org 

 
Introductions: Community Outreach / Volunteer Coordinator Cassie Myers 

Cassie.Myers@prairiepaws.org (Watch your inbox for messages from me) 
Melissa Reed, Executive Director 

Becky Risler, Director of Administration 
Tim Yeaglin, Director of Operations 

Staff members at the shelter will be introduced as you begin to volunteer 
History 

Our founder, Beatrice Martin Peck founded & opened a shelter on W. 19th in Ottawa for homeless pets in 1949 at her 
own expense.  Her vision continues today at Prairie Paws Animal Shelter that was opened in 2010. 

Welcome! 
 Our volunteers are very much needed and appreciated in order to keep our shelter running smoothly so that the animals 

can be adopted into a forever home!   
 We have only a few paid staff members to care for approximately 100+ animals as well as maintaining a 14,000 sq. ft. 

building on 10 acres of grounds.  This work must be done 7 days a week/365 days a year, even on holidays! 
 Our volunteers make an enormous difference in accomplishing the workload of the shelter.  Thank you for coming today to 

learn how you can help us out as well as our beloved animals. 
 
Paperwork 

 Please sign the orientation sign in sheet in the lobby for verification that you have completed volunteer orientation. 
 Volunteer Application, Waiver of Liability, Model Release, and Non-disclosure Agreement must be provided to have on file. 
 Please provide your e-mail address as this is how we can best communicate with you. 

 
Daily Volunteer Tasks 

 Daily tasks involve socializing/walking dogs, playing with cats, general housekeeping such as laundry, dish washing, 
sweeping & mopping as well as administrative help. 

 It would be helpful for the staff if you could commit to once a week, either in the morning or afternoon for 2 hours for daily 
tasks.   

 If volunteering on a regular basis is not possible, we are flexible and can use your help anytime! 
  

As Needed Volunteer Tasks 
 Tasks that are needed done on an occasional basis include off-site adoption and networking events, help with fundraising, 

obedience & grooming of animals, building & grounds maintenance, public relations and office assistance.  
***************************************************************************************** 

 We will do our best to find the best “fit” for you. Each volunteer has a skill & interest unique to him or her.  
Please sign up for meet & greet to discuss how you would like to volunteer your time. 
 

Hours & When Volunteers Are Needed 
Open to the public hours:  Mon., Wed. Thurs. 11-6 * Sat. 11-4  * Closed Tues., Fri. & Sun. 

 
Even though our front doors are only open to the public during the hours stated above, our animals and staff need help 

from volunteers EVERYDAY *365 DAYS A YEAR* HOLIDAYS INCLUDED! 
 

Available hours to volunteer on open days: Mondays, Wednesdays, Thursdays 8am-6pm;  
Saturdays 8am – 4pm 

 
Available hours to volunteer on closed days: Tuesdays, Fridays, & Sundays 8am-4pm  

 

mailto:Cassie.Myers@prairiepaws.org


 
Task Training 
As you begin volunteering, an employee or an experienced volunteer will train you on the task(s) that you would like to do.  
Never be afraid to ask a question about the task or where supplies are stored in order to carry out the job.  Staff members 
can be identified with PURPLE shirts that say STAFF on the back.  Volunteers are expected to follow the expectations set up 
by staff and shelter directors. 
 

Required Volunteer Orientation and Age Restriction 
 Effective 1/1/2015, anyone interested in volunteering with Prairie Paws Animal Shelter is required to attend a volunteer 

orientation. 
 Youth ages 13 and younger are required to have a parent/guardian who have attended volunteer orientation with them at all 

times while volunteering at the shelter. 
 
Cell Phone Use 
In order for you to provide your undivided attention to the safety of yourself and the animals that you are working with, we 
ask that you limit your cell phone use to emergency calls only. 
 
Dress 
For your safety and comfort when working with the animals, we ask that you wear long pants and comfortable closed toe 
shoes.  If you want to help clean the dog runs, we suggest that you have waterproof boots/shoes as you will get your feet 
wet.  Because you will be working with the public, please no tank tops or anything inappropriate.  
 
Recording Volunteer Hours & Volunteer Nametag/T-shirt 

 It is very important that you check in and out at www.theuniversalvolunteer.net every time you volunteer at the shelter.  
We keep track of hours to report to government agencies and volunteer hours help us when applying for grants. You can 
check in at the volunteer computer or by using your smart phone.  

 Please wear a volunteer nametag (available near the log book) during your volunteer service at the shelter. 
 You can also purchase a GREEN volunteer t-shirt in lieu of a nametag 

 
For Your Safety While At The Shelter 
 If you are unsure about an animal’s personality, ask a staff member for more information. Staff members know and 

understand the behaviors of the animals better than anyone else.  
 Never open kennels or condos marked “Staff Only”, “Unavailable”, “On Hold”, “Pending Adoption”, etc. 
 Never stick your fingers in an animal cage. 
 Use common sense as you are working with animals and any equipment at the shelter.  
 Parents/Guardians – Please keep young children with you at all times while at the shelter 

 
Funding 

 Prairie Paws is a 501 c3 non-profit organization.  Our shelter is NOT run by the city or county. 
 Day to day operations of the shelter such as utilities, salaries, supplies, and food for our animals almost all comes from 

monetary donations and fundraisers.   
 
Fundraisers 

 Our two main fundraisers are the shelter Birthday Party to celebrate the anniversary of PPAS and the Bow-Meow Dinner and 
Auction.  Watch for other fundraisers on our website as well as facebook. 

 We hope that you can be at these events to enjoy the fun for a good cause & we always need volunteers to assist with 
fundraisers! 
 
Donations 

 Prairie Paws can always use kitty litter, puppy food, canned dog food, moist cat treats, paper towels, laundry soap, 
dishsoap, 30 gallon trashbags and tall kitchen trashbags and basic office supplies.   

 Watch for occassional special needs on PPAS main Facebook page and the Volunteer Facebook group page. We also collect 
Best Choice labels that can be turned in at the front desk & aluminum cans that can dumped into a recepticle in the back of 
the building for cash to benefit the shelter. 

 
Power Point Presentation: Volunteer Responsibilies/ Working directly with animals. Presentation followed by 
a tour of Prairie Paws!  

  

http://www.theuniversalvolunteer.net/

