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Welcome 
We would like to thank you for your interest in volunteering at the Brownstown Animal 
Shelter. The work of our volunteer staff aids our Animal Control Officers and attendants 
to allow them to better serve our residents and the animals of the shelter.  With the 
teamwork of employees and volunteers like you, dogs are walked; cats are cuddled; 
cages are kept clean and comfortable; and most importantly, pets are given another 
chance at a happy life through adoption. 
 
This guide book has been prepared for you as a reference. It contains information 
regarding shelter policies and procedures, as well as volunteer responsibilities and 
resources.  This booklet will not cover every situation or issue but is meant to serve as a 
guide.  This guidebook is subject to change at any time without notice at the sole 
discretion of the Township. The latest version of this handbook is always available at the 
Brownstown website.  We look forward to working with you and hope that you will find 
the time you spend here both rewarding and fun. 
 

About us 
The Brownstown Animal Shelter works closely with non-profit and rescue groups to 
implement a spay/neuter program and successful adoptions.  It has a core group of 
volunteers from who assists the animal control officers in the care and adoption of the 
animals.  Within this group there are many activities such as volunteering, cleaning the 
shelter on a daily basis, grooming, caring for the cats and dogs, the adoption process, 
and various fundraising events. We do only allow a limited number of qualified 
volunteers who match the criteria needed to volunteer.  Donations support the medical 
costs for our animals to help significantly in the adoption process.  Some of the injuries 
and illnesses are treatable, and with proper veterinary care, we are able to provide the 
means to rehabilitate these animals, and eventually place them in loving homes.  
  
Our common goal is to continue our efforts to vaccinate and spay or neuter impounded 
friendly animals at our township shelter and to strive to keep euthanasia rates as low as 
possible. Without dedicated volunteers, donations, and fundraisers many of these 
friendly, adoptable animals would otherwise be euthanized.   
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Brownstown Animal Shelter 
General Information 

 

Hours of Operation 
 

Animal Control   Mon – Fri  8:00 a.m. to 4:30 p.m. 
 

Adoptions    Mon – Fri  9:00 a.m. to 10:00 a.m. 
   2:30 p.m. to 3:30 p.m. 
   Or approved appointment 
 

Visitors under 18 years of age must be accompanied by an adult.  
 

BAC Staff 
 

Animal Control Officers  George DuPuie and Kaylyn Onufrak 
Shelter Attendant   Hannah Roberts 
DPW Foreman   Jackie Haggerty 
DPW Director   William Turner 
 
        

Contact Information 
 

Main Shelter    (734) 675- 4008 
After Hours     (734) 675-1300 (Police Department Dispatch) 
Emergency    911 
 
If no one is available to answer your call, please leave a message and you will be 
contacted as soon as possible. 
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Volunteer Qualifications 
In order to volunteer at the Brownstown Animal Shelter we ask that you: 
 

 Be 18 years of age or older.  Persons under the age of 18 are permitted to 
volunteer if they are accompanied by a parent or guardian.  

 Fill out a BAC volunteer form and sign a Township of Brownstown liability 
waiver.  

 Attend an orientation/training session with one of our ACOs and review this 
handbook as needed. 

 Possess a valid driver’s license if you wish to transport animals to any of our 
offsite events. 

 Subject to a background check. 
 
 

Getting Started 
Once you have completed the required paperwork you will be given an 
opportunity to specify your area of interest within the shelter.  Much of what you 
do here will be learned through hands-on experience once you begin 
volunteering.  The ACO’s will schedule your training session and assign you a 
“shelter buddy” to help you as you become familiar with your role at the shelter.  
Please do not hesitate to ask if you are unsure of procedures or what is expected 
of you. We understand there is a learning period with new volunteers and are 
happy to offer help! 
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Volunteer Positions 
Below is a general idea of duties for our volunteers.  It should not imply this is 
what every volunteer is required to do.  We have cleaners, walkers, social media 
posters, fund raisers that exclusively do one function. 

Cat Care Assistant 
Assist with cleaning the cat room, including cleaning cages, changing litter boxes, 
feeding, laundry, washing dishes, sweeping and mopping.  Socialize the cats by 
grooming, petting, and providing companionship.   

Dog Care Assistant 
Assist in the dog area cleaning kennels, grooming, walking dogs and showing 
them to potential adopters.  Dog assistants also help keep the dog area clean by 
sweeping and mopping the floor, washing dishes, and keeping shelves and 
supplies neat and organized.   All volunteers are required to attend a training 
session prior to working with or handling the dogs.   
 

Important safety notes regarding dogs that must be adhered to at all times: 

Being a volunteer means to be responsible, cautious, and respectful to the 
animals in our care.  It is important to keep our surroundings safe for the animals 
as well as ourselves.  

