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Volunteer Management at Back to Nature Wildlife
Refuge:

This comprehensive course provides an in -depth look at
effective volunteer management strategies tailored to
the needs of wildlife organizations. Key topics include
creating impactful internship programs, developing
successful recruitment initiatives, and optimizing volunteer
scheduling for seamless operations. Participants will also gain
essential skills in volunteer training to ensure consistency,
professionalism, and engagement across all roles. Whether
you're new to volunteer coordination or looking to refine your
approach, this class offers the tools and knowledge to build
and maintain a dedicated and well -trained volunteer team.




‘Back story on how our program

¢ 2002- | walked in to the refuge; no calling or emailing back then(!), | saw a tired employee and ask to fill out an
application. | then immediately received an orientation date. We started training after orientation same day.
However there was no schedule required or weekly/monthly minimum. You just said bye when you felt done
(you decide) and show up again when you feel like it-any day, anytime. | did this for 3 Y2 years.

¢ 2006c-Now I 6m the tired employee. . No clue who was carbowi

manydays, ol der volunteers who woul dndt acknowl edge
without saying bye. Others were community service workers who needed hours for the crime they committed,
and the rare few people who did show up that were genuinely happy to be there, well, they had no direction
regarding scheduling so they were always this lovely surprise!

¢ Where it changed- 2006-I brought up taking over the volunteer management so | could revamp the process. It
began with collecting applications from folks who brought animals in-our main form of recruitment. Instead of
accepting them on the spot like we would desperately do, | gave short phone interviews for all applicants and
created schedules. | created a MySpace (!) page for the organization using all the photos | had taken over the
years as a volunteer. Without much trying, we gained over 4k in followers in a couple years which in turn gave
us exposure (a breakthrough for 2006!). Through lots of trial and error, we started to fill in our days with 4-8
people consistently. Many were externs from a small vet tech school that had approached us for hours and
experience for the students, community service workers (who had new parameters set), and some original
volunteers that continued to come-though mostly grandfathered in to the old rules of scheduling.

¢ The intention: to create demand for a place that | personally felt was a gem that someone would be grateful to
work at (as | was).
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¢ 2008-2009-1 was approached by a UCF advisor who asked. why

And with his guidance, | was ableto createouri nt er nshi p progr amé
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So, how do we make a successful program
g~| ®~ 2ki ®&~ .~ 2 ~2ajy

¢ 1. Ask yourself, what do we need most?

¢ I.e. Animal Care, cleaning and laundry, grounds maintenance, baby feeders, marketing and
social media, bookkeeping, board members, fundraiser help etc

¢ .Prioritize your needs and start at the top, one by one filling the positions-take your time
create it slowly I f youdbére doing this alone.

¢ 2. How do you find that help?

¢ Word of mouth, take a moment to chat with your animal intake citizens, use social media
and target marketing to promote the mission and opportunities, website posts, emailers,
contact local schools-both high schools and colleges (esp. the science and career services
depts.), LinkedIn postings, etc.

ol f youor e aprofitjposeanlistiegdvia ViolumteerMatch, or 15 other sites you can
google *I do not however, have personal experience with these sites

0 3. Create a program that has parameters, structure, formalities, rules, and rewards (that you can
uphold).




Advertising Your Program

=)
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Create a description (or graphic) of your organizationo

Be sure your contact info is streamlined; specify how you want them to contact you. Post the minimum
requirements. Be sure to add any specific informat.

A Age minimum
A Commitment minimum (shift times, hourly minimum, weekly or monthly minimum, etc
A Positions available to volunteering-specify what is being offered

A Preferences such as back ground checks, application fee, uniform requirement, vaccinations
needed, etc.

Save yourself time by not being vague while also doing your best to *invite* interested applicants.
Include a response time i so applicants are aware of how long they may have to wait for you to contact them.

Having a digital application saves time. If you are open to visitors at your facility(education animals), d o n 6 t
to require them to pay you a visit first.
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Demographics Pros and Co

12-17 Restrictions on what they can do regarding safety.
Parents often want to be or are required to be present.
Requires careful supervision initially until you get to know them.
Most often motivated and eager to learn. Can be limited to
weekends, summers, and shorter shift times.

18-24 Motivated for job experience purposes, willing to commit
to consistent long shift scheduling, not often able to commit
long term.

25-40 Challenged with work-life, social life balance, family
responsibilities, job changes, and often not as reliable weekly.
Fast learners and can be excellent trainers.

40-55 Challenged with work-life balance, family responsibilities,
health interruptions more common. Best to help remotely when
not able to physically.

55-80 Looking for social interaction, applying their skills, though
often limited physically. Many enjoy niche jobs and routine.
Most often last the longest.

Older adults

Volunteering can help older adults
stay physically healthy, reduce
feelings of isolation, and improve
social connections. ¢

Middle-aged people
Volunteering can help people in
their 30s and 40s fit giving back
into their busy lives. Families can
volunteer together at their
children's schools. ¢

Young adults

Volunteering can help young adults
find employment. 16-24 year olds
who volunteer have a 5% higher
chance of finding employment.

Volunteering can be rewarding
for people of all ages and can
help people make time to help
others. ¢




Become a BTN Volunteer

BTN is always looking for dedicated, hard
working volunteers who share the same
passion to help take care of our facility
and its wildlife. Our team is diverse and
filled with animal lovers alike who
understand the need for wildlife
conservation. If you are interested in
volunteering, please visit the refuge to
fill out an application during our
public visitation hours (Tues.-Sun.
9am-4pm).

