PetFix 

Northeast Ohio

Volunteer Instructions for Checking Animals in for Surgery

Thank you for helping us reduce pet overpopulation in northeast Ohio!

· Please arrive and be ready to go to work by 7:30am. The van will arrive normally between 8:00 – 8:15 am.  Our staff will be supervising the check-in and discharge.
· Please sign the Volunteer Waiver and the Protocol for Bites and Scratches before you begin your duties.  The following regulations have been put in place to protect both you and the animals brought for surgery.  Please give these to the PetFix staff upon completion.
Please do NOT touch or handle awake cats under any circumstances. No fingers in crates or cages!!!!!!!  Owners are to deliver cats in carriers. Ferals are to be delivered in humane traps, one cat per cage (no exceptions!).  Please tell your clients not to put paper or straw in the cages.   

Dogs must be on leashes until placed into a cage on the vehicle. PetFix reserves the right to refuse any dog deemed too dangerous to be handled. 

Please do NOT attempt to catch an escapee. Instead, immediately notify a PerFix staff member.
· Check your space at the check-in table to make sure it has the following supplies:

Procedures for Registering Clients 

List of animals registered for surgery

Extra Registration Forms (orange)

Receipt book

Pens

Identibands (try to fill out in advance) and sharpies for filling them out

· Make sure you have read and understand the following check-in procedure before clients begin arriving. If people come early, please ask them to wait until you are fully set up and ready to go.

· Greet clients, create a happy, welcoming atmosphere as you follow this procedure: (If problems or disputes arise, please call upon a PetFix staff member).
i. Look for obvious signs of illness (runny nose or eyes; sneezing; coughing, vomiting, diarrhea). Check for hair loss.  As if the animal has had any exposure to, or history of, ringworm.  If you suspect an animal is not healthy enough for surgery, ask our staff for confirmation. If the animal must be sent home, agree to schedule the animal at the next PetFix visit (unless other instructions have been given by the PetFix Partner.) Document the conversation on the orange Registration Form and keep the form for PetFix records.
Cont.

ii. Check to make sure each owned cat is in a secure carrier and each feral is in a humane trap. . (If owned cats are not in secure carriers and the Partner is willing to loan carriers, ask the owner to transfer the cat. Make sure the carrier is clearly labeled as belonging to the Partner).

iii. Make sure dogs are securely leashed and do not appear vicious or dangerous. If there is a question about the behavior of a dog, consult with our PetFix staff. Only PetFix staff should make a decision about rejecting an animal. The PetFix staff person will communicate with the owner.  

iv. Check to make sure each animal’s orange Registration Form is complete – both sides – and signed. There must be one form for each animal!  If not, have the owner/caregiver fill out a form and return it to you.

v. Check owner’s proof of low income using attached list. At the bottom of the back of the orange form, note the documentation presented. (usually a Medicaid card, or Letter of Eligibility from the local public assistance office.)
vi. Make 2 identibands for each animal with the following information: Owner/Caregiver last name. Animal Name.  For cats, attach both Identibands to the carrier handle. For dogs, put two bands together and ask the owner to place the resulting  “collar”  around the pet’s neck. 

vii. Check the animal off on the master list, looking to see if payment is due.

viii. Take payment (unless the Partner has had the owner/caregiver pre-pay). Give a receipt. 

ix. Tell the owner/caregiver the time to return, make sure you have a contact phone number.  Please advise owners that dogs may be released earlier than anticipated.  

x. Hand the animal over to the PetFix Staff as directed to be placed in a cage in the clinic.

xi. Put all check-in supplies, except the list of animals scheduled for surgery, back into the plastic container. Spruce up check-in/discharge area so it’s ready for discharge later in the day.

xii. You will be invoiced by mail or e-mail for the services provided.
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