Rules for removing dogs from runs: 
 

 For safety reasons, dogs are not allowed to interact with one another.  

 Review notes on the back of the cage card before removing a dog from a 
kennel.  Do not open a kennel if it has a warning sign on it.  

 Dogs removed from their runs must remain on a leash and in the control of 
their handler or securely fastened out of reach of the other dogs.  
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 Never remove a dog from a kennel if there is another kennel open at the 
same time.  If you must enter a kennel, use caution as the dog may become 
aggressive once you enter its territory.   

 If there is a dog that is dog aggressive, move all other dogs outside before 
removing the dog from kennel or have all other dogs inside and remove this 
dog from the outside gate. 

 Dogs must enter and exit the shelter using the area between the outside 
dog pens. 

 Please take a plastic bag with you and clean up after the dog if necessary.  

 Do not stick fingers in kennels or open the kennel door if an animal is 
eating, sick or recently brought into shelter.   

 Be conscious of animals looking ill i.e. watery eyes, runny nose, not eating, 
lethargic, limps, or any other illness. 

 Report all incidents regarding bites, scratches, and all other injuries of any 
kind to an Animal Control Officer. 
 

Adoption Counselors 
The Adoption Counselor will assist dogs, cats and other animals at the shelter to 
find good homes while creating a positive experience for prospective adopters.   

Volunteer Responsibilities Include: 

 Actively reaching out to and interacting with the general public, specifically 
talking with prospective adopters to find out what they are looking for in a 
pet. 

 Interacting with/getting to know the animals and talking with prospective 
adopters about them in order to make the best possible match. 

 Providing high quality customer service to people who visit or call 
Brownstown Animal Shelter. 

 Helping people through the adoption process, sharing information about 
animal care and behavior, and interviewing applicants in a casual manner. 
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 Treating all animals humanely, properly, and with compassion at all times, 
regardless of the situation or circumstance and promoting a humane and 
caring attitude toward all animals. 

 Maintaining a friendly demeanor and providing good customer service 
while assisting with adoptions. 

 Working courteously and cooperatively with other staff members and the 
public 

 
 
During adoption hours: 

 Adoption counselor volunteers assist potential adopters with handling the 
animals, and remind them to use hand sanitizer between handling each 
animal. 

 Ensure that potential adopters do not open the cages and allow the animals 
to escape. 

 If a potential adopter would like to walk a dog, a volunteer would walk with 
them.  Visitors are not permitted to remove dogs from their cages/runs  

 Volunteers answer questions to the best of their abilities, but if you don’t 
know the answer, don’t worry!  Ask a staff member or volunteer leader to 
assist you. 

 

Policies and Procedures 
Volunteers are under no circumstance to be considered employees of the 
Township. Volunteers are at all times considered guests of the shelter and can be 
asked not to return for any reason or no reason at all. Nothing in this policy book 
or said by an employee of the Township is meant to establish an employment 
relationship with the Township or the shelter. Volunteers must never represent 
themselves to the public as anything other than a volunteer for the shelter. 
 
As a volunteer at the shelter, you are representing the Township of Brownstown.  
You are expected to conduct yourself in a way that reflects positively on our 
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organization and promotes the safe, responsible, and compassionate care of 
animals.  While at the shelter or attending organized events we ask that you 
observe and abide by the following policies: 
 
 
Answering the Shelter Phone 
The shelter phone is to be answered only by the animal control officer, shelter 
attendant, or persons specifically authorized by one of them to answer the 
phone.  The phone line is equipped with voicemail to handle any missed calls.  
Please do not answer the phone unless you have been given permission to do so. 
 
 
 
Entering the Building after Hours 
Only persons authorized by the Brownstown Public Works are allowed to enter or 
occupy the building when the shelter is closed. If it is necessary for volunteers to 
enter the shelter after hours, such as following an off-site adoption event, an 
authorized volunteer will unlock the shelter and remain present during that time.    
 
Social Networking Sites 
We ask that you use discretion when making posts related to the shelter, shelter 
business, or shelter volunteers on social networking sites such as Facebook, 
Twitter, or Instagram.   The shelter has its own private Facebook group which 
volunteers can join if they wish to stay informed of shelter happenings.  Please 
keep in mind this site is to be used for helpful information and adoption 
updates only.  If you have questions or issues regarding shelter policies, please 
speak to the animal control officer directly.  Be aware that the shelter’s 
computer system is not to be used by volunteers for anything other than official 
shelter business. Please note that the shelters electronic social media remains the 
property of the Township and shelter and both retain the right to control and 
maintain the content and access to same. 
 
Workplace Safety 
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Volunteers are expected to conduct themselves in a way that promotes safety to 
co-workers, the public, resident animals, and themselves.  Volunteers should 
report actual or potential safety problems to the animal control officer 
immediately.   
 