Seeking an Internship Opportunity? click
here

We currently need volunteers for:

» Reception and Welcome Center
(Tues.-Sun. 9-4pm)

» Marketing and Event Planning

» Grant Writing

» Corporate Sponsorship

+ Compound Maintenance

* Animal Care

+ Eagle Scout Projects

» Work Groups

We currently need volunteers for:

Reception and Welcome Center
(Tues.-Sun. 9-4pm)

Marketing and Event Planning
Grant Writing

Corporate Sponsorship
Compound Maintenance
Animal Care

Eagle Scout Projects

Work Groups

Our Minimum Volunteer
Requirements

o Must be a minimum of 18 years

old.
Proof of tetanus shot within the
last 3-5 years.

» Apositive attitude and strong

work ethic.

More Information

Animal Care Volunteers: Post training
shift opportunities vary from early
morning to mid-afternoon. The animals
of BTN rely on structure and consistency.
There is a 7 hour shift minimum
requirement per week.

e Minimum commitment of 28
hours/month.

« Training Shifts are 9am-4pm.

» You will need to offer one consistent
day per week.

During busy times, there may be up to a
1-2 month wait for animal care
volunteers. Applicants will receive a
phone interview. Please apply in person
and visit the refuge as soon as possible!

If you are seeking NON-animal care
opportunities, you may download this
application and submit it via email or
mail.

BTN Non Animal Care Volunteer
Application




Yes / No_Interview Date: Start Date:

ey

widife hefuge  pLEASE CIRCLE: VOLUNTEER/INTERN/BOTH APPLICATION
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PLEASE CIRCLE for Internship: Spring/Summer/Fall Accredited/Unaccredited
Level: Beg.(1day/1 credit)/Int.(2 days/2 credits)/Adv.(3 days/3 credits)
School attending: UCF/Valencia/Other/None

Last Name: First Name : Middle Initial:
Address: City: State: Zip Code:_
Cell or Home Phone: Date of Birth: Email;

Empl, S Work Title:

In Case of Emergency, Notify; Phone;

*Can we text you to schedule an interview? Y/N Contact number;

Reason for Seeking to /Intern:

Prior Animal Work Experience and/or Qualifications:

Prior Vol Work:

Existing Medical Conditions (e.g. Asthma, Allergies, Hepatitis, etc.) of which Back to Nature should be aware: [J Yes O No

If yes, please list:

*TELL US SOMETHING ABOUT YOU:

Proof of a recent Tetanus shot (within 3-5 years) is req d at the s s must work one consistent 7
hour shift per week, for a minimum of 6 months. All training shifts begin at 9am. Volunteer must purchase a BTN shirt to wear on
scheduled workdays with a BTN uniform of waterproof boots and long khaki or cargo style pants. A volunteer manual and
agreement must be read and signed prior to the beginning of your first working shift.

The following is required for a background check:

Driver’s License Number: Issuing State:

Have you ever been convicted of a felony or misdemeanor criminal offense? O Yes O No

If yes, please provide offense/year:

I, the undersigned, agree to read the volunteer training manual, which is available in the refuge office, and I will not begin volunteering until I have
read and understood this manual in its entirety. | understand that wildlife can carry certain diseases which can be transmitted to humans. | hereby
release, acquit and forever discharge Ihclnn Nature wndlik erm its officers, agents, and from
any claims, courses of action, and for, upon or by reason of any mmu cause or thing
whatsoever, from the beginning of the vmrld to the day of Ibeu prsenl-s. including, but not limited to any and all claims arising out of the

of my duties, of I further understand that it is my responsibility to keep my necessary inoculations updated., |
will inform my physician lhx( 1 work with wildlife, so my medical records will reflect this information.

S e Date:

Yol 1 Full Availabili

DAYS Monday

Tuesday Wednesday Thursday Friday Saturday Sunday

TIMES

Vol. 9-4pm

Int. 9-5pm

Preferred

Volunteer shift minimum is 1 day / week

Intern shift minimum is 2 days /week

D Vel Activiti

Mark with "X” if interested (interns may be subject to assist with any and all areas as needed)

Position

Description

Animal Care (Long
shifts & consistent
scheduling required)

«  Prepare diet for resident and rehab animals according to the written information posted

+  Scrubbing, poop pick up, watering, and clean cages and the perimeter (outside) areas of cages o

Provide enrichment activities to the animals

+  Observe the animals daily for changes in behavior and /or eating habits and document

*  Survey caging for any problem areas that could cause escape and/or injury to the animals

*  Assist with neonate care of rehab wildlife, sometimes including late night shifts or overnight care

Compound Maintaining and improving the refuge’s aesthetic appeal for our visitors.
Maintenance +  Landscape maintenance- mow, weed removal, hedge and tree trimming, trail clearing, etc.
(Operations *  Assist with structural mail e, building of new encl es, sit on hurricane and safety committee
Dept/Safety *  Plumbing, electrical, and building repairs
Committee)
Office Staffing Assist Office Manager with any duties that may be assigned.
Intake/Gift Shop «  Answer the phone/File Paperwork/Update Files
(Administrative Dept.) +  Greet Visitors/Handle Cash Register/Sell Gift Shop Items
«  Intake of wildlife via Animal Services and Private Citizens
Tour The tours last approxi ly 1-1.5 hours dep g upon the age and size of the group. Tour guides need to be
Guide/Ambassador articulated, charismatic and comfortable speaking to groups of people, as groups average 10-50 people.
Presentations +  Learn the information of all the permanent animals at the refuge, the history of BTN, our mission and
(Educati I Dept) our daily operations
ucational Dej
P *  Mustbe available as tours are booked
«  Animal Care training required
Community These events are to educate the public about the refuge and our mission statement (who we are and what we
Off-site Educational do) and to promote our marketing programs. These are events that may be for a few hours or a full day,
Events sometimes requiring multiple days in a row. Must travel to the designated locations where event is taking
(Educational Dept.) place. Must have a flexible schedule, mainly on weekends. Animal Care training required.