While most animals are friendly, strange and new situations can cause them to 
act in unpredictable and sometimes dangerous ways.  You should always use 
caution and common sense when dealing with animals.  If you feel uncomfortable 
with a cat or dog’s behavior, please do not handle the animal.   
 
Volunteer Injury 
All personal accidents or injuries that occur while volunteering for the 
Brownstown Animal Shelter should immediately be reported to an ACO 
regardless of the level of injury.  Incident report forms are available in the front 
office. Volunteers are not covered under the township or rescue groups’ insurance 
plan. 

Harassment and Discrimination 
The Township Harassment and Discrimination Policy is in effect for all employees, 
volunteers, and visitors. We will not tolerate harassment, intimidation, or 
discrimination of any employee, visitor or volunteer.  An individual who believes 
he/she has been subjected to harassment or discrimination should immediately 
report the incident to the ACO.  If the event involves an ACO, the issue should be 
reported to the Public Works Director.  Likewise, volunteers cannot harass the 
general public including for circumstances of a surrender of animals. The matter 
will be promptly investigated and appropriate action will be taken depending on 
the nature and severity of the incident.  All reports must be in writing. 
 
Media Contact 
No volunteer shall make statements to the media that may be seen as 
representative of the opinions and policies of the Brownstown Animal Shelter. 
Please refer all media requests for statements or information to the Township of 
Brownstown Supervisor’s Office. 
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Smoking  
The Township smoking policy is in effect for all employees, volunteers, and 
visitors. Please keep the area clean by properly disposing of cigarette waste. 
 
Alcohol and Drug Use 
The Township Alcohol and Substance policy is in effect for all employees, 
volunteers, and visitors.  Volunteers are not permitted to be under the influence 
of alcohol or drugs while at the shelter or an off-site event. The sale, use, 
possession, or transfer of a controlled substance or alcohol at the Brownstown 
Animal Shelter or an off-site event is strictly prohibited.  Behavior contrary to this 
policy will result in disciplinary action, which may include termination of volunteer 
privileges. Volunteers suspected of being under the influence of alcohol or drugs 
will be asked to leave the area immediately and will not be permitted to return 
without the authorization the Township.  
 
Personal Property  
The Brownstown Animal Shelter or any other group associated with the shelter 
are not responsible for loss, theft, or damage of personal items. Volunteers are 
advised not to bring excessive amount of cash or valuables with them while 
working at the shelter or an off-site event. 
 
Answering questions from the public  
It is important all questions from the public be answered as accurately and 
sensitively as possible. If you are unsure how to answer a question, please do not 
answer it.  Instead, refer the person to a staff member.  Please, under no 
circumstances should you discuss the status of a pending application with an 
applicant unless you have been specifically authorized to do so.   All information is 
property of Brownstown Animal Control and considered confidential.  It is 
forbidden by law to disclose the applicant's personal information or any other 
shelter documents to the public and will not be tolerated. Prosecution by the 
Township of Brownstown may result. We encourage you to be honest with 



 
Animal Control Department 

            

 

  

 

Volunteer Handbook 

Page | 10  

 

prospective adopters but please remember to use good judgment and be 
professional when discussing an animal's health and temperament.   
 
 
 
 
Handling disgruntled visitors   
If a visitor becomes abusive or unmanageable an effort should be made to direct 
the person out of the building.  The police may be called if a volunteer or staff 
member feels threatened in any way by the person’s actions or behavior.   
 
Collecting Fees 
All fees will be collected by employees of the Township or an approved volunteer 
that is trained by an employee of the Township in the adoption process set forth 
by the Township. 
 
Adoption of Animals by Volunteers to the Public 
Volunteers may adopt out available animals to the public as long as the adoptive 
volunteer has been trained in the adoption process by a Township employee and 
is considered qualified by the Township and/or the Animal Control Officer. Only 
designated volunteers may conduct adoptions outside of business hours in 
accordance with the adoption process.  
 
Animals Adopted to Volunteers 
Volunteers may adopt animals from the shelter but must meet the same 
requirements and follow the same adoption procedure as the public, including 
filling out an adoption application and paying the required fee.   
 
Animal Give-Up by Public 
Volunteers are not permitted to receive animals into the shelter at any time 
unless the animal has been in veterinary care approved by the Township or its 
employees or is being returned from sterilization whereas the primary housing for 
the animal prior to sterilization was at the shelter. All other give-ups must be 
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referred to an ACO.  After hour animal give-ups must be referred to the Police 
Department Dispatch to contact an ACO. 
 
Volunteer Expenditures 
Under no circumstances is a volunteer or volunteer organization asked to expend 
their personal funds for the shelter or animals. The Township and Shelter makes 
no representation that the volunteer or volunteer organization can or will be 
reimbursed for any out of pocket expenses without prior approval. 
 
 
Administering of Vaccinations 
Vaccines are not to be administered by volunteers of the Shelter unless guidelines 
have been set forth by the Shelter designated Veterinarian. If there are no 
guidelines for vaccination all vaccinations must be administered by the Township 
Veterinarian either at the Shelter or at the office of the Shelter designated 
Veterinarian with prior approval of a Shelter employee. 
 
Pound Fostering 
The fostering of pound animals will only be permitted under the following 
circumstances: 

 It involves kittens or puppies too young to stay at the pound. 
 Animals who need temporary care to recover from an illness. 

Only experienced and approved volunteers will be permitted to foster.  A foster 
must agree to keep the animal as long as necessary and assumes full 
responsibility for the animal while in foster care including costs.  
 
Volunteers are not permitted to remove or foster any animal from the shelter 
without the consent of the animal control officer. 
 
Note – An adoption contract or transfer of liability/ownership must be filled out 
for any animal leaving the shelter, even those being fostered.  Please make a 
note of the fostering status on the contract. 
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Volunteer Adoptions 
 
Upon recommendation from a full time Brownstown Animal Control Officer, the 
adoption fees may be waived for a volunteer of the shelter with Public Works 
Department Head approval along with approval of the Township Manager.  This 
will be done on a case-by-case basis for volunteers for extraordinary service and 
will not be common place. 
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Feeding Guidelines 
 

Cats: 
The township provides a high quality food for our cats and we ask that you 
follow the recommended feeding guidelines on the package.  An average 
size cat needs only 1 cup of food per day.  Over-feeding often leads to 
intestinal distress and obesity, particularly when combined with the lack of 
exercise typical at the shelter.  We do not routinely feed our cats canned 
food as a supplement or treat.  Many animals are sensitive to any change in 
diet and canned food can trigger diarrhea which may be mistaken for a 
serious health issue, resulting in unnecessary medical care and expense.    
Canned food should only be given in situations when the animal is unable 
to eat dry food, such as during an illness or convalescence period. Young 
kittens will be given canned kitten food only until they are capable of eating 
dry food, or additionally as a supplement if they are not thriving.  If an 
animal is to be given wet food it will be specifically noted and provided for 
by the medical team.   

 
Dogs: 
The dogs are fed dry food once each day in the morning by the staff.  The 
type and amount of food given is determined by the size and age of the 
animal.  Canned food is used only when necessary for health reasons.  
Please do not give additional food or treats to the dogs in the evening as 
they do not have access to the outdoors to use the bathroom after hours. 
 
Note:  A clipboard is located in the cat room to monitor health issues you 
may observe while interacting with the animals.  If you notice an animal is 
not eating, please report it directly to an ACO.   
 
Note per Animal Control Officer:  For health and safety reasons, please do 
not allow any animal to roam freely in the shelter. 
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Euthanasia Policy 

 Our shelter may humanely euthanize animals we know to be seriously sick, 
injured or in pain, including animals we are unable to provide adequate 
medical care for.   

 We may euthanize animals determined to be dangerously aggressive 
toward people or other animals, or those with a history of unprovoked 
aggression. 

 In order to prevent suffering, we may euthanize animals who do not adapt 
well to the shelter environment or those who begin to decline physically or 
mentally due to their stay at the shelter.   

 Our facility is not designed to provide humane, long-term housing.    

 The Animal Control Officer is responsible for all decisions regarding 
euthanasia consistent with Township ordinances and State Law. 

 Individuals who cannot support humane euthanasia under these conditions 
should not participate in our volunteer program. 

 A courtesy notice may be given to volunteers and/or current rescue(s) of 
the Shelter of animals who have been given a designated euthanasia date 
or are in need of urgent adoption.  
 
 

Dismissal of Volunteer Duties 
Any volunteer found in violation of shelter rules or policies may be asked to resign 
from his or her volunteer duties at any time at the discretion of our staff.    
  
Ownership of Records 
All records generated by either the shelter or the volunteers during the course of 
a volunteer’s service remain the sole property of the Township and shelter. 
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Final Notes 
 
It is the goal for you to have a good experience while helping the shelter of 
Brownstown while maintaining a safe environment for all the personnel and 
animals.  If at any time you have a question or concern, your first contact would 
be the Animal Control Officers.  For extreme issues the next contact would be the 
Director of Public Works and finally the Township Manager.  Finally, I would like 
to thank you for your interest and help for our Shelter and welcome aboard! 
 
 
 
 
 
William Turner 
Director of Public Works 
Brownstown Township 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revision date: 3/9/22 