Event Planning
(Revenue Committee)

. The refuge hosts 6-8 events per year.
«  Assist with planning of each event
«  Work the events
+  Solicit Sponsors/auction and raffle items, etc

Marketing/Fundraising
/Grant Writing
(Revenue Committee)

We have an in-house Revenue Committee that holds meetings where we plan our fundraising. At the meetings,
we assign tasks to everyone and discuss marketing and events. We have regular meetings the first TUESDAY
of each month.

+  Duties as assigned by marketing chair

*  Solicit donations of raffle prizes, corporate sponsors, and wish list items, etc.

*  Research and write grants

. Web design, social media, online marketing




Nkzkg®s| g ®r k éMsqr ®é

o)

Dondt b e beasdlactiva bdt alsodry not to come off as desperate. DO give opportunities to those who
you feel can gain from them and understand the mission of your organization.

Know yourself and be sure you are the right one to manage the program. Social skilsareamust!| f youdr e
too busy or not the right fit, recruit someone to assist you with managing the program, or even just a part of
it such as interviewing, scheduling, or training, etc.

Read your apps thoroughly ensuring they meet the minimum requirements-request a resume if you prefer.
Some facilities require application *fees.

How to select/approve applicants: phone interviews, zoom orientations, onsite group orientations, in-person
onsite visit/interview. *Internship applicants are recommended to be thoroughly interviewed.

Create interview questions or orientation material (informational and training packets, waivers, etc.)

If the applicant is not right for your organization, do not feel obligated to hire them. You can give them a
ti meframe to wait for a calll back; |l et them down po
the right candidate for our organization. o You can

U—




Interview question examples

-Intro : Please tell me about you.

-Where are you from, where do you live now (in proximity to the facility)?

-How did you hear about us ?

-What do you know about this organization?

-Do you know what species (and in what capacity) we care for and how many animals do you think we
care for annually?

-Why do you want to volunteer? What are you hoping to gain from this experience?

-Have you visited our facility before?

-Any specific animals you're hoping to gain experience from?

-what form of transportation to you have? *reliability question

-Do you have access to our volunteer mass communication outlets (currently a facebook group)?
-Do you have any Allergies?

-Have you been vaccinated for Tetanus, in the last 5 years?

-Are you capable of spending 8 hours straight on your feet and working outside in the elements?
-Healthwise, are there any limitations on what you can do, physically?

-Are you comfortable asking questions?

-Can you handle uncooked (raw) meat? -Frozen dead animals? (for our Carnivores)

-Are you terrified of any animals? (Phobia) (bees/spiders/snakes/frogs/insects )

-Are you used to working outside, in the FL weather conditions? (play outdoor  sports/yard work)
-Customer Service / retail experience? * talking to the public regarding intakes and gift shop

-Do you enjoy working with others?

-What do you do for fun?

TAll mAa cArnrmnthina that wwiniild hathar vt 1tk A winvl,  Alar~rAa”




2025 Back to Nature Wildlife Refuge
Volunteer Guidelines and Agreement

On behalf of the staff of Back to Nature Wildlife Refuge, WELCOME TO
THE TEAM!! We are grateful that you have chosen to dedicate your time to
our organization and to the care of Central FL’s wildlife! Please take your time

to thoroughly read this agreement. Please initial next to each section. Sign,

print and date that you accept and agree to all terms. Please feel free to ask any
questions.

____Minimum Requirements: Prior to beginning the volunteer program at
Back to Nature, we ask that you commit to a minimum of 6 months, at a
minimum of one, 8-9 hour shift per week, (for a total of 28 hours per month).
Training shifts start at 9am and may run longer than 8 hours so please plan
accordingly, especially during busy season. Any missed shifts will result in a
required make up shift. You must provide a photocopied proof of a recent
tetanus shot (within 3-5 yrs). You are expected to maintain a strong work ethic
and positive attitude. On your first day, you will read the BTN volunteer
manual before you begin working. During your time at BTN, you will be
trained to work in several parts of the facility (both indoor and outdoor),
including the Visitor Center, Clinic, Prep Building, Rehab areas, resident areas;
as well as perform various ‘side work’ tasks, and grounds maintenance. This
may also include assisting with on-site events  Scheduling: We are very
grateful that you are offering your free time to help the animals of Back to
Nature! J We ask that you treat this position like a job. In that, we require all
volunteers to maintain a consistent schedule and maintain an open direct line
of communication to the Assistant Director, Kelly Verduin. This includes
any and all schedule changes, concerns about the program, and absences.
Please be aware that a “No call/No show” will not be tolerated, and can result
in termination of your position. The staff and the animals rely on you to show
up on your scheduled day and time. A notification via text message to the
assistant director is required for all absences. You cannot text or call a staff
member in place of contacting the assistant director. You may communicate to
both a staff member AND the assistant director Kelly) in a group text if you
work on Sundays, Mondays or Fridays due to Kelly being regularly scheduled
off those days. ANY missed days will place you in a deficit to your 7-hour
weekly requirement. A missed shift requires a scheduled make up day no
later than 30 days of your absence. This should not be taken lightly as a
consistent schedule for all BTN volunteers and interns is necessary. All
planned absences should be notified as soon as possible so we can make
arrangements to acquire extra help. Inconsistency to your schedule may
result in suspension or termination from the program.

___ Dress Code: The dress code is as follows: long pants (beige, green, brown,
black or gray) cargo or khaki style; a clean official refuge volunteer shirt
(which you can purchase on your first day for $10); a suitable mask, and, water
proof boots. Please, no tight pants, leggings, yoga pants, exercise pants,
shorts, jeans, etc. allowed. A neutral hat, BTN hat, or baseball cap; sunscreen,
bug repellent, and sunglasses (preferably not mirrored) are allowed. NO
music, ear buds, smart phones or smart watches allowed on you while
working. If you are witnessed using your phone, or taking unauthorized
photos while working, you will be asked to the place your phone in your
vehicle or bag and/or be excused from the program. The animals deserve
your full attention. Please, no facial piercings, loose jewelry, heavy makeup,
strong perfumes/colognes, etc. that would not be acceptable in a professional
work environment. Please try your best to maintain proper hygiene within the
standards of working with animals and follow the CDC guidelines regarding
Covid-19. Please try to keep your clothing as clean as possible to avoid cross
contamination and routinely wash your hands and bleach your boots
throughout your shift.

__Code & Conduct: We ask for your patience, a positive attitude, a strong
work ethic, a professional demeanor, open communication and an open mind
during your time spent at Back to Nature. Please ASK QUESTIONS as often
as needed! J No question is unnecessary and will be taken seriously. Basic

questions can be asked to your trainers, HOWEVER, you are expected to
verify these concerns with staff (and always refer to the volunteer manual) to
avoid confusion or miscommunication. Assumption can lead to mistakes and
even sometimes death to an animal. Do not risk it and double check your
concerns. Please remember, everyone will work and learn at different paces.
There is no competition here. It is based on your attitude, motivation, and work
ethic as to how much you will learn and move forward. Please respect your
fellow volunteers, interns and staff members. Please keep your personal
conversations to a minimum and continue working while doing so. Your break
time (which is 15 minutes during your shift) can be taken in any non-animal
care part of the facility. Please do not break in the clinic. If you need to snack,
you are welcome to as long as it is not while food prepping or near an animal.
Please inform a staff member prior to taking your break. A poor attitude,
disagreeing with or mistreating staff, laziness, gossiping, talking loudly (esp.
in the rehab and animal care areas) mistreating other volunteers, interns, or
the public, not following safety rules and sexual harassment of any kind will
not be tolerated! You may be excused from your position for any of these
concerns.




___ The Experience: What you can expect to gain from Back to Nature is a
training experience focused primarily on the safety, daily care, diet prep,
education and enrichment of several resident and rehab wild animals. You will
be assigned daily tasks each day that you are scheduled to work. These tasks
include animal care, behavioral documentation, daily enrichment, various
indoor and outdoor side work tasks, clinic assistant, and grounds maintenance.
You may also be stationed in the Visitor Center, accepting intakes, greeting
visitors, and managing admission and gift shop transactions. *In regards to

animal care training, there are some species that are off limits to direct contact.

You will not be allowed to work directly with the bobcats or the raccoons, for
safety purposes. In some cases, experienced volunteers that have earned trust
from the staff, have been given prior approval, and have received their rabies
pre-exposure shots, will be trained to assist with such animals as the rehab
raccoons and other rabies vector species. To the majority of the volunteers at
this refuge, these animals are off limits due to the deadly risk of exposure. We
do not take these rules lightly so please take this seriously for your safety and
the safety of the animals.

Side work tasks include, but are not limited to, dish washing, cage cleaning,
shed cleaning, laundry, garbage collection and removal, organizing, produce
pick up and restocking, building and restroom cleaning, landscaping, raking,
hauling dirt and substrate loads, enclosure enhancement etc. Often, the staff
gives scheduled tours, educates off-site, and oversees fund-raising events.
These are additional areas (often requiring additional hours) open to learning
and participating in. J

____Time Management: It is important to watch your time throughout the day
to stay on track of your assigned tasks. If you fall behind on time, we ask that
you please notify a staff member as soon as possible so you can receive
assistance. Please do not attempt to inform a staff member at the end of your
shift that you “did not have enough time” to care for an assigned animal or
complete your assigned side work. Do not ask a teammate to assist you. If you
are assigned more tasks than you feel you can handle, be sure to consult staff
before you begin working. Please note that you will need your work checked
and signed out at the end of each shift.

We are a public facility welcoming visitors, donors and citizens bringing
injured and orphaned animals in for care on a daily basis. Most visitors have
never been here before. You are expected to treat the public with the utmost
respect and always direct them to a staff member until you are properly
trained to speak with them. This is especially important while accepting
new intakes. Taking photos of our resident wildlife is permitted if you are
outside of the enclosure. If and ONLY if, you have received approval by a staff
member, you may be allowed to photograph some of the residents while you
are in their enclosures. You CANNOT photograph rehab wildlife. Posting
photos of the residents (taken from inside the enclosure) on social media
or web is not allowed unless you have received approval by STAFF. This is
a Florida Fish and Wildlife Commission rule and BTN could be penalized.
If you are caught taking and/or posting unapproved photos, especially of rehab,
you can lose your position at BTN. Social media is monitored by FWC and by
members of BTN. Please also be aware that being trained to care for rehab
wildlife on BTN property does not allow you to accept or care for injured and
orphaned wildlife from your home. Certain trained volunteers that are
considered “BTN baby raisers™ are listed on the BTN rehab permit and are the
only volunteers authorized to carry out such duties.

__ SAFETY FIRST AND ZOONOTIC DISEASES: When you read the
volunteer manual you will learn about the proper safety procedures required
while working at Back to Nature, as well as information about zoonotic
diseases. Please initial this section once you have done so, stating that you
agree and will follow all safety rules. Important examples:

-Never leave an enclosure unattended without LOCKING it first.

-All tools, dishes, buckets, and even your footwear, must be washed top to
bottom, inside and out, with bleach and soap and thoroughly inspected before
being used on another animal.

-Never enter, touch, provide treats, or remove an animal from its enclosure
without explicit instructions and permission by a staff member. If you are
assigned an animal you have not been trained on at least 3 official times, you
cannot enter the enclosure until given permission by a staff member.
-Absolutely no harassing, aggressively hosing, threatening, yelling, putting an
animal at risk of escaping, releasing an animal from its enclosure, “coddling”
or petting an unauthorized animal, touching a rabies vector species,
intentionally imprinting a rehab animal, or harming any animal on this
property.

-Consistent hand washing/boot washing and sanitizing is necessary to avoid
the risk of cross contamination.




*Communication, consistency, a positive attitude and proper planning
with your manager is crucial to having a successful and fulfilling
experience!

We look forward to working with you! Welcome to the BTN 2025
Volunteer Team! J

Kelly Verduin
(407) 761-3611 text preferred

Kelly@btnwildlife.org
Assistant Director

Print Name

Signature
Date




Back to Nature’s Animal Care
Internship Program

Back To Nature offers students and
individuals a chance to get involved and
discover their passion for wildlife biology,
wildlife rehabilitation, and animal
husbandry. If you are seeking school
credit or simply looking for a great
opportunity to gain experience, inquire
today to fill out an application. UCF
Biology Students can visit Frank Logiudice
in the Biology Department. Non-Bio
students can visit the Experiential
Learning or Career Services Departments.
Valencia College students are also eligible
for school credit by speaking with your
campus department advisor. All
applicants must receive approval through
a formal 2-part interview process. Our
internship program is available to any
individual looking to gain experience at
Back to Nature. You do not have to be a
registered student or receive school
credit to apply however, you must be at
least 18 years or older. Some animal care
experience is preferred.

Be advised that this is an unpaid
internship position under a Non-Profit
501 c 3 organization.

Internship Courses

Spring/Fall Internship
(15 Weeks)

o Level II: 240 hour

requirement. 2 credit
hours. (2) 8 hour shifts
per week.

Level III: 315 hour
requirement. 3 credit
hours. (3) 7 hour shifts
per week.

Summer Internship (13
weeks)

e LevelI: 208 Hour

Requirement. 2 credit
hours. (2) 8 hour shifts
per week.

Level II: 273 Hour
Requirement. 3 credit
hours (3) 7 hour shifts per
week.

Level III: 338 Hour
Requirement. 4 credit
hours (4) 6.5 hour shifts
per week

Other Information

A required orientation takes place the
Saturday before the first day of each
internship (A BTN work week starts on
Sunday and ends on Saturday).
Applications are accepted via email and
on-site. Approved applicants will be asked
to present proof of a recent tetanus shot
(within 3-5 years). A weekly, set schedule
will be given during the orientation.

*If you are out of state, please email
Kelly@btnwildlife.org to inquire.




Training

¢ Create tiered training that allows them to learn at their own pace and also gives them opportunities to move up. Try not to

Adangle a carroto to keep them motivated but do make int cl e
something, make that clear also). For example: a training tracking sheet that lists all the areas they can learn and how
many trainings theyoll need before performing unsupervised.

¢ Create a training manual.

¢ Instructional videos can be fun to make with the help of current volunteers.

¢ Post clear and simple signage throughout your work areas as a reminder of accountability.

¢ Orientation and/or group trainings with a deemed (by you) certified employee or volunteer.

¢ Individual trainings with fellow volunteers trained in that area.

¢ Provide constructive criticism and positive reinforcement.

¢ Engage with them on a personal level while staying focused on the task at hand.

¢ Try to gauge their learning abilities to avoid overwhelming them. Not everyone can be expected to work at the same pace.

¢ Requreic he®wak so/ sibgernatrer gdsheir shift Iis over to ensure they did
feedback. No one wants to receive a Ahey you |l eft the cage
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Volunteer/Intern Training Track Sheet

Barred Owl- Lockhart

Name: Start Date:

NEVER enter an enclosure or area alone that you have not been trained on at least 3 times and authorized Rehab Areas Training | Trainer Training #3 Trainer Training Trainer Staff Approval
Heddent Ankidle Training| Trainer Training | Trainer Training | Trainer Staff Approval I 4} Initials |71~ "7 Initials 4] Initials Slgnaure
e et #1/Date | Initials #2/Date | Initials #3/Date | Initials Signature C If“fc Swnghlrd Care
Tortoises Crash & Athenos U]_“?c Searel Care
Goats & Emu-Hope & Halo, Clinic opossum care
Kokomu Rehab gopher tortoises
Iguana-Kiwi Rehab Turtles
Torts x2 Box Turtlex|1 Rehab Waterbirds
Grey Squirrels- Clinic Rabbit Care
Whoopsy,Gretchen,Bluey/ Tipsy
T T Baby Squirrel Feeding

rairie Dogs-Phi i ‘ "
- £ Outside Rehab Birds
Gray Fox-Emerald Outside Rehab Saurrels
Screech Owl- Mad Eye Moody, o e eoes
Luna : Outside Rehab Opossums
Turkey Vulture-Cookie
Black Vulture-Igor Leadership Areas #1 Trainer #2 Trainer #3 Trainer Staff Approval

GHOW-Columbo

Resident Lemur

Resident Bobcats

Resident Opossum

Guided Tour

Red Fox -Taylor

Outside Raccoons™* rabics pre-

CXPOSUNG VACTINE 1eg

Sidework Tasks

Offsite-Festival

Dish Washing/Dish Pit

Garbage

Offsite-Educational
Program

Cage Scrubbing

Produce Pick Up

Training a Volunteer/Intern

Produce Stocking

ADDITIONAL AREAS:

Prep Building Clean up

Clinic Medical Training

Put Away Dishes/Cages

Basic Meds Class

Clinic Cleaning/mopping

Squirrel Class

VC donation pick up Rabbit Class

Linen Organizing Raccoon Class

Visitor Center Song bird packet
Releases

Intakes from Public

Intake Form

Running List/Cage Card

Vol/Int Agreement & Manual

Wildlife Walk Visitors

Cleaning/vacumming

Cash Register/S handling




Internships

¢ Internships can be job specific, long hours, set schedules, with employee -like training.
Be sure that what you expect from your interns, comes with a benefit to them in return.
I.e. Recommendation letters, vet school evaluations (VMCAS -Veterinary Medical College
Application service), job references, a certificate or verification letter of employment
upon completion.

¢ Interns should be held to a higher standard than volunteers but can be trained by
certified volunteers.

¢ Be clear about what the program offers and what they will be learning.

¢ College semester schedules(13 -15 weeks), summer programs, 4 -6 month programs, 1
year, etc.

¢ Intern programs do not require you to be certified by any official agency. You can offer
an internship program and the student may be able to receive credit through their
school career services.

¢ To recruit college age interns, it is best to reach out to your closest college or University.
Speak with a department head to discuss opportunities for the students. Vet tech

schools may have more specific training guidelines. However, it iIs a good place to start if
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Back to Nature 2025 Intern Program Rules and
Expectations Agreement

On behalf of the management and staff of Back to Nature Wildlife
Refuge, WELCOME TO THE BTN ANIMAL CARE INTERNSHIP
PROGRAM ! This internship is a 15-week program in spring and fall,
and 13-weeks in the summer (all with staggered start dates). Our
program is focused on teaching you about the captive care of a variety of
exotic and native, non-releasable wild animals as well as the
rehabilitation of injured and orphaned FL-native wildlife. During this
program we ask that you keep an open mind so you can learn all that you
can while you are here! Please follow all directions, hold a consistent
work schedule, and respectfully communicate with the management
(specifically your intern manager), animal care staff, volunteers, and
fellow interns. We also ask you to take initiative on previously trained
tasks, follow all safety rules, frequently ask questions (i.e. How can I
help? Is this something to be concerned about? etc.) and maintain a
positive attitude. Below is a list of rules that we expect you to follow
along with a brief description of each section of the program. When you
are done reading each section, we ask that you initial each section and
sign at the bottom stating that you agree with, and will follow these
internship guidelines.

Scheduling; You are given a set schedule by your intern

coordinator that is expected to be followed each week. Changes in
days and times are only to be made for specific reasons and ONLY, if
given by or approval by your intern manager. Expect to work
holidays. In the event that you have an emergency, a notification via
text message to Kelly (intern manager) is required. A 24-hour notice
is expected otherwise. For example, please do not intend on calling
in for a shift one hour before you are scheduled unless it is an
emergency. This may result in termination of your position as an
intern of BTN. Sick days are LIMITED and a doctor’s note will be
required after your first absence. Any days missed MUST be made
up by the end of the term, no later. If you have a schedule change for
the week of final exams, you must notify your intern manager
immediately, once your schedule is issued. For example: “Needing
time off to study” or “I planned a trip” is not acceptable. ANY
excused missed days will place you in deficit of your weekly
requirement. It is your responsibility to manage your time outside
of this internship. Please understand that this is not to be taken
lightly. If you decide that the internship is not for you, all hours
worked during your scheduled intern time will be forfeited. You
cannot convert to a volunteer by including your intern hours. We
want you to complete this program and succeed. By setting your
schedule, you will have the ability to plan ahead, and around your
BTN schedule. J

o Please follow the Daily Task Routine:

1. Assist in the clinic with morning animal care of the rehab patients;
including cleaning and feeding assigned animals, sweeping the floors
of your work areas, trash removal and bag replacement, and
dishwashing.

2. Health Check AKA “Role Call” for every animal you are assigned to-
which includes physically walking up to or entering the enclosures
you are assigned to ensure your animal is in good, visible health.

3. Check the Behavior Log sheets on each of your animals for the
previous day’s info.

4. Review their daily enrichment activities; begin prep if necessary or
you may wait to prepare enrichment once feeding and cleaning have
been done (keep in mind, some enrichment involves changing normal
feeding routine).

5. Food Prep your animals by following their food charts (if you have
birds of prey, food prep is done after cleaning their enclosure). Verify
your diets with staff before feeding out. Clean up your prep area
and wipe down table before moving on to next task (this includes
refreshing any meat items, washing and recycling cans and plastics,
and washing your knives and cutting boards).

6. Gather Cleaning Materials needed, a CLEAN wheel cart (wash out
before use if it is dirty), and proceed to cleaning one enclosure at a
time. Sanitize your tools and boots between each group of animals.

7. Never leave an enclosure unattended and unlocked. Never leave a
door open or open it wider than needed to fit yourself and your tools
inside. Your eyes must always be on your animals while entering
and exiting.

8. Clean up your Mess, wash your dishes (and assist with dishes at the
dish pit), tools, wheel carts, enrichment items toys, ropes etc., dry,
and put away. DO NOT LEAVE DIRTY DISHES AT THE SINK. It
is your job to wash your dishes and assist with rehab dishes. Do not
leave items, branches, etc. sitting outside an enclosure.

9. Document Your Animals in the animal behavior logs. Each resident
animal must be documented everyday on their behavior, health, and
eating patterns. You must also note what you did while in with them.
This is mandatory and is for record keeping purposes, USDA, and
FWC regulations. Any concerns (including basic questions)
regarding the animal(s) you are assigned to care for that day are
to be documented AND addressed to a staff member! Relaying
information directly back to staff is of the utmost importance!

10. When working in a resident animal's enclosure, you are expected to
be our “eyes and ears.” SAFETY rules must be followed. While
thoroughly cleaning each enclosure, you must take notice of all
behaviors exuded by the animal(s), including condition of their
enclosure, their tools that remain at their enclosure (Clean? Dirty?
Missing items? - i.e. rake, scoopers, scrub brush should all be there
for use of those animals only), note any leftover diet; assess, remove,
and disinfect areas where urine and feces are found, observe their
general health and behavior, and report any safety risks.

11. Proceed to vour side work tasks.

Side work: Throughout the day, in between tasks and most
importantly, before you leave, you are expected to complete your
assigned side work tasks. These are tasks listed on the marker board next
to your animal care tasks. Side work tasks include dish washing aka
“dish pit”(please do not leave dirty dishes at the sink), cage scrubbing,
wheel cart and tool scrubbing, putting away cages and dishes, sorting
dirty laundry, folding and sorting clean linens and new donations,
garbage collection and dumping, produce pick-up from a Publix on
Chickasaw Trl./Lake Underhill (morning pick helpers are always
welcome!), sorting produce and putting it away, cleaning fridges and
freezers, sweeping and mopping, shed organizing, landscaping, raking,
sidewalk sweeping, assisting staff, feeding/cleaning clinic animals, etc.
ALL side work tasks are necessary and must be completed by the
end of your shift. Everyone is responsible for washing their OWN
dishes, buckets, and tools as well as helping at the dish pit area. DO
NOT leave a mess for someone else to clean up or for bugs crawl all
over (this includes the prep tables). Always clean up immediately after
you are done working in an area and please organize a messy area before
you start. Keep your work area with you (pre wash in your cart) until
you are ready to clean it at the dish pit or work table. These tasks are
expected to be done within your shift but can roll over past your
scheduled time. Please be aware that your shift end time can vary.

Time Management: It is very important to watch your time
throughout the day to keep on track with your assigned tasks. If you fall
behind on time, you MUST notify a staff member as soon as you realize,
s0 you can receive assistance. Even if you plan to stay longer than your
shift, you are expected to complete your assigned tasks WITHIN your
assigned shift hours. You cannot check out at the end of your shift and
mention that you “did not have enough time™ to care for an assigned
animal or complete your assigned side work. It is your job to keep track
of your tasks and ask for staff assistance when you fall behind. Do not
ask a teammate, as they may fall behind as well. We are happy to help!

Breaks: During your work days, you are given a 30-minute
break to cool off, eat, drink, and rest. The break areas are located at the
picnic tables under the pavilion and inside the prep building. Breaks are
not allowed in the clinic and only in the visitor center if given approval.
Drinks and lunches can be placed in the designated volunteer
refrigerator. You are welcome to use the microwave. Please take your
break in between enclosure cleanings (and not within the first or last
hour of your time here). Snacking while working is encouraged but
cannot take place inside an enclosure or while food prepping. Please
wash before and after. You MUST (individually) notify a staff
member when you leave AND return from designated break! Do not
leave a mess behind before taking a break and each enclosure you are
assigned to MUST be locked and checked. Side note: In the event that
you are not feeling well, (i.e. overheated or dizzy), it is imperative that
you notify a staff member immediately so we can tend to you. It is very
dangerous to become ill inside an animal’s enclosure! Your safety and
health must be taken seriously.

Code and Conduct: Patience, a positive attitude, a strong work
ethic, a professional demeanor and an open mind are necessary qualities
for you to exhibit during your time spent at Back to Nature. Everyone
will work and learn at different paces. It is based on your attitude,
motivation, and work ethic as to how much you learn and move forward.
Poor attitudes, disrespecting, arguing with staff, gossiping, disrupting or
distracting others, mistreating other volunteers, interns, the animals, or
the public; not following protocol (especially safety rules), and any kind
of (sexual or other) harassment will not be tolerated!! You can and will
be terminated immediately for any of these concerns.



Animal Care Routine: When you arrive to work you are
expected to be ON TIME. You will park in the visitor parking lot,
located outside of the main gate. Please do not enter or go near the
construction areas. You will drop your personal items off in the prep
building and report to the ‘Clinic’ by your assigned start time (arrive 5-
10 minutes early-not 15 minutes after) and check in with a staff member.
You will be assigned tasks for the day via the marker board displayed
inside of the ‘Clinic.” After proper training, you will be entrusted to
carry a set of access keys to the low-risk animal enclosures. (To do this
you have to swap out your car keys for a set of access keys.)

*COMMUNICATION to your intern Manager regarding all aspects of
this internship, is crucial to having a successful and fulfilling experience.

Please sign below that you agree and will follow the refuge internship
rules and requirements:

Print
Name

Sign
Name

Date

We are all here, committing ourselves to hard work for the love and care
of these animals and wildlife conservation. As interns, you play a major
role in the BTN mission and we are excited to have you!

We hope you enjoy and learn during your time spent with us!
We are so excited to have you! Welcome to the Back to Nature
Wildlife Refuge intern animal care team!

Kelly Verduin
Assistant Director
Volunteer/Intern Manager

407-761-3611 text preferred
kelly@btnwildlife.org

___Assisting the Public: We are a public facility welcoming visitors,
donors and citizens bringing injured and orphaned animals in for care on
a daily basis. Most visitors have never been here before. You are
expected to treat the public with the utmost respect. ALWAY'S greet the
public visiting and ask if they need assistance (esp. when they are
carrying an animal in). (When in new buildings and reopened: Always
direct the public with general inquiries and intakes to the Welcome
Center where staff or an authorized volunteer can assist them). DO NOT
handle incoming wildlife or allow public to take an animal out of its
carrier or box. All rabies vector species are off limits to any contact. You
are expected to treat the public with the utmost respect and always direct
them to a staff member until you are properly trained to speak with
them.

___Photography and Social Media: We want you to take pride and to
share your experiences here with friends and family, however, we have
rules we must follow in order to do so. Taking photos of our resident
wildlife is permitted if taken from a public area, and on your own non-
working time. If and ONLY if, you have received approval by a staff
member, you may be allowed to photograph some of the residents while
you are in their enclosures. Simply put, JUST ASK FIRST J

You CANNOT photograph Rehab wildlife as per FWC. Posting photos
of the residents, from a non-public area, on social media or web is
not allowed unless you have received approval by STAFF. If you are
caught posting unapproved photos, especially of rehab, you can lose
your position at BTN. We are regulated by Florida Fish and Wildlife
Commission, U.S. Fish and Wildlife Commission and USDA. We must
follow their guidelines or risk our permits being revoked. We will not
allow you to put our permits at risk by choosing not to follow the rules.
Most often, a staff member will take a photo for you and allow you to
share it.

___SAFETY FIRST

RULE OF THUMB: NEVER enter an enclosure that you have not been
previously trained on at least 3x AND signed off by a staff member.
ONLY open a door wide enough to get your body and tools inside.
NEVER open a gate while the animal is near it. DO NOT TOUCH any
animal without permission from a staff member. Lingering in an area,
especially the rehab raccoon, bobcat and fox areas, where you have not
been authorized is not allowed...ever! The outside rehab area is off
limits until you have been properly trained. When you read the
volunteer/intern manual you will learn about additional safety
procedures required while working at Back to Nature. Failure to follow
all rules can result in immediate termination. The safety of the people
and animals of BTN comes first! Getting bit by an animal that you have
not been given permission to handle may lead to further investigation of
the incident, which can result in termination. For any animal bite or
work related injury, you must notify staff. An incident report may need
completed as well. NEVER interact or have direct contact with a rabies
vector species. Species such as bat, raccoon, bobcat, otter, fox, coyote
and skunk are all listed as rabies vector in the state of Florida.

___The Experience: What you can expect to gain from the staff and
skilled volunteers of Back to Nature is a job-training experience focused
on learning basic animal husbandry skills for captive wildlife as well as
FL native wildlife rehabilitation. Back to Nature houses approx. 20
different species. You will be expected to learn most of the resident
animals, excluding the lemur and bobcats. However, there may be
opportunities to assist with their enrichment and food prepping. It is
based on the decision of the management as to who will be allowed to
assist with them. You will all receive training on the rehab song birds,
opossums, rabbits, and squirrels. Depending which season, will
determine what species of rehab animals you will potentially gain
experience with. This internship is not majority clinical, but you will
gain some experience in medications and wound care.

Dress Code: The dress code is as follows: cargo, hiking, dry
fit or khaki style long pants, (no holes, mid-drift bearing clothing, jeans
or spandex), an official BTN volunteer shirt is mandatory (so please
keep up with your laundry J), and rain/water proof boots. Rain/water
proof boots are required for comfort and protection from the elements,
and for prevention of cross-contamination between enclosures-they must
be washed daily. Hats, sunscreen, bug repellent, wrist watches and
sunglasses (preferably not mirrored if inside an enclosure) are allowed.
NO ear buds, smart watches or phones allowed while you are working.
They must be kept with your personal belongings and are only permitted
on breaks. Talking or texting on your phone anytime other than your
break time, will result in ‘confiscation’ of your cell phone until the end
of the day. You are allowed to take photos of the RESIDENT animals
that you are assigned to work with IF you ask permission first (and after
your shift); however, you are NOT permitted to take photos of any rehab
animals (including babies) OR post photos on the web without approval
by your intern manager (per FWC). These animals require, and deserve
your full attention and focus. Please leave personal belongings
LOCKED in your car (or at home), or inside a volunteer cubby. The
parking lot is not monitored so leaving items in your car is at your own
risk. Parking is permitted only in the parking lot.

Earning Additional Volunteer Hours: Your hours are
scheduled and required to be followed. You have a required amount of
shifts (shift times are FULL days and out times are not guaranteed) that
must be met each week. Each shift is a minimum of 8 hours. You will not
be allowed to use extra hours towards absences. Volunteer hours are
listed separately.

Your Goals: You will each learn at different levels and work
at different paces. Your opportunities to move up and learn more are
based on your work ethic, time management, attitude and motivation.

We understand that you have a reason for being here, and perhaps a
specific goal intended before your internship is over. Many will be
possible to reach. We ask that you express your goals and ideas as we
may be able to guide you better into that direction. Communicating your
concerns, interests and/or ideas (to your intern coordinator) is essential.
Hard work does pay off! Please note the reason why you are here and
what goals you wish to accomplish during the program:




¢

Create a Team for All

Volunteers want to feel part of a team; have a purpose. As their leader/mentor make a point to get to know them.
They look forward to being there so be sure to give them a warm welcome each day.

Thank them often and treat them with respect..

Create a camaraderie, notaclick. A We ar e al | h er e coamnioir ouolove forlwildife anch i ng i n
conservation. o All other differences are compli ments of
Encourage socializing without interfering with tasks and disrupting the rehab. Lunch breaks, separate non animal

areas like the commissary.

Volunteers have a higher return rate when they genuinely enjoy the people they work with.

Having set schedules allows this to happen with ease and social gatherings allow volunteers to get to know the

entire team.

nSI owdo season socials, dinners, potlucks, bowling night,

Keep it simple and have help coordinating them.

Fun Statistical Fact: The calculated hourly pay of a volunteer in Florida is roughly $25-29/hr (when you include
salary, workers comp, health insurance, etc.)